
 
 

Advisement Handbook
August 2007



Table of Contents

I.   Academic Advising Standards and Guidelines Page
• Vision Statement..................................................................................................................1
• Mission.................................................................................................................................1
• College’s Values.................................................................................................................. 1
• Strategic Goals.....................................................................................................................2
• Academic Advising Definition............................................................................................ 2

................................................................................................................................................
• Purpose of Academic Advising Program.............................................................................2

................................................................................................................................................
• Goals for Academic Advising..............................................................................................2
• Programs  ............................................................................................................................ 2
• Academic Advisor Responsibilities  ...................................................................................3
• Student Responsibilities in the Academic Advising Process ..............................................3
• Are You a Good Advisor  ................................................................................................... 4
• Communication Skills for Advisors ................................................................................... 4
• Advising Students in Developmental Courses.....................................................................5
• Advising Students with Unsatisfactory Performance ......................................................... 5
• Suggestions for Working with Students with Unsatisfactory Performance ........................5
• Legal and Ethical Issues in Academic Advising  ................................................................6
• Advisor Roles and Responsibilities .................................................................................... 7
• Student Responsibilities ......................................................................................................8
• Common Causes of Low Grades  ....................................................................................... 9
• AA/AS Degree Programs General Education Requirements ............................................10
• AAS Degree Programs General Education Requirements ................................................11
• Advanced Certificate of Achievement FMI General Education Requirements.................11

II.   Forms 
• Counsel gram .................................................................................................................... 12
• Course Selection  .............................................................................................................. 13
• Official Add/Drop .............................................................................................................14
• Developmental Course Add/Drop Request .......................................................................15
• Official Withdrawal Card (Student)  .................................................................................16
• Withdrawal Card-Instructor Use........................................................................................17
• Change of Grade Memo  ...................................................................................................18
• Request to Change Major/IDP ..........................................................................................19
• Request for Course Substitution  ...................................................................................... 20
• Request to Register After Classes Begin  ......................................................................... 21
• Application for Re-admissions.......................................................................................... 22
• Application for 3rd Year Business...................................................................................... 23
• Application for 3rd Year Education.................................................................................... 24
• Withdrawal from COM-FSM  .......................................................................................... 25
• Transcript Request............................................................................................................. 26
• Application for Graduation................................................................................................27

III.  IDPs  
      Degree Programs

• Agriculture  ....................................................................................................................... 28



• Business Administration  .................................................................................................. 29
• Computer Information System  .........................................................................................30
• Early Childhood Education  ..............................................................................................31
• Hospitality and Tourism Management  .............................................................................32
• Liberal Arts........................................................................................................................ 33
• Liberal Arts/Health Career Opportunity Program  ........................................................... 34
• Liberal Arts/Media Studies ...............................................................................................35
• Liberal Arts/Special Education..........................................................................................36
• Marine Science  .................................................................................................................37
• Micronesian Studies  .........................................................................................................38
• Teacher Preparation—Elementary   ..................................................................................39
• Teacher Education-Elementary (State campuses)............................................................. 40

   Third-Year Certificate of Achievement 
• Teacher Preparation—Elementary ....................................................................................41
• Teacher Preparation-Special Education.............................................................................42
• Related Services Assistant  ............................................................................................... 43
• Accounting or General Business........................................................................... 44

   Certificate of Achievement
• Agriculture and Food Technology ........................................................................45
• Bookkeeping ......................................................................................................... 46
• Health Assistant Training Program........................................................................47
• General Studies ..................................................................................................... 48
• Law Enforcement...................................................................................................49
• Preschool Teacher Education.................................................................................50
• Secretarial Science ................................................................................................ 51
• Trial Counselors....................................................................................................52 

   Vocational Programs—Degree  
• Associate of Applied Science, Building Technology .......................................... 53 
• Associate of Applied Science, Building Tech., Construction Electricity........54-55 
• Associate of Applied Science, Electronics Technology .................................56-57 
• Associate of Applied Science, Telecommunications Technology................... 58-59

  Vocational Programs—Certificate of Achievement
• Building Maintenance and Repair........................................................................ 61 
• Career Education, Motor Vehicle Mechanics.......................................................62 
• Construction Electricity........................................................................................ 63 
• Carpentry...............................................................................................................64 
• Cabinet Making/Furniture Making....................................................................... 65 
• Electronics Engineering Technology....................................................................66 
• Masonry ............................................................................................................... 67 
• Plumbing................................................................................................................68
• Refrigeration and Air Conditioning.......................................................................69
• Small Engine and Outboard Motor Repair............................................................ 70

   Fisheries and Maritime Programs – Advanced Certificate of Achievement
• Adv. Cert. of Achievement, Maritime Studies (Class 5 Marine Engineer).......... 71 
• Adv. Cert. of Achievement, Maritime Studies (Class 5 Masters)........................ 72 

   Fisheries and Maritime Programs – Certificates



• Cert. of Achievement, Fishing Techniques & Maritime Studies (Class 6 
Masters/Engineer).................................................................................................73 

• Cert. of Completion, Multi-Purpose Rating..........................................................74 


