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A WORD FROM THE DIRECTOR

I am elated to welcome you to the Honors Program at Livingstone
College. Our program is key in fulfilling the academic goals of this
institution. In keeping with the modern trends and methods, the
Honors Program at Livingstone College emphasizes a humanistic
and synoptic technique, where you will encounter a higher-level
educational experience, develop the necessary skills to lead in your
profession, and explore the new realms of the mosaic world.

The curriculum and programs in the Honors Program will enable
you to complete enriched honors general studies courses, engage in
scholarly seminars, delve into campus and community activities,
and build rapport with faculty and professional mentors. You are
required to perform diligently in your academic and community
service projects throughout the school year. You have accepted the
challenge of being a participant in the Honors Program, and
because of this you should be proud, as I am proud of you. While
the program is demanding, it does have advantages and rewards.

Ultimately, the Honors Program is designed to nurture your
intellect and emphasize new perspectives and research. The
program is committed to providing help that is needed for you to
reach your maximum potential with the intent of developing and
maintaining an elite body that promotes superior performance in
academia, high ethical standards, community service, and unity
and friendship.

This HANDBOOK explains what is expected of you and how the
program can help you achieve your goals. Read it carefully and
keep it for reference. Other information about Livingstone Honors
Program activities, scholarship opportunities, and upcoming events
will be announced at gatherings, in honors classes, and in the
publication, The Blueprint.



Since its academic inception in 2009, The Honors Program has grown
and earned the respect of the campus community. It has become a
justifiable source of pride for all of us. You can help sustain this
growth by encouraging other qualified students to join. Moreover,
you can uphold its fine reputation by continuing to develop in
yourself the qualities of the true scholar: integrity, humility, curiosity,
energy, and self-discipline.
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THE MISSION

Livingstone College is a private historically black college that is
secured by a strong commitment to quality instruction, academic
excellence, and student success. Through a Christian-based
environment suitable for holistic learning, Livingstone provides
excellent business, liberal arts, STEAM, teacher education, and
workforce development programs for students from all ethnic
backgrounds designed to promote lifelong learning and to develop
student potential for leadership and service to a global community.

THE HONORS PROGRAM

The Honors Program is designed to provide students with
opportunities to interact with peers and faculty on a variety of
levels within the academic community. The primary focus of the
Honors Program is the development of intellectual, ethical
leadership skills while fostering excellence in education,
commitment to the learning process, experimentation, and a sense
of a learning community. Through highly qualified faculty and a
rigorous curriculum, Honors can stimulate exceptional students to
a holistic approach of analytical and critical thinking. The Honors
Program has the following goals:

1. Foster Active Intellectual Engagement
Engage Honors students in sustained, high-impact

intellectual discussions, collaborative learning experiences,



and integrative projects that promote critical thinking,
analytical reasoning, and effective communication.

2. Promote Scholarly Inquiry and Research Excellence
Encourage Honors students to design and complete

scholarly initiatives, including original research, creative
inquiry, and interdisciplinary investigations, that
demonstrate depth of knowledge and academic rigor.

3. Cultivate Academic Persistence and Excellence

Support Honors students in pursuing their academic and
professional goals with discipline, resilience, and integrity,
fostering habits of excellence that lead to timely degree
completion and post-baccalaureate readiness.

4. Provide Transformative Educational and Experiential
Opportunities
Expose Honors students to purposeful, high-impact, and
life-enriching opportunities, including leadership

development, civic engagement, internships, global
learning, and graduate or professional preparation that
contribute to holistic student success.

As the primary focus of the Honors Program is to develop scholars
who are leaders, the program provides opportunities for students to
develop poise, leadership, and maturity. Opportunities within the
Honors Program that achieve this focus are as follows:

L The Student Executive Board consists of student — elected
President, Vice President, Secretary, Treasurer, Chaplain,
Miss and Mr. Honors, and Miss and Mr. Presidential
Scholar. It is encouraged to have a student representative

from each class. The students may serve a full term of one
academic year, if they are in good standing in the Honors
Program.

II. Ten Committees implement the activities of Honors
Program:

Recruitment and Orientation
Co-Curricular Activities
Publicity/Newsletter
Fundraising

Social Media

Conference

Curriculum

Campus Service
Community Service
Interfaith America

III. A student may be chosen by the Honors Program Director
to serve as Student Assistant Director during their senior
year.

THE HONORS PROGRAM CURRICULM

The focus of the Honors Program course work is in the general
education courses during the freshmen and sophomore years. At
the junior level, students must enroll in the colloquium course, and
upon graduation, students must submit and defend a senior thesis
project before a selected committee.

The Honors Program requires twenty-one (21) hours of classes
including the senior thesis project. Fifteen (15) of the twenty-one
(21) hours must be in General Education. The remaining six (6)
hours are Junior Colloquium and Senior Thesis. Students whose
major does not allow extra course work or majors that require a



Senior Thesis, may “contract” these courses. Students will not
graduate “with Honors” if they have not successfully completed a
colloquium course or equivalency and a senior thesis project
before graduation. All grades for honors courses must be given at
the end of the semester.

Only grades of “B” and higher will count toward the minimum
requirement for graduating “with Honors”. Grades below a “B,” if
they are passing by the college’s standards, will count as
traditional credit.

1. Honors Courses are sections of regularly scheduled
General Education courses. The advanced course is
designed to challenge and stimulate students with a record
of achievement. The performance level of “honors”
students in accelerated courses are expected to exceed that
of the students enrolled in the traditional correlating
courses. These courses fulfill General Education and other
requirements for graduation.

2. Honors Sections of Dual — listed Courses are two sections
of the same course - one honors, one non-honors - meeting
at the same time and in the same place with the same
instructor. The difference for those enrolled in Honors will
be in the type of assignments required. For Honors credit,
there should be a heavier emphasis on analysis, synthesis,
oral presentation, primary research, and on students taking
more responsibility for their own education.

