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WHAT IS A PEER ADVISOR? 

Peer advisors are Dixie State College students who excel in their curriculum, are effective 

communicators, and students who understand the challenges of beginning college. Peer 

advisors have the desire and ability to help new students through the transition to Dixie State 

College and are available to assist walk-in students in the Academic Advisement Center. Peer 

advisors have the knowledge of the general education requirements, pre-requisite information 

for certificates and degrees, and the knowledge to place students with the proper advisor when 

the students reach their major requirements. Peer advisors participate in freshman orientation 

throughout the summer and introduce incoming freshmen to the Dixie State College campus. 

The peer advisors enjoy forming a connection that allows them to be available throughout the 

year.  From the high school student to the adult student, peer advisors strive to assist with: 

 The transition from high school to college 

 The unique challenges of being an adult and returning to or beginning college 

As peer advisors, we want to make the transition to Dixie State College as easy as possible for 

incoming students. Here are a few ways we can do that: 

 Explaining the application process 

 Answering questions about degrees and other programs that are offered at DSC 

 Assisting in choosing and registering for classes 

 Helping log into Student Services, e-mail and Blackboard Vista 

 Teaching students about the DSC website 

 Giving directions to buildings on campus 

 Finding the right person to answer specific questions 

 Making appointments for the student with academic advisors 

 

*Document retrieved and adapted from: 

http://www.dixie.edu/advisement/want_to_be_a_peer_advisor.php 

 

 

 

 

http://www.dixie.edu/advisement/want_to_be_a_peer_advisor.php
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MISSION STATEMENT 

As peer advisors, it is our mission to assist students to the best of our abilities by giving 

students correct information, being professional and courteous, and placing students with the 

correct advisor the first time. 

GOALS 

 Be professional and courteous when interacting with students and fellow employees  

 Gain the knowledge needed to assist students 

 Learn to screen students properly  

 Input the necessary information when appointments are made 

 Become familiar with the degree programs offered at DSC 

 Attain sufficient knowledge of the DSC website to effectively assist students 

 Complete all of the duties on the checklist daily 

 Arrive on-time and complete each scheduled shift 

 Develop sufficient knowledge of campus resources available to students such as: 

 scholarship information 

 jobs/internships 

 intramurals 

 clubs 

 tutoring 

 security information 

 health/wellness/psychological counseling  
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FERPA 

Understanding FERPA is an important part of being a peer advisor.  It is a federal law that peer 

advisors need to abide by to protect the students’ privacy.  Basically, it states that Dixie State 

College is not allowed to give a student’s educational records or information to anyone unless a 

release form has been signed by the student.  The rights that this law gives the student are 

listed below. 

With respect to a student's educational records, FERPA affords a student the right: 

 To inspect and review the student's own educational records;  

 To request the amendment of the student's educational records to ensure that they are 

not inaccurate, misleading, or otherwise in violation of the student's privacy or other 

rights;  

 To consent to disclosures of personally identifiable information contained in the 

student's educational records, except to the extent that FERPA authorizes disclosure 

without consent;  

 If a complaint cannot be resolved within the college, to file with the U.S. Department of 

Education a complaint concerning alleged failures by DSC to comply with the 

requirements of FERPA; 

 To obtain a copy of the Student Records Policy and Procedures for DSC. (Copies are 

available at the Registrar's Office, SSC 206). 

 

*Page 3 retrieved and adapted from http://www.dixie.edu/reg/ferpa.html  

** Page 4 retrieved from http://new.dixie.edu/reg/forms/info-release.pdf 

  

http://www.dixie.edu/reg/ferpa.html
http://new.dixie.edu/reg/forms/info-release.pdf
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TAKING THE INITIATIVE AND ACCOUNTABILITY 

Peer advisors are primarily responsible for taking care of whatever happens at the front 

office, from answering the phone to helping an angry person get the assistance that he or she 

needs.  This can be a daunting task to perform if everyone is not working together and doing 

the very best they can.  Doing the best job possible can be broken down into two steps: (1) 

taking the initiative, and (2) being accountable for your time and what you have accomplished 

while at the office.   

