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Welcome to Fort Hays State University! 
I am delighted that you have selected Fort Hays State University as the place to pursue your educational goals.  I want you to know and 
understand all the processes involved in being a successful college student.  These processes take place both in and out of the classroom. 
 
This Student Academic Planner is a tool designed to provide you with academic information that you will use throughout your time here.  I 
encourage you to take the time to read and use your planner for it will help to make your transition to FHSU a smooth one.  This planner also 
provides a place for you to keep your university documents (degree summary, and more).   
 
I encourage you to ask questions and seek out assistance from the staff, faculty and administration.  We are all here to help make your 
college experience a great one. 
 
 
 
Patricia L. Griffin, Ph.D. 
Director of the Academic Advising & Career Exploration Center 
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Area of Emphasis: an academic program 
consisting of no more than 19 credit hours of 
coursework (e.g., Ethnic Studies); the term “area 
of emphasis” is used for curricula of less than 19 
credit hours and outside of a signed major, 
minor, or concentration. Minors or 
concentrations are within a degree program.  
 
Certificate Programs: certificate programs 
usually require between 6 and 19 credit hours 
and are composed of courses specific to an area 
of study; all classes leading to a certificate must 
be taken for credit; courses cannot be counted 
toward more than one certificate; students are 
designated as “certificate students” when they 
declare an intent to complete a certificate plan 
(e.g., Leadership Studies) and a university 
application; upon completion of certificate 
requirements, the program director will authorize 
the issuance of a printed certificate.  
 
Cognate Course: a course related to a 
discipline (yet not within the major) which is 
required for completion of a degree program.  
 
Concentration: a subset of 24 credit hours or 
less of coursework within a major or degree 
program (e.g., Bachelor of General Studies) with 
a focus on a particular topic or field (sometimes 
called an area of concentration).  
 
Co-requisite: a course/laboratory/activity 
required to be taken at the same time as another 
course/activity.  
 
Course: a unit of academic work designed 
around a content area that involves a purpose, 
various activities, and ways of measuring 
success; a course is usually one semester long 
for which credit toward graduation is awarded; 
courses numbered 000-099 do not count for 
degree credit.  
 
Credit by examination: pre-approved credit by 
examination options are offered through 
Advanced Placement (AP), Fort Hays State 
University Local Examinations, the College 
Level Examination Program (CLEP), Regents 
College Proficiency, and Military Service Credit. 
 
Degree: an academic title Fort Hays State 
University is authorized by the Kansas Board of 
Regents to confer on individual students as 
official recognition for completion of a degree 
program; a student may receive more than one 
degree.  
 
Degree Program: a prescribed academic plan 
of study consisting of no less than 124 credit 
hours in which a student usually pursues at least 
one major or area of concentration (e.g., the 
Bachelor of General Studies). 
 
Degree Seeking:  a student who desires to earn 
a baccalaureate or associate degree at the 
University. 

 
Degree Summary:  a document showing the 
requirements for a degree program and 
courses completed. 
 
Department: an administrative unit for 
organizing, coordinating, and delivering 
educational services; a department can 
administer more than one program (e.g., 
Sociology and Social Work); one of 27 
academic units (not programs) in the 
University’s academic affairs division.  
 
Electives:  a course selected by a student with 
or without an advisor’s consultation; electives 
are usually within a major or special program 
(e.g., general education); a course not required 
for any program or special requirement is 
known as a “free elective.”  
 
Enrollment: (payment of fees) finalizes the 
registration process.  Enrollment is not official 
until fee payment or an officially approved fee 
deferment is processed through Student Fiscal 
Services.  The University’s official enrollment 
process is EXPRESS ENROLLMENT BY 
MAIL.  
 
Full-time Student: an undergraduate student 
registered for 12 or more credit hours, or any 
graduate student registered for 9 or more 
credit hours.  
 
Hours: sometimes referred to as semester 
credit hours unless specifically stated 
otherwise.  
 
Laboratory: a course involving supervised 
experimentation or practice related to an 
academic area; generally requires hands-on 
use of equipment and materials.  
 
