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 About Academic Advising 

Academic Advising is an essential part of helping you to plan and develop your academic path 
from undergraduate entry to graduation.  

 
 
The full-time Coordinator of Academic Advising will be joining Richmond over the course of the 
Fall 2017 semester, and will be located in Registry Services, but will work closely with 
Admissions, Student Affairs, and Faculty advisors. As the Coordinator will not be in place during 
the Fall 2017 Orientation period, the Head of Registry Services (Ms Stephanie Parr) and the 
Vice-Provost for Academic Affairs (Dr Clare Loughlin-Chow) will be available to help new 
students.  They will introduce undergraduates to the requirements of the Liberal Arts Core 
curriculum and the student’s programme of study, and assist with their first course selection.  
 
In Fall 2017, new students will be assigned to an advisor in the School of Liberal Art5s. They will 
help to develop an academic plan for any student who has not decided on a major, review 
students’ academic progress, help them to choose courses for the following semester (during 
priority registration), and assist them to plan their initial study progress.  
 
General advice on University policies and procedures related to student progression is normally 
available from the Coordinator of Academic Advising, from Registry Services, or from the Vice-
Provost for Academic Affairs.  
 
Students may at any point in their academic progression request an advising meeting with a 
subject specialist via the Associate Dean of the Academic School or via the Head of 
Department. 
 

 
 
At the end of your first year (or earlier if you have been admitted with large amounts of 
transfer credit), you will be transferred from a faculty advisor from within the School of Liberal 
Arts to an advisor from your major (where possible).  Your faculty advisor also offers more 
specialist subject-related advising.   
 
Your academic advisor can offer you expert guidance in choosing your courses each semester 
and can make suggestions that will enhance your educational experience, such as the possibility 
of completing a minor, or attending a semester at Richmond’s Italian study centres.  Your 
advisor can tell you more about academic policies and procedures, building upon the 
information in the University Catalogue (http://www.richmond.ac.uk/catalogues/) Please be 
aware that you are subject to the regulations in place and published in the Catalogue at the 
time of your admission to the university. 
  

http://www.richmond.ac.uk/catalogues/
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How do you know who your advisor is, or if a change to your advisor has been processed?  Go 
to your Self-Service account (training is provided during Orientation) and check your Schedule 
in the drop down menu. Your current advisor’s name appears at the bottom of the Schedule. 

At several stages during the semester you will receive emails from Academic Advising at 
Richmond that are sent to your University e-mail account. Please make sure you check it 
regularly so you don’t miss any important deadlines or advice. 

You can contact the people listed below with questions or problems about advising:  

TBA        Stephanie Parr 
Coordinator of Academic Advising    Head of Registry Services 
 
Dr M. Clare Loughlin-Chow 
Vice-Provost for Academic Affairs 
 
The offices for these  contacts are at the following locations on each campus: 

Richmond Campus:    Kensington campus: 
Main Building, nr. Reprographics  Asa Briggs Building, Room 207 
 

Office Hours are posted on the Registry Services page of the portal. 
 
They can also be reached by email at: registryservices@richmond.ac.uk 
 

  

https://my.richmond.ac.uk/myacademics/default.aspx
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 The Academic Advising Year 2017-2018 

At Richmond the academic year consists of the Fall semester, the Spring semester, one optional six-
week intensive summer session, and three optional intensive 3-week summer sessions (for details of 
what combinations of summer courses students may complete, please see section 5.12 below) The full 
Calendar 2017-2019 is available in the University Catalogue: http://www.richmond.ac.uk/catalogues/  

The key dates that are important for Academic Advising across the Fall and Spring semesters are: 

Orientation Week The week before courses start, when new students arrive. 

29 August – 1 September in Fall 2017;  
8-12 January in Spring 2018 
 

Add/Drop Week   The first week of teaching in the semester during which students will 
want to add and drop courses and may need advice from their 
advisor on the implications of doing so. 

4-8 September in Fall 2017;  
15-19 January in Spring 2018 
 

Week before Priority 
Registration 

Students planning how best to register early for next semester often 
need guidance and support from their advisor.   

2-6 October in Fall 2017;  
12-16 February in Spring 2018 
 

Priority Registration Week Students trying to register in advance but finding their plans need 
adjustment may need advice and support from their advisor. 

9-13 October in Fall 2017 (for Spring and Summer 2018);  
19-23 February in Spring 2018 (for Fall 2019). 
 

Issue of ‘Below C’ notices Students who have performed poorly in the semester at mid-point 
are notified. They may need to talk to their advisor about strategies 
for improving their grades. 

30 October – 3 November in Fall 2017;  
12-16 March in Spring 2018 
 

Last day to withdraw from a 
course  

The last day in the semester when students can withdraw without 
penalty. Withdrawal may have implications for students’ progress to 
completion. 

5:00 pm on 27 November in Fall 2017 
5:00 pm on 9 April in Spring 2018 
See individual summer sessions for withdrawal dates. 
 

For details of the optional summer sessions, please see the University Catalogue and Section 4.12 below 
of this advising guide.   

These dates will be clearly communicated to advisors and students. They can also be found in the 
University Catalogue and are available online and in the Portal. 

  

http://www.richmond.ac.uk/catalogues/
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 Advising:  Key Resources 

There are many other sources of information provided by the University to assist you in 
progressing efficiently through your degree.  It is your responsibility to make yourself aware of 
degree requirements and academic regulations.  Your advising contacts can help, and are very 
willing to assist, but the more prepared you are, the more help they can give.  The following 
resources will be invaluable to you during your time at Richmond: 

The University Catalogue (http://www.richmond.ac.uk/catalogues/) This is your primary source 
of information concerning academic policies and procedures at the University.  You are subject 
to the regulations of the catalogue in place at the time of your admission. 
 
Your degree Programme Specification (http://www.richmond.ac.uk/programme-and-course-
specifications/)  This document outlines the courses required in your degree, and provides key 
information about learning and teaching and assessment.  Again, you are subject to the 
specification in place at the time of your admission. 
 
The University Portal (https://my.richmond.ac.uk/default.aspx).  The portal provides key 
resources and is your gateway to self-service functions.  The following sections of the portal are 
particularly important. 

 myAcademics (https://my.richmond.ac.uk/myacademics/default.aspx) allows you to 
access self-service features such as your schedule, grade reports, unofficial transcripts, 
Academic Plan, the catalogue and timetables, and Registration (during registration 
periods) 

 Registry Services (https://my.richmond.ac.uk/registration/default.aspx) provides 
information about key services such as timetables, exams, provision for students with 
disabilities, and key forms for university processes) 

 Academic Advice and Support 
(https://my.richmond.ac.uk/studentlife/academic_advice/default.aspx)  provides useful 
information and academic advice resources for students 

 Library (https://my.richmond.ac.uk/library/default.aspx)  allows you to search the 
university catalogue and provides a host of information on research and electronic 
resources 

 Academic Schools pages (https://my.richmond.ac.uk/departments/default.aspx)  
contain information specific to your school, such as student handbooks, information 
about majors meetings, and a schedule of any guest lectures or seminars that may be of 
interest in your subject 

 The Student Charter (http://www.richmond.ac.uk/student-life/student-charter/).   This 
relates to more than academic matters, but it is an important document outlining the 
mutual responsibilities of student and University towards one another. 

  

http://www.richmond.ac.uk/catalogues/
http://www.richmond.ac.uk/programme-and-course-specifications/
http://www.richmond.ac.uk/programme-and-course-specifications/
https://my.richmond.ac.uk/default.aspx
https://my.richmond.ac.uk/myacademics/default.aspx
https://my.richmond.ac.uk/myacademics/default.aspx
https://my.richmond.ac.uk/studentlife/academic_advice/default.aspx
https://my.richmond.ac.uk/library/default.aspx
https://my.richmond.ac.uk/departments/default.aspx
http://www.richmond.ac.uk/student-life/student-charter/


7 
 

 Registration:  Key Points to Remember 

 
The majority of first-year students will be advised and registered via sessions held with a faculty 
advisor from the School of Liberal Arts or with a member of the Registry Services team.  
Associate Deans/Heads of Department will be on hand to address any specialist questions that 
may arise.  Please make sure you bring your Academic Checklist with you. 
 
Courses to consider for your first semester’s registration: 

Level 3 (first year) major requirement(s) 
Transitions: GEP 3100 Transitions: London Calling I 
Numerical: GEP 3120 Quantitative Reasoning OR a MTH course 
Literacy: GEP 3180 Reading and Writing I 

Secondary options to consider: 
GEP 3160 - Creative Expression  
GEP 3140 - Scientific Reasoning  

 

 
In the US system, students often enter University with credits that have been obtained 
elsewhere. These may be transfer credits from another university, or ‘advanced’ credits from 
qualifications completed at secondary school (such as A-Levels, the International Baccalaureate, 
or European high school qualifications that have been deemed equivalent to A-Levels).   