  Taking the initiative can be defined as finding things around the office to do and taking 

care of the students that come in or call the office.  Taking the initiative while at the office is the 

more difficult of the two above mentioned ideas.   This seems to be the case because the office 

is always filled with distractions.  These distractions range from something on the internet to a 

text message to any number of other things.  First of all, the student needs to be our priority all 

of the time.  It’s very important to get the students taken care of and placed with the correct 

advisor.  Second, there are a lot of things that need to be done around the office.  It is 

extremely difficult for a few peer advisors to do most of the office tasks while others don’t 

contribute.  It is difficult to assign everyone a “job” to do while at the office and expect that it 

gets done because of the varying hours and times different peer advisors work.  To aid in the 

process of dividing the office tasks equitably, the daily office checklist has been made.  This 

checklist is a list of things that need to be done daily to keep the office looking good and 

running well.  Using this sheet will mean everyone will have the opportunity to participate in 

accomplishing the tasks. 

Accountability is critical in making this process work.  If everyone is accountable for their 

actions in the office, then everyone will know what has been done, what is left to do, and who 

completed what.  If everyone is accountable for the tasks completed on the daily office 

checklist, it will give all peer advisors a clear picture of what needs to be done.  If these two 

things are done, taking initiative and accountability, the office will run smoothly and everyone 

will be a part of making it successful. 
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DAILY OFFICE CHECKLIST 

January week 1 Monday Tuesday Wednesday Thursday Friday

Copy and fill the degree sheets

Fill the copy machine with paper

Fill the fax machine with paper

Clean up the desk areas

Check voicemail

Empty the shredder

Check and return PA email

Clean the front and back computers

clean the back computer area

January week 2 Monday Tuesday Wednesday Thursday Friday

Copy and fill the degree sheets

Fill the copy machine with paper

Fill the fax machine with paper

Clean up the desk areas

Check voicemail

Empty the shredder

Check and return PA email

Clean the front and back computers

clean the back computer area

January week 3 Monday Tuesday Wednesday Thursday Friday

Copy and fill the degree sheets

Fill the copy machine with paper

Fill the fax machine with paper

Clean up the desk areas

Check voicemail

Empty the shredder

Check and return PA email

Clean the front and back computers

clean the back computer area

January week 4 Monday Tuesday Wednesday Thursday Friday

Copy and fill the degree sheets

Fill the copy machine with paper

Fill the fax machine with paper

Clean up the desk areas

Check voicemail

Empty the shredder

Check and return PA email

Clean the front and back computers

clean the back computer area
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OFFICE RESPONSIBILITIES 

Peer advisors have the primary responsibility of running the front office.  This comes with a 

number of duties and responsibilities that need to be performed.  From screening people for 

appointments to making sure that copies are made, all of the following things need to be kept 

up for the office to run efficiently.  This section will discuss: 

 Dress code 

 Office cleanliness 

 Office conduct 

 Phone etiquette  

 How to screen students 

 How to make an appointment 

DRESS CODE 

 

As stated above, the Academic Advisement Center is a laid-back environment.  We need to be 

professional in our dress and grooming.  Some guidelines to keep in mind for office-appropriate 

dress: 

 No hats— The office has been asked by the Vice President of Student Services to not 

wear hats. 

 Nothing revealing or cut too high or low 

 Nothing offensive or vulgar 

 Nothing with giant holes— Distressed jeans are fine so long as it’s not too extreme.  

 Look professional—We are here to represent the office, the advisors and DSC.  Again, 

the rule of thumb is if you have a question about it, it probably isn’t appropriate. 

CELL PHONE POLICY 

It is acceptable to have your cell phone at the office, but there are some rules that need to be 

kept in order to be respectful to the students that come into the office.  First, your cell phone 

needs to be put on silent or vibrate.  Second, if you receive a phone call that you need to take, 

please let the other peer advisor know that you need to answer your phone and take it in the 

hall or in the back.  Third, text messaging at either desk is appropriate as long as it doesn’t 

distract from answering the phone or helping students.  If these rules are kept, cell phone 

policy will remain as such.  Remember, our first priority is the student. 