Lower Division Courses: courses numbered 
100-299 ordinarily taken by freshmen and 
sophomores.  
 
Major: an undergraduate academic program/
plan consisting of 30 or more credit hours in 
which a student concentrates on disciplinary 
coursework; most undergraduate degrees 
require a major for graduation.  
 
Minor: an academic program consisting of at 
least 20 but no more than 24 credit hours of 
coursework taken by students outside their 
chosen major(s); students cannot have minors 
within their majors.  
 
Non-Degree Seeking:  a student whose 
immediate and declared objective is other than 
the earning of a baccalaureate or associate 
degree at the University. 
 
Prerequisite: a course/requirement to be 
successfully completed or a condition to be 
met before a student may enroll in a specific 
course, laboratory, program, etc.  

 
Probation: is a grade point average deficient of 
a 2.00. Academic probation is determined by a 
minimum grade point average for each 
classification on an increasing scale aimed to 
achieve the minimum 2.00 by graduation. 
 
Program: a system of courses (curriculum) and 
learning opportunities (co-curricular and extra 
curricular) arranged in a coherent, 
comprehensive pattern to produce a well-
defined, measurable, and desired set of learning 
outcomes; an academic plan to foster students’ 
academic development; programs are 
commonly administered by a department or 
director.  
 
Registration: the registration process occurs 
when classes are entered on the University’s 
database system.  Registration usually occurs in 
the academic advisor’s office during an advisor/
advisee conference.  The advisor registers the 
student’s courses on-line and gives the student 
a printed copy of the registration prior to the 
student leaving the advisor’s office.  CLASS 
SCHEDULES (REGISTRATIONS) WILL BE 
DELETED IF ENROLLMENT (FEE PAYMENT 
ARRANGEMENTS) IS NOT MADE BY THE 
PUBLICIZED DEADLINE. 
 
Required Course: coursework or courses within 
a specific department/program which must be 
completed by students who have selected the 
program (e.g., major, minor, concentration, area 
of emphasis); a course can be specified in a 
program or be unspecified and selected from a 
listing of required courses. 
 
Semester:  normally a semester is 15-16 
calendar weeks. 
 
Special Student: a student who has earned a 
baccalaureate degree and is pursuing post-
baccalaureate studies at the undergraduate 
level; special students are not permitted to enroll 
in graduate courses for graduate credit. 
 
Summer Session: an enrollment period that 
begins after the spring semester ends. 
 
Suspension: is a grade point average below 
probation levels.  No freshman is suspended for 
academic reasons at the end of the first 
semester of enrollment. 
 
Syllabus:  a written description of the course, 
assignments, grading policy, exams, etc., which 
is provided by the instructors at the beginning of 
each course. It is advisable for students to 
thoroughly read their syllabus to understand 
what is expected of them in the course. 
 
Upper Division Courses: courses numbered 
from 300-499 ordinarily taken by juniors and 
seniors; students must earn 45 credit hours of 
upper-division courses to complete graduation 
requirements.  
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FOUR YEAR CAREER PLAN 
 

Academic Advising & Career Exploration Center (AACE) Career Services 
Picken Hall, Room 100 Sheridan Hall, Room 214 
(785) 628-5577 (785) 628-4260 
advising@fhsu.edu careers@fhsu.edu 
 

Freshman…Self Awareness 
It is important to ask yourself the following questions: 
 What are my interests? 
 What are my skills and abilities? 
 What are my work values? 
 
Let us help you select a major compatible with your interests, abilities, values, and personality.  Take various inventories 
through the career counseling process.  (Call 628-5577 for an appointment).  Students can also take EAC 100 Career Planning 
and Development to help them decide on a major. 
 
Register and upload a resume with CareerConnections @ Career Services! Start learning about the job search process. 
 

Sophomore…Exploration  
Investigate career options within the major you have selected.  Visit with your department to learn more about your major.  Ask 
yourself the following questions: 
 What are the employment trends for the career I have chosen? 
 What course preparation and work experience are employers looking for? 
 What kinds of jobs will my major prepare me for? 
 