Where possible, transfer credit and exemptions are given. Note that exemption from a 
requirement does NOT exempt you from completing the required 30 US/120 UK credits at a 
given level.  You should not repeat courses for which you have already been awarded credit. 
Transferred courses will appear in your Academic Plan and on your unofficial transcript. They 
will show with the grade of ‘TR’ for ‘transfer’ or ‘TRP’ for courses which have ‘provisionally’ 
transferred, which means that there is some outstanding documentation that you must provide 
to the University before the credit is no longer provisional.    

If you have TRP on your record, and you do not know what is required of you, please email 
Registry Services (registryservices@richmond.ac.uk) with your enquiry.  Credits with the grade 
of ‘TRP’ do not count in your total number of credits until the credit has been made official, and 
the TRP grade is converted to TR. You must resolve this as soon as possible, because it will 
impact upon your graduation if you do not. 

‘Elective transfer credit’ means that the course has no Richmond equivalent course, but the 
course is acceptable for credit. It therefore counts towards your required minimum total of 120 
US credits for graduation and is shown on the transcript and Academic Plan as follows: 

LOWER DIVISION ELECTIVE (LD ELEC) 3000 = the credit is QCF Level 3 
LOWER DIVISION ELECTIVE (LD ELEC) 4000 = the credit is FHEQ Level 4 
UPPER DIVISION ELECTIVE (UD ELEC) 5000 = the credit is FHEQ Level 5 
 
Any transferred electives (courses without a direct Richmond equivalent) that satisfy the 
Humanities and Social Sciences requirement appear on Academic Plan and transcript as follows: 
 
L3 GEP HMS ELEC = Level 3 credit which satisfied the Gen Ed Humanities/Social Sciences option 
L4 GEP HMS ELEC = Level 4 credit which satisfies the Gen Ed Humanities/Social Sciences option 

mailto:registryservices@richmond.ac.uk
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Processes for Add/Drop in PowerCAMPUS Self-Service are similar to the Registration processes. 

If you need to change your registration during the Add/Drop period, you should contact your 
advisor and go over your plans and options. If you are considering any changes, be sure to 
check for any new timing or campus clashes and that you have the correct pre-requisites for the 
course. 

You cannot Add/Drop if you are not already registered for courses.  After your first registration 
in Fall 2017, it is very important that you register for classes during the Priority Registration 
period (mid-semester).  If you are a returning student who did not register in Priority 
Registration, you will not be able to register in Add/Drop week until you have paid your fees 
and made a visit to Registry Services to amend your record.  Please bring proof of your fee 
payment to Registry Services. 

Please see Appendix 2 for approval process. 
 

 
Waitlists are designed to offer all students the fairest opportunity to register for a course for 
which there is significant demand.  They also are used to alert Deans to this demand, and to 
afford them the option of opening an additional section to satisfy it. 

During Priority Registration and Add/Drop Week, students may add themselves to a waitlist 
for courses that have reached their maximum limit. Once you register for a course, an approval 
request is sent to your academic advisor. When you place yourself on a waitlist, an approval 
request is NOT sent to your advisor; the advisor is only asked to approve the choice once you 
have actually been able to register for the space in the class. If a place becomes available it 
will be offered in an automated e-mail to the first person on the waitlist, and the place will be 
held for 24 hours to give that student time to register. If the waitlisted student does not 
register for the course in Self-Service by the deadline specified in the e-mail, the space will be 
withdrawn and offered to the next person on the list.  

The official registration period is 9.00 am Monday to 5.00 pm Friday of Priority Registration and 
Add/Drop week.  

Please see Appendix 2 for registration process. 
 

 
You should normally have accumulated at least 45 credits before you are registered for any 
Upper Division courses. 

You cannot register for any course for which you have not completed (or are not currently 
enrolled in) the pre-requisite. If you are taking the pre-requisite at the time of registration, then 
you need to remember to check that you successfully completed the pre-requisite course at the 
end of the semester. If you do not pass the pre-requisite then you will need to be de-registered 
from the higher level course. In exceptional circumstances your advisor may agree to request 
approval by a School Dean or Associate Dean for a pre-requisite to be waived,  or for you to be 
allowed to take the pre-requisite at the same time as the course for which it serves as a pre-
requisite (‘taking a pre-requisite as a co-requisite’).   
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If a pre-requisite override has been approved by the School Dean or Associate Dean you will 
need to email the approval confirmation to Registry Services so your Academic Plan can be 
updated, because this is an exceptional procedure. 

 
Lower division courses are at taught at Richmond Hill campus and upper division courses are 
taught at the Kensington campus. Students must complete at least 45 US credits in order to 
take upper division courses. It is recommended that you complete all of your lower division 
requirements (levels 3 and 4) before starting upper division courses (levels 5 and 6). 

If you are taking courses at both upper division and lower division in one semester, remember 
to consider the travel time of approximately 1 hour 20 minutes for the journey between the 
two campuses. PowerCAMPUS cannot alert students or advisors to a possible problem with 
timing of courses. You must not register in back-to-back classes on different campuses. 

Please be sure to check campus locations for all courses requested before submitting your 
course selections for approval. 

 
It is your responsibility to make sure that you are registered in the right courses. Details of all 
available courses can be found in the online Catalogue which you can find in Self-Service using 
Section Search or using your Academic Plan; see Appendix 2 for instructions on finding the right 
courses. Your advisor will carefully check your choices, and either approve them, or deny them 
and suggest alternatives. It is also useful to choose some alternative courses in case a course is 
already full when you attempt to register. 

A full-time student in good academic standing may take no fewer than three and no more than 
five courses in a semester. Courses are usually 3 or occasionally 4 US / 12-16 UK credits.  Where 
6 US/24 UK credit courses are taken (Internships; Senior Seminar) these count as two courses.  

 If you have a GPA of 2.0 or below you are restricted to a maximum of four courses each 
semester. 

 If you are in good academic standing you can register for up to five courses each semester. 

 If you have a GPA of 3.4 or above you may register for 6 courses during a semester and pay 
a fee for the additional credits. The sixth course may only be added during Add/Drop 
Week. To register for a sixth course, you must first go to Finance to pay the sixth course 
fee. Once this has been done, your advisor should email Registry Services a request to add 
the sixth course, including the course code and section in any correspondence. 

Any student with a GPA below 3.4 who wants to add a sixth course in Fall or Spring semester 
(or a third course during the summer semester) must petition the Academic Progress 
Committee (APC).  The APC form is located at:  
https://my.richmond.ac.uk/registration/forms/default.aspx  

For details of summer course load, please see section 4.12 below.  
 

 
An ‘F’ grade represents an academic judgement, and an ‘FA’ grade is an attendance failure (see 
the Attendance Policy on the myAcademics page of the portal at:  
https://my.richmond.ac.uk/myacademics/default.aspx  

You are responsible for monitoring your own attendance in self-service. 

https://my.richmond.ac.uk/registration/forms/default.aspx
https://my.richmond.ac.uk/myacademics/default.aspx
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If an ‘F’ or ‘FA’ grade is awarded it has a significant impact on your GPA so you should re-take 
such courses as soon as possible in case it leads to you slipping onto Academic Probation.  

Your Academic Plan will highlight all courses with non-passing grades with  icon. This 
includes ‘F’, ‘W’ and ‘I’. The passing grade for GEP 3180 is ‘C-’ so all grades below this will also 

display the  icon. 

Where GEP 3180, GEP 4180 and MTH 3000 are pre-requisites to courses you intend to take the 
following semester, you will need to discuss alternative courses with your advisors.  

 

Click on the  icon to get more details of the course to determine the grade.   
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All Academic Literacy and Numeracy courses should normally be covered in the first two years 
of study. Students will have different requirements, based on the diagnostic assessment that 
you take at Orientation, or upon your transfer credit. 
 
Academic Literacy 
The new Academic Literacy Programme consists of two 3-credit courses: GEP 3180 Research 
and Writing I and GEP 4180 Research and Writing II. You must pass GEP 3180 with a minimum 
grade of C- to progress to GEP 4180.   

New students eligible to take GEP 3180 have four semesters from their first semester of entry 
to pass both GEP 3180 and GEP 4180. New students eligible to take GEP 4180 have two 
consecutive semesters, starting no earlier than their second semester of entry, to pass this 
course. 

Academic Numeracy  
Only students with a MTH course requirement in their major will be required to take the 
Diagnostic Assessment during Orientation. The subject of your major, any transfer credit you 
have, or the category you have been placed into in the Diagnostic, will determine which course 
you have to complete in order to meet the numeracy requirement. 
 