3. Junior Colloquium. This course addresses a central theme
or topic that varies each semester and employs a variety of
methods that may include lectures, discussions, field
observations, community activism, student projects, and
guest speakers, as determined by the instructor. It is
designed to expose students to current issues, personalities,

activities, and career opportunities to students.
Interdisciplinary and experimental in nature, the course
may for instance, include such themes or topics as
“Terrorism and its Effects,” and “Political Activism in the
Media.”

4. Honors Senior Thesis This course provides a culminating
and innovative experience to a student in undergraduate
learning. It requires the student to complete a senior thesis
project on a topic applicable to their major discipline and
approved by their department and Honors Committee.

DEPARTMENTAL HONORS CREDIT

Departmental/Customized Honors (honors in the major) curricula
should be available in all academic departments and programs.
These upper-division programs emphasize independent research
and creative projects under the supervision of a faculty mentor.

A student as a member of the Honors Program may participate in a
departmental honors curriculum, but LCHP membership does not
imply that participation is automatic.

Honors in the major emphasize curricular flexibility and close
interaction between students and instructors. If a student’s major
restricts them from enrolling in the course, this course will satisfy
the Junior Colloquium course required for all Honors students.
Departmental Honors Credit will be earned on an individual basis
by “contract.”

1. Contract Honors: The student earns honors credit in major
discipline course at the 300 or 400 level by performing
some alternative or additional work, (e.g., special reading, a
classroom presentation, or a research paper). Contract
Honors can be arranged in any course, in the major at the




300 or 400 level. A student must have the approval of the
instructor, their advisor, and the Honors Program Director.

Examples of Contract Honors Projects are as follows:

(ACC) Not-for-Profit and Government Accounting: Design and
implement an accounting procedure manual for a nonprofit
institution to strengthen internal controls and periodic reporting in
preparation for an annual audit.

(BUS) Principles of Marketing: Students assist in designing a
communications contest for one of the college’s sponsors (Food
Lion/AMEZ Church) and/or Blue Bear events such as
Homecoming, Founders Day etc.

(CIS) System Analysis and Design: Write a computer program that
will perform a perfect hashing algorithm.

(ECE) Design a questionnaire to gather information about nutrition
education in JC Price Head Start; compare the results with state
guidelines and current literature.

(ENG/REL) Religion and Literature: A comparative analysis of
God as a masculine source in the works of black female authors
and of stories of women in the Bible that depicts common themes
as they are re-enacted in today’s society.

(MUS) Advanced Musicianship: Prepare excerpts from Afro-
American Symphony by William Grant Still for performance in the
Honors Recital.

(PED) Anatomy and Physiology: Write a research paper on the
anatomical and physiological differences between males and
female athletes.

(POL) Political Theory: Construct a political science dictionary of
concepts found in writings of ancient and medieval thought such as
Plato, Aristotle, St. Thomas Aquinas.

HSPM: Coordinate facilities and resources for an Army ROTC
Military Ball. Implement management techniques learned in class
to ensure proper planning and execution of project by several
committees. Establish liaison with community. Develop and work
within a budget of $5000.

ALL AREAS: Design a game for students to reinforce knowledge
of a particular logic, formula, novel, theory, historical event,
Supreme Court case, etc. Create gaming techniques which enhance
knowledge of levels of anxiety. The final product should be a
board game with tools including cards, movable pieces, and an
instruction book.

MUST BE TYPED
Livingstone College Honors Program
Course Contract

PROCEDURES:
1. Students will complete this form after discussion with
instructor(s).

2. Students will obtain approval signatures and give form to
Honors Director no later than the end of the first week of
fall semester, and the first week of the spring semester.
Honors advisor will file all remaining copies.

4. Two weeks before the end of semester, the Honors Director
will contact the supervising instructors and secure HN
credit and grade.

5. Instructors will return completed contract to the Honors
Director. PLEASE NOTIFY THE DIRECTOR OF ANY
WITHDRAWAL, INCOMPLETE, OR DISCONTINUED
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CONTRACTS AS SOON AS THIS INFORMATION IS
KNOWN.

6. Honors Director will confirm credit with Academic
Records and distribute copies as indicated below.

NOTE: HN credit is awarded only if the work is graded “B” or
higher
SENIOR THESIS

An approved Honors Senior Thesis that has been orally presented
in public is required for graduation as a member of the Honors
Program of Livingstone College. The Honors Senior Thesis is
meant to be the culmination of a student’s Honors experience. It
gives the student an opportunity to conduct original research with
a faculty mentor, and it is required for graduation with Honors
from Livingstone College. The Honors Senior Thesis must involve
use of the primary literature in the student’s field of study and
should represent the student's most sustained research or creative
work as an undergraduate. While these are typically written
documents, other formats may also be accepted (e.g., recital or
exhibition) with the Honors Director approval and if compliant
with the original research requirement.

Honors students should begin considering their thesis topic no later
than the first semester of their junior year. The typical first step for
a student is to interview professors in their field of study,
especially those faculty with expertise in the specific area of the
students' interest. During the Junior Colloquium course, students
are exposed to research topics, research methods, and several
citation styles. The Honors students enrolled in this course should
begin to consider their research topics and begin to thoroughly
discuss their interests with faculty members within their major
discipline. Due to the significant time and effort involved with an
Honors Senior Thesis, it is highly recommended that a student
choose a topic in which they have a strong interest. By the end of
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the experience, the student should be an authority on the issue they
have chosen to research and be able to communicate their
perspective to others.

HONORS 430

Although students are encouraged to begin their research process
during the enrollment of Junior Colloquium or course equivalency,
students will officially complete the thesis process during the
Spring semester of their senior year in the enrollment of HON 430
Honors Senior Thesis. Typically, the Honors Thesis is a yearlong
project for which the student enrolls in three credits during the
senior year. Again, the subject area should represent the student's
major of study. Thesis hours are specified on the student’s
transcript as " Honors Senior Thesis." Enrollment in this course
and completion of the thesis is required for a student to graduate
with Honors from Livingstone College Honors Program. A student
must complete the pre-proposal process prior to their enrollment in
HON 430.