 



8 | P a g e  
 

OFFICE CLEANLINESS 

Keeping the front of the office clean is one of the peer advisors’ responsibilities. It’s important 

to have the desk areas clean and presentable.  Here are a few guidelines for keeping the office 

tidy: 

 Keep the desks free of clutter 

 Keep paper clips, tape, etc. stocked 

 Clean up the back computer area (push in chairs, pick up trash, turn computers on at 

the beginning of the day and off at the end of the day) 

 Keep bags and personal belongings in the bottom drawer of the filing cabinet 

 Clean up the storage/copy area 

OFFICE CONDUCT 

Peer advisors are the first contact a student has with the Academic Advisement Center, and as 
such, need to act in a professional manner.  This includes being professional while interacting 
with students who enter the office and while answering the phone.  Phone etiquette will be 
covered in the next section.  Below is a list of things to keep in mind: 

 Work schedule-- The office is fairly flexible and easy to work with, but there are certain 

expectations.  When you are on the schedule, you need to come on time and stay the 

duration of your shift.  It’s very inconvenient for peer advisors to stay for 10-30 minutes 

extra waiting for the next person to show up.  Please be respectful of others’ time.  Both 

work-study and scholarship peer advisors are required to keep track of the hours they 

work in the office.  For scholarship students the monthly calendar is sufficient.  Work 

study students will be required to clock-in on the time clock on the computer.  The 

office manager and the academic advisor are responsible for making the schedule, and 

any concerns that you have with the schedule should be addressed with them.  If you 

need to change a shift, you need to let the office manager or the academic advisor know 

and have someone come in for you.  Crossing your name off of the schedule doesn’t 

mean you don’t need to get someone to cover your absence.  

 Be aware of what’s going on around you-- It’s very important to know which advisors 

are in the office, to answer the phone promptly, and to greet students as they come in.  

Anything that would distract you from taking care of the students who come in or call 

shouldn’t be done at work! 

 Keep the conversation appropriate-- The office is a fun, laid-back environment, but we 

need to remember that we are representing the college.  If you don’t think it should be 

said, it probably shouldn’t! 
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 Get things done!-- There is a list of things that need to be completed on a daily basis at 

the front desk.  Everything needs to be checked off for the day before the day is done.  

This list was described in the accountability section and attached on page 6. 

 Down time-- There are times when there aren’t a lot of appointments for advisors or 

students on campus, so you may have some time where there isn’t a lot to do.  When 

this happens, it’s appropriate to do your homework.  There are also times when the 

advisors will need assistance with projects or other things.  These projects will also help 

to fill the down time in the office. 

PHONE ETIQUETTE 

Answering the telephone is one of the primary responsibilities of the peer advisor at the front 

desk.  When taking phone calls you need to do a few things: 

 Say the name of the office (Academic Advisement Center) 

 Identify yourself 

 Be polite and professional 

 Only use the Idivert button for emergencies or as a last resort 

HOW TO SCREEN STUDENTS 

Screening students at the front desk is of the utmost importance to everyone involved in the 
advising process.  If a student doesn’t get to the correct person it’s very difficult to get the 
assistance needed.  The peer advisor working at the front desk will be primarily responsible for 
screening students.  Here are the steps for screening students to get them to the correct 
contact: 

 Are you currently a student? 

 Have you met with an advisor before? (if it is, schedule with the Academic and 

Conditional Enrollment advisor, see next question) 

o Are you on academic warning, conditional enrollment, etc? 

 Are you an athlete? (if so, schedule with the NCAA advisor) 

 What’s your major? 

 What’s the appointment regarding? 

 What’s your name?(for GE and students graduating with an AA/AS degree who need to 

be separated by last name) 
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Alphabet  Advisor    Grad. Audit Alphabet 

A-C   Dana-Training     A-C 

D-G   Drew-A&R     D-G 

H-J   Landon-CTE     H-J 

K-M   Mike-NCAA & Returning Adults  K-M 

N-R   Whitney-Retention     N-R 

S-Z   Jared-Conditional Enrollment   S-Z 

This process is good for most of the students who come into the office, so use it as much as you 

can.  There are exceptions to the rules, and this process is more of an art than a science.  