Students with no MTH requirement in their major complete only GEP 3120 Quantitative 
Reasoning and are not required to take the Placement Diagnostic or MTH 3000. Students 
entering Richmond on a major without a MTH requirement (so not given the Diagnostic 
Assessment on entry) who subsequently transfer to a major with a MTH requirement, will be 
required to take the Diagnostic Assessment before switching majors. 
 
See Appendix 4:  to determine if you have a MTH course required in your major. 
 

 
Occasionally, course substitutions might be necessary for required elements of the major.  
Although your advisor may suggest meaningful substitutions to you, you must ask for 
authorisation from the School Dean and receive a response.  

Only Deans can authorise substitutions and exemptions in the major. 

Only the Dean of the School of General Education can authorise substitutions and exemptions 
in the Liberal Arts Core Curriculum/General Education programme. 

Your advisor will need to fill out the course substitutions/exemption form with you, and submit 
it to the Dean or Associate Dean or Head of Department. 

You should keep relevant correspondence about approved substitutions safely, as well as 
making sure that Registry Services is advised so the substitution can be reflected in your 
Academic Plan. 

Each substitution and exemption is individually recorded in your Academic Plan, which is 
customised accordingly.  
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In the 6th week of each semester, you must register for the following semester’s courses.  If you 
do not register at this time, you will be charged a late registration fee. To register via Self-
Service you must log on to the system and input the courses you are selecting yourself. The 
course place is then held for you, pending approval by your academic advisor. 

Advising can work in either of two ways: 

1. Preferred Method:  The student meets with the advisor when registration has opened, 
logs on and inputs his/her courses on the spot. The advisor then logs on and approves 
them.   This is particularly useful for students hoping to graduate and first-year students.  
Students are encouraged to bring their own laptops to make this process run smoothly. 

OR 

2. The advisor meets with the student prior to registration and they agree courses 
together.  The student then registers in Self-Service by himself/herself at the allocated 
time. A registration request is sent to the advisor for approval.  

If you do not meet with your advisor and simply register yourself on to courses you think you 
may need, your advisor will still need to approve any courses requested by you. Advisors may 
deny your course request to prevent inappropriate registration choices. It is your responsibility 
to meet with your advisor before selecting and registering for courses.  

Priority Registration week operates on a tiered registration process. This means that students 
will be able to start registering at different times, depending on the number of credits you have 
completed. The Tiered Registration typically runs as follows: 
 
Seniors (90+ Credits)                 Monday 09:00  
Juniors (60 – 89 Credits)           Monday 13:00 
Sophomore (30 – 59 Credits)   Tuesday 09:00 
Freshmen (0 – 29 Credits)        Tuesday 13:00 
  
Please note that your status is determined by the number of credits you have completed.  We 
cannot take into account what you are currently taking this semester or credit listed as TRP 
(see section 4.2 above).  
 
See Appendix 3: Registration via Self-Service for instructions on how to register. 
 

 
Please consult the 2017-2018 University Catalogue for full information on summer sessions, but 

note the following: 

The Academic Calendar normally includes the following summer sessions: 

 Summer 1:  a 6-week intensive summer session  

 Summer A, B, and C:  three separate 3-week intensive summer sessions. 

The six-week summer session (Summer 1) runs concurrently with the first two three-
week sessions (Summer A and B).  The third three-week session (Summer C) runs on its 
own.   
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A course held in the six-week session (Summer 1) consists of classes held for 1.5 hours every 
day.  A course held over three weeks (Summer A, B, or C) consists of classes held for 3 hours 
every day.  

In the summer sessions, the add/drop period is truncated to the first two days of the six-week 
session, and the first day of a three-week session. Students are strongly advised to finalize their 
summer course arrangements (including payment of summer fees) well in advance.  

Due to Open University requirements, there are restrictions on the 3-week summer classes 
that Richmond undergraduates may complete.  A complete list of 3-week courses for which 
Richmond students are currently eligible is as follows: 

All level 3 courses 
AVC 5200  Museums and Galleries of London  
AVC 5400  British Art and Architecture 
COM 5105   Modern Popular Music 
COM 5115  Society of Culture and Subculture 
COM 5218  Celebrity and Fan Culture 
COM 6400  Fashion and Media 
FNN 5205   Principles of Investment 
HST 4405  History of Fashion  
HST 5200   Roman & Medieval Europe 
HST 5205  Rome and the East: Faith and Power in Late Antiquity  
HST 5405  U.S. and U.K. Comparative History  
HST 5425  Historical London  
INB 6210   European Business Environment 
INR 5405  Miracle To Meltdown: East & SE Asia  
MKT 5200   Principles of Marketing 
MKT 5205  Consumer Behaviour 
MKT 5405  Fashion Marketing and Retail 
MKT 5410  Psychology of Fashion and Luxury Goods 
MKT 6200   Advertising Management 
MKT 6220   Digital Marketing and Social Media 
MKT 6310   Luxury Brand Management 
PLT 5205  British Politics: Inside Parliament  
PLT 5415  Politics of Sub-Saharan Africa 

In order to ensure that Richmond undergraduates have sufficient associated study hours 
alongside their classes, they are normally restricted to the following maximum combinations of 
summer sessions: 

 1 course in Richmond A and/or B and/or C.  Each course represents 3 hours of class per 

day for 3 weeks.  Students may enrol for a course in any combination of A and/or B 

and/or C up to complete a maximum of 3 courses (normally 9 US credits) across 9 

weeks. 

or 

 2 courses in Richmond 1 (2 courses spread across 6 weeks).  This represents 3 hours of 

class per day for 6 weeks.  Students in this situation may also complete a single course in 

Summer C for a total of 3 courses (normally 9 US credits) across 9 weeks. 

or 
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 1 course in Richmond 1 (1 course spread across 6 weeks) plus 1 course in either 

Richmond A or Richmond B.  This represents 4.5 hours of class per day for 3 weeks, and 

1.5 hours of class per day for 3 weeks.  Students in this situation may also complete a 

single course in Summer C for a total of 3 courses (normally 9 US credits) across 9 

weeks. 

Richmond undergraduates with a GPA higher than 3.0 may apply to the Academic Progress 
Committee for permission to exceed normal summer courseloads as follows:  

 1 course in Richmond 1 (1 course spread across 6 weeks), plus 1 course in Richmond A 

and 1 course in Richmond B.  This represents 4.5 hours of class per day for 6 weeks.  

Students granted this permission may also complete a single course in Summer C for a 

total of 4 courses (normally 12 US credits) across 9 weeks. 

 3 courses in Richmond 1 (3 courses spread across 6 weeks).  This represents 4.5 hours of 

class per day for 6 weeks.  Students granted this permission may also complete a single 

course in Summer C for a total of 4 courses (normally 12 US credits) across 9 weeks. 

Tuition for summer sessions is charged on a per-credit basis.  Students must arrange for 
payment of all summer course fees before the summer session begins.  Some students may be 
eligible to study in summer at no additional cost to their Fall/Spring tuition fees.  Please consult 
the Finance Department for details of summer tuition fees and eligibility for summer credits. 

 

 Course Withdrawal and dropping to part-time status 

When planning to withdraw from a course you must discuss the implications of your plans with 
your advisor beforehand and have them sign off on a Course Withdrawal form (located at:  
https://my.richmond.ac.uk/registration/forms/default.aspx).  You must then submit this to 
Registry Services for processing.  Unsigned forms will not be processed. 

You should consider the potential downside of a withdrawal, e.g. a delay to your graduation, 
possible visa implications, alongside the benefits of avoiding an undesirable grade.  

If the Course Withdrawal e-mail is not sent to Registry Services before the deadline for the last 
day to withdraw without penalty (see Academic Calendar), you will receive a grade for the 
course along with all other course grades after final exam results are submitted, unless an ‘FA’ 
grade has already been awarded for the course based on an Attendance Failure Notice.   

If you have not met the deadline but you still want to request a withdrawal, you may petition 
Academic Progress Committee for permission to late withdraw, giving the reasons why you 
missed the official deadline.  The petition form is located at:  
https://my.richmond.ac.uk/registration/forms/default.aspx  

Remember:  If you withdraw from courses and your semester course load falls below 3 courses, 
you will be a part-time student. This has serious implications for University housing and US and 
UK financial aid. For students on a Tier 4 visa, it is a condition of Richmond’s sponsorship of 
your visa that you are studying full-time. If you drop to part-time Richmond must report this to 
UK Visas and Immigration. Your visa will be cancelled. 
 
The requirement to be registered for more than three courses does not apply to summer 
sessions, due to the intensive nature of the summer classes. 

https://my.richmond.ac.uk/registration/forms/default.aspx
https://my.richmond.ac.uk/registration/forms/default.aspx
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 Internships and Independent Study 

 
Internships provide both valuable work experience and professional contacts for future career 
options. Internships lasts for 8-9 weeks and can be taken in London as well as abroad.  