PRE-PROPOSAL PROCESS

To begin the research process, each student must submit the
following material in the semester prior to the semester of thesis
writing to a faculty member within their department by the fourth
Monday of the academic year. The pre-proposal will become the
proposal submitted to the program for review. (Thesis Statement
and Annotated Bibliography)

THESIS STATEMENT

The Thesis Statement should identify a preliminary research
question and the materials the student will use. At this point, the
student’s question is likely to be tentative and may change as a
student becomes more familiar with scholarship in the field. The



student should be engaged in the process of narrowing the research
into a pointed question. For example, if you want to write on the
Civil War, you should read a few recent and general books on the
Civil War and possibly watch several documentaries and engage
in historical fiction such as Uncle Tom’s Cabin and Gone With the
Wind. After completing this reading/viewing, you may decide that
slaves play an interesting and important role in the Civil War. In
this case, you will want to read scholarship that specifically
addresses the role of slaves and you will want to select a few works
in which a slave plays an important role. At this point, you will
want to narrow your focus further and try to develop a preliminary
research question. For example, you might consider how the
general feelings of a slave changed before and after the Civil War,
or whether the representation of slaves in certain works tells us
anything about America’s (north/south) attitudes towards slavery
or about slaves’ lives, or about the ways slaves viewed themselves.

ANNOTATED BIBLIOGRAPHY

Attach an Annotated Bibliography, consisting of condensed (not
superficial) summaries of six to eight scholarly reference works,
books, articles, and/or primary documents specifically pertinent to
the topic. Give full bibliographic citations for each

source. Annotations identify the writer’s purpose, central question
or problem, main argument, and note the kind of evidence or
strategy used to arrive at that conclusion. Indicate the applicability
of each work to the research. This bibliography will eventually
become part of the thesis proposal, namely the review of scholarly
literature. Therefore, choose relevant and seminal works.

ADVISOR SELECTION

During the spring semester of the junior year, the Honors student
will enroll in Junior Colloquium or Course Contract a course in the
major for the Junior Colloquium requirement. This is a great time
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for the student to ask a department faculty member to serve as an
advisor for the senior year. The first step in selecting an advisor is
to make an appointment with one or more faculty members who
have some familiarity with the field, period, tradition, or topic the
student proposes to investigate. The student should talk over their
ideas with the faculty member and discuss the project. A student
may go to several faculty members to discuss the project but must
single out one as the primary advisor. That faculty member should
be available to oversee the thesis process throughout the student’s
senior year. Seniors’ theses are read and evaluated by two readers,
one of whom is the thesis advisor and another faculty member who
is familiar with the subject matter and selected by the student.

CONTENT OF PROPOSAL

A proposal develops and formalizes the ideas and work the student
completed in the pre-proposal. A strong proposal identifies the
value of the project and reflects the program’s guidelines for
research in the field. The proposal should be about 2-3 pages.

The thesis proposal should include:

1. STATEMENT: A clear statement of the problem proposed
for study and the specific research question(s) to be
addressed.

2. SCHOLARLY LITERATURE: Discussion of relevant
scholarly literatures. The proposal should demonstrate
clearly that germane scholarship has been reviewed. The
student should include brief discussions of the most useful
accounts of the issue, major disagreements or outstanding
questions in the literature, or how the student’s questions fit
into the existing literature.

3. METHODOLOGY: Detailed discussion of the
methodology, explaining the suitability of the methods to
the research problem. What analytical approach will the
researcher use to examine the topic? How will this



approach help best to address the research questions and
primary material selected?

4. BIBLIOGRAPHY: a tentative works cited list of relevant
literature

THESIS

The Senior Honors Thesis must contain original research from the
student. Students are expected to produce some new insights on
the topic investigated. Guidelines of responsible research must be
followed (e.g. using reputable sources, citing all sources, and never
plagiarizing). No thesis containing plagiarized content will receive
credit, and the student will not graduate with Honors. Students
conducting research with human subjects must receive approval
through Livingstone College’s Institutional Review Board.
Ultimately, the Honors Senior Thesis represents an in-depth,
capstone experience designed to provide Honors Program students
with opportunities to develop a deeper knowledge of their major
discipline, a closer intellectual interaction with faculty, and more
complete preparation for their career goals. Be sure to enjoy the
process.

The length of the thesis varies according to academic disciplines,
but ranges from 7,500 — 12,000 words. This length refers to the
preliminaries (e.g. introduction) and the main text and excludes
endnotes, appendices, and bibliography.

Style: A student shall discuss with their advisor which academic
style of citation and notation is most appropriate for their thesis, as
this will differ according to academic subfield.

Format:

- Typed, double spaced on 8.5 x 11-inch paper

- Margins should be 1.5 inches on the left, and 1 inch on right,
top, and bottom.

- Footnotes or endnotes (single spaced, though double space
between each note). Footnotes are often in a smaller font than the
main text. Endnotes should be 12 font.

- All pages should be numbered. Preliminary matters should be
numbered with Roman numerals, and the remainder, beginning
with the first page of the introduction and continuing to the last
page of the bibliography should use Arabic numerals.

- You must include a title page, a table of contents, and a
bibliography

- Optional elements (often included by seniors but not required)
include acknowledgments, chapter titles and subdivisions, a list of
illustrations, preface, and appendices.

The title page should conform to the following model:

[Title]

A Senior Thesis Presented
by
[Full name of author]
to
The Department of [Name of Department]

in partial fulfillment of the
requirements for the major in [major]
for Livingstone College Honors Program
[month, year of submission of thesis]

Copies and binding: Students must submit two copies of their
thesis, one to each reader. The copies should be bound separately.
Velo binding with a clear vinyl cover is recommended. The
author’s name and the title of the thesis should be visible on the
front of each bound thesis.

Place and date of submission: Two copies of the thesis should be
hand delivered on the specified date in March, one to the advisor



and one to the second reader. The thesis deadline is a firm one.
Missing it will have an impact on the student’s final grade in HON
430.

Some final pointers and pieces of advice:

- Carefully proofread your final thesis before copying. In fact,
have another pair of eyes — a roommate or good friend — proofread
it as well. As the author is often so familiar with the text they can
miss typos, etc.

