
 

Salish Kootenai College 
 
ADVISING SYLLABUS 

 
We’re excited to have you join the SKC Bison community. This advising syllabus is your guide to 
navigating your academic journey. It outlines what you can expect as a student, the support 
your advisor provides, and the tools available to help you plan your academic path and 
long-term goals. 

 
User Guide for the Advising Syllabus 
Purpose: This advising syllabus is designed to help you navigate your academic journey at Salish Kootenai 
College (SKC). It outlines your responsibilities as a student, the role of your advisor, and the resources 
available to support your success. 
How to Use This Guide: 

●​ Icons and Navigation: Look for section headers to find the information you need quickly. Use checklists 
and forms to track your progress. 

●​ Quarterly Success Checklists: Follow these step-by-step guides to ensure you stay on track 
academically and professionally. 

●​ Campus and Community Resources: Reference this section for contact information and services to 
support your academic and personal well-being. 

●​ Career Readiness Roadmap: Use this phased approach to explore career opportunities, build skills, 
and transition into the workforce or further education. 

●​ Pre-Advising Guide: Complete this before each advising meeting to make the most of your time with 
your advisor. 

 
Advising Learning Objectives:  
 
Academic Success & Career Readiness 
Be empowered to take an active role in your education and career. 

●​ Understand degree requirements and actively plan your courses for a timely graduation. 
●​ Use campus resources to support your academic and career growth. 
●​ Build relationships with mentors and engage in experiences that prepare you for your career 

and community involvement. 
 
Connection and Engagement 
Develop relationships with the campus community. 

●​ Stay connected with advisors and instructors for support. 
●​ Participate in campus events and student organizations to build connections. 
●​ Develop strong communication skills to express goals and ambitions effectively.  
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Rights and Responsibilities: 

Student Rights and Responsibilities:  
As a student, you are responsible for knowing and 
following the college's regulations and policies. 
 
1. Engage in advising: Be prepared to discuss 
your academic and professional interests and 
objectives with an advisor. 
 
2. Schedule regular appointments: Commit to 
meeting with your advisor at least once a quarter 
to review your academic and professional needs. 
 
3. Prepare for each appointment: Bring questions 
or relevant materials to discuss, ensuring a 
productive meeting. 
 
4. Take responsibility for course registration: 
Consult with your advisor to identify and register 
for the appropriate courses to ensure you are on 
track. 
 
5. Take ownership of your academic performance: 
Actively manage your educational journey and 
progress. 
 
6. Identify your interests and abilities: Clarify what 
you want to achieve academically and 
professionally. 
 
7. Maintain progress records: Assume increasing 
responsibility for your academic decisions by 
keeping track of your educational achievements. 
 
8. Familiarize yourself with requirements: 
Understand the programs, policies, and 
procedures relevant to your studies. 
 
9. Check your email regularly: Stay informed 
about critical updates and communications. 
 
10. Be proactive: Take initiative in your academic 
journey and seek guidance when needed. 
 
11. Attend New Student Orientation: Familiarize 
yourself with the available resources and support. 
 
12. Develop critical thinking skills: Cultivate skills 
related to your educational and career 
aspirations. 

Advisor Rights and Responsibilities: 
Your advisor at SKC will provide you with 
guidance. 
 
1. Advising Guidance: To guide you through the 
curriculum process and clarify required courses 
per your degree/certificate program. 
 
2. Record Keeping: Maintain and update your 
advising records. 
 
 
3. Respect Autonomy: Support your choices, even 
when they are independent course selections. 
 
 
4. Be Informative: Communicate effectively and 
accurately about programs during advising 
sessions and through other communications. 
 
 
5. Processes: Facilitate timely completion of 
forms (i.e., transfers, waivers, substitutions, 
graduation application). 
  
6. Referrals: Connect you with relevant resources 
both on- and off-campus. 
 
 
7. Institution Correspondence: Send emails 
regarding registration dates and other important 
information. 
 
8. Student Privacy: Respect confidentiality in 
accordance with the Family Educational Rights 
and Privacy Act (FERPA) regulations. 
 