Full-time 6-credit internships can be offered to degree students who have completed 60 credits 
and have a minimum of 3.0 and a minimum GPA of 2.75 if completed 75 credits or more. Some 
companies, especially in the finance sector, require a minimum GPA of 3.0 before they will accept 
you on an internship with them. Students on the internship programme are awarded their 6 
credits upon completion of three academic assignments, designed to enhance the learning 
experience and encourage the student to reflect on their performance and on their achievements 
whilst in the workplace.  

Internships are available in the Fall and Spring semesters and also over the summer, and comprise 
full-time work experience for 8-9 weeks. Students can complete internships in London as well as 
abroad. Students are not permitted to withdraw from an internship without penalty. All credit-
bearing internships are overseen by the Internship Office. 

 

 
Independent study projects can be offered to students who have completed 60 credits with a 
minimum GPA of 3.0. There are restrictions on the subject of an Independent Study project and 
study is normally undertaken in the Fall or Spring semester.  

 Independent study is NOT intended to be used as a substitution for a course that is a major 
requirement and an Independent Study project must not duplicate the curriculum of a 
currently-offered course.   

The results from Independent Study may NOT be used towards the requirements of the OU-
validated degree. 

All proposals must have the support of the instructor and the Dean of the relevant School.  
Application forms are available here for students to complete: 
https://my.richmond.ac.uk/registration/forms/default.aspx  

Final approval of an independent study project is given by the Head of Registry Services. 

 

  

https://my.richmond.ac.uk/registration/forms/default.aspx
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 Declaring and Changing Majors and Minors 

 
When you declare or change your major or a minor you need to request this formally from 
Registry Services, so that the change can be made to your official record.  You must complete a 
Major/Minor declaration or change form located at:  
https://my.richmond.ac.uk/registration/forms/default.aspx and submit it to Registry Services 
for processing.    

Changing your major may affect your time to graduate and may require a change of advisor as 
well.  Changing your major will mean a change of Academic Plan and will affect all previously-
approved substitutions and/or exemptions.  You can see the requirements of other majors in 
Self-Service under ‘Degree Requirements’; 
https://selfservice.richmond.ac.uk/SelfService/Search/DegreeRequirements.aspx.   

Your major requirements are also outlined on the Programme Specification document for your 
major under Table 5. All Programme Specifications can be found on the website for your year of 
entry; http://www.richmond.ac.uk/programme-and-course-specifications/.   

If you change your major, you will continue to be subject to the degree requirements in place at 
the time of your admission. This means that the major structure in place at that time is applied, 
NOT the structure in place at the time of the change of major.  If the new major did not exist at 
the time of your entry, however, then the first degree structure of the new major closest to the 
student’s semester of entry applies. 
 

 
You are encouraged to consider broadening your knowledge base and skill set with additional 
study towards a minor because of the benefits for post-graduate study and your future career. 
You should discuss the options for a minor with your academic advisor early in your studies 
because an early decision on a minor means that the relevant courses can be chosen to overlap 
with electives, helping you to complete the minor with minimal additional courses. There are 
no Academic Plans for minors.   

Please see Minor Requirements and Appendix 5: Minors and Certificate Programmes for more 
details.  

  

https://my.richmond.ac.uk/registration/forms/default.aspx
https://selfservice.richmond.ac.uk/SelfService/Search/DegreeRequirements.aspx
http://www.richmond.ac.uk/programme-and-course-specifications/
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 Academic Monitoring:  Below ‘C’ and Probation 

 
If you achieve a ‘C-’ or less in any courses at the mid-point of a semester, then you and your 
advisor will be notified around Week 9 or 10 of the semester (Week 3 of the 6-week Summer 
session) by Registry Services on behalf of the Academic Progress Committee. You should then 
follow up with your advisor to discuss strategies that might help you to improve your grade or 
address your progress at that point in the semester. 

 

 
Students with a GPA of less than 2.0 are placed on Academic Probation and are restricted to 
registering for a maximum of 4 courses in a semester. If you are placed on probation, you will 
have two semesters to raise your GPA to 2.0 or above. If you do not manage to raise your GPA 
sufficiently, then you risk dismissal from the University.   

Academic advisors are copied into the notification of probationary status sent to the student by 
the Academic Progress Committee. 

If you are on probation you will also be able to see this on your Academic Plan by checking your 
overall GPA as below: 
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 Transfer Credit Approval- Studying at Other Institutions  

Most other US universities offer summer sessions in the same way that Richmond does, so you 
may choose to take courses at other institutions over the summer to accelerate your progress 
to graduation. 

All such courses must be pre-approved by Registry Services to ensure that they can transfer, 
and be discussed with your academic advisor to see how the courses fit in with your degree 
requirements. Please note students cannot transfer in more than 75 US credits, and there are 
additional restrictions on how many credits per FHEQ level may be transferred in. 

Your advisor will be able to guide you to ensure that the parameters of your specific overall 
degree requirements are taken into account and the restriction that you must keep in mind 
concerns Upper Division credits. Please read the full guidance on transfer credit on the 
Richmond website: http://www.richmond.ac.uk/transfer-credits-2/  

Students admitted in Fall 2013 or later you may transfer in a maximum of 15 credits at Level 
5000 and none at Level 6000. A detailed breakdown of the number of credits permitted to 
transfer at each level is found below.  

Credit Totals Credit Breakdown 
Typical Number of 

courses 

Total Minimum Credit 
Required for Degree 

120 US credits / 480 UK credits 
 

40 

Minimum Credits 
Required at Each Level 

Lower Division / FHEQ 3&4 Upper-division / FHEQ 5&6 

10 at Each Level 
LD/FHEQ 3 LD FHEQ 4 UD FHEQ 5 UD FHEQ6 

30 US 
120 UK 

30 US 
120 UK 

30 US 
120 UK 

30 US 
120 UK 

Maximum Transfer 
Credit Allowed 

30 US 
120 UK 

30 US 
120 UK 

15 US 
60 UK 

0 US 
0 UK 

10 at Level 3 
10 at Level 4 
5 at Level 5 
0 at Level 6 

Minimum Credit that 
must be completed at 

Richmond 
 

45 US / 180 UK 
consisting of: 

15 US / 60 UK at Level 5 
30 US / 120 UK at Level 6 

5 at Level 5 
10 at Level 6 

 
 

  

http://www.richmond.ac.uk/transfer-credits-2/
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 Graduation Requirements for a Richmond Degree 

 
There are six basic requirements for any student to complete their undergraduate studies at 
Richmond successfully.  It is your responsibility to be aware of these.  

i. Major degree requirements  
ii. General Education requirements  

iii. Academic Literacy and Numeracy requirements  
iv. Minimum Total Credit Requirement:  

120 US/480 UK credits of which 

 A minimum of 30 US/120 UK credits at level 3 (courses coded 3000-3999). 

 A minimum of 30 US/120 UK credits at level 4 (courses coded 4000-4999). 

 A minimum of 30 US/120 UK credits at level 5 (courses coded 5000-5999) of which 
at least 15 US/60 UK credits must be completed at Richmond. 

 A minimum of 30 US/120 UK credits at level 6 (courses coded 6000-6999). All Level 
6 courses must be major requirements and must be completed at Richmond. 

v. A minimum cumulative GPA of 2.0 (aka CGPA or overall GPA) 
vi. A minimum major GPA of 2.0 for courses taken in the major (aka MGPA or curriculum 

GPA) 

Please note that with regard to item iv above, you may not use extra credit obtained at a higher 
level to satisfy deficiencies at a lower level.  If you wish to do this, specific permission must be 
sought from The Open University by the Vice-Provost for Academic Affairs.  All such cases must 
be presented to the Vice-Provost as soon as possible, and preferably BEFORE the courses in 
question are taken.  All major requirements must be completed at the levels specified in the 
programme specification. 

 

 
Your major degree programme has a list of required lower and upper division courses and a list 
of major options from which you can choose in order to meet graduation requirements.  

Your major requirements are outlined in Table 5 of individual Programme Specification 
documents.  All Programme Specifications can be found on the website for your year of entry; 
http://www.richmond.ac.uk/programme-and-course-specifications/   

Your Academic Plan lists all the required lower and upper division courses and a list of elective 
courses under ‘QCF/FHEQ LX Major Courses’. The Academic Plan is specific to your year of entry 
to Richmond. 

http://www.richmond.ac.uk/programme-and-course-specifications/
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Please see Appendix 1 for detailed information on the Academic Plan. 

 
Each minor consists of six courses, some of which you may have earned already as part of your 
major requirements, although only three courses may overlap between your major and any 
minor.  

At least three of the upper-division courses required for a minor must be taken at Richmond.  

The required courses for each minor can be found on the University website and in the 
Catalogue. Also see Appendix 5 for a list of Minors and Certificate Programmes requirements. 
For how to declare a minor please see section 7.2: Declaring a Minor above. 

