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Dear Yellow Jacket Connection Student,
Congratulations! You are now part of a national education movement: high school students taking college
courses while still in high school. There is nation-wide rapid growth in the number of students registered
in concurrent enrollment (CE), and West Virginia State University is committed to expand the quality of
our CE classes through the Yellow Jacket Connection program designed to meet the high expectations of
students, parents, and educators. WVSU is very excited to offer you these opportunities.
What you should know about Yellow Jacket Connection Classes:
These are official WVSU courses, taught using our quality standards and college-level textbooks.
Faculty approved to teach these courses have submitted professional applications to WVSU. The college
has reviewed and approved their credentials to ensure that they are authorized to teach for WVSU.
Academic work in these courses is at the college level. Students should anticipate a rigorous set of
standards and more substantial time commitment for work outside of class.
These courses create an official WVSU transcript. Yellow Jacket Connection students are enrolled as a
WVSU student and an official grade is submitted to the college.
Since these courses create a transcript, this credit may be used toward a degree at WVSU or transferred
to most public and many private colleges around the country, though every college and university has its
own policies governing transfer credit. We recommend that each student check with colleges in which he
or she is interested to inquire about transfer credit policies.
Your decision to enroll in Yellow Jacket Connection Program is a big step. You are committing to
challenging college courses and beginning your journey into higher education. The following pages have
been assembled to provide you and your family with important information now that you are a college
student through the Yellow Jacket Connection. Please read this handbook carefully, and feel free to
contact our office if you have any questions.

Best Wishes,

Nathan Gainer
Nathan Gainer
Director
Office of Academic Educational Outreach
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WEST VIRGINIA STATE UNIVERSITY
MISSION STATEMENT

Founded in 1891, West Virginia State University is a public, land-grant, historically black university,
which has evolved into a fully accessible, racially integrated, and multigenerational institution. The
University, "a living laboratory of human relations," is a community of students, staff, and faculty
committed to academic growth, service, and preservation of the racial and cultural diversity of the
institution. Our mission is to meet higher education and economic development needs of the state and
region through innovative teaching and applied research.
The Undergraduate education at the University offers comprehensive and distinguished baccalaureate and
associate degree programs in business, liberal arts, professional studies, sciences, and social sciences. In
addition, the University provides increasing opportunities for graduate education.
West Virginia State University offers encouragement and education through flexible course offerings in
traditional classrooms, in non-traditional educational settings, and through distance learning technologies.
With the goal of improving the quality of our students’ lives, as well as the quality of life for West
Virginia’s citizens, the University forges mutually beneficial relationships with other educational
institutions, businesses, cultural organizations, governmental agencies, and agricultural and extension
partners.
The following values guide our decisions and behavior:
•
•
•
•
•
•
•
•
•

academic excellence;
academic freedom;
advancement of knowledge through teaching, research, scholarship, creative endeavor, and
community service;
a core of student learning that includes effective communication, understanding and analysis of
the interconnections of knowledge, and responsibility for one’s own learning;
lifelong growth, development, and achievement of our students;
development of human capacities for integrity, compassion, and citizenship;
our rich and diverse heritage;
personal and professional development of our faculty and staff; and
accountability through shared responsibility and continuous improvement.

West Virginia State University is a vibrant community in which those who work, teach, live, and learn do
so in an environment that reflects the diversity of America. Our comprehensive campus provides
numerous educational opportunities for our students. We take great pride in our accomplishments and
envision building upon our community college programs, baccalaureate education, and graduate offerings
to become a university recognized for excellence in teaching, research, and service.
Approved by the WV Higher Education Policy Commission on September 21, 2001
Revised September 21, 2004
Recommended October 21, 2004
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Yellow Jacket Connection Information for Students
Eligibility
West Virginia State University’s Yellow Jacket Connection Program is designed for those
outstanding high school juniors and seniors who have the capability and drive to begin their
college educations before high school graduation. Below are the Admission Standards for
students wishing to become a part of the Early Enrollment Program.
Every student admitted must meet the following admission standards:
1.
2.
3.
4.

Be a student in Grade 11 or 12 (Junior or Senior).
Carry a cumulative GPA of 3.0 or above).
Have written endorsement from the principal or guidance counselor.
Any of the above may be waived as decided by Administration on a case-by-case basis.

Admission/Readmission
Potential Yellow Jacket Connection students apply through the hosting high school guidance
counselor. This application will specify any and all Yellow Jacket Connection courses that a
student is applying for in that semester. There no application fee. Hosting high school
administration will forward application to the Office of Early Enrollment at WVSU. The Office
of Early Enrollment review applications and officially admit students. Student must apply every
semester for Yellow Jacket Connection courses.
Once admitted, students will receive an official admission letter and/or email noting their WVSU
information including identifying A number and email address.
Per West Virginia Higher Education Policy Commission §133-19-6.5, Early enrollment students
have the same rights and responsibilities as on-campus students and have the same level of
access to learning resources such as libraries, laboratories, and databases.
Registration
Once students are admitted, they will automatically registered for the approved classes through
the Office of Early Enrollment. Students may not add or drop classes, any changes made to
registration must be made through the Office of Early Enrollment.
Concurrent Enrollment vs Early Enrollment
Early enrollment courses are any college courses offered at hosting high schools specifically for
high school students. Concurrent enrollment courses are a type of early enrollment courses with
the specification that these courses must be taught by instructors currently employed at the
hosting high school. The differentiation between the two programs is only made for accreditation
purposes through the National Alliance of Concurrent Enrollment Partnerships (NACEP).

6

Course Information
There are currently over 25 courses spanning 13 disciplines available as Yellow Jacket
Connection options to students. WVSU is also currently working with multiple high schools in
multiple counties across West Virginia. To see a detailed list of courses and course descriptions
that may be offered through Yellow Jacket Connection (both Early Enrollment and Concurrent
Enrollment) please refer to Appendix A. To see a list of our Early Enrollment High School
Partners, see Appendix B.

