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Welcome back. 

Thank you for participating in the group academic advising sessions for new students. This initial
meeting with students is an important event.  Our surveys overwhelmingly confirm that students
value the information that you provide them.

Our goals for this group meeting are:

n to help new students make an initial connection with the institution via their faculty advisor

n to ensure all students have exposure to specific information at the outset of their studies

n to encourage the building of more connections between new students and the other
service providers at campus.

The Group Session Information Notes, which are included in this handbook, will hopefully help
guide your session. They are not intended to be restrictive and we encourage you to personalize
your session. To this end, a list of possible additional topics is included in the handbook.

The video, Advising First Year Students, can be viewed on the faculty advisors webpage (see
Grenfell website - Current Students, Academic Advising, Faculty Advising). It explains the advisee
assignment process, clarifies the advisor-advisee relationship and identifies support services for
advisors and advisees. 

The advisees assigned to you this year are your responsibility until the end of their first year.
After that, these students become the responsibility of the program chair of their declared
program, or if they remain undeclared, the responsibility of the academic advisors in the
Registrar’s Office.

I hope that your group session goes well. I am always interested in making improvements
to this resource and would appreciate receiving your comments. 

Derek Jackman
Manager – Academic Advising
Grenfell Campus
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Diary of Important Dates
Fall Semester

September 6, Wednesday
Lectures begin, fall semester
Deadline for fees payment, fall semester

September 20, Wednesday
Last day to add courses, fall semester
Last day to drop courses and receive 100% refund of tuition fees, fall semester

September 27, Wednesday
Last day to drop courses and receive a 50% refund of tuition fees, fall semester

October 4, Wednesday
Last day to drop courses and receive a 25% refund of tuition fees, fall semester

October 9, Monday
Thanksgiving Day. No lectures. Fall semester break begins

October 11, Wednesday
Lectures resume. Lectures will follow the Monday schedule on this day only

October 12, Thursday
Lectures will follow the Tuesday schedule on this day only

October 25, Wednesday
Last day for students to drop courses without academic prejudice, fall semester

October 30, Monday
Registration begins for winter semester

November 13, Monday
Remembrance Day. No lectures

November 17, Friday
Lectures will follow Monday schedule

December 1, Friday
Lectures end, fall semester

December 6, Wednesday
Examinations begin

December 15, Friday
Examinations end
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Group Advising Session notes
Sept. 5, 2017 (Topics identified by faculty) 

Introduction

n Most professors provide a brief bio including employment/teaching history,
research interests, hobbies, etc.

n Some professors have students informally introduce themselves to the group.

n Please take attendance on the list attached to this handbook and return it to the Registrar’s Office.

housekeeping
academic integrity
INTG 100A and INTG 100B are online, non-credit courses designed to help students understand
academic integrity, the associated university regulations and the resources that are available
to ensure academic integrity. Many students will have completed INTG 100A by now. Students
who have not completed INTG 100A should complete it before registration begins for the winter
semester in November. The second part of the course, INTG 100B, should be completed when
it becomes available and before registration for the Spring semester in March, 2017. A full
description of the course can be found in the Guide to First Year on the Grenfell website.

science safety 1807
Students who have registered for Science Safety 1807 should complete the online course
before attending their first laboratory. If you have any questions, check with the
Registrar’s Office, AS277.

EXPLAIN WHAT YOU CAN PROVIDE AS THEIR FACULTY ADVISOR

n Explain your accessibility including e-mail and office hours

n Direct students to academic/non-academic services at Grenfell Campus. (Referring students is

made easier if you become familiar with the services that are available)

n Familiarize yourself with the degree programs that are offered

n Provide information about general academic matters (e.g. the Grenfell Core, important dates, etc.)

n Refer students to the appropriate program chair or the academic advisors in the Registrar’s Office

for involved program inquiries

n Set up or encourage individual meetings during your group session and throughout the semester.

Note: The Memorial University Calendar is viewable on Grenfell’s Registrar’s office webpage.



EXPLAIN WHAT YOU CAN EXPECT FROM YOUR ADVISEES

n Set up their @mun email account (if not done already). Grenfell email information    

(@grenfell.mun.ca) was sent through their @mun account. See ITS helpdesk (AS 205,

across from the Bursar’s Office) if they have a problem with their computer account or email. 

n Attend individual meetings (and come prepared – with a list questions).

n Identify themselves as your advisee when they email or visit. 

n Reply to checkup e-mails, even if the answer is just to tell you everything is ok. 

n Inform you as early as possible if they are having academic difficulty.

n Take responsibility for their academic decisions. Learn about program offerings,

degree regulations, services.

n Ask questions to you or other appropriate people.

Explain differences between high school and university

n Effort required for success may be greater than high school
(e.g. attendance, prep time, assignment quality)

n Level of independence is assumed

n Grades may drop in first year

n Many regulations exist – students need to become informed

Evaluation
Students should have a basic understanding of the evaluation scheme at Grenfell and they
should be aware of what constitutes a particular letter grade.