 
1. General Education (GEP) courses are the same for both majors.  
2. You must complete a different Humanities and Social Science and two optional courses 

for each major (these courses may not double dip with either major). 
3. You must complete the Senior Seminar requirements for each of the majors. 
4. You are only allowed to use a course twice where it is a required course in both majors.   
5. At Level 6 you must complete at least 15 credits unique to each major that have not also 

been already used in a minor or as one of the Core Curriculum optional courses. 
 
If you are declaring a minor as well as a double major, please keep in mind that at least three of 
the courses on the minor must not overlap with either of the major requirements. 
 

 
All students are required to take the Richmond Core Curriculum which combines study in 
several major branches of knowledge with intercultural courses across the curriculum.  

Richmond’s new General Education Programme does not allow any double-dipping of courses 
with those in the major. There are seven unique courses that are not allowed to be used in your 
major, although three of the courses may count towards a minor.  
 
The Richmond Core Curriculum from September 2015 is comprised of ten 3-credit-hour 
courses, seven of which are specified; one of which is chosen from a list of Humanities and 
Social Sciences courses; and two of which provide a wider breadth of optional courses from all 
discipline areas of the University. 
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 7 courses at QCF Level 3 & FHEQ Level 4; these are all coded with the prefix GEP 

 1 course from a list of courses for Humanities and Social Sciences at QCF Level 3 & FHEQ 
Level 4. This course may NOT be used to satisfy a major requirement, although it may 
form part of a programme of study towards a Minor. 

 2 courses at QCF Level 3, or FHEQ Level 4 or 5. These Option courses may NOT be used to 
satisfy a major requirement, however these courses may also form part of a programme 
of study towards a Minor. 

Level 3 Core Curriculum 
For Level 3 the required General Education Programme courses are all listed in one area. 

 
 
Level 4 Core Curriculum 
For Level 4 the General Education Programme courses are separated in three areas as below: 
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‘Level 4 Research Wri’ 

GEP 4180 (should not be taken in your first semester at the University unless you received an 
exemption or transfer credit for GEP 3180). 
 
‘Level 3-4 Hum Soc Sc’ 

This area lists a selection of courses from which you may choose. These courses must not be 
used to satisfy the major requirements. 
 
NOTE: if you complete one of these courses listed under the optional selection in your major 
you must complete a different course from the Hum Soc Sc list of courses. 
 
‘Level 3-4 Options’ 
You have to take two courses in any combination from level 3 or 4. These courses must not be 
used to satisfy the major requirements. 
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These are accounted for via the following categories: 

‘QCF L3 Electives’ 

The number of credits/courses to be completed here is 30 US credits MINUS Level 3 major 
requirements and Level 3 Core Curriculum requirements. 
 
‘FHEQ L4 Electives’ 
The number of credits/courses to be completed here is 30 US credits MINUS Level 4 major 
requirements and Level 4 Core Curriculum requirements. 

‘L3/L4 GEP HMS ELEC’ 
This represents one extra course which can double-dip with the electives requirements above.   
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 Application for Graduation 

When you have achieved approximately 90 credits, and while there is still time to adjust the 
courses selected in your final semester of study, you need to declare your intention to graduate 
to the University.    

After Priority Registration in your penultimate semester you will have 10-12 courses showing as 
remaining to complete within your Academic Plan.  

 
 
If you believe you are ready to graduate, check that: 
 

 the Academic Plan shows no more than 12 courses to complete and that they are all 

courses for which you are either currently registered, or for which you have registered 

in the following semester (indicated by the  icon in your Academic Plan); 

 you have checked for intended Minor requirements; 

 any substitutions and exemptions have been accounted for in your Academic Plan; 

 you have completed an Application for Graduation form with your advisor and sent this 

to Registry Services. 

The Application for Graduation form is located at:  

https://my.richmond.ac.uk/registration/forms/default.aspx).   Registry Services will notify you 

by email when the deadline to apply for graduation is approaching, and the timeline for 

graduating seniors will be posted on the portal. 

  

https://my.richmond.ac.uk/registration/forms/default.aspx
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Appendix 1: Academic Plan 

Anyone who entered the University in Fall 2013 or later has an Academic Plan that is populated 
by the live information held in the official academic record, which is the same information as 
you can also see in your Unofficial Transcript in Self-Service. 
 
Your Academic Plan displays a list of the courses you need to complete your Richmond degree 
requirements, helping you to see your progression through your studies and to make decisions 
about whether to change majors or study towards a minor. 
 

Structure of the Academic Plan 
An Academic Plan is structured in 3 levels: 

1. Curriculum: This is the Major declared by the student. The name of your Program, 
Degree, and Curriculum appear with a summary of the course and credit information compiled 
for each associated Discipline and Classification.  

 
 
2. Discipline: The curriculum is further divided into categories. The first division is by FHEQ 
Levels, then by Major requirements and Core Curriculum requirements followed by any 
Additional Requirements such as Academic Literacy and Electives. Each discipline appears with 
a summary of the course and credit information for each associated classification. 

 
 
3. Classification: These are the subdivisions within disciplines that allow for further 
refinement of requirements such as Required Courses and Optional Courses. Each classification 
appears with a summary of the associated courses. 

 

NOTE: The summary on the left hand side shows the number of courses that have been 
completed and the number of courses remaining to complete. The summary on the right hand 
side shows the credits associated with required courses. Credits are often adjusted to account 
for exemptions (where no credit is given) and therefore will not always correspond with credits 
required for the minimum number of courses for the Curriculum, Discipline and Classification.  
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Viewing Your Academic Plan 
 
An Academic Plan is usually attached to your record at Orientation or at the beginning of an 
appropriate semester.  You can see your current Academic Plan in your Self-Service account 
https://selfservice.richmond.ac.uk/  

 
1. Select the Register tab. 

 
2. Select the Academic Plan menu item. 

 
3. Select your major to view your Academic Plan.  

 
There is a lot of information in an Academic Plan. You don’t have to look through all of the 
information all of the time, but can specify which information you want to view. Find below a 
description of the views. 
 

4. Find the View menu on the left hand side and select Change. 
 
Specify which information you want to View on the left hand menu and select Change. 
 

 

  

https://selfservice.richmond.ac.uk/
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Different views available when looking at an Academic Plan 
 
 

Summary 
 

Useful for: Overview  
 
This View allows you to see your progress in your FHEQ Levels, Major Requirements, 
Core Curriculum... (Discipline) without including a list of the courses  
(Classification). It is easier to spot outstanding areas where courses still remain to be 
completed in this View. 
 
The Summary View also shows course and credit totals for the courses you have already 
completed and the courses that are still remaining for each section in your Academic 
Plan. 
 

As the required and optional courses are completed, the  icon appears in the bar on 
the left hand side. 
 

Once all the requirements of the Level are met (eg FHEQ L3 MajorCourses), the  icon 
appears on the right hand side underneath the credit requirements. 

 
 
Where a set of required or optional courses are not completed the Summary bar will list 
the number of classification and courses remaining. 
 

 
 
 
 

  



28 
 

 

My Academic 
Plan 

 

Useful for: Selecting Courses for Registration 
 
This is the most comprehensive View and shows the list of all the courses associated with 
your Academic Plan which are complete, incomplete, optional, pending completion, or 
optional and associated with completed classifications. Courses which are not associated 
with your Academic Plan are listed at the end. 
 
Once an outstanding Level (discipline) and the associated courses (classification) are 
identified you are able to see the available section for the course in the ‘Section Search’ 

by clicking on to the icon. You can see the course descriptions in the RAIUL ‘Course 
Catalog’ by clicking on the course code.  
 

 
 
In addition, where you see the ** as part of the course code, the Academic Plan will list 
all the possible courses you can choose to take in order to fulfil this requirement.  
 

 
 
 
You can then choose the course that you would like to register for and check its 
availability in the ‘Section Search’, before adding the course to the cart. 
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My Progress 
 

Useful for: Assessing Progress on the Major 
 
This View is similar to the ‘My Academic Plan’ view but shows only courses in relation 
to your progress within your Academic Plan (major). 
 
This View lists the courses associated with your Academic Plan that are completed 

(the   icon) and the ones that are incomplete or pending completion (indicated by 

the  icon).  
 
Courses without a passing grade (F), withdrawn (W) or with incomplete grades (I) are 
not visible on this view. 
 
Any courses which are not directly associated with your Core Curriculum or Major 
degree requirements appear at the bottom of the Academic Plan. 
 
 

 

Unassigned 
 

Useful for: Deciding on a Minor or when considering a change of 
Major 
 
This View shows only a list of courses which you have completed or are in the process 
of taking which are not associated with your Academic Plan. 
 