Upload and/or Update your resume into CareerConnections @ Career Services.  Start searching for internships and summer 
jobs. 
 
Visit http://www.fhsu.edu/aace/exploration to see “What you can do with a major?” web site.   

 

Junior…Focus 
Narrow your career options.  Apply for internships and/or summer jobs related to your major and the career you are considering 
@ Career Services.  Update your resume on CareerConnections! 
 

Senior…Job Search 
Market yourself into the world of work: 
 Utilize the services provided by Career Services including CareerConnections.  
 Update your resume and letter of application. 
 Interview with potential employers-on campus/off campus. 
 
Make an appointment with CAREER SERVICES to help you with this process. 

 
  TAKE ADVANTAGE OF THE MANY SERVICES OFFERED! 

 

  Visit us on-line at:   
Academic Advising & Career Exploration Center - http://www.fhsu.edu/aace  

Career Services - http://www.fhsu.edu/career 

Ask as many questions needed to help you make a decision about your major or career. 
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FREQUENTLY ASKED QUESTIONS 
 
What is the difference between registration and enrollment? 
Registration is when a student’s classes are entered into the University system. Enrollment is when the student 
finalizes the registration by making fee payment arrangements. 
 
How do I register for a class(es)? 
The University Catalog states that early registration for a subsequent semester is conducted after each semester 
mid-term.  Students who select classes with their advisor must complete their enrollment with Student Fiscal 
Services by returning their Fee Payment Agreement.  Due dates for Fee Payment Agreements and late enrollment 
procedures are provided on-line at http://www.fhsu.edu/sfs/FeePayment/enrol.shtml.  
 
What is a normal load for a full-time student? 
Full-time as an undergraduate is 12 hours.  The average student will take 15 hours.  Students who wish to take 
more than 18 hours must receive permission from the department chair and dean of the college. 
   
Can I change my advisor without changing my major? 
Yes.  You need to visit with the department chair of your major.  The chair will help you through the process. 
 
Can I change my major? 
Yes.  To change an undergraduate major prior to enrollment, you should contact the Registrar’s Office.  Once you 
are enrolled, make major/minor changes through your department chair and be sure to have your advising file 
transferred to your new advisor. 
 
Is enrolling for a night class or virtual college class different than enrolling for a day class?   
Yes, it can be.  (a) The preferred method is for students who enroll for the regular semester classes to also register 
for night and Saturday classes at the same time and complete their enrollment by returning their Fee Payment 
Agreement;  (b) Students enrolling only in night and/or Saturday classes may enroll in the classroom on the date 
and time of the first class meeting (only if space is available). 
 
Where can I get help with study skills? 
Study skills assistance is provided by Academic Support Programs in the Kelly Center (Picken Hall 308, 628-4401). 
 
Where can I find a listing of my General Education requirements? 
These requirements can be found on-line at http://www.fhsu.edu/coas/gened.shtml. 
 
Can I add or drop a class during the semester? 
Yes, students may officially add on-campus full semester courses up to and including the 20th day of classes for a 
semester providing space is available and the instructor gives permission. Policies for adding courses less than a 
full semester or summer term are contained on-line at http://www.fhsu.edu/registrar/acadpolicytxt.shtml. Students 
may withdraw full-semester courses up to the end of the tenth week of classes. Students withdrawing during the first 
five weeks will not receive any notation on their transcript. Students who withdraw between the 26th day of classes 
and the end of the tenth week of classes will receive a notation on the transcript of withdrawal passing (WP) or 
withdrawal failing (WF).  
 