Mistakes in this process are inevitable, so just do the best you can.  It helps when the student is 

scheduled with the correct person on the first visit. 

FREQUENTLY ASKED QUESTIONS REGARDING ACADEMIC STANDING 

When is a student considered to not be in good academic standing? 

A student attending Dixie State College is considered to be in Good Standing when their cumulative GPA 

is above a 2.0. If a student falls below a 2.0 cumulative GPA then they are no longer considered to be in 

good academic standing. 

When does a student need to meet with the Academic Intervention Advisor? 

A student is required to meet with the Academic Intervention Advisor to continue their education when 

their academic standing is Academic Probation, Continued Academic Probation and Academic 

Suspension status.  

Are students on Academic Alert/Academic Warning required to fill out a contract to enroll in classes? 

No. Students will be required to meet with the Academic Intervention Coordinator when they are placed 

on Academic Probation. 

What is Academic Alert? 

A student is considered to be on Academic Alert when their cumulative GPA is above a 2.0 but they have 

had one bad semester (below 2.0). The student is still considered to be in academic Good Standing. 
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What are the different stipulations that students on Academic Probation must meet to remain 

enrolled in classes? 

1. Students must meet once a month with Jared Burton, Academic Intervention Advisor. 
2. Students can only register for up to 12-13 credits per semester (7 credits maximum in the 

Summer semester and block schedules). 
3. Students on Conditional Enrollment must repeat any D’s or F’s they have received. 
4. Students must attend the Academic Success Workshops. 
5. Students must submit a mid-term progress report. 

What are the different steps a student can expect to go through? 

 

Student Code: Academic Standing  

 

Semester GPA 

(minimum 15 

credits) 3.9  

or greater 

  

President’s List 

 

Semester GPA 

(minimum 15 

credits) 3.5 – 

3.89 

  

Dean’s List 

 

Semester 

 GPA 2.0 or 

greater and 

Cumulative GPA 

2.0 or greater 

  

Academic Good Standing 

 

 

Semester 

GPA below 2.0 

but Cumulative 

GPA 2.0 or 

greater 

  

Academic Alert 

(Student is in Academic 

Good Standing) 

Student receives letter and may 

not take more than 13 credits 

without permission of Academic 

Intervention Advisor. 

 End of 

Semester: 

A. Semester GPA 2.0  
or greater and 
Cumulative GPA 2.0 or 
greater 

Student is removed from 

Academic Alert  

  B. Semester GPA less than 
2.0 and Cumulative GPA 

Student remains on Academic 

Alert; remains in Academic Good 
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2.0 or greater  Standing 

  C.  Semester GPA less than 
2.0 and Cumulative GPA 
less than 2.0 

Student is placed on Academic 

Warning  

 

Semester 

GPA less than 

2.0 and 

Cumulative GPA 

less than 2.0 

  

Academic Warning 

Student must attend workshop 

and may not take more than 13 

credits without Academic Advisor 

permission. 

 End of 

Semester: 

A. Semester GPA 2.0  
or higher and 
Cumulative GPA 2.0 or 
higher 

Student is in Academic Good 

Standing 

  B. Semester GPA higher 
than 2.0 but Cumulative 
below GPA 2.0. 

Student remains on Academic 

Warning 

  C.  Semester GPA less than 
2.0 and Cumulative GPA 
less than 2.0 

Student is placed on Academic 

Probation 

 

Student on 

Academic 

Warning 

semester GPA 

less than 2.0 and 

Cumulative GPA 

less than 2.0 

  

 

Academic Probation  

Student must contract with 

Academic Improvement Advisor 

to register.  Limited to 13 credits.   