This can be very useful in considering whether minors are possible, or changing 
majors. 
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Course Information in the Academic Plan  
 

There are a number of column headings you will see when you choose the My Academic Plan, 
My Progress or Unassigned views. 

Assigned Courses 
Column Description 

Status Your current status for the course: 

  You have completed the course and have received a grade that meets the 
minimum grade requirement. 

 : You have registered for the course but have not yet received a grade. 

Below Min: You received a grade that does not meet the minimum grade 
requirement. 
 

Click on the  or  icons to display more information about the course in your 
Academic Plan. 
 
In addition to the Year, Term, Course ID, Sub Type, Name, Credits, and Status, which 
are already listed on the view that you are looking at, you will see the Session and 
Section numbers, and your Final Grade if the course is completed. 
 

 
For courses which have not been completed, click the  icon to take you directly to 
the ‘Section Search’ in Self-Service. 
 

Course The course code is displayed as a link to more information about the course. This link 
will take you to the ‘Catalog Details’ in Self-Service. 
 

Name The course title 
 

Sub Type The type of course (for example, lecture, lab)  
 

Credits The number of credits the course carries 
 

Min Grade The minimum grade you must earn in order for the course to fulfil the classification 
requirement 
 

Required Whether you must complete the course in order to fulfil the classification 
requirement 
 

Custom Whether an exemption or a substitution in relation to this course was authorised in 
this particular Academic Plan.  
 

Unassigned Courses- additional information available for unassigned courses 
Column Description 

Section The course section 
 

Final Grade  Your final grade for the course (if you completed the course) 
 

Taken The term and session when you took this course 
 

Repeated If you took this course more than once, a check mark is displayed 
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Quick Look-Up of the Disciplines used in the Academic Plan 

Disciplines Description 

QCF Level 3  
Major Courses 

All required and optional Level 3 courses in the major. 

QCF Level 3  
Core Curriculum 

General Education Programme courses. 
 
GEP 3120 Quantitative Reasoning not marked as required for majors with a 
MTH course requirement. 
 

FHEQ Level 3  
EAP Programme 

Additional discipline for students testing into EAP. 

  

FHEQ Level 4  
Major Courses 

All required and optional Level 4 courses in the major. 

FHEQ Level 3-4  
Options 

General Education Programme 

FHEQ Level 4  
Academic Research 

GEP 4180 

FHEQ Level 4  
Electives 

Any Level 4 course (*** 4***) not already being used to fulfil major 
requirements and Lower Division transfer credits at Level 4 (LD ELEC 4000). 
 

  

FHEQ Level 5  
Major Courses 

All required and optional Level 5 courses in the major 

FHEQ Level 5  
Electives 

Any Level 5 course (*** 5***) not already being used to meet major 
requirements and Upper Division transfer credits at Level 5 (UD ELEC 5000). 
 

  

FHEQ Level 6  
Major Requirements 

All required Level 6 courses in the major. 

FHEQ Level 6  
Major Options 

All optional Level 6 courses offered in the major. 
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Appendix 2: Add/Drop in Self-Service 

The processes for Add/Drop in PowerCAMPUS Self-Service are similar to the Registration 
processes. 

If you need to change your registration during the Add/Drop period, you should contact your 
advisor and go over your plans and options. When you are making any changes be sure to check 
for any new timing clashes and that you have the correct pre-requisites for the course. 

During Add/Drop week be sure to have several alternative classes approved by your advisor, as 
you may not get into all of your first choices at this point. 

Once your course selection is finalized, logon to Self-Service https://selfservice.richmond.ac.uk/ 
using your Richmond logon ID and password, and make any changes to your registration using 
the processes outlined below.   

Note that you cannot Add/Drop if you haven’t already registered for courses in either Priority 
Registration or at Orientation. 

If you are a returning student and didn’t register for the semester in Priority Registration, then 
you won’t be able to register in Add/Drop until you have made a visit to Registry Services to 
make your record for the semester live.   

 

Before you start, a few things to note 

Pre-requisites 
PowerCAMPUS will check for pre-requisites, but overriding of a pre-requisite must be approved 
by a Dean or Associate Dean of a School.  Your advisor or the instructor cannot authorise a 
pre-requisite override. 
 
Advising 
You must see your own advisor during Add/Drop.  Other members of faculty will not be able to 
access your entire academic record. 
 
Waitlists 
Be realistic about waiting lists.  If you have not received a notification by Wednesday of 
Add/Drop, it is unlikely that you will get into the class for which you are waiting.  Consult early 
with your advisor about possible alternatives, and register for these if you haven’t received 
notification about your waitlisted courses by Wednesday or early Thursday. Drop the course in 
which you are waitlisted and add the course that you will be taking instead. 

https://selfservice.richmond.ac.uk/
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Instructions for Add/Drop 
Log on to Self-Service https://selfservice.richmond.ac.uk/  using your Richmond logon ID and 
password.   

First check your current class schedule: 

1. Select the Classes tab. 
 
2. Click on Schedule. 
 
3. Click on Student Schedule.   
 
4. View your schedule with the course sections for which you are already registered or 

are on the waitlist for.  Your schedule will look something like this: 
 

 

 

Once you have checked your current schedule, you can begin the Add/Drop process.  Click on 
the “Register” tab, and then follow these steps:  

1. Select the Register tab. 
 
2. Select the Registration menu item.   
 
3. Select the Period for which you want to Add/Drop 
 

 If the status for the period is OK to register, select the Period and continue 

 If the status for the period is NOT OK to register, you are not authorized to 
Add/Drop at this time. You should contact your advisor for more information. 

 
  

https://selfservice.richmond.ac.uk/
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Changing your Class Schedule during Add/Drop 
 

If you are OK to register, a list of courses in which you are already registered will appear, 
looking like this: 

 

 

 

WHAT NOT TO DO: 

Do not tick the drop box beside the course title on this screen, unless you are absolutely sure 
that you just want to drop the course and there are no other factors involved (e.g. is you are 
thinking ‘I will drop SCL 3100, but only if I can get into DEV 5100’ then you shouldn’t drop SCL 
3100 yet).  Once you have ticked the drop box and gone to Next, your request is sent to your 
advisor and you cannot change your registration again until your advisor has approved or 
denied your request. This will cause a delay if you need to make further changes.   

Use ‘the long way round’ during Add/Drop, as it will let you add and drop classes 
simultaneously and send both requests to your advisor at the same time.  Add any courses first, 
and then drop in the way described below. 
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First Add any courses that you would like to add as follows: 

Adding a Course 
1. Click on Section Search.  Enter your search criteria, and look for open course sections 

you want to add.  You are not advised to put yourself onto a waitlist during 
Add/Drop. 

 

2. View the list of course sections that match your criteria. If too many course sections 
are listed, get more specific: 

 
a. Select Refine Search, or 
b. Choose a specific Period, Session, Department, and so on from the drop- down 

lists at the top of the Section Search Results page. 
 
3. Select the courses you want to Add, and for any open course section you want to 

take, select Add to Cart.  Consider carefully before adding yourself to a waiting list 
during the Add/Drop period. 

 
4. Review the Course Added confirmation message that appears above the list of 

Course Section Results.  It will look something like this: 

 

 
5. If you are not finished selecting and adding to your courses, press View Cart, and 

continue searching for sections and adding the desired course sections to your 
schedule. 
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6. When you are finished adding, click Proceed to Registration.  This will bring you back 
to a combined screen showing you what is in your cart and what you are registered 
for, as you can see below: 

 

Dropping a Course 
1. After you have selected the courses you wish to add, select any course that you want 

to Drop from your current registration, and click on the Drop tick box.   
2. Click on Next. 
3. As you’ll see from the following screenshot, both the Add/Drop requests have gone 

through for advisor approval, even though the two courses are held at the same 
time. 

 
4. Click on Next.  You will see a confirmation screen where you can make more changes 

or exit the system. 

 

What happens next? 

The status on all your courses will be ‘Awaiting Advisor Approval.’ Note that when this is the 
case you have a place reserved for you in the course. No other student can take your place 
while approval is pending – it is reserved for you until your advisor approves or denies your 
selection.  
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Appendix 3: Registration in Self-Service in PowerCAMPUS 

Logon to Self-Service via http://ss.richmond.ac.uk using your Richmond computing logon ID and 
password. 

Click on the ‘Register’ tab, and then follow these instructions.  The whole process is menu-
driven, and is very intuitive.  The directions below give a detailed guide to the process: 

1. Select the Register tab. 
 
2. Select the Registration menu item.  
 
3. Select the Period for which you want to register. 

a. If the status for the period is OK to register, select the Period and continue with 
the registration process. 

b. If the status for the period is NOT OK to register, you are not authorized to 
register for this period at this time. It is possible that you are on a financial hold 
or a registration hold. You can contact your advisor for more information. 