Grading
Letter Grades Numeric Grades Points Per Credit Hour 

A 80-100% 4 
B 65-79% 3 
C 55-64% 2 
D 50-54% 1 
F below 50% 0 

Sample GPA calculation
3As, 1B and 1C in five 3 credit hr. courses
A = 3 credit hr.  x 4 pts. per credit hr. = 12 points … so 3 As = 36 pts.
B = 3 credit hr. x 3 pts. per credit hr. = 9 points
C = 3 credit hr. x 2 pts. per credit hr. = 6 pts.
GPA = (36+9+6) pts./15 credit hrs.  = 51/15 = 3.40 GPA
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Description of Letter Grades

"A" indicates excellent performance with clear evidence of:

n comprehensive knowledge of the subject matter and principles treated in the course 

n a high degree of originality and independence of thought

n a superior ability to organize and analyze ideas 

n an outstanding ability to communicate

"B" indicates good performance with evidence of: 

n substantial knowledge of the subject matter

n a moderate degree of originality and independence of thought

n a good ability to organize and analyze ideas

n an ability to communicate clearly and fluently

"C" indicates satisfactory performance with evidence of: 

n an acceptable grasp of the subject matter

n some ability to organize and analyze ideas

n an ability to communicate adequately

"D" indicates minimally acceptable performance with evidence of: 

n rudimentary knowledge of the subject matter

n some evidence that organizational and analytical skills have been
developed, but with significant weaknesses in some areas

n a significant weakness in the ability to communicate

"F" indicates failing performance with evidence of: 

n an inadequate knowledge of the subject matter

n failure to complete required work

n an inability to organize and analyze ideas

n an inability to communicate



Academic supports
(These services are free of charge)

1) INSTRUCTIONAL ASSISTANTS 
Two instructional assistants are available on a full time basis at the centre. A numeracy instructional
assistant helps students having problems in mathematics and a literacy instructional assistant aids
students with essay construction and writing, grammar and literacy skills. Appointments can be
made online on the Student Services website.

2) PEER TUTORS
Peer tutors are available for many academic programs. Students are paired with a tutor who will
work one-to-one with a student free of charge.

3) SUPPLEMENTAL INSTRUCTION
Supplemental instruction is an academic support program that targets high-risk courses at Grenfell.
Student leaders in these courses conduct out-of-class study sessions focused on course content
and study skills training.

4) STUDENTS WITH SPECIAL NEEDS
If a student has a disability or other condition that requires special arrangement or consideration,
the student should feel free to discuss this with staff in the Accessibility Centre and Education
Support (ACES) in a confidential setting. Email studentservices@grenfell.mun.ca or learn more
about the university's policy at www.grenfell.mun.ca/student-services/disability-services.

5) SUCCESS SEMINARS 
The Learning Centre offers a variety of one-hour seminars focused on study skills. These seminars
aim to give students the tools required to develop effective study habits. Seminars offered include
time management, note-taking strategies and test-taking strategies. In addition to the seminars,
the Learning Centre has compiled a number of fact sheets for students’ use.

6) STEPS TO SUCCESS 
A program for students offered by students through the Learning Centre. This program is
designed to sharpen study, learning and organizational skills and help students connect
with staff, other students and faculty members.

7) COUNSELLING
Counselling faculty provide individual and/or group counseling to students experiencing
personal difficulties that interfere with their ability to function at their desired level.
Students can make an appointment to speak with a counselor by emailing
counsellingservices@grenfell.mun.ca or by calling 637-7919.
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ACADEMIC ADVISING
Advisors in the Registrar’s Office are available to help you with advising questions that you are
not comfortable answering. Also, questions about professional programs at St. John’s Campus
can be directed to us.

academic advising matrix
New students (undeclared) New student faculty advisor

New students (declared) Program chair or designate (see program chair list)

New students (special groups) Academic advisor - Registrar’s Office

Returning students Academic advisor - Registrar’s Office
(undeclared beyond first year)

Returning students Program chair or designate
(declared)

*If an advisor has not been assigned to a student he/she should contact Derek Jackman
at dejackman@grenfell.mun.ca. 

What Academic Advising can do for you now 

n We have program checklists available for program chairs to guide advising sessions

n We will send updates on your advisees’ academic progress after fall semester

n We are available to answer any of your questions about academic advising  

n We can help you with communication issues (effective messaging to advisees,
creating distribution lists, dealing with unusual advising situations)

n We accept referrals of advisees if you are not comfortable answering a particular advising
question

Other topics you may want to cover or that may come up

n Opting out of student health and dental insurance (see Grenfell Campus Student Union
www.gcsuonline.ca)

n Benefit of involvement in campus groups and societies (www.gcsuonline.ca)

n Plagiarism



11

grenfell campus staff
contact list

ACADEMIC ADVISORS
Derek Jackman Registrar’s Office, AS277 Ext. 2525

Shawna Matthews Registrar’s Office, AS277 Ext. 6213

ACADEMIC ASSISTANCE
Lorna Payne Learning Centre, AS271   Ext. 6268

CAREER PLANNING
Marilyn Forward Office of Engagement Ext. 6207

COUNSELLING SERVICES
Dr. Veronica Hutchings Health Services Ext.  6234
Janis Campbell WRSON/Health Services Ext.  6211

FINANCIAL MATTERS (STUDENT LOANS, SCHOLARSHIPS)
Diane Johnson Student Services, AS270A Ext. 6249

DISABILITY SERVICES
Brad Elliott Student Services, AS270C Ext. 6266

STUDENT AFFAIRS OFFICER (ABORIGINAL)
Kelly Anne Butler Student Services, AS278B Ext. 4606

STUDENT AFFAIRS OFFICER (INTERNATIONAL)
Patrick Arsenault Student Services,  AS278 Ext. 6525

STUDENT HOUSING
Jennifer Mitchell Student Services,  RES221 Ext. 6270



notes
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