 End of 

Semester: 

A. Semester GPA 2.0  
or higher and 
Cumulative GPA 2.0 or 
higher 

Student is in Academic Good 

Standing 

  B. Semester GPA 2.0  
or higher and 
Cumulative GPA below 
2.0 

Student remains on Academic 

Probation  

  C. Semester GPA below 2.0 
and Cumulative GPA 
less than 2.0 

Student is placed on Academic 

Suspension 
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Student on 

Continued 

Academic 

probation 

Semester GPA 

below 2.0 AND 

Cumulative GPA 

below 2.0 

  

 

Academic Suspension 

Student cannot register for classes 

for at least one regular 

(fall/spring) semester.  Student 

may appeal immediately or 

petition Director of Advisement 

for reinstatement after suspension 

is completed.   

 

Student who was 

previously on 

Academic 

Suspension 

Cumulative GPA 

below 2.0  

  

Repeated Academic 

Suspension 

Student cannot register for classes 

for at least one calendar year.  

Student may appeal immediately 

or petition Director of 

Advisement for reinstatement 

after suspension is completed.   

 

APPEAL PROCESS 

 Within 2 

years 

Student can appeal 

Academic Suspension or 

Repeated Academic 

Suspension to Policy 

Exceptions Committee 

 

Policy 

Exceptions 

Committee 

Options:  A. Appeal approved Student is reinstated with 

appropriate standing 

  B. Appeal denied Student may appeal to Vice 

President of Student Services 

 

Vice President 

of Student 

Services 

Options: A. Appeal approved Student is reinstated with 

appropriate standing 

  B. Appeal denied Student may petition for 

reinstatement after suspension is 

completed 
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REINSTATEMENT PROCESS 

 30 days 

before 

semester 

begins  

Student on Academic 

Suspension or Repeated 

Academic Suspension can 

petition /for reinstatement 

after suspension is 

completed.   

Student petitions Director of 

Advisement after suspension is 

completed.   

 

Director of 

Advisement 

Options: A. Petition approved Student is reinstated with 

appropriate standing 

  B. Petition denied Student may appeal to Policy 

Exceptions Committee 

 

Policy 

Exceptions 

Committee 

Options:  A. Appeal approved Student is reinstated with 

appropriate standing 

  B. Appeal denied Student may appeal to Vice 

President of Student Services 

 

Vice President 

of Student 

Services 

Options: A. Appeal approved Student is reinstated with 

appropriate standing 

  B. Appeal denied Student may resubmit petition to 

Director of Advisement after at 

least one additional fall / spring 

semester 
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HOW TO SCHEDULE AN APPOINTMENT 

When scheduling an appointment in the outlook calendar, specific information about the 

student is necessary.  The advisor needs this information to prepare for the appointment.  It 

helps to provide a better experience for the student.  When making an appointment the 

following information is needed:  

 First and last name (if you need to, ask them politely to spell it for you) 

 Telephone number 

 Dixie student ID # 

 Major  

 Add color if needed:  

o Orange – Graduation Audit 

o Yellow – Co-op  

o Green – Phone Appointment  

o Red – Unavailable or holiday schedule 

o Purple - Advisor meeting 

 A brief description of what the appointment will be regarding 

 Your initials 

The last two points on the list are very important for a couple of reasons.  First, if the advisor 

understands what the student needs beforehand, complications can be avoided.  Second, if the 

advisor needs more information about the student, peer advisors can be a good source of 

background information.  Last, if it seems necessary to schedule an advisor for a time they are 

blocked out, consult with the advisor first before making the appointment.  Advisors have 

demands on their time and it is very inconvenient to rearrange their schedules to meet with 

students who shouldn’t have been scheduled in the first place. 
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HIGH SCHOOL VISITS WITH ADVISORS 

High school visits with the advisors are an integral part of helping students transition from high 

school to college.  Having a contact from the college who is near the students’ age with a 

similar set of experiences can help the students make the transition from high school to college.  

It also aids in reducing the uncertainty about college that the prospective student may have.  

Peer advisors are perfect for this role.  It will be the peer advisors’ responsibility to visit a high 

school in the area with an advisor about once a month.  Depending on the advisor and the high 

school visited, roles performed by peer advisors will vary significantly.  At one high school, an 

advisor could ask the peer advisor to assist with a presentation to a group of students, while at 

a different high school it might be more of an open question and answer session during the 

school’s lunch hour or meeting with students individually.  The important part of this process is 

being there to assist the advisor in whatever is needed, and to connect with the students.  Be 

prepared to help give a presentation, find things on a website, speak with students about 

anything college-related, and to have a good time.   