9. Accessibility: Be responsive to correspondence 
(via phone, email, text). 
 
10. Student Campus Services: Provide referrals 
to campus and community resources as needed. 
 
11. Safe Spaces: Foster an environment of 
mutual respect and trust. 
 
12. Holistic Advising: Assist you in making 
informed decisions regarding your educational 
and career goals. 
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Success Checklist 
Use this checklist to keep track of important activities to complete. These tasks will set you up for a successful 
quarter. Check off the tasks as you complete them.  
 
Before the Start of a New Academic Year 

​ Meet with your academic advisor to register for the quarter.  
​ Contact the SKC Financial Aid Office with any questions regarding funding: Pell Grant, scholarships, or 

direct loans. Email: financialaid@student.skc.edu or Call: 406-275-4857 
​ Contact the SKC Business Office (Student Accounts) for questions related to billing, tuition, & fees. Call: 

406-275-4967 or 406-275-4966. 
​ Have Digital Account Access (Email and JICS). https://helpdesk.skc.edu/home/  
​ Explore scholarship opportunities and deadlines and request reference letters.  

https://www.skc.edu/scholarships/  
​ Build short- and long-term goals and a career academic plan. Learn about the skills and knowledge 

needed for your career or academic path. Work with an advisor and campus resources to find 
opportunities to develop those skills.  

​ Become familiar with your degree requirements, which are located in the SKC Catalog, and your 
advising plan. 

Two weeks Before the Start of the Quarter 
​ Purchase the required text and materials prior to the start of the quarter. You can view your booklist at 

the virtual Bookstore - https://bncvirtual.com/skc. If you need to charge your student account, 
vouchers are available through the Business Office for students receiving financial aid and/or 
scholarships.  

​ Courses in Brightspace are open on the first day of the quarter. To assist in navigating Brightspace 
preview the Intro to Brightspace for Learners at SKC: 
https://www.youtube.com/watch?v=WC1H6SRLbHg  

​ Review your class schedule on your JICS account. Course details, such as location, instructor, etc., may 
have changed between your registration and the first day of class.  

​ Check your SKC email account regularly for important information, including updates about the first 
week of classes and ongoing course announcements.  
 

Week 1 of the Quarter 
​ Attend the first day of face-to-face courses. Access Brightspace for online courses. 
​ Communicate with your instructors about the syllabus, course expectations, accommodations (if 

applicable), textbook requirements, and general course questions.  
​ Contact your advisor if you need to make changes to your courses. Courses can be added or dropped 

up until Friday of Week 1. 
​ Reach out to your advisor if you are struggling. 
​ Attend the Bison Stampede to learn about extracurricular opportunities and campus resources. 
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Week 2 of the Quarter 
​ Have a clear understanding of when your homework and assignments are due.  
​ Establish study groups with classmates. 
​ Visit instructor office hours, lab hours, and tutoring. 

Weeks 3 and 4 of the Quarter 
​ Reach out to your advisor as needed. 
​ Prepare for midterm exams and midterm assignments that are due. 

Week 5 of the Quarter 
​ Schedule your advising appointment and complete the pre-advising worksheet. 
​ Check your JICS account for any holds and resolve them before your advising appointment. 
​ Midterms 

Week 6 of the Quarter 
​ Next quarter registration is open. To register for next quarter, make an appointment with your advisor, 

bring the pre-advising worksheet, and have your JICS username and password.  
Week 7 of the Quarter 

​ Meet with your advisor if you have not registered.  
​ The last day to withdraw from courses is Friday of week 7. If you are not passing a course, meet with 

your advisor and financial aid to see what your best option is.  
Week 8 and 9 of the Quarter 

​ Meet with your advisor if you have not registered.  
Week 10 of the Quarter 

​ Meet with your advisor if you have not registered.  
​ SKC BNC Virtual Bookstore Opens for next quarter. 