- Check for consistency in spelling, abbreviations, citations,
and transliteration of foreign words.

- Check to make sure all sources, both cited and paraphrased,
are properly acknowledged and make sure the quotations are
correctly formatted.

- Be sure to have adequate paper, toner, and ink to print out
the thesis.

- Allow time for computer-related issues during the final
printing. Internet connections, broken printers, and other
computer-related excuses are unacceptable in accounting for late
theses.

THESIS TIMELINE

1. During spring semester of the student’s Junior year, the
Honors Director will distribute information to all Honors
juniors about the senior thesis. (March)

2. In April, Honors students talk with individual department

faculty members to identify a thesis advisor.

Students/advisors begin to focus on a topic.

4. Faculty will reconfirm with students about any work to be
completed over the summer.

(98]

Fall, Senior Year
1. Second week of classes: students reconfirm intent with
faculty. During the drop/add period, a student must

reconfirm their commitment to a thesis and meet at the end
of the second week to work out the schedule for meetings
and readings (including a rough written schedule); any
remaining books are ordered.

Second Monday in September student submits Pre-
Proposal to thesis advisor.

End of October: students present brief descriptions of their
topic to the department for feedback and guidance.

In early November students pre-register for HON 430

. November 15: first draft of thesis proposal due to advisor.

The proposal should sketch out the following:
1.)The problem, issue, or theme the thesis will explore.
i1) Situate the thesis in terms of scholarly work on the
subject.
iii) Explain why this problem, issue, or theme is
important and what about the thesis will add to the
understanding of this problem, issue, or theme.
iv) How the thesis will explore this problem, issue, or
theme (introduction to methodology)
v) What the form of the final project will be.
vi) Explain how the thesis will approach the topic step-
by-step using (i) and (iii) as a guide and taking care to
explain what each section does and how each section
compliments the one before and after it in terms of
building the argument.
vii) Timeline for completion, allowing time for multiple
drafts
viil) Primary and Secondary sources of bibliography,
annotated to show how each source informs the
argument of the thesis.
Monday before Thanksgiving: revised proposal due to
advisor; revision process continues.
December 1: final thesis proposal (including bibliography)
due to advisor and second reader.



10.
1.
12.

13.

14.

15.

16.

17.

18.

19.

December 1-10: department meeting to discuss,
approve/reject, and provide feedback on thesis proposals.
After approval of the proposal, advisor meets with student
to convey the faculty's suggestions and to map out the work
to be completed during January break.

January students work on theses and enjoy it immensely©
Spring, Senior Year—Students enroll in HON 430

First week of classes: faculty meet with students to discuss
work completed in January and to plan the writing
schedule.

Second week: develop a written schedule of due dates for
drafts, revisions, and final drafts of chapters; perhaps a
revised proposal topic or even a draft of the introduction to
the thesis is due.

By the third week, the advisor will confer informally with
Director about the progress and prospect of the thesis.
Weekly (perhaps bi-weekly) meetings to discuss drafts and
revisions of chapters.

Discussion of architectonics of the thesis, transitions
between chapters, thesis statement, introduction,
conclusion, and scholarly form.

Monday before spring vacation--draft of substantial chunk
of the thesis, including introduction and thesis statement is
due to the advisor; faculty return draft to student before
vacation and discuss the work that will be completed
during vacation.

Second Monday after vacation: complete draft due to
advisor; advisor gives progress report to the Honors
Director. If a complete draft has not been turned in at this
time, the advisor and Honors Director discuss how to
proceed, such as sending an unsatisfactory work notice to
the student, and talking with the student, etc.

Second Thursday after vacation; advisor and second reader
(and any other interested faculty) meet so the student may
present a report about their thesis. Advisors discuss with

20.

21.

22.

23.

students how they will complete their final thesis
presentations.

Within a week after the reports, the advisor confers
informally with the second reader and Honors Director
about the student’s progress. Advisors alert students about
the deadline and plan a realistic schedule for meeting it.
The third Thursday in April is the absolute deadline for a
final version of the thesis to be due to the advisor for final
review (advisors may set an earlier deadline).

The presentation (held at a designated time on Reading
Day) can take the form of either reading selected sections
of the thesis or of presenting a synopsis of the main points
and arguments. The presentation will be followed by
discussion during which students will be expected to reply
to questions and objections. Though not a defense in the
strict sense that the grade of the thesis will depend on it, the
presentation is considered an indispensable part of the
senior thesis experience.

**No changes (in form or content) may be made to the
thesis after the presentation.

** The Advisor advertises and invites departmental
faculty, majors, and minors to thesis presentations.

PROGRAM REQUIRMENTS FOR GRADUATION

The program requirements are as follows:

Maintain a minimum GPA 3.7

Enroll in at least 15 hours of courses every semester
Complete 15 hours of Honors general education courses
Complete three (3) hours of honors in the major
(colloquium)

Annually submit two UNCF scholarship applications
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Complete 40 Honors hours of Community Service
Serve on an Honors Program Committee
Participate in a conference experience

Take appropriate tests for graduate study
Complete Portfolio/Exit Interview

Study Abroad Experience (strongly encouraged)

FOUR ACADEMIC DIVISIONS AT LIVINGSTONE

DIVISION OF BUSINESS
Business Administration
Computer Information Systems (CIS)
Hospitality Management (HMG)
Sport Management (SPM)
Associates of Culinary Arts (CUL)

EDUCATION, PSYCHOLOGY, & SOCIAL WORK
Early Childhood Edu. B-K & Elementary Education (ECE,
EDU)

Teacher Education: (English; Mathematics; Music; Social
Studies)

Psychology (PSY)

Social Work (SWK)

DIVISION OF LIBERAL ARTS AND HUMANITIES

Criminal Justice (CRJ)
English (ENG)
History (HIS)

Sociology (SOC)

Music (MUS)

Religious Studies (REL)

Political Science (POL)

Liberal Studies (LIBST)

Social Studies: Teacher Education (SST)

English: Teacher Education (ENT)
Music: Teacher Education (MUST)

DIVISION OF MATHEMATICS AND SCIENCES
Biology (BIO)
Mathematics (MAT)
Mathematics: Teacher Education (MATT)

Air Force & Space Force College ROTC Program
CLASSIFICATION OF STUDENTS

Student classification is determined at the beginning of the
academic year by the number of semester hours earned. In affairs
by class and other activities based upon classification, all students
are expected to participate in and represent only the class in which
they are officially placed by the hours earned.