How do I drop a class? 
Students should obtain a “Withdraw” form for each on-campus course from the Office of the Registrar, complete the 
form in its entirety, and then confer with their advisor about each proposed withdraw. If the advisor approves, signs, 
and dates the “Withdraw” form, the student must then obtain the dated signature of the instructor of the course 
being withdrawn. The instructor may not refuse a signature except under those circumstances where university-
owned equipment must first be returned, payment must be made for breakage, etc. The student then presents the 
“Withdraw” form(s) to the Office of the Registrar and, if accepted, becomes an official withdrawal. Acceptance is 
based on the time frame for withdrawing courses, a completed “Withdraw” form, and appropriate dated signatures. 
No withdrawal after the tenth week of classes. Students receiving financial aid have additional responsibilities and 
should contact the Office of Student Financial Assistance in Custer Hall, 785/628-4408. 
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How do I add a class? 
For On-Campus Courses: Students may officially add open, full-semester, on-campus courses up to and including 
the 20th day of classes for a semester with instructor permission. Procedure for adding a class: The student should 
obtain an Add form from the Office of the Registrar, Sheridan Hall 106, and complete all information requested on 
the form. The student should then counsel with the advisor about the proposed change. If the advisor approves, 
dates and signs the change, the student must receive permission to enter the new class from the instructor of the 
class, providing space is available. The instructor of record must sign and date the form as well. The add becomes 
official for the student on the date the form is submitted to the Registrar's Office. Payment is due to Student Fiscal 
Services at the time the class is added. Signatures that are not accepted by the instructor will void the transaction. 
There are no adds or enrollments in regular semester and arranged courses after 4:30 pm on the 20th day of 
classes. 
 
If I am on the four-year guarantee program, but have not met one of the criteria to remain in good standing, 
what will happen? 
Your advisor will make a note on the four-year agreement form as to the reason for discontinuance of the program.  
A photocopy will be sent to the Registrar's Office.  The Registrar will notify active participants and their parents at 
least once a semester regarding program status. 
 
What do I do if I have an illness or family emergency which keeps me away from classes? 
The Office of Student Affairs will send notes to instructors when students are ill at their parental home or 
hospitalized for several days. The Office of Student Affairs has a system for getting information about serious illness 
or personal/family emergencies to instructors. It should be noted that the Office of Student Affairs DOES NOT 
provide “excuses” for being absent from class — only an instructor may excuse an absence. 
 
How do I determine my GPA? 
The grade point average is determined by dividing the total number of grade points earned by the total number of 
credit hours in which grade points are recorded. You can view your GPA on-line at Tiger Tracks 
(https://tigertracks.fhsu.edu). 
 
What is the Satisfactory Academic Progress (SAP) Policy, and how can I get a copy? 
In order for students on federal aid to continually receive loans, grants, and/or work study, satisfactory academic 
progress must be met.  A student must maintain at least a  2.0 cumulative undergraduate GPA or a 3.0 graduate 
GPA and complete a percentage of the classes attempted during any academic term.  In addition, students have a 
limit on the number of hours they can attempt while receiving aid.  This policy also includes funding from the State of 
Kansas and various scholarships.  Students placed on financial aid suspension will not be eligible for aid until 
University standards are met or the student’s appeal has been approved.  For further explanation, refer to the 
satisfactory academic progress policy available in the Financial Assistance Office, University Catalog, and on the 
Financial Assistance Web page (http://www.fhsu.edu/finaid/sap.shtml). 
 
Is there any way to improve a grade if I am not satisfied with it? 
Yes, (reference the University Catalog) a student may attempt to improve a grade by repeating the course.  All 
grades remain on the student’s transcript, and the grade for the last enrollment in the course will be used in 
determining grade points.  The grade in the course being repeated will also contain a notation RP (Repeated) on the 
transcript.  Students should not repeat courses that have an “I” (incomplete). 
 
Where do I find my graduation requirements? 
Through consultation with your advisor as well as through the University Catalog, you may find the graduation 
requirements for your major(s).  The degree analysts in the Registrar’s Office prepare degree summaries for first-
semester juniors and transfer students who have 45 or more credit hours.  These summaries provide an outline of 
the courses required to meet the specific graduation requirements for individual majors.  
 
What is a degree summary? 
A degree summary is an outline of the courses required to meet your graduation requirements. 
 
Where can I find out about employment while I am a student? 
The Student Employment and Career Services offices provide students with a variety of potential employment 
opportunities.  Student Employment offers part-time jobs on campus, and Career Services offer part time jobs off 
campus as well as summer employment and internships.  Career Services can be a valuable resource when it 
comes to finding a job after graduation. 














