Activities to Attend Weekly  
Check the Bulletin Board for announcements about many of these campus events, or refer to the Campus 
Resources section of this advising syllabus.  

​ Attend Spill the Beans on Fridays hosted by TRIO Student Support Services. 
​ Attend Wellness Wednesdays hosted by the Center for Prevention and Wellness.  
​ Utilize resources available across campus: tutoring, career services, skills workshops, academic 

success, writing center etc. 
​ Participate in student life: attend student life-sponsored activities, join clubs, athletics, & conferences. 

 
Ready to Graduate from your Degree Program 
December/January of the Final Year 

​ Meet with your advisor to fill out the graduation application.  
March/April of the Final Year 

​ Order Cap and Gown 
​ Pay Graduation Fee 
​ If completing an associate degree, sign up and complete the required exit exam. 
​ Meet with your advisor to consider continuing your education or entering the workforce. 
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Campus Resources 
Where can I go for career counseling or to find 
work-study or internship positions?   

Career Center 
Robert DePoe III, 406-275-4076 

Where can I learn about advocacy, mental health 
counseling/public health services? 

Center for Prevention and Wellness (CPW) 
Agnes Kenmille Building, 406-275-4913 

Where can I go to find out about free healthcare 
services? 

Health Clinic 
Vanderburg Building, 406-675-1630 

Where can I go to find out about childcare options 
offered at SKC? 

Child Care - Early Learning Center 
Sadie Salloway/Early Learning Center Building  

Where do I ask about emergency funding? How do 
I get registered if I can’t reach my advisor? 
Where do I get help ordering my textbooks? 

Department of Academic Success 
Success Coaches 
John Peter Paul (JPP), 406-275-4868 

How do I get accommodations for a class? Who do I 
talk to about my Veteran school benefits? Do I 
need approval for a service animal / emotional 
support animal? 

Disability Services and Veterans Services 
John Peter Paul, Rm 211 
disabilityservices@skc.edu 

Where can I ask questions about FAFSA and money 
to help pay for school? 

Financial Aid 
Robert DePoe III, 406-275-4857 

Where do I find a housing application for a dorm 
room or family housing? 

Housing 
Robert DePoe III, Rm. 133  
406-275-4827, 4884 

Where can I go to find out about available 
scholarships and deadlines? 

Scholarships 
Agnes Kenmille Bldg, 406-275-4944 

Where can I get help with math and science 
homework?  

Science, Engineering & Mathematics (SEM) Lab 
(Tutoring), Beaverhead Building (PQLAW), Room 109, 
stemtutor@skc.edu 

Where can I go to find out about career advising, 
financial advising, or textbook loan programs? 

TRIO Student Support Services 
Robert DePoe III, 406-275-4823 

How can I get more involved in campus life? Student Life, Clubs & Organizations 
And visit Student Union in RDIII 

Where can I go to get help with writing projects, 
forms, or my resume? 

Writing Center (Tutoring) 
Michel Building, 406-275-4520 writingtutors@skc.edu 

How can I get help with research and finding 
credible sources for my assignments?  
Where can I use a computer on campus? 

D'Arcy McNickle Library  
(406) 275-4875 

Community Resources 

What kind of resources are available? Lake County Resource Guide 

What resources does the Tribe have for families? MOMS: Montana Obstetrics & Maternal Support - 
Community Resource Guide 
CSKT Flathead Reservation 

Where can I find local cultural information? Three Chiefs Cultural Center  
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Career Readiness Roadmap 
Phase 1: Explore & Discover 

​ Explore career and transfer options and select a program of study. 
​ Meet with a career advisor to identify interests, skills, and values. 
​ Complete a career assessment or interest inventory (e.g., Montana Career Information System). 
​ Build short- and long-term goals and create a preliminary career/academic plan. 
​ Join student clubs, attend career events, or participate in service learning to explore interests. 