Pre-requisites
Several courses require ACT/SAT scores or the equivalent and we collect these from the high
school. When a student has not earned the appropriate ACT/SAT score or has not taken the
ACT/SAT yet, the Office of Academic Educational Outreach(AEO) administers the
ACCUPLACER at the high school. To encourage students to take Yellow Jacket
Connection(YJC) courses WVSU pays for the ACCUPLACER the first time a student takes the
test. Students must pay for any subsequent ACCUPLACER tests. Once completed
ACT/SAT/ACCUPLACER scores are filed on campus through the Registration and Records
office and entered into the Banner system.
Grading Scale
The University uses the following grading system, which has been approved by the West
Virginia Higher Education Policy Commission:
Grade
A
B
C
D
F

Points on 4.0 Scale
4.0
3.0
2.0
1.0
0.0

Meaning
Superior
Good
Average
Below Average
Failure

Grades of A, B, C, D, and F are directly assigned by the faculty member as appropriate.
Purpose of Evaluations
Student course evaluations are crucial to the continual improvement of both curriculum and the
quality of instruction in the Early Enrollment program at WVSU. Individual evaluations are
confidential are anonymous. The information gained from these evaluations are only available to
the course instructor and Early Enrollment Program administration. The responses are used
internally by the Early Enrollment Program to better provide feedback to instructors, create
faculty development opportunities, and to determine individual course offerings at the high
schools. Data from evaluation may also be used externally for purposes of accreditation and
University reporting.
7

Withdrawals/Dropping Classes
Students may drop a class within the first week of classes and it will be removed entirely from
your transcript. You may withdrawal from a class between weeks 1 and 9-10. Yellow Jacket
Connection students who wish to withdrawal from a class must contact their Guidance Counselor
to drop/withdrawal from courses through the Office of Early Enrollment.

Tuition and Payment
Yellow Jacket Connection offers students the opportunity to earn college credit at a discounted
rate. This is only one of the many advantages to students who are ready to get a head start on
their college education. Since hosting high schools have different semester begin and end dates,
the information below details dues dates.
Billing and Due Dates for Tuition
o
o

Billing Date: Student will be billed within 10 days of registration
Tuition Due Date: Tuition will be due within 30 days of the date of the bill

Tuition
Tuition is billed based on the amount of credit hours taken. The tuition for a single credit hour
this year is $25. Tuition is calculated by taking the number of credit hours multiplied by the cost
of a credit hour. Tuition will be billed to student’s home address. Tuition that is not received by
the due date will result in a student being dropped from a class.
How to Pay Your Bill
All tuition and fees must be received by the payment due date.
Review MyState account
Students must check MyState accounts regularly. To view a tuition bill, log onto MyState
account at https://mystate.wvstateu.edu
1.
2.
3.
4.

Enter ID#: (A00)
Password:
Click on Student & Financial Aid
Click on Account Summary by Term

Payment options
Full payment must be received no later than 4:30 p.m. on the payment due date.
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Credit card or Online: Pay with Visa, MasterCard, Discover, or American Express. Be sure to
review your account status, via MyState, after payment has been confirmed.
In Person: You can pay at the Cashier's Office Monday - Friday from 8:30 a.m. to 4:30 p.m.
Mail: Mail your full payment to arrive by the end of the business day on the PAYMENT DUE
DATE. Full payments can be made by check. Please ensure that an address and phone number,
as well as the A number for the student that the payment is for, are included on the check. If a
check is returned for any reason, a hold will be placed on the student's account. An account hold
will prevent the student from registering, viewing grades, participating in graduation activities
and receiving transcripts until the check clears and a $25.00 NSF fee has been paid.
Make checks payable to WVSU and mail to the following address:
WVSU Cashier’s Office
P.O. Box 368
Institute, WV 25112
Transferring Credits
A transcript is an official academic record of an individual who has attended West Virginia State
University. To protect your information and comply with FERPA regulations, your transcript
will not be released without your written consent or online order that requires your signature.
Transcripts cannot be requested by phone.
Ordering information:
Online requests
To best serve all of our current and former students, WVSU offers official transcripts requests
through Transcripts on Demand (TOD) by Credentials eScrip-Safe. To help save you time, you
can use this secure, online ordering service to efficiently request, pay for and send a transcript
with a few easy steps. This will be typically the most efficient way to send your transcript.
Benefits
 Access transcript ordering anytime, anywhere
 Request as many transcripts and as often as you like once you create a one-time ordering
account.
 Select your delivery option and fee.
 Send your official transcript quickly and securely to a third-party, such as an employer,
another institution or other agency.
Processing Time
The Registration and Records Office processes online transcript requests from 8:30 a.m. to 4:30
p.m. Monday through Friday. During peak season, (i.e August, December, January and May),
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processing time is typically 3-4 business days, depending on the volume of requests.

You will receive email notification of your order status. You also can check the status at any
time at https://iwantmytranscript.com/wvstateu and select the “Review Past Orders” tab.
Cost
Using the preferred TOD method is secure, quick and convenient. It allows you to choose the
delivery method, and fees are based on your preference of electronic or paper delivery.
Transcript pricing starts at $10*, and you are charged at the time of your order. You can use a
major credit card to pay.


Electronic delivery (*$3 additional processing fee per transcript charged by Credentials
e-Scrip-Safe.)
 Paper delivery (cost to mail transcripts vary depending on shipping method)
You must have the following to order a transcript online:
 A valid major credit card
 An email account
 Your signed consent
How to place an online transcript request:
Students with Access to MyState
 Visit mystate.wvstateu.edu and enter your Student I.D. (A#) and password to begin.
 Follow the step-by-step instructions provided by Credentials eScrip-Safe for placing your
order. There is also a helpful FAQ link that answers common questions.
o Fees and delivery options are provided.
o Transcripts can be delivered electronically or by mail. We recommend that you use
electronic delivery when possible.
o A single session allows you to order as many transcripts as you like.
Students without Access to MyState
 Go to https://iwantmytranscript.com/wvstateu.
o First time users must establish an account that will require your current/former names,
address, student ID, dates of attendance and other information.
o Before your first request can be processed, you also must complete a Consent Form and
return/upload it as directed. This form is available when you create your account. The
signed Consent Form remains on file with Credentials eScrip-Safe to cover your future
WVSU transcript requests through this service.
 Follow the instructions provided by Credentials eScrip-Safe for placing your order.
o Fees and delivery options are provided.
o Transcripts can be delivered electronically or by mail. We recommend that you use
electronic delivery when possible.
o A single session allows you to order as many transcripts as you like.
If you have questions or need additional assistance concerning Credentials eScrip-Safe’s
transcript ordering service, please use the contact information below:
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Credentials eScrip-Safe
9435 Waterstone Blvd., Ste. 260
Cincinnati, OH 45249
Email: ess@credentialssolutions.com
Consent forms: TODConsent@credentialsolutions.com
(847) 716-3805
(847) 716-3710-fax