Classification | Earned Credit Hours
Freshman 0 to 25.99
Sophomore 26 to 57.99
Junior 58 t0 90.99
Senior 91 and above

HONORS PROGRAM PERQUISITES
What are the benefits afforded to Honors students?

In addition to participating in enriched courses with others of a
similar scholastic attitude, the student may receive or take
advantage of the following:

1. Honors designation on transcript
2. Honors paraphernalia
3. Priority in course selection at each semester’s registration
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4. Individualized advising

Eligibility for scholarships and internships

6. Participation in special events, field trips, and social
activities with distinguished leaders

7. Fee Waiver for transcripts (when applying for
scholarships/internships)

8. Some priorities in housing selection

9. Pre-professional leadership training

10. Individualized assistance in preparing resumes and/or
applications for fellowships and post-graduate study

11. Recognition during Honors Convocation

12. Graduation Honors distinction regalia

13. Honors publication, The Blueprint
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EARLY REGISTRATION

Students in the Honors Program who are in good standing are
permitted to pre-register for the next semester’s classes, usually
on the first day. This allows them to design their own
schedules and be assured of getting classes when and with
whom they want. After meeting with Honors Program
personnel, students may register for classes.

HOW TO REGISTER FOR CLASSES:

1. Go to the Livingstone College website
(www.livingstone.edu) and Click “STUDENTS” then
“JICS”

2. Atthe login screen, key in ID# and Pin# (Password)

3. Click “Student”; then Click “My Courses” (on left of
screen).

4. Click “Add/Drop Courses” (on right of screen).

Be sure to change to the appropriate term. In the “Add by
Course Code Section,” enter the information from your
Advisement Form by typing in the box the departmental code

(EX: ENG). When the list appears in the drop down, select the
section in which you wish to enroll. Enter all of your courses,
then click the “Add Courses” button. NOTE: You may also
use the Course Search option to add your classes. Review your
schedule for accuracy.

5. Click the email notification box to send a message to your
advisor to approve your courses. (The courses will remain
in the RESERVE status until advisor approval.) Honors
students must enroll in 15 or more credit hours.

6. Click “Log out” when you have finished. NOTE: It is your
responsibility to review your schedule for approval status,
credit hours, and/or changes to meeting days, time, and
location.

CHANGE OF MAJOR

Students who wish to change their program of study involving a
transfer from one major to another major in the College must
obtain a Change of Major Form from the Office of the Registrar
and follow the process as outlined in the document. The student is
governed by the Catalog and major sequence that is being followed
at the time of the change of major becomes effective.

PUBLICATION

The Blueprint is the Honors student-staff generated communication
tool. In it is published information about the honors program,
profiles of students and faculty, student compositions and creative
endeavors, student accomplishments, and announcements of
events. The Blueprint is published in the winter and summer and is
free to Honors Program participants.



ACTIVITIES

Besides regular assemblies and active involvement in the life of
the college, the Honors Program promotes other special activities.

Learning Community is the essential component of the family
atmosphere for the Honors Program is the weekly meetings. While
this setting permits students to discuss issues and concerns
concerning college life with cohorts and a college official,
academic and campus updates are also given.

Pre-Professional Workshops are held monthly and exclusively
for Honors students only. Distinguished guests are invited to
engage Honors students in discursive musings and pre-professional
training that will provide exposure in a variety of professional
fields.

Public Forums and Symposiums are held multiple times each
academic year and are an integral part of the Honors Program. A
committee of Honors scholars organizes, participates in and invites
non-honors faculty and students to guest speakers and events
centered around current topics and themes.

National and Regional Conferences are means to expand the
learning environment and forge connections with others.
Livingstone College holds institutional membership in the National
Collegiate Honors Council (NCHC), Southern Regional Honors
Council (SRHC), North Carolina Honors Council (NCHC) and the
National Association of African American Honors Programs
(NAAAHP), and frequently attend and/or participate in the
International Lloyd Honors Symposium, North Carolina Honors
Council Conference, and North Carolina International and
Intercultural Education (NCCIE) conferences and competitions.
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Ceremony for Honors Societies Inductees: Hosted by the
Honors Program, a collaborative induction of all academic
organizations is held during the 11:00 a.m. hour of Monday
preceding the Founders Day Celebration, or on a designated day
during February.

Honors Graduates’ Ceremony: At the closing Honors
acknowledgment dinner, Honors seniors are recognized by
members of the Honors Program. An Honors senior is selected to
deliver the Capstone Challenge, after which the Torch of
Knowledge is passed to rising seniors by a member of the
graduating class. Each senior receives a keepsake gift, and an
Honors cord which is to be worn with academic regalia during
Commencement.

Community Delving Honors is committed to making a positive
contribution to the community. Each year, the Honors Program
selects several community venues to render services necessary for
the successful operations of such institutions. Students must
engage in the following: freshman (10) sophomore (10) junior (10)
senior (10). Participation is mandatory for retention in the Honors
Program.

Honda Campus All-Star Challenge Club Sponsored by the
American Motor Company Honda, the HCASC is held annually
whereas the top HBCUs who successfully contend in a Quiz Bowl
style competition, are selected by Honda and the College Quiz
Bowl Company. This competition is open to all Livingstone
College students; however, as many Honors students are members
of the club, Honors promotes and hosts the campus tournament and
plan community events on behalf of Honda.

Campus Holistic Activities and Events All members of the
Honors Program are required to attend Holistic activities to include
assemblies, Fall, Founders Day, and Honors Convocation. Honors



students must be dressed in Honors/professional attire. Honors
students are required to participate in Livingstone College’s
Homecoming and the City of Salisbury Martin Luther King Jr. Day
activities.