 
4. Find the courses you want to take and add them to your cart. Refer to the 

instructions for Finding Your Course Sections, below. 
 
5. Follow the instructions for Verifying the List of Courses in Your Cart, below. 
 
6. See how your schedule looks. Refer to the instructions for Checking Your Class 

Schedule, below. 
 
7. Complete your registration.  Refer to the instructions for Registering for the Courses 

in Your Cart, below. 
 

 

 

 

 

 

 

 

 

  

http://www.richmond.ac.uk/student-life/student-charter/
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Finding Your Course Sections 
There are two ways of finding the course sections for your registration; links from your 
‘Academic Plan’ and ‘Section Search’. 

Finding courses from the Academic Plan  

1. Select Academic Plan. 
 
2. Click on to the icon next to the course you would like to register for. This will 

search the course in the ‘Section Search’. 
 

 

 
In addition, where you see the ** as part of the course code the Academic Plan will list all the 
possible courses the you could choose to take in order to fulfil this requirement.  

OR 

Finding courses using the Section Search. 

1. Select Section Search. 
 
2. Enter your search criteria, and Search for the course sections you want to take. 
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3. View the list of course sections that match your criteria. If too many course sections 
are listed, get more specific: 

 
i. Select Refine Search, or 

ii. Choose a specific Period, Session, Department, and so on from the drop- 
down lists at the top of the Section Search Results page. 

 
4. Select the courses you want to take: 

i. For any open course section you want to take, select Add to Cart. 
ii. For any closed course section you want to take, select Add to Waitlist. 

 
5. Review the Course Added confirmation message that appears above the list of 

Course Section Results.  It will look like this: 
 

 

6. If you are not finished selecting your courses, press View Cart, and continue 
searching for sections and adding the desired course sections to your schedule. 

 
7. Continue the registration process by Verifying the List of Courses in Your Cart. 

 
 
 

Verifying the List of Courses in Your Cart 
 

1. After you add a course to your cart, you can choose to View Cart. 
 
2. As necessary, update the list of courses in your cart: 

 

Select If You Wish To: 

Add Section Search for the course sections you want to add to your cart. 

Remove Remove a course that you no longer wish to take 

Delete Session Remove all of the courses for the specified session 

Empty Cart Remove all of the courses for the specified year and term 

 
3. Continue the registration process by Checking Your Class Schedule. 
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Checking Your Class Schedule 
 

1. On the Cart page, select View Schedule. 
 

2. View your schedule with the course sections that are in your cart (and those for which 
you are already registered or are on the waitlist).  Note that in the grid view, you must 
hover your mouse over the course to see the entire start and end periods. 

 
3. When you are finished viewing your schedule, select Close Window.  

 
4. Continue the registration process by Registering for the Courses in Your Cart 

 
 

Registering for the Courses in Your Cart 
 

1. Select Registration (or Register on the Cart page). 
 

2. Select the academic Period for which you want to register. (You can only select a period 
for which the Status is OK to register.) 

 
3. Review your Schedule to verify the course number, duration, session, number of 

credits, credit type, schedule, location, instructor, and status for each course. 
 

Select If You Wish To: 

Course Number Display more information about the course (registration type, 
fees, prerequisites, co-requisites, class size, status, and the 
student populations allowed to take the course). 

Section Search Choose another course. 

Drop Drop a course for which you have already registered 

Remove Remove a course from your cart. 

View Schedule Display your class schedule with the courses on the Registered 
Course list and in your cart. 

 
4. If the course list is correct, select Next. 
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5. On the Finalize Registration page, review the list of courses and the current Status for 

each course. 
 

Course Status Description 

Registered You are registered for the course 

Awaiting Advisor 
Approval 

You have added the course to your schedule, but your 
registration in the course is still awaiting approval from your 
advisor. 

Drop request 
denied 

Your request to drop the registered course has been denied by 
your advisor. 

Add request 
denied 

Your request to drop the registered course has been denied by 
your advisor. 

 
6. On the Complete Registration page, view your registration confirmation message. 

 
7. Select View Schedule. You may want to print this final schedule, so you have a printout 

to refer to as you walk around campus. 
 

8. Select Finish to end the registration process. 
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Appendix 4: Academic Numeracy: General Education Programme 

Students with no MTH requirement in their major complete only GEP 3120 Quantitative 
Reasoning and are not required to take the Placement Diagnostic or MTH 3000. Only students 
with a MTH course requirement in their major will be required to take the Placement 
Diagnostic Assessment.  
 
 

Majors with no MTH course Majors with MTH course 

American Studies Accounting & Finance 

Art History & Visual Culture Business Management: Entrepreneurship 

Communication: Media Production Business Management: International Business 

Communication: Marketing & PR Economics 

Communication: Media Studies Fashion Management and Marketing 

Film Studies Finance 

International History Financial Economics 

  International and Development Economics 

  International Relations 

  International Sports Management 

  Marketing 

 Political Science 

 Psychology 
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Appendix 5: Minors and Certificate Programmes 

Students may select an optional minor subject of specialization to complement their major 
field. Both the major and minor will be recorded on the student’s transcript at graduation. At 
least three of the upper division courses required for a minor must be taken at Richmond. No 
more than three courses may overlap within a degree between a student’s major and any 
minor. Minors comprise 18 US credits/72 UK credits. The Certificate in British Studies and the 
Certificate in Fashion are composed of 15 US credits/60 UK credits. 
 
Minor in Accounting (not open to students majoring in Finance and Investment) 
ACC 4200  Financial Accounting 
ACC 4205  Managerial Accounting 
plus TWO 5000-level course with ACC prefix 
plus TWO 6000-level courses with ACC prefix 
 
Minor in Accounting and Finance (not open to students majoring in Finance and Investment) 
ACC 4200  Financial Accounting 
ACC 4205  Managerial Accounting 
FNN 5200  Corporate Finance 
plus ONE 5000-level course with ACC prefix 
plus TWO 6000-level courses with FNN or ACC prefix 
 
Minor in American Studies 
Any TWO of the following: 
AMS 3100  Foundations of American Studies 
HST 4100  When Worlds Collide: Race and Empire in the Americas 1607-1865 
HST 4105  Versailles to Vietnam: US and the World 
FLM 4205  Film in the Americas 
plus any FOUR of the following, two of which must be at 6000 level 
AMS 5200  Power in the Americas 
AMS 5400  American Television Drama 
COM 5105  Modern Popular Music 
FLM 5200  Mainstream Cinema: Studies in Genre 
FLM 5400  Science Fiction Film: Cowboys & Aliens 
INR 5400  US Grand Strategy 
PLT 5401  Politics Goes to Hollywood 
PLT 5400  Politics in the USA 
AMS 6200  Contemporary American Culture 
AMS 6205  The American Presidency 
AMS 6400  From Pop to Present 
HST 5405  US/UK Comparative History 
HST 6220  American History Since 1972 
LIT 6200  American Writers Abroad 
PLT 6430  Democracy and Democratization 
Note: appropriate 5000-level courses taken during a semester abroad in the USA/Latin 
America/ Canada will also be considered. All normal course approval processes must be 
followed. 
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Minor in Art History and Visual Culture 
COM 3100  Foundations of Mass Media and Communication 
AVC 4200  Introduction to Art Across Cultures 
AVC 4205  Introduction to Visual Culture 
plus TWO 5000-level courses with AVC prefix chosen from the core list for the major 
plus ONE of the following 
AVC 6405  New Media & Visual Power 
AVC 6410  Visualising People and Place 
 
Minor in Chinese Studies 
MCL 4100  Chinese Language and Culture 1 
MCL 4105  Chinese Language and Culture 2 
MCL 5100  Chinese Language and Culture 3 
MCL 5105  Chinese Language and Culture 4 
MCL 5205  Chinese Philosophy and Chinese Society 
PLT 5425  Modern China 
 
Minor in Communications 
COM 3100  Foundations in Mass Media and Communications 
COM 5200  Mass Communications and Society 
COM 6391  Senior Project in Communications 
plus ONE of the following 
COM 4100  Introduction to Intercultural Communications 
AVC 4205  Introduction to Visual Culture 
plus TWO level 5000 or 6000 courses from any of the following Communications degree 
concentrations: 
Marketing and Public Relations 
Media Production 
Media Studies 
 
Minor in Development Studies 
DEV 3100  Development and Culture 
DEV 4100 Rich World Poor World 
DEV 5100  Global Development Politics 
plus THREE of the following courses: 
AMS 5200  Power in the Americas 
DEV 6200  Sustainable Development 
DEV 6205  Postcolonial Theory and Development 
ECN 5100  Economics of Transition 
ECN 5105  Economic Problems of Developing Countries 
INR 5405  Miracle To Meltdown: East & SE Asia 
PLT 5100  Politics of the Middle East 
PLT 5410  Islam and the West 
PLT 5415  Politics of Sub-Saharan Africa 
PLT 5420  Russian Politics and History 
PLT 5425  Modern China 
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Minor in Economics 
ECN 4105  Introduction to Microeconomics 
ECN 4110  Introduction to Macroeconomics 
plus TWO level 5000 courses with FNN or ECN prefix 
plus TWO level 6000 courses with FNN or ECN prefix 
 