Additional options to request transcripts
In Person - Complete a WVSU transcript request form and bring it in. Forms also are available in
the Office of Registration and Records, located at 128 Ferrell Hall
By Mail - please use the Transcript Request Form or call (304) 766-4146 for further
instructions.
All transcripts not sent electronically are mailed via first class mail through the U.S. Postal
Service.
Cost is $10 per transcript (there will additional cost if expedited mailing is requested.) Please
bring photo I.D. if picking up a transcript in person. Any transcript picked up in person will be
stamped “issued to student.”
Holds
Transcript requests will not be processed if you have a financial or another obligation (fees,
fines, admission requirement or other reasons) to the University. For questions regarding your
student financial account, please contact the Cashier’s Office at 304-766-3141. For Admissions
holds, call (304) 204-4345.
FAQS
Can someone else request or pick up my transcript? No one except the student may request a
transcript, according to the regulations in The Family Rights and Privacy Act of 1974 (FERPA).
If you want WVSU to release your transcript to another individual to pick up, you must provide
us with your written permission, specifying the complete name of who is retrieving the transcript
on your behalf. That person must present a valid photo I.D.
Is my transcript official if I pick it up? All transcripts provided to students will bear the stamp,
“Issued to Student.” Many academic institutions, employers or agencies do not consider these
official.
Why can’t I request a transcript by phone? The Family Education Rights and Privacy Act of
1974 as Amended strictly prohibits transcripts being issued without the written consent of the
student. An original signature of the student approving the release of the transcript is required.
We cannot accept an electronic signature at this time.
Does the required transcript fee need to accompany the request? Transcript requests will not
be processed unless accompanied by proper payment. If requesting a transcript in person, the fee
is paid at that time to the Cashier’s Office. Online requests require a major credit or debit card.
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Transcript requests that are mailed in must have a check or money order in the proper amount
made payable to WVSU.
How can I request a transcript be held until the end of the current semester or graduation
date so those grades or degree appear on my transcript? Select the appropriate option on the
online ordering system or official transcript request form and your request will be held until
grades appear or your degree is posted. If you do not choose that selection, then your request will
be processed immediately.
If I am enrolled in the current semester, do those classes appear on my transcript? The
classes that you taking now or courses that you pre-registered for next semester will appear on
your transcript as “In Progress.”
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Student Resources
Introduction to Syllabi 101
The syllabus is your guide to each of your courses at WVSU. It provides valuable information
about course objectives, assignments and expectations. Keep each syllabus with the books, notes
and other materials you need for a class so you can continue to refer to it throughout the
semester. A typical syllabus will look like this:
Class Time:

M, W, F 11:00 -11:50 am

Instructor:

Instructor’s name
Instructor’s office
Instructor’s Email address & Office Number

Office Hours: Use them! This is your opportunity to ask questions/clarify topics in a 1 to 1
setting
Course Description:
This course is an introduction to the fine art of reading a syllabus. This course is designed to
provide the tools necessary to successfully understand, interpret, and put into practice the basic
skills of figuring out what exactly your instructors want from you, how you will be evaluated,
how your assignments will be weighted.
Course Objectives:
1. To identify key areas of importance on the syllabus
2. To develop an understanding of how instructors outline their expectations in a syllabus
3. To learn and understand terms like: Blackboard, Rubric, Objectives, Outcomes and
Expectations
Student Objectives:
1. Students will identify key areas of importance on the syllabus.
2. Students will develop an understanding of how instructors outline expectations in a syllabus.
3. Student will understand terms like: Blackboard, Rubric, Objectives, Outcomes and
Expectations.
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Assignments:
1. Due Dates- Pay attention to these! Put them on your calendar at the beginning of the
semester.
2. Description of Assignments-Read carefully and write down any additional explanations given
in class.
3. Rubrics-These give you a clear explanation of the assignment and how it will be evaluated.
Course Expectations:
Under this section you might find the rules of the classroom. They often include:
1. Rules of Engagement - how you are expected to participate
2. Rules of Attendance, Missed Class Policies
3. Rules of Tardiness
4. Rules of WVSU Online - will it be used, and if so, how?
5. Late Assignment Policies
Required Texts:
Purchase/rent the needed books and complete the reading assignments. It’s that simple! We
cannot begin a conversation unless you crack the book open.
Evaluation/Grading:
This section tells you how assignments will be weighted (how much each will contribute to your
final grade). Your instructor might use percentages or points to express his or her weighting
system.
Research

25%

125 points

Journals

5%

25 points

Exam 1

15%

75 points

Exam 2

15%

75 points

Exam 3

15%

75 points

Quizzes

15%

75 points

Attendance

10%

50 points

TOTAL

100%

500 points

This is a commonly used grade breakdown (and GPA equivalent) -some classes might use
slightly different breakdowns:
A 90-100 (4.0)
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B 80-89 (3.0)
C 70-79 (2.0)
D 60-69 (1.0)
F 59 or lower (0.0)

Other Information:
*Academic Integrity (Plagiarism, cheating, etc. Plagiarism sanctions differ depending on the
severity).
* Support Services: It is YOUR job to meet with a staff member from Disability Services and
arrange accommodations.
Course Calendar:
Assignment due dates, reading due dates, quizzes and other information will be given here.
Instructors will provide you with detailed information; YOU must take responsibility for
remembering and/or asking questions when you are unsure.
Online Learning
All of West Virginia State Univeristy’s (WVSU) online courses are fully supported by the
Univeristy’s Center for Online Learning. The mission of the Center for Online Learning (COL)
at WVSU is to assist faculty members to use educational technologies that help support their
teaching and enhance the learning and retention of their students.
For more information visit The Center for Online Learning.
*Web courses are designated as:

Web-50 means that the course is half F2F and half online. The breakdown of course
work and assignments between the F2F and online components is determined by the instructor.