ELIGIBILTY FOR PARTICIPATION

Admission

Students who wish to participate in the Honors Program must:
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Have a grade point average of 3.7 (on the 4.00 system),
Complete an application for admission,

Be enrolled as a full-time student,

Hold a successful interview with the Honors Committee,
and

5. Demonstrate a commitment to total participation in and
contribution to the Program.

=

Students who have been accepted for admission to Livingstone
College and meet the eligibility criteria may apply for
membership in the Honors Program. Admission is highly
competitive and based on a limited number of openings each
year.

First Semester Freshmen: Anthony J. Davis Presidential
Scholars are offered full admission to the Honors Program as
freshmen. First semester freshmen are required to register for
the honors section of ENG 131H: Freshman Composition,
ENG 132 HN Freshman Composition II, and/or ENG 230 HN
Fundamentals of Speech, if applicable. Successful completion
of these courses are required for retention in the Honors
Program.

Continuing Freshmen and Sophomores: Freshmen and
sophomores with at least 15 completed hours of coursework at

Livingstone College and who have earned a minimum 4.0
GPA, may be admitted to the program by submitting a
complete application. The latest point to enter the Honors
Program is the first semester of the sophomore year.

Transfer Students: Upon admission, students who are members
of an Honors Program at another institution at the time of
transfer to Livingstone College are immediately eligible to join
Livingstone College Honors Program. Furthermore, students
attending community college who were members of Phi Theta
Kappa are immediately eligible to join. The latest point to
enter the Honors Program for transfer students is the first
semester of the junior year.

SUMMARY OF MEMBERSHIP OBLIGATIONS
To remain in the Honors Program, a student must:

Maintain a cumulative GPA of at least 3.7. If the GPA falls
below this standard, but not below 3.4, the student has one
semester to increase the cumulative average to 3.7 to
remain in the Honors Program. Students who wish to
resign from the program must submit a letter of resignation
to the Director and conduct an exit interview by the end of
the requesting semester. The Honors Program does not
offer re-admission. The membership obligations include;

o Enroll in 15 hours each semester,
o Engage in Honors Program activities,

o Complete required hours of community service
each year,



o Complete four professional development
opportunities each year,

o Apply for two UNCF Scholarships per academic
year, and

o Develop a resume, personal statement, and
professional social accounts on Handshake and
LinkedIn at the freshman level and update it as
needed.

PROBATIONARY STATUS

If the student’s status in the Honors Program is probationary for
any reason, the student will be expected over the course of the next
semester to (1) earn some honors credit and (2) achieve a
cumulative GPA of at least 3.7. If the student achieves both
objectives, they will become a member in good standing. If not,
membership in Honors will be terminated.

NOTE: Ifa student wishes to appeal the termination, they must do
so in writing to the Honors Director.

GROUNDS FOR TERMINATION
Membership in the Honors Program may be terminated if:

One does not achieve probationary requirements;

The GPA falls below a 3.4;

The student is guilty of academic dishonesty;

The student is guilty of any infraction within the Student
Handbook of Livingstone College; and/or

5. At the request of the Director, that must result in a trial by
peers and a conviction.

b
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OFFICE OF FINANCIAL AID

Meeting deadlines is always an important part of the financial aid
process. Livingstone College strives to make your registration
process as seamless as possible; therefore, we must impose priority
deadlines. You may complete your FAFSA early each year. If you
have questions, concerns or need help, visit the Office of Financial
Aid. By completing the Free Application for Federal Student Aid
(FAFSA) early and meeting our priority deadline of May 1st, a
student ensures they are awarded timely, and the required
documentation is submitted to the Office of Financial Aid timely.
You can always submit your FAFSA after these deadlines, but
your award may be delayed. The FAFSA is required even if you
believe you may not be eligible for federal or state aid. The priority
deadline date may be included on the academic calendar and/or
posted on the College’s website.

How to complete your FAFSA:
1. Go to: www.studentaid.gov (LC FAFSA Code: 002942)
2. Click — Apply for Aid
3. Login — Returning User
4. Complete the FAFSA Form

HOUSING

The Office of Residence Life hosts an annual “housing rush” in
March. Housing assignments are not made until the housing non-
refundable fee is paid and the application is complete. The housing
fee payment will reserve a space in campus housing.

Step One: Go to Livingstone’s website (www.livingstone.edu)
Step Two: Go to Student Tab

Step Three: Choose JICS Tab and log in

Step Four: Choose Student Tab


http://www.studentaid.gov/

Step Five: Choose Residence Information

Step Six: Choose Housing Fee Payment

Step Seven: Complete Payment (Housing application will populate
after payment is made)

Step Eight: Complete Housing Application (Found in JICS)

Step Nine: Submit Housing Application

GRADE APPEALS

In the event a student receives a grade they feel is inaccurate, the
student has the right to appeal the grade within 30 days of the
immediate semester in which the grade was issued.

1. Submit to the instructor in writing your wish to appeal the
grade with fact-based information as to why the grade
should be appealed.

2. Ifthe student does not find a favorable solution, the student
must inform their advisor. The advisor will meet with the
student and faculty for a resolution.

3. Ifthere is still no resolution, the advisor will meet with the
student, advisor, and department chair.

4. The chain of command may continue from instructor, chair,
division chair, and vice president for Academic Affairs.

SUMMER SCHOOL ENROLLMENT ELSEWHERE

Students who wish to enroll at another institution during the
summer term must first have approval from their major advisor
and the Vice President for Academic Affairs prior to the end of the
semester, complete a Student Transfer Credit Form, and obtain the
necessary signatures of Livingstone College officials. Courses will
not be accepted from other institutions without prior approval from
Livingstone College officials. The form can be obtained from the
Office of the Vice President of Academic Affairs. Only courses
with grades of “C” or better will be accepted as transfer credit. No
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more than nine (9) semester hours of summer schoolwork for a
given year, including those earned at Livingstone College, will be
counted toward degree requirements. The College accepts hours
(attempted and earned) and the grade for courses pursued in
summer school.