HIGH SCHOOL ORIENTATION 

High school orientations occur at the end of April and the beginning of May.  They are an 

opportunity for the students in the Washington County area to sign up for classes before all of 

the other new freshman students.  These sessions typically involve a presentation that lasts 

about 30 minutes as well as student registration.  The responsibilities peer advisors perform at 

the high school orientations are as follows: 

 Preparing information packets for the orientations 

 Setting up the room, table outside, etc. 

 Checking students in/handing out packets at the door 

 Presenting information 

 Assisting with the presentation by navigating the website 

 Assisting students with registration in the computer lab 

These orientations are a good opportunity to get into the high schools, meet the incoming 

students, and give them a friendly contact on campus who they can come to if they have any 

questions or need some direction.  These visits are a lot of fun and are extremely helpful to the 

local students because they get the opportunity to meet with the staff from the advisement 

center with a smaller group of students.  If the students elect to attend the high school 

orientation, they have the opportunity to go through orientation with about 20-30 students as 

opposed to attending the summer A&R sessions that have a capacity of 100 students.   
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ADVISEMENT and REGISTRATION 

Advisement and Registration (A&R) is a big part of being a peer advisor.  It is an opportunity for 

prospective students to come to Dixie’s campus, meet some of the staff, and see what Dixie is 

like.   A&R is typically on Mondays and Tuesdays in June, July, and August.  Each session runs 

roughly from 8:30 a.m. until about 2:30 p.m.   It is the responsibility of the peer advisors to 

assist and participate in the A&R sessions in the summer.  A list of responsibilities will be given, 

the previous schedule will be attached on the following pages, and the steps-to-register 

students for classes will be attached.  The responsibilities of the peer advisors are to set up the 

equipment and to take care of the students throughout the day.  A detailed list of 

responsibilities is below: 

 Move equipment from the office to the Eccles building 20 minutes prior to orientation 

 Set up for check-in at the Eccles building about 15 minutes before A&R  

 Check in students and distribute materials  

 Clean up the check-in station 

 Attend the morning presentation 

 Take students on a tour of the campus 

 Distribute information packets 

 Attend lecture advisor presentations 

 Lead students to the Red Rock Café  

 Mingle with students at lunch 

 Direct  students to the Smith Computer Center 

 Assist  students with finding the correct room at the computer center  

 Give presentation or navigate the web on how-to-register for courses 

 Help students register for courses 

All of these duties are important, and all of these things need to be performed on time.  A&R 

can be demanding, and staying on schedule is critical.  It’s important to be on time, be cheerful, 

and to have a good time.  Doing these things will engage the incoming students and help them 

enjoy their experience at DSC. 
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SUMMER ADVISEMENT AND REGISTRATION SCHEDULE 2011 

Time 

8:00-8:30 

Student Agenda 
Location 
              Set Up Crew 
              Tech Crew 

Parent Agenda 
Location 
           Staff 

8:30-9:00 Check-in/ Packet / Shirt / Bag / ID Photo 
Eccles Foyer 
              Monday Peer Advisors  
              Tuesday Peer Advisors  

9:00-9:10 Dean’s Welcome 
Eccles Auditorium 
              Dean Del Beatty 
              All Peer Advisors go back to office to assist except the following: 
              Monday Peer Advisors to check-in late comers  
              Tuesday Peer Advisors to check-in late comers  

9:10-9:20 TRiO Welcome & Presentation 
Eccles Auditorium 
              Trio Advisors  
              Monday Peer Advisors to check-in late comers  
              Tuesday Peer Advisors to check-in late comers  

9:20-9:25 Welcome from Student Body Officers 
Eccles Auditorium 
              SBO  
              Monday Peer Advisors to check-in late comers  
              Tuesday Peer Advisors to check-in late comers  
              Last two Peer Advisors go back to office to assist 