Web-80 means that the course is primarily online, but may have 1-4 F2F sessions

Web-100 means that the course is completely online and no F2F sessions are required
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Academic Success and Resources
College students are required to think at higher levels, to process more material in less time, and
to work in high-pressure situations sometimes with very meticulous professors. As a new
student, it can be difficult to adjust to the increased academic demands while having less
structure than in high school, and while getting used to a new environment. At WVSU we
understand that and we have in place a ray of resources to help students transition effectively and
achieve academic success. However, be clear that having a successful transition and achieving
academic success starts with you. You need to have a high sense of responsibility and
independence. Here are other tips:
Incorporate the 5 Step Study Cycle
Step 1. Preview. Preview assigned material and last class’ notes the night before or day before
the class. Look over bold and italicized print,
headings, outlines, formulas, imaged and graphs,
chapter summaries, etc.
Step 2. Attend class. Ask questions, take meaningful
notes. Due to the preview, you will find yourself
feeling more connected to what is going on.
Step 3. Review. Look over class notes as soon after
class as possible, make sure they are complete and
accurate. Make note of questions of anything that was
confusing.
Step 4. Intense Study Sessions
2 minutes
Set a goal for the next 30- 50 minutes
50 minutes
Study with ACTION and FOCUS (read your text, highlight, fill in your notes,
create mnemonics, concept maps, outlines, predict test questions…)
10 minutes
Take a break 5-10 minutes
5 minutes
Review what you have just studied
Step 5. Assess
Take the time to ask yourself: How am I doing?, What questions do I still have?, Do I need
additional help?
Important Academic Skills
1. Time Management: Effective time management assures that we structure our lives so that
priorities are actually put first.
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Create a semester calendar. Include in it important dates/tasks from your syllabi and
personal life (papers, exams, presentations, games, job or internship interviews, breaks etc.).
This will allow you to see the big picture and know when papers are due, the dates of exams,
when major projects are due, and when you will have crunch times.

Create a weekly schedule. Write down how you will spend each half hour of your week.
Plan it with regular study sessions for each class, time for exercise, and even downtime.

Maintain a Weekly Master to do list. Here you compile EVERYTHING you need to
complete for each class you are taking and for your personal life.
Example Weekly Master to do
Week of_____________________________
Math
✔ English ✔ Biology ✔ French

✔ Geog.

✔ Other

Pgs. 8090

Preview
Ch.

Pgs.
30-39

Study
Group

Ch. 2-3

Get a
haircut

Pgs. 9010

Create
Outline

Pgs.
40-48

Ch. 3

1 on 1
tutoring
Wed 1
hour

Babysit
cousin
on Tue
eve.

Quiz
Wed.

SI
Session

Quiz Wed

Tutoring
Mon. 1
hour

Exam
Thurs.

Homework
Thurs.

✔

2. Listening: Listen with purpose. Limit external and internal distractions.
3. Notetaking: Take notes during every class. Write the date on top of the paper. Summarize.
Review notes from the previous week before each class.
4. Reading: It is affected by background knowledge, goals and attitude. Make sure you have a
positive attitude and that you know what you want to achieve prior to starting to read.
5. Memorization: In order to memorize material it is important that you understand two main
things; the material you need to memorize, and which of your senses you rely heavier on in order
to understand and memorize.
6. Thinking: Employers do not look for people who have memorized textbooks; they look for
workers who are problem solvers and decision makers that can take what they have learned and
apply it.
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Evaluation

Synthesis

Analysis

Application

Comprehension

Knowledge

• Making decisions and supporting views
• Requires understanding of values
• Combining information to form a unique product
• Requires creativity and originality
• Identifying components
• Determining arrangement, logic, and semantics
• Using information to solve problems
• Transferring abstract or theoretical ideas
to practical solutions
• Restating in your own words
• Paraphrasing, summarizing,
translating
• Memorizing verbatim
• Not necessarily
understanding the material

7. Metacognition: Metacognition is the ability to think about thinking. It is to be consciously
aware of yourself as a problem solver and to monitor and control your mental processing.
Test Preparation
Your brain is like a body builder’s muscle. You need to do “reps” or review material several
times in order to send it into long-term memory. As you work on material over a period of time,
you will find your ability to be mentally fit, intellectually agile and responsive improves.
Organization is key. Utilize calendars. Keep your syllabi, quizzes, essays, papers, and
assignments to be used as study tools. Know the material that the test will cover to know what to
study
On Day of the Test. Be well rested and fed. Arrive to the classroom early. Take time to relax.
Write down information you do not want to forget. Read directions carefully. Preview the test
(# of questions and types of questions). Calculate. Keep an eye on the clock. Go with your
strength. Answer easy questions first
Common Types of test questions:
1. Problem Solving Questions: Questions that involve critical thinking skills and more effort.
ASK YOURSELF: What am I being asked to find? What tools or information do I need to
answer this question? What am I already given by the test itself? What steps do I need to follow
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to solve the problem? By answering these questions, you already have the information laid out-just organize it!
2. Essay Questions: Questions that require a written response involving a prompt. WHAT TO
DO: Underline key parts of the prompt. Make checklist of prompt requirements; check off as
you write. Sort ideas. (Suggestion: make an outline). Answer as directly as possible. Most essay
questions do not have a minimum word requirement, so only write what you need to in order to
answer the prompt! TIPS: Use vocabulary you learned in that chapter. Shows deeper
understanding. Write legibly. If the instructor can’t read your answer, they can’t give you credit.
If you have time at the end, proofread for correct spelling and grammar.
3. Objective Questions: Questions with a specified, non-arguable answer. Multiple-choice
questions, True or False questions, Matching , Fill in the Blank questions. WHAT TO DO:
Locate the main point and key words of the question. Cover all answer options and answer the
question in your head, then find a matching answer. ALARMS: Absolute Words (Never,
Always, All, None, etc. Words that leave no room for exceptions.) Changing Answers (Don’t
change an answer unless you are 100% sure of yourself. Studies show your intuition is right
more often than not.) Leave no blanks. Make an educated guess based on what you know
unless the test takes away points for wrong answers.
Anxiety
Anxiety is a physiological and psychological response to a perceived danger or threat.
Physiological Symptoms: upset stomach, restlessness, sleep problems, muscle tension,
headaches, back pain. Psychological Symptoms: confusion, memory blocks, irritability,
impaired concentration, poor judgment, frustration. These symptoms can undermine one’s
ability to perform in a test situation
Approaches to managing test anxiety
1. Cognitive Restructuring: based on the premise that what you are feeling right now is altered
by what you are thinking – internal messages or “self-talk.” The goal is to restructure negative
and self-defeating thoughts that cause anxiety with messages that are empowering and true. It is
not simply “positive thinking.”
2. Relaxation Techniques:
Deep Breathing: Inhale and exhale. As you inhale slowly, fill your lungs as full as you can.
When you exhale, allow your muscles to relax as you visualize blowing out all tension and
anxious thoughts. Repeat this several times. Do this before you study, in the middle of a break,
just before a test, and in the middle of your tests. Not only do our bodies relax when we practice
deep breathing, but our brains work much better with sufficient oxygen. This extra oxygen
allows you to think more clearly and can help alleviate mental blocks. Try it!
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Progressive Relaxation. An exercise whereby you slowly and methodically relax each muscle
in your body while keeping your mind alert and calm. It can take from 5-20 or more minutes. It
is a very calming and soothing way to relax your body and prepare for a test that may normally
cause anxiety. It can also be an effective exercise to practice before studying. Calming music in
the background is recommended while doing this exercise.
3. Balance - The Wellness Wheel
It is important that you balance your academic life and the
time you focus on studying with other elements of life. Take
time to be with friends, exercise, attend to your sense of the
spiritual, and take care of your emotional needs. The wellness
wheel is dynamic and the sections are always changing in size
based on what’s happening in your life, but the ideal is a sense
of balanced proportions.
Intellectual Health. Develop a love of learning. Adopt new
learning strategies. Surround yourself with people who
challenge you. Seek opportunities to expand your mind.
Diversify! Read. Discuss. Read some more.
Physical Health. Eat colorful meals. Drink 6-8 glasses of water a day. Exercise 3-4 times a
week. Make it fun! It increases the production of endorphins in your body…. Natural “feel
good” chemicals that ward off depression and fatigue. Practice relaxation.
Emotional Health. Practice forgiveness of self and others. Find something you are passionate
about. Set healthy boundaries. Develop really good friends. Communicate your feelings in
appropriate ways. Serve and support others. Counseling available in CASS.
Spiritual Health. Take time for quite solitude. Practice deeply private and public faith. Let it
change your life continually. Don’t be afraid to ask the question “Why am I here”?. Practice
random acts of kindness, and senseless acts of beauty.
Social Health. Laugh. Be creative about social things to do. Put some effort into it! Seek to
spend time with people who make you feel good about yourself and vice-versa. Limit TV.
Limit video games and aimless web searching.
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On campus student resources
The Drain-Jordan Library