DR. ANTHONY J. DAVIS s
PRESIDENTIAL SCHOLAR (gia




Section 1. The Student Executive Board shall consist of a
President, Vice President, Secretary, Treasurer, Chaplain,
Parliamentarian, Miss and Mister Honors, and Miss and
Mister Presidential Scholar. There can be a student
representative from each class. In the event of withdrawal,
resignation, or abandonment of the office by a member of
the board, a position can be appointed by the Director to fill

ARTICLE II: OBJECTIVE the unexpired term.

HONORS PROGRAM STUDENT CONSTITUTION
ARTICLEL: NAME

This organization shall be known as the Honors Program at
Livingstone College Student Association (HPLCSA).

Section 2. The elected members of the Student Executive
Board shall serve on the Board for as long as they are in
good standing in the HPLCSA for one academic year.

The objective shall be to promote and advance honors and
excellence through an invigorating academic program.

ARTICLE III: MEMBERSHIP
Section 3. The Student Executive Board shall transact such

Section 1. Membership shall consist of Livingstone College
students who meet the qualifications and have been
inducted into the Honors Program.

Section 2. Honorary membership may be bestowed upon
faculty or staff members in recognition of distinguished

service toward the objectives of honors. Such action shall
be taken annually with the Honors Induction Ceremonies.

ARTICLE IV: GOVERNANCE

Section 1. The officers of the LCHP shall be elected by the
general assembly and are the governing body of all
meetings.

Section 2. Newly elected officers shall assume office as
soon as the results of their election are officially certified by
the Director.

ARTICLE V: STUDENT EXECUTIVE BOARD

business of the General Assembly of HPLCSA as may be
referred to by the membership or officers, and may initiate
proposals to be acted upon by the membership.

ARTICLE VI: RESTRICTION PERTAINING TO TERMS OF

OFFICE

Section 1. No officer of the HPLCSA who has served a full
term may be elected to succeed themselves to the same
office upon the completion of their term.

ARTICLE VII: MEETINGS

Section 1. HPLCSA shall hold monthly meetings and/or
activities at a set time and place throughout the academic
year.

ARTICLE VIII: AMENDMENTS

Section 1. Any proposal to amend this Constitution shall be
referred in writing to the Executive Board for suitable



wording which clearly expresses the intent of the proposal,
and which is consistent with the other sections of the
Constitution. It shall then be submitted in writing to the
Honor Director. Such amendments shall, upon receiving
approval of two-thirds of the members present and voting at
a regular General Meeting, become part of the Constitution
effective immediately.

BYLAWS

ARTICLE I: FEES, DUES, AND VOTING RIGHTS

Section 1. The annual dues for active student membership
in LCHP shall be $10.00, $1 per academic month.

Section 2. Members shall not be entitled to vote if their
dues are not paid up for the current academic year.

ARTICLE II: DUTIES OF THE OFFICERS
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Section 1. The President of HPLCSA shall preside over the
regular Board meetings and the meetings of the General
Assembly. The president shall prepare the agenda, working
closely with the Honors Program Director. The president
shall represent the organization at appropriate functions and
serve as the ex-officio members of all committees.

Section 2. The Vice President shall fulfill the duties of the
President when the President cannot be present and
perform such other duties to the conduct of the vice
president office as may be required.

Section 3. The Secretary shall help prepare the agenda for
all meetings, keep minutes of all meetings, and perform

such other duties to the conduct of the secretary office as
may be required.

Section 4. The Treasurer shall perform the usual functions
of that office which include all financial matters of
collecting dues, sales profits, and other monetary
contributions, while providing excellent financial record
keeping, and making financial deposits in the Livingstone
College account. The treasurer shall perform such other
duties to the conduct of the treasurer office as may be
required.

Section 5. The Chaplain shall perform the usual functions
of that office which include acknowledging the Christian
component of the college’s mission. The chaplain shall
provide prayer for every meeting and official and unofficial
event hosted by the Honors Program and perform such
other duties to the conduct of the chaplain office as may be
required.

Section 6. The Parliamentarian shall advise the Board and
the members on questions of procedure during all official
deliberations and maintain order throughout meetings. The
parliamentarian shall perform such other duties to the
conduct of the treasurer office as may be required.

Section 7. Mr. and Miss HPLC shall serve as a direct
liaison to the Office of Student Activities. The king and
queen are mandated to participate in the coronation of Miss
Livingstone College, the Livingstone College’s
Homecoming, and the city of Salisbury’s MLK parades in a
queen/king-like fashion to include formal wear, crown, and
sash. The king and queen shall perform such other duties to
the conduct of the king and queen office as may be
required.



ARTICLE III.: COMMITTEES
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Standing committees shall be chaired or co-chaired by
members of the Student Executive Board.

Section 1. The Recruitment and Orientation Committee
shall spread the word about the purpose, significance and
benefits of joining and participating in the LCHP. They
shall increase enrollment and facilitate the orientation and
development of higher standards.

Section 2. The Publicity Committee shall publish The
Blueprint and create and circulate other means of
announcing HPLCSA events.

Section 3. The Social Media Committee shall be liable to
positively promote and publicize Honors events and reports
via X, IG, TikTok, and other modes of social
communications daily.

Section 4. The Curriculum and Community Service
Committee shall distribute and collect evaluations of
honors classes, propose other classes, seek opportunities
and enhancements for HPLC, and suggest and evaluate
community service projects.

Section 5. The Honda Campus All-Star Challenge Club
(HCASC) Committee shall aid the Campus Coordinator in
promoting and hosting a campus tournament and/ or
administering a campus wide power search tool.
Moreover, the committee shall effectively communicate
with the Community Service committee to engage in a
community service project on behalf of Honda, the
American Motor Company.

Section 6. The Fundraising Committee shall find resources
and ideas to raise money for HPLC events.

Section 7. The Conference Committee shall aid the
Director in the search for and preparation of student
conferences. The committee shall be liable to host an
annual paper and poster presentation conference for
Livingstone College students.