Phase 2: Plan & Build Foundations 
​ Reassess program fit and career choice based on interests and academic performance. 
​ Begin resume building and attend career growth webinars or workshops. 
​ Explore internship, work-based learning, and volunteer opportunities. 
​ Begin outreach to transfer advisors and investigate transfer school requirements. 
​ Start building a professional online profile (e.g., LinkedIn). 

Phase 3: Connect & Develop 
​ Join professional organizations related to your field of interest. 
​ Seek mentorship or leadership roles to build connections and gain experience. 
​ Consider planning for advanced degrees (e.g., licensure exams, MCAT, LSAT). 
​ Participate in mock interviews to practice professional communication. 

Phase 4: Finalize & Prepare 
​ Continue refining your resume and tailoring it to specific jobs or industries. 
​ Finalize job and company research in preparation for applications. 
​ Request letters of reference from faculty, advisors, or employers. 
​ Build a professional wardrobe and gather necessary tools of the trade (e.g., portfolio, certifications). 

Phase 5: Launch & Transition 
​ Pursue internships, part-time work, or capstone projects aligned with career goals. 
​ Prepare for professional exams and advanced coursework for career qualifications. 
​ Increase career planning check-ins to refine workplace soft skills. 
​ Continue developing your professional networks (faculty, peers, and mentors). 
​ Transition to job applications or graduate school preparation. 

__________________________________________________________________________________ 
The advising system at Salish Kootenai College is an educational process that assists students in pursuing 
academic, career, and life goals. Students are expected to build relationships with advisors during their time at 
Salish Kootenai College and attain the outcomes listed above throughout their degree or certificate. 
Non-Discrimination/Policy Statement:  
SKC does not discriminate on the basis of race, ethnicity, national origin, sexual identification, gender, age, or disability, 
except as allowed by the Indian preference provision of the Civil Rights Act of 1964, as amended. Consistent with state 
and federal law, reasonable accommodation will be provided to persons with disabilities.  
The SKC Director of Human Resources is responsible for coordinating the College’s compliance with federal and state 
discrimination and sexual harassment laws, including Title II, Title VI, Title IX, and Section 504. The following person has 
been designated to handle inquiries regarding the nondiscrimination policies: Director, Human Resources, 58138 US 
Highway 93, Pablo, MT 59855, (406) 275-4977 
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Pre-Advising Guide 
Complete this worksheet and bring it with you to your advising appointment.  This will help us make the most of our time 
together and ensure we address your academic needs. 
 

Name:​​ ​ ​ Student ID:​ ​ ​ Major: 
 

Academic Progress 

Do you understand your current progress toward 
completing your degree? 

( ) Yes 
( ) No 
( ) Not sure 

Do you have any concerns about your academic progress? 

Challenges and Supports 

Are you facing any challenges (academic or personal) that 
may impact your performance this quarter? 

What resources or support services would you like to 
learn more about? 

( ) Tutoring 
( ) Success Coaches 
( ) Career Services 
( ) CPW/Counseling  

( ) Disability Services 
( ) TRIO 
( ) Financial Aid 
( ) Other: 

Planning for Next Quarter​ ​ ​ ​ ​ Career Planning 

Do you plan to take any specific courses next quarter?  If 
so, which ones? 
 
 
 
 
 

What are your current goals after graduation? (Example: 
continuing education, career, etc.)  
 
 

 

What other questions do you have for your advisor?________________________________________________ 
___________________________________________________________________________________________ 
 

Student Course Schedule: Day Abbreviations: M=Monday, T=Tuesday, W=Wednesday, R=Thursday, F=Friday 

Course Code Course Name Section Credits Days/Time Delivery Mode 

Ex: HMNT 101 Intro to Humanities 02 3 TR 10:00-11:20 Online Synchronous 

      

      

      

      

      

      

My To Do list after Meeting with my Advisor: 
___________________________________________________________________________________________ 
___________________________________________________________________________________________  
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