Hours:
Monday – Thursday 8:00 a.m. – 10:00 p.m.
Friday

8:00 a.m. – 5:00 p.m.

Saturday

10:00 a.m. – 7:00 p.m.

Sunday

1:00 p.m. – 9:00 p.m.

The Drain-Jordan Library houses nearly 150,000 book volumes, e-books, e-journals, government
documents and a wealth of non-print and archival resources. The main floor is home to over 70
computers for public use, including laptops available for checkout within the building. Friendly,
highly-trained staff is available to help you with all your information needs.
Drain-Jordan Library
West Virginia State University
P.O. Box 1002
Campus Box L17
Institute, WV 25112-1002
For additional information about the library, please contact us at the following number:
(304) 766-3116

Academic Assistance
The department of Counseling and Academic Support Services (CASS) provides a variety of
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services dedicated to helping West Virginia State University students achieve academic success.
Our friendly staff is ready to assist whether you want to enroll in one of our supportive training
courses, sign up for a tutor in a difficult class, meet with a counselor to discuss academic
concerns or you just have a question and don’t know who to ask. Please call (304) 766-3041,
email daisy.quirts@wvstateu.edu, or come by the office, 117 Sullivan Hall, East, for assistance if
you have questions. We are here to help you succeed at West Virginia State University.
Tutoring services available:
TAP Room:
117 Wallace Hall, (304) 766-5231
Drop in Math and Science tutoring
Monday through Thursday 10:00 am - 7:00 pm
Questions? Contact Daisy Squirts at daisy.squirts@wvstateu.edu
Writing Center:

2nd Floor of the Library, (304) 766-3041
Drop in assistance with Writing Assignments
Monday through Thursday 10:00 am - 7:00 pm
Questions? Contact Daisy Squirts at daisy.squirts@wvstateu.edu

Language Lab:

218 Ferrell Hall, (304) 766-3217
Spanish and French Tutoring
Monday and Wednesday 9:30 am - 1:30 pm & 3:30 pm - 6:45 pm
Tuesday and Thursday 8:00 am - Noon & 12:30 pm - 5:00 pm
Questions? Contact Professor Rebecca Conner at connerre@wvstateu.edu

Peer Tutoring:

117 Sullivan Hall, East, (304) 766-3041
Tutoring by appointment in a variety of subjects
Complete the Request a Tutor form and submit to 117 Sullivan Hall, East
Questions? Contact Daisy Squirts at daisy.squirts@wvstateu.edu

Smarthinking:

(304) 766-3041
Live, Online Tutoring - in a variety of subjects to help you succeed!
24 hours a day
Submit writing assignments for review
Log on at www.services.smarthinking.com
Username: your complete WVSU email address
Password: wvstate
Questions? Contact Daisy Squirts at daisy.squirts@wvstateu.edu