9:25-
10:00 

Ice Breaker 
Eccles Auditorium Stage 
             Student Body Officers 

9:25-9:30    Parent Welcome 
Eccles Foyer 

9:30-9:45     Campus Tour 

9:45-10:45    Parent Presentation 1 
Hazy Conference Room 
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10:00-
10:10 

Students split into school groups 
Eccles Foyer 
            Peer Advisors RETURN  

School of Arts & Letters- 
Fine Arts Division 
       - Music 
       -Fine Arts  
Humanities Division- 
        -English 
       -Psychology 
       -Criminal Justice 
Education Division-  
       -Education   
       -Family & Consumer Science 
       -Integrated Studies   
 

School of Business  
       -Business Management 
       -AS in Business 
       -Accounting 
       -Communication 
 

School of Allied Health- 
       -Pre Med   
       -Nursing   
       -Dental Hygiene  
       -Misc. Health Sciences 
 

School of Science & Technology- 
      -Automotive  Technology 
      -Biology 
       -CIT- 
          Computer Science 
          Information Technology 
          Visual Technology 
      -Math 
      -Physical Sciences 
          Chemistry 
          Engineering 
          Geography 
          Geology 
          Physics 
 

School of Undeclared Majors –  

Info under “Current Students” 
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10:10-
10:20 

Campus Tour 
Peer Advisors 

       -School of Business & CIT -  
       -School of Sciences–  
       -School of Hum, Fine Arts & Comm., Education –  
       -School of Undeclared Majors –  

       All Peer Advisors return to office to help assist after tour 

 

 

 

 

 

 

 

 

   

10:20-
10:50 

Power Point Presentation 
Boeing Auditorium 
             Rick Palmer & Drew McIntyre  

        -placement scores & classes 
-Financial Aid 101 (Scholarships, loans, FASFA) 
-accessing your $$$ and maintaining eligibility (Crs. & GPA)  
-FERPA form  
-Student responsibility  
-Success tips (Work load vs class load, etc)    
-Campus & personal safety tips  
-block & online courses 
-email 
-blackboard , twitter 
-DixieOne 
-Hurricane/Kanab classes 
-FYE course 

10:50-
11:00 

Break into Departments/move to classrooms 

11:00-
11:30 

Lecturer/Advisor Presentations 
Hazy Classrooms/Boeing 
            GE Advisors, Program Adv., Lecture Adv.  
            Peer Advisors 

         -Picking courses for first semester 
-General Education Requirements    
-Major classes   
-Test scores & classes   
-Choosing your classes  
-Available resources in department 
-advisor contact info 
-how to declare major 
-FYE major class 
-pre-requisites for major 
-timeline for major completion 
-class load 

10:45-11:15 Parent Presentation 2 
Hazy Conference Room 
        Dean Del Beatty 
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11:15-11:30 Parents move to Red Rock 

11:35-
12:15 

Lunch 
Red Rock Café 
          GE Advisors, Program Advisors, Lecture Advisors, Peer Advisors 

Advisors sit with school groups & talk to students and answer questions about classes, majors, schools, 
etc. 

 Peer Advisor directing parents and students to the correct room by major for registration 

 

12:15-
12:30 

Registration Presentation 
SCC 117, 118, 119 
          Monday Peer Advisors:   
          Tuesday Peer Advisors:   
          ROVER:   

 

12:30-
3:00 

Registration 
SCC 117, 118, 119 
          GE Advisors, Program Advisors, Lecture Advisors, Peer Advisors 

 

*Summer A&R schedule provided by Drew McIntryre.  
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STEPS-TO-REGISTER 

Set Up: 

1. On Dixie State College Homepage, click Login to Student Services, located in upper right hand corner of 

screen. 

2. Log in using: 

               Student ID # (ex. 12345678) 

               Pin: (Should be six digit birth date) MMDDYY 

3. Change your Pin: 

               No less than 6 characters and no more than 15 in length  

               Should be easy to remember 

4. Set up Security Question 

               Make sure you will remember the answer, (ex. “What is my Mother’s Maiden Name?”) 