Minor in Environmental Studies 
ENV 3125  Foundations in Environmental Studies 
ENV 5100  Environmental Ethics 
plus TWO of the following courses: 
ENV 3100  World Regional Geography 
ENV 3120  Energy: A Global Perspective 
ENV 3135  Endangered Species: Ecology and Conservation 
DEV 4100  Rich World, Poor World 
plus TWO of the following courses: 
ECN 5200  Public Economics 
DEV 6200  Sustainable Development 
PLT 6410  Politics of Environmentalism 
INR 6420  Global Energy Politics 
 
Minor in European Studies 
Any TWO of the following: 
HST 4110  The Birth of the Modern World: The Enlightenment 
INR 4105  The Evolution of International Systems 
PHL 4100 Introduction to Philosophy 
PLT 4100  Major Political Thinkers 
plus any FOUR of the following: 
AVC 5405  The Renaissance: New Perspectives 
HST 5205  Rome and the East: Culture and Faith in Late Antiquity 
HST 5110  Nationalism and Conflict 
INB 6210  European Business Environment 
PHL 5400  Modern European Mind 
PLT 5405  The EU in the New International System 
 
Minor in Film Studies 
FLM 4200  Introduction to Film Studies 
FLM 5200  Mainstream Cinema: Studies in Genre 
plus any FOUR of the following: 
ADM 5200  Video Production 
ADM 6450  Animation and Motion 
CRW 5200  Scriptwriting 
FLM 5400  Science Fiction Film: Cowboys and Aliens 
FLM 5405  Adaptations: Literature and Cinema 
FLM 5410  Gender in Film 
FLM 6200  Transnational Cinema 
FLM 6220  Documentary Theory and Production 
FLM 6230  International Cinema 
FLM 6400  From Script to Screen 
HST 6205  Pictures of Power: History, Image 
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HST 6215  History on Film 
PLT 5401  Politics Goes to Hollywood 
PSY 5415  Psychology and Cinema 
THR 5215  Screen Acting Techniques 
 
Minor in Finance 
(not open to students in Accounting and Finance) 
ACC 4200  Financial Accounting 
ACC 4205  Managerial Accounting 
FNN 5200  Corporate Finance 
plus ONE 5000-level course with FNN or ECN prefix 
plus TWO 6000-level courses with FNN or ECN prefix 
 
Minor in International Business (not open to students majoring in Business Management, 
Finance and Investment, or Marketing) 
ONE of the following: 
MGT 4200  Introduction to Business 
ENT 4200  Introduction to Entrepreneurship 
plus ONE of the following: 
ECN 4105  Introduction to Microeconomics 
ECN 4110  Introduction to Macroeconomics 
plus TWO 5000-level courses with MGT prefix 
plus TWO 6000-level courses with INB prefix 
 
Minor in International History 
ONE of the following: 
HST 3200  World Cultural History 
HST 3205  The Global Cold War 
plus ONE level 3000 or 4000 course with HST prefix 
plus FOUR level 5000 or 6000 courses chosen from the core list for the History major with HST 
prefix 
 
Minor in International Journalism and Media 
COM 3100  Foundations in Mass Media and Communications 
JRN 4200  Introduction to Writing for Media and Journalism 
JRN 5200  Feature Writing 
JRN 6205  Media Ethics and Law 
plus ONE of the following: 
JRN 5205  Reporting and Investigative Journalism 
ADM 6425  Photojournalism 
plus ONE of the following: 
COM 6200  New Media 
JRN 5300  International Journalism 
JRN 6200  Publications Layout 
JRN 6210  Global News Analysis 
JRN 5400  Arts and Entertainment Journalism 
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Minor in International Relations 
INR 4100  Introduction to International Relations 
INR 4105  The Evolution of International Systems 
plus FOUR level 5000 or 6000 courses with INR prefix 
 
Minor in Marketing (not open to students majoring in Business Management or Fashion 
Management and Marketing) 
MGT 4200  Introduction to Business 
ECN 4105  Introduction to Microeconomics 
MKT 5200  Principles of Marketing 
MKT 5205  Consumer Behavior 
MKT 6200  Advertising Management 
plus ONE 6000-level course with MKT prefix 
 
Minor in Mathematics 
MTH 4100  Calculus with Applications 
MTH 4120  Probability and Statistics I 
plus FOUR of the following: 
MTH 5100  Calculus and Analytical Geometry 
MTH 5120  Probability and Statistics II 
MTH 5130  Game Theory and Decision Methods 
MTH 5140  Linear Algebra and Real Analysis 
MTH 6110  Advanced Differential Calculus 
MTH 6120  Financial Mathematics 
 
Minor in Philosophy 
PHL 4100  Introduction to Philosophy 
PHL 5400  The Modern European Mind 
plus ONE of the following: 
HST 4110  The Birth of the Modern World: The Enlightenment 
PLT 4100  Major Political Thinkers 
PSY 4205  Conceptual and Historical Issues in Psychology 
plus THREE of the following: 
COM 5100  Language and Society 
COM 5110  Masculinities and Feminisms 
COM 5205  Cultural Theory 
ENV 5100  Environmental Ethics: Green Principles 
HST 5210  Of Myths and Monsters: A History of History 
INR 6200  International Relations Theory 
MCL 5205  Chinese Philosophy and Chinese Society 
MGT 5220  Legal and Ethical Concepts in Management 
PLT 5200  Political Economy: Capitalism and its Critics 
PLT 6200  Liberty, Justice, Equality: Contemporary Political Theory 
PLT 6405  Citizenship: National and Global 
PLT 6410  The Politics of Environmentalism 
PSY 6405  Existential-Phenomenological Psychology 
RLG 5100  Comparative World Religions 
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Minor in Political Science 
ONE of the following: 
PLT 3100  Foundations of Politics and Government 
PLT 3105  Comparative Political Systems 
plus 
PLT 4100  Major Political Thinkers 
PLT 5205  British Politics: Inside Parliament 
plus THREE level 5000 or 6000 courses with PLT prefix 
 
Minor in Psychology 
PSY 3100  Foundations in Psychology 
plus ONE of the following: 
PSY 3200  History of Childhood 
PSY 4210  Developmental Psychology 
plus ONE course from any level with PSY prefix 
plus THREE level 5000 or 6000 courses with PSY prefix 
 
Minor in Sociology 
SCL 3100  Foundations of Sociology 
plus ONE course from level 3000 or 4000 with SCL prefix but which can include: 
COM 4105  Worlds of Music 
plus any FOUR level 5000 or 6000 courses with SCL prefix but which can include TWO of the 
following: 
COM 5200 Mass Communications and Society 
DEV 5100  Global Development Politics 
INR 5100  Critical Globalization Studies 
PLT 6400  Political Sociology: Power, State and Society 
PLT 6410  Politics of Environmentalism 
PLT 6415  Ethnicity and Identity 
PLT 6425  Religion, Identity and Power 
PSY 5100  Human Development 
 
Minor in Theatre Arts 
THR 3100  Foundations of the Performing Arts 
THR 4100  Beginning Directing 
plus any FOUR level 5000 or 6000 courses with THR prefix 
 
Certificate in British Studies 
The Certificate requires students to successfully complete five courses in British civilization, and 
is evidence of having completed a systematic and intensive study of British culture. Upon 
completion of the five courses with a GPA of at least 2.0, the student’s transcript will indicate 
the Certificate has been conferred. 
Choose FIVE from the following: 
AVC 5200, AVC 5400, HST 5400, HST 5405, HST 6415, LIT 5405, PLT 5205, SCL 5400, THR 
5405/5410, THR 6200, THR 6205  
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Certificate in Fashion Management and Marketing 
(not open to Richmond students majoring in Marketing or Fashion Management and 
Marketing) 
This US Certificate requires students to successfully complete five courses in Fashion 
management and marketing (with language options also counting if the certificate is taken at 
one of the Italian Study Centres). Upon completion of five of the courses below with a GPA of at 
least 2.0, the student’s transcript will indicate that the certificate has been conferred. 
Choose FIVE from the following: 
LONDON: COM 6400, COM 6205, HST 4405, MKT 5405, MKT 6300, MKT 6305, MKT 6310, MKT 
6415 
ITALY: COM 5845, COM 6805, MKT 5805, MKT 5810, An Italian language component of 3-6 
credits may also be included in the 15 credits required for the certificate. 
 
 