Disability Services

The Disability Services Office provides individualized accommodations and support for students
with physical and/or learning disabilities. If you have a documented disability or would like
assistance in determining if you have a disability, please contact our office immediately and print
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a copy of the Disability Services Handbook. It is the policy and practice of WVSU to comply
with the Americans with Disabilities Act, Section 504 of the Rehabilitation Act, and state and
local requirements regarding individuals with disabilities. Under these laws, no qualified
individual with a disability shall be denied access to, or participation in services, programs and
activities of WVSU. The Disability Services Counselor is available to provide students with
appropriate accommodations for differently-abled students. Students utilizing these services are
afforded the confidentiality of this office and this institution. Before you came to college, your
school records followed you; now they don't. There is still help available IF you let us know you
need it.
Location and Hours
Sullivan Hall, East 123
Monday through Friday from 8:30am - 5:00pm.
Phone number is (304) 766-3083 or (304) 766-3168
E-mail: dso@wvstateu.edu.
SERVICES / ACCOMMODATIONS AVAILABLE
After appropriate application for services has been completed AND documentation of the
student's disability has been submitted and reviewed, the following services/assistance may be
provided depending on the need. This list is not exhaustive - the Disability Services Counselor
will work with students on an individual basis to determine appropriate services and
accommodations. Accommodations may include:
Note Taker
Extended Test Time
Alternative Test Area
Braille Materials
Oral or Large Print Exams
Test Proctor
Taped Text Books
Interpreter & Preferential Seating
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WVSU Online Instructions
For courses using online instruction techniques
To find WVSU online, the link is on the main webpage at the top called MyOnline.
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You will be taken to the main WVSU online page. This page includes your Login information on
the left side (red arrow). Your user id is your WVSU email ID before the @ sign. For example, if
your email is janedoe2@wvstateu.edu, your user ID is janedoe2. Your password is your
password for your WVSU email and myState.
This page also includes information for on campus technical support (green arrow), links to
school resources like library access (purple arrow), and links to student resources like academic
assistance, counseling and academic services, smarthinking, etc. (blue arrow). These resource
links will appear directly below the navigation bar on every WVSU online screen.
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After logging in, you will be taken to your workspace with your courses appearing directly in the
middle of the page (green arrow). Additionally, you will find the LearningHouse online help
center. This offers articles on how to use Moodle (under Knowledgebase) or technical support
via chat, email, or phone. Please note this is for technical support for things like assistance with
posting to discussion forum, or uploading assignments. Academic assistance for things like
tutoring and writing assistance is listed under student resources.

Select the course you want to enter from the middle of the page. You will enter the homepage for
that course.
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Along the right side of your screen is the index of topics you will use to navigate the course (blue
arrow.) You may also navigate the course by scrolling down on the main course homepage until
you reach the topic needed. The options in your index will vary based on your course and your
professor. Your technical help center can be found above this index (purple arrow).
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Each topic should include learning objectives, learning resources (things like PowerPoints and
handouts), supplemental resources (further readings), and lesson activities which will include
discussions, assignments, tests, quizzes, and other activities. Along the right side of your screen,
you will see news, events, and upcoming activities.

Remember, for technical assistance with navigating the site, uploading assignments, posting to
forums, etc, please refer to Campus Technical Support (top of page) or the Help Center.
For academic assistance with course material, tutoring, writing assistance, etc. please refer to
Student Resources (top of page).

28

Student Rights and Responsibilities
Standards of Conduct Code
Every student is responsible for understanding and acting in accordance with established
regulations.
Any conduct or behavior which is in violation of the hosting High School’s Regulations,
Institution Regulations, the West Virginia State University Student Handbook, city, county, state,
or federal ordinances, statutes or laws; to include any act which is considered detrimental to the
safety and welfare of the campus community or which tends to bring disgrace or discredit upon
West Virginia State University may be termed “misconduct.” Students who engage in
misconduct behavior will be subject to hearings and sanctions described by the county rules of
the hosting High School.

Right to Privacy
The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99)
is a Federal law that protects the privacy of student education records. The law applies to all
schools that receive funds under an applicable program of the U.S. Department of Education.
FERPA gives parents certain rights with respect to their children's education records. These
rights transfer to the student when he or she reaches the age of 18 or attends a school beyond the
high school level. Students to whom the rights have transferred are "eligible students." Parents or
eligible students have the right to inspect and review the student's education records maintained
by the school. Schools are not required to provide copies of records unless, for reasons such as
great distance, it is impossible for parents or eligible students to review the records. Schools may
charge a fee for copies. Parents or eligible students have the right to request that a school correct
records which they believe to be inaccurate or misleading. If the school decides not to amend the
record, the parent or eligible student then has the right to a formal hearing. After the hearing, if
the school still decides not to amend the record, the parent or eligible student has the right to
place a statement with the record setting forth his or her view about the contested information.
Generally, schools must have written permission from the parent or eligible student in order to
release any information from a student's education record. However, FERPA allows schools to
disclose those records, without consent, to the following parties or under the following
conditions (34 CFR § 99.31):

School officials with legitimate educational interest;

Other schools to which a student is transferring;

Specified officials for audit or evaluation purposes;

Appropriate parties in connection with financial aid to a student;

Organizations conducting certain studies for or on behalf of the school;

Accrediting organizations;

To comply with a judicial order or lawfully issued subpoena;

Appropriate officials in cases of health and safety emergencies; and

State and local authorities, within a juvenile justice system, pursuant to specific State law.
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Schools may disclose, without consent, "directory" information such as a student's name,
address, telephone number, date and place of birth, honors and awards, and dates of attendance.
However, schools must tell parents and eligible students about directory information and allow
parents and eligible students a reasonable amount of time to request that the school not disclose
directory information about them. Schools must notify parents and eligible students annually of
their rights under FERPA. The actual means of notification (special letter, inclusion in a PTA
bulletin, student handbook, or newspaper article) is left to the discretion of each school.
A student may elect to withhold directory information by contacting the Office of Registration
and Records (101 Ferrell Hall). The hold will: prevent the release of attendance, withdrawal or
graduation information, even after the student leaves the university (unless the student submits a
written authorization to release it); and prevent the university from releasing contact information.
For students who withhold directory information, University officials are prohibited from
releasing any form of information without a written release from the student. The University
requires this release before it will verify employment, enrollment or the status of students who
make applications for employment, auto loans, good student discounts, apartment leases, etc.
Eligible students need to sign a FERPA Consent Release Form if they consent to the release of
personally identifiable information to their parents.
Appeal of Final Grades
A student who believes that the final grade as posted for a particular class does not accurately
reflect the student’s performance, as determined by the grading procedure outlined on the class
syllabus, he/she may wish to appeal the final grade. Prior to an official appeal of the grade,
however, it is advisable for the student to ask the instructor to review his or her record of
performance to determine whether the grade was accurately assigned. If it is determined that an
error has occurred, the instructor can have the grade corrected by completing and processing a
Special Grade Report for submission to the Registration and Records Office. Oral discussions
regarding possible errors often resolve the student’s questions and are not considered official
appeals of final grades. If the student still believes the final grade is in error after an informal
review of the record, an official appeal of the final grade may be initiated. The student should
monitor the appeal process at all stages, taking careful note of all deadlines as the appeal moves
forward.
I.
A student initiates an official appeal of a final grade by obtaining a Final Grade Appeal
Form from the office of the college dean, completing and signing the form, and submitting it to
the instructor through the office of the department in which the grade was awarded. The
instructor will sign the form and a copy will be retained in the department office for the record
while the first stage of the appeal is proceeding. This appeal must be initiated within the first 30
days after the first day of classes of the next regularly scheduled semester. For grades assigned
for a fall semester, no later than 30 days into the following spring semester; for grades assigned
for spring semester or summer session, no later than 30 days into the following fall semester.
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The instructor must respond to the Final Grade Appeal Form with a decision within five business
days of receiving it.
A.

