
 

STUDENT PROTOCOLS 

Expectations and Requirements 

 Schedule a minimum of two appointments per semester with an assigned advisor.  One appointment 

prior to registration for classes and one other appointment during the semester.  Email and phone 

contact do not fulfill appointment requirements. 

 Schedule appointments as needed beyond the required advising.  Anytime questions or concerns 

arise it is a good idea to meet with an advisor.  Not seeking help early for small concerns usually 

results in big problems with limited options.  

 Attend tutoring sessions and workshops as advised.  Advisors usually recommend tutoring when 

academic difficulty is a concern.  Attending a minimum of one workshop per semester is strongly 

recommended. 

 Schedule an appointment if placed on Academic Probation or Academic Disqualification. 

 Attend scheduled classes regularly 

 

Confidentiality 

 Students are considered responsible adults with the right to determine who receives information 

about them.  Only students can request and review their educational records, unless a written release 

is on file with the university. 

 Detailed information about the Family Educational Rights and Privacy Act (FERPA), a federal law 

that protects privacy of educational records, is available through the Office of Judicial Affairs 

(www.csustan.edu/JudicialAffairs).  

 

Appointments 

 Appointments are the preferred method of student-advisor contact. 

 Appointments are scheduled through the online scheduling system.  If unable to schedule online, 

contact PACE. 

 Same day appointments are not available.  Advanced scheduling allows advisors to prepare for 

appointments and provide the best guidance. 

 Walk-in advising will only be available during the first 2 weeks of the semester.  

 All efforts should be made to keep scheduled appointments.   

- A minimum notice of one day prior to the scheduled appointment is required to cancel or 

reschedule.  

- Should an unexpected emergency prevent adequate notice of cancellation, contact PACE as soon 

as possible. 



- Students who do not show up for an appointment without adequate notice are not allowed to 

schedule a new appointment for a minimum of one week following the missed appointment.   

- Students who arrive 10 minutes or more late to their scheduled appointment are required to 

reschedule the appointment.  

- All advising appointments are scheduled for 30 minutes. 

 

Phone Communication 

 Phone contact is only for quick questions that can be answered in a few minutes.  Complex and 

detailed questions require scheduled appointments. 

 If connected to voicemail, please leave a message. 

- Speak clearly. Unclear messages make it impossible to know who called and how to reach them. 

- Each message must include first and last name, student identification number, a phone number 

for returning the call (state phone number twice), and specific details outlining the problem or 

question. 

- Sample voicemail message: “My name is Ima Student, my identification number is 111111111, 

and I can be reached at 555.555.5555. Again, my number is 555.555.5555.  During my advising 

appointment, we discussing registering for SOCL 1010.  The class was full and I need to know 

what class you would recommend as an alternative.” 

 Voicemail messages receive response within two days.  Every effort is made to respond as soon as 

possible to student inquiries, please allow adequate response time before following up with duplicate 

messages. 

 To maintain confidentiality, PACE does not include educational record information in any voicemail 

message. 

 

Email Communication 

 Email is only for quick questions that can be answered in a paragraph or less.  Complex and detailed 

questions require scheduled appointments. 

 All email communication from students to PACE must come from campus email accounts.  Use of 

campus email accounts ensures confidentiality of educational records. 

 All communication from PACE to students are sent to students’ campus email accounts.  Campus 

email accounts should be checked regularly to ensure timely receipt of important information. 

 Subject lines for email messages must include the word “PACE.”  Appropriate subject lines ensure 

students emails receive priority, timely response, and are not sent to junk mail. 

 Email messages must include specific detail outlining the problem or question. 

 Email messages receive response within two days.  Every effort is made to respond as soon as 

possible to student inquiries.  Please allow adequate repose time before following up with duplicate 

messages. 