5. Confirm address (only do so if prompted by computer) 

Looking up Classes: 

1. From Student Services Menu click Student & Financial Aid link then click Registration 

2. Click the Look-up Classes to Add link: 

              Select the term (Fall 2009) click submit 

3. On the Look-up Classes to Add page: 

Select a Subject (ex. Art, English, Mathematics) 

                (Hint: type the first letter of subject to quickly navigate) 

Skip to Campus and select DSC Main Campus to ensure that you are not signing up for a class                                                                                  

offered  in Hurricane or Kanab, (unless you wish to attend one of those Campuses). 

                            Scroll to bottom of page and click Class Search button. 

Registering for Classes: 

1. To locate information about the specific course read the catalog entry: 

 Click the blue highlighted CRN number located on left side of page (ex. 40783) 

Click View Catalog Entry link. 

2. To register for a class click the box to the left of the blue CRN number. 

 If a “C” appears in place of a box the course if full or closed. 

If a “SR” is in place of the box then registration is closed to you temporarily due to missing or 

               incomplete admissions information.  See the Registration office or an advisor. 

A class with an “H” or “K” in the fifth column from the left stands for the campus the course is 

 offered online.  Online classes will be signified by “O”.  Classes on the shorter block 

 schedule will be identified by a “B” in the same column. 

 Click Register button located at the bottom of the page.  

 Display will show all classes you have been registered for. 

 Don’t click add to worksheet unless you need don’t want to register yet. 

 It can be helpful to write down the CRN # in case computer has an error.  You can then 

https://bannersec.dixie.edu/proddad/bwckschd.p_disp_listcrse?term_in=200940&subj_in=ART&crse_in=1010&crn_in=40783
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type this number into the worksheet and click register. 

Questions about registration errors can be answered by advisors and registration staff.  

3. View classes you are registered for by clicking Student Schedule by Day & Time link located at the bottom 

toward the center of the page. 

General Registration Information: 

How many credits should I take?  12-15, (12 is full-time, 15 required for certain scholarships). 

LIB 1010 (Library Information class) When registering for select All under campus criteria. 

LIB 1010 is a co-requisite for English 1010 and 2010.  Register for LIB 1010 before signing up for one of these 

 English classes.  They can be taken in the same semester. 

Register for a class with a lab by registering for both class and the lab at the same time.  

Discuss Placement Score Criteria:  www.dixie.edu, Current Student, Registrars Office, Placement Scores 

CLASS PRIORITY! 

1.       Scholarship classes. Are you getting a talent scholarship? Be sure to sign up for that class first (like 

band) or leave time open for the scholarship requirements (i.e. Leave time for soccer practice). Most of 

these courses are taught at only one time during the day.  

2.       1001 Freshmen Experience class for your major. This class is often taught only once a day. Though 

you may sign up for a general education 1001 class, we highly recommend you sign up for the 1001 class 

in your major.   

3.       Specialty classes. Have you been dying to take fresh-water fishing? Breadmaking? Fashion 

Sewing? Many of these classes are taught only once a day so you may want to sign up for them first. 

4.       Developmental courses & program prerequisites. Sometimes these classes are taught only once a 

day, but usually you have several class options from which to choose. If, however, the only available 

math course overlaps with your breadmaking course, and you are a Biology major and need math this 

semester…you’ll probably want to put breadmaking off until next semester.  

5.       GE Courses. Make sure that if at all possible you are getting 1-3 GE classes completed each 

semester (unless you are in an applied program and do not need all the GE courses). Putting off your GE 

courses so that you can take ballroom dance, stage makeup, and pep band alongside your music major 

classes can create problems down the road when you are done with your major’s classes but are still 30 

GE credits short of your degree.  

 

*Steps to register developed by Landon Peterson and Rachel Reimer.  Later adapted by Nathan Koeven 

and Dana Kelvington.

http://www.dixie.edu/
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CONTRACT 

 

I have read and understand the peer advisor handbook.  By signing below, I agree to abide by 

the guidelines given inside, to be accountable for my responsibilities, and to take the initiative 

when I’m at the office.   

 

 

 

 

 

 

Date: ___________________________________________ 

Peer Advisor: ____________________________________ 

Lead Peer Advisor: ________________________________ 

Supervisor: _______________________________________ 
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