If the appeal is granted:

1.
The instructor indicates the reason(s) for the change on the Final Grade Appeal Form,
signs and submits the form to the department office.
2.
The instructor initiates a Special Grade Report to complete the official change of grade in
the student’s record.
B.

If the appeal is not granted:

1.
The instructor indicates the reasons(s) for denying the appeal on the Final Grade Appeal
Form and submits the form to the student as well as the department office. At this point, the
student’s reason(s) for appeal and the instructor’s reason(s) for agreement or denial have been
stated on the Final Grade Appeal Form. No new written material may be added by either the
student or the instructor beyond this point except at the request of those hearing an appeal.
2.
The student may appeal the instructor’s decision by forwarding the Final Grade Appeal
Form to the department chair no later than five business days following receipt of the Final
Grade Appeal Form with the instructor’s decision.
3.
Upon receiving the Final Grade Appeal Form, the department chair should attempt to
resolve the matter. The department chair may base the decision on the documentation provided
on the Final Grade Appeal Form or he/she may choose to gather additional information from the
student, the instructor, or other relevant sources. The Final Grade Appeal Form with the chair’s
decision should be returned to the student within five business days after the form has been
submitted by the student to the department chair. A copy will be retained in the department
office.
4.
If there is not a satisfactory resolution of the matter at the department chair level, the
student may forward the Final Grade Appeal Form with the chair’s decision to the college dean
no later than five business days after receiving the chair’s decision.
5.
The college dean may (a) decide the case directly based on the documentation provided
on the Final Grade Appeal Form, (b) choose to gather additional information from the student,
the instructor, or other relevant sources, or (c) request the Academic Appeals Committee (AAC)
to hear the case and submit an advisory opinion on the appeal.
6.
If the case is referred to the AAC for an advisory opinion, the college dean must refer the
case to the committee within five business days after receiving the appeal. The AAC in turn must
convene to hear the case within five business days after receiving appeal from the college dean.
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a. The instructor and the student have the opportunity to present their reasoning at a hearing
before the committee.
b. Each party may be accompanied by an advisor of choice from the institution. Such an advisor
may consult with but may not speak on behalf of the student or faculty member or otherwise
participate in the proceedings, unless given specific permission to do so by the AAC Chair.
c. Within five business days after the hearing, the AAC must convey its advisory opinion on the
Final Grade Appeal Form to the college dean.
7.
Within five business days of receiving the appeal from the student, or if the appeal is
referred to the AAC within five days of receiving the advisory opinion from the AAC, the
college dean will forward the determination of the dean or the AAC, as the case may be, to the
Provost and Vice President for Academic Affairs on the Final Grade Appeal Form.
8.
Within five business days of receiving the Final Grade Appeal Form the Provost and Vice
President for Academic Affairs will either affirm or deny the determination as sent, record the
reason(s) for his/her decision on the Final Grade Appeal Form, and return the form to the college
dean. The Final Grade Appeal Form will constitute a full record of the action on the student’s
appeal.
9.
If the appeal is granted, the college dean initiates a Special Grade Report to change the
grade officially in the student’s record.
10.

The college dean distributes copies of the Final Grade Appeal Form to all parties.

11.

The decision of the Provost and Vice President for Academic Affairs is final.

II. In cases involving a faculty member who has left the University, either permanently or for an
extended leave of absence, the procedure is the following:
a. It is the responsibility of the student to submit the Final Grade Appeal Form to the department
chair within 30 days after having received the final grade.
b. The department chair will base his/her decision on all relevant documentation available,
including grade books and syllabi, and may consult with any parties who may be able to supply
additional information.
c. Within ten business days after receiving the appeal, the department chair must inform the
student, in writing, of the decision reached.
d. If there is not a satisfactory resolution of the issue at this stage, the student should follow the
procedures stated earlier, beginning with B- 4.
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Finality of Grades The awarding of a degree is based on grades of record at the time the degree
is awarded. Therefore, once a student has been awarded a baccalaureate or master’s degree by
the University all grades used to award the degree are final and may no longer be appealed or
changed.
Title IX
Title IX of the Education Amendments of 1972 is a federal law that prohibits sex discrimination
in education. It reads:
"No person in the United States shall, on the basis of sex, be excluded from participation in, be
denied the benefits of, or be subjected to discrimination under any education program or activity
receiving Federal financial assistance."
--Legal Citation: Title IX of the Education Amendments of 1972, and its implementing
regulation at 34 C.F.R. Part 106 (Title IX)
Sex discrimination includes sexual harassment and sexual assault. While it is often thought of as
a law that applies to athletics programs, Title IX is much broader than athletics and applies to
many programs at WVSU. While compliance with the law is everyone’s responsibility at the
university, there are staff members who have primary responsibility for Title IX compliance.
If your Title IX rights may have been violated, contact the Guidance Counselor at your hosting
High School.

Hosting High School Policies
Please refer to your hosting high school for further specific policies on student rights,
responsibilities, behaviors, and safety.
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Appendix A: Early Enrollment Courses and Descriptions
ART 100. Art Appreciation
This is a lecture/discussion/creating course that starts with objects of art in the student’s
environment and proceeds from the comfortable and familiar to the internationally accepted
aesthetic. Periods of art history and cultures of the world will be examined. The student will be
exposed to the basic concepts of art through the study of pain
ART 101. Studio I - Introduction to Art
A combined lecture and studio course in which specific works from the past and present will be
studied, analyzed and used as motivation for projects and discussion.
BA 312. Personal Finance
An overview of personal and family financial planning with an emphasis on financial recordkeeping, planning your spending, tax planning, consumer credit, making buying decisions,
purchasing insurance, selecting investments, and retirement and estate planning. Prerequisite(s):
ENGL 101 and eligibility for MATH 111.
BIOL 101. Principles of Biology
An introduction to the nature of science through a study of selected principles which characterize
the nature of life. Does not count toward a major in Bio
BIOL 108. Environmental Biology
A comprehensive, issues-based examination of the earth’s environment, humanity’s impact on it,
and how species respond to environmental changes through evolution. Students will complete a
group project on a topic in environmental biology; have a laboratory experience consisting of a
series of independent problems in environmental biology; and keep a journal, in addition to
mastering standard lecture material. The course will include guest speakers. Local field trips may
also be required. Does not count toward a major in Biology. Three lecture hours and two lab
hours per week.
COMM 100. Speech Communication
A practical humanistic approach to interpersonal, small group and public communications. Focus
is on the communicative event and its context with special emphasis on communication
principles and skills.
CS 100. Introduction to Computers and their Applications
Computer history, application and ethics, operating systems, word processing, spread sheets,
databases, and integrating applications, data communications and the internet computer security
and privacy. Prerequisite(s): 19 or above in Math ACT.
ECON 101. American Economy
A course designed to introduce students to the fundamentals of how a free-market economy
works as individuals make microeconomic decisions of their own based on cost-benefit
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principle. Discussions of the cyclical nature of GDP production, joblessness, cost of living,
interest rates, public debt and deficits will be included.
ENGL 101. English Composition I
This course emphasizes writing and reading as elements of active learning and critical thinking.
Prerequisite(s): Grade of a C in a developmental writing course or eligible placement score.
ENGL 102. English Composition II
This course primarily focuses on the research writing process for a broad academic community.
It covers basic research inquiry, use of the library with electronic and non-electronic sources and
techniques of formal writing. Attention is given to argumentation and critical thinking skills.
Prerequisite(s): ENGL101.
ENGL 150. Introduction to Literature
A study of poetry, fiction and drama. The course stresses basic themes and formal elements
found in literature. Prerequisite(s): ENGL 101 placement.
FREN 101. Beginning French
Designed to develop the fundamentals of communication, listening comprehension, speaking,
writing and reading French. Introduction to the culture of France and Francophone areas.
Language laboratory assignments should be expected.
HIST 299. Selected Topics in History
Regular courses or seminars on special topics of historical interest will be provided for majors
and non-majors, as determined by need and availability of faculty.
HHP 122. Fitness for Living
This course is designed to provide students with the knowledge and skills needed to plan,
implement and evaluate health promotion in a variety of settings. Emphasis will be placed on
conducting needs assessments, data collection, intervention theories and models, implementation
strategies, evaluation models, reporting. Prerequisite(s): HHP 456.
HHP 157. Healthy Living
Designed to inform, interest and motivate students toward good health as it relates to effective,
productive and satisfying living. We will look at health as a dynamic, everchanging process of
trying to achieve individual potential in the physical, mental, social, emotional, spiritual and
environmental dimensions.
MATH 102. Plane Trigonometry
Trigonometry functions and graphs, identities and equations, solving triangles, vectors, polar
coordinates, De Moivre’s Theorem. Prerequisite(s): MATH 120 or Math Enhanced ACT score of
23 or above or permission of instructor.
MATH 120. College Algebra
Equations and inequalities, functions, systems of equations and inequalities, graphing, rational
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expressions, radical expressions, and applications of the above. Prerequisite(s): MATH 119 or
ACT MATH 21+ or equivalent.
MUS 107. Appreciation of Music
An introduction to music for the non-major through historical survey and the development of
listening skills. The individuals in the class will be expected to understand the basic elements of
music in order to develop competence in the aural analysis of music. The development of music
will be examined in the light of historical events, and will be integrated with developments in the
other arts, literature and the humanities.
PHIL 201. Introduction to Philosophy
Study of living issues in the field of philosophy.
PHYS 120. Astronomy (3 credit hours)
An overview of the development of astronomy. Material covers the earth, moon, planets, sun and
other stars. Opportunities for celestial and solar observations are provided.
PHYS 121. Astronomy Laboratory (1 credit hour)
Observation, computer simulation and other activities that illustrate the concepts covered in
Physics 120, Introduction to Astronomy. Students must have access to a computer, email and
fax. Prerequisite(s): Must have completed or be enrolled in Physics 120, Astronomy.
PSYC 151. General Psychology
A general survey of principles, theories and fields of psychology with emphasis on application.
(Course is designed for the student who wishes to gain a greater understanding of human
behavior, both adaptive and nonadaptive.) Prerequisite(s): eligibility for ENGL 101.
POSC 100. Introduction to Government and Politics
Examination of the fundamental political and legal systems of national and international
communities. Prerequisite(s): Eligible for English 101.
POSC 101. American Government
The organization and nature of the federal political system, with special emphasis placed on the
U.S. Constitution. The role of non-governmental actors (political parties, interest groups and the
media) is also analyzed. Prerequisite(s): Eligible for English 101.
SOC 101. Introduction to Sociology
A general survey of the discipline, its methods, basic concepts and area of study. The course
examines man’s organization and institutional life, the social process of socialization, conflict
and its resolution and social change.
SPAN 101. Beginning Spanish
Designed to develop the fundamentals of communication: listening comprehension, speaking,
writing and reading Spanish. Introduction to the culture of Spain and Hispanic areas. Laboratory
assignments should be expected and are web-based by accessing the internet site for the
textbook.
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SPAN 102. Elementary Spanish
Continuing communication activities of SPAN 101. Special attention to developing oral
proficiency. Expanded knowledge of culture of Spain and Hispanic areas. Language laboratory
assignments should be expected and are web-based by accessing the internet site for the
textbook. Prerequisite(s): SPAN 101, two years of high school Spanish or equivalent.
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Appendix B: Current West Virginia State University Early Enrollment High School
Partners


Boone County Career and Technical Center



Buffalo High School



Capital High School



George Washington High School



Herbert Hoover High School



Hurricane High School



Nitro High School



Poca High School



Ravenswood High School



Riverside High School



Scott High School



Sherman high School



Sissonville High School



South Charleston High School



St. Albans High School



Teays Valley Christian School



Upward Bound



Winfield High School
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