Section 8. The Campus Service Committee shall consult
with the Office of Student Activities and volunteer any
services that are deemed needed to better serve the campus
community.

ARTICLE IV: NOMINATIONS

Section 1. During the first official meeting of HPLCSA,
nominations shall be opened for any vacant positions on the
HPLCSA Student Executive Board.

Section 2. Nominations will be publicly made.

Section 3. Elections shall be held at the first official meeting of
HPLCSA, and votes are cast by ballot.

a. Representatives to the Student Executive Board shall be
elected by ballot.

b. Mr. and Miss. Honors Program shall be elected each
year in a manner proposed by the Board and approved
by the body. These representatives shall chair the
Homecoming Activities Committees and serve on the
Community Service Committee. They shall meet with
and report to the Student Executive Board weekly until
the Homecoming Activities are over.



ARTICLE V: HEADQUARTERS

Section 1. The headquarters of the HPLCSA shall be located in
the Honors Program Office or any other location with which the
Honors Director is professionally associated.

ARTICLE VI: ACADEMIC YEAR

Section 1. The academic year of the HPLCSA shall be concurrent
with the Academic Year of Livingstone College.

ARTICLE VII: GENERAL MEETINGS

Section 1. Motions and resolutions proposed for consideration at a
general assembly meeting shall be in order if presented by a
professional or student member, with the exception of a motion to
alter the time or place of a scheduled general assembly meeting.

ARTICLE VIII. AMENDMENTS

Section 1. The Bylaws may be amended at any general assembly
meeting, provided that such amendment shall have been referred to
in writing to the Student Executive Board and the Honors Program
Director for clarity of wording and consistency with other sections
of the Bylaws, and provided that such amendment shall receive
approval by the majority of the members present and voting.
Amendments shall become effective immediately upon approval.

PROFESSIONAL ETIQUETTE AND DECORUM
Professional etiquette refers to the set of norms, behaviors, and

manners expected in a workplace setting. It encompasses the
unwritten rules that govern professional conduct and interactions
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that go beyond job-specific skills and is a crucial component of
building a positive and lasting impression as a professional.

DRESS ETIQUETTE:

Dress etiquette refers to the understanding of appropriate clothing
choices for different occasions and social settings. It's about
knowing what's considered acceptable and respectful attire in a
given context, whether it's a formal event, a professional setting, or
a casual gathering.

All Honors students are required to have professional black dress
slacks, professional khaki color slacks, white long sleeve oxford
shirt, white polo style shirt, black dress shoes, and a black dress
belt. All clothing must be clean, neat, pressed/ironed, and in
appropriate size.

ATTENDANCE ETIQUETTE:

Professional etiquette regarding attendance for Livingstone
College honors students encompasses being punctual, attentive,
responsible, and proactive in communicating when necessary.
These habits will not only benefit your academic journey but also
contribute to your future career success. In college, professors at
the master’s level are permitted a ten (10) minute grace period for
arrival whereas professors at the doctoral level are allotted 15
minutes. For example, if the professor has not arrived by 10:15 to a
course that meets at 10:00, students may leave the class. However,
Honors students must first make every effort to (1) communicate
with the instructor prior to leaving the class and (2) get permission
from the Honors Director or Asst. Honors Director to leave.

Attendance at official college functions is required. Events include,
Fall Convocation, Founder’s Day Convocation, Honors
Convocation, and various events sponsored by the Office of the
President. All Honors students are required to participate in the



African American Read-In and the collaborative Honors Induction
Ceremonies.

Punctuality and Reliability:

e Arrive on time: Strive to arrive 10 minutes in advance.
Tardiness signals a lack of respect for the instructor, fellow
students, or the event itself.

e Manage time effectively: Punctuality reflects strong time
management skills, a crucial aspect of professional life.

o Communicate delays or absences: If unavoidable
circumstances cause you to be late or miss class, inform
your professor or supervisor as soon as possible.

e Avoid overbooking. If an instructor tells you to meet them
on Monday at 11 a.m. do not agree. You have Learning
Community at 11 a.m. on Mondays. Instead, explain to
them the prior engagement and suggest another time
convenient for them.

Demonstrating Engagement and Respect:

o Be attentive in class: Actively listening and participating in
discussions shows interest and respect for the learning
environment.

o Turn off distractions: Silence your cell phone and avoid
using electronic devices during class or professional events
unless specifically instructed.

e Avoid side conversations: Refrain from distracting
discussions that disrupt the learning environment.

Community and Public Platforms:
Livingstone College Honors Students must practice good
community etiquette both inside and outside the classroom. This
includes being respectful of others' time, space, and opinions, as
well as being mindful of noise levels and cleanliness, particularly
in shared living spaces. As LCHP is a family, we want to ensure
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the rights and respect of all family members. While living together,
please engage in the following:

Communication and Respect:

Open Communication: Regularly communicate with roommates or
suitemates about preferences, concerns, and expectations.

Respect Personal Space: Even with roommates, everyone needs
personal space and privacy. Be mindful of boundaries and avoid
entering rooms without permission.

Ask Before Borrowing: Always ask before borrowing anything
from a roommate, including food, clothing, or personal items.
Inform Guests: Communicate with roommates or suitemates about
having guests and be respectful of their study or sleep schedules.
Be Mindful of Noise: Keep noise levels down, especially during
quiet hours. Use headphones for music, movies, or games,
especially at night.

Respect Quiet Hours: Adhere to designated quiet hours, which
may vary by community.

Clean Your Space: Maintain a clean and organized personal space
and contribute to the cleanliness of common areas.

Clean Up After Yourself: Clean up after using shared facilities like
the bathroom, kitchen, or common rooms, and be sure to pick up
after yourself in the cafeteria.

COMMUNITY SERVICE ETIQUETTE:

As a college student volunteering, it's important to demonstrate
professionalism and respect for the organization and the people
you're serving.

Before Volunteering:

o Choose wisely: Select organizations that align with your
interests and values, ensuring you'll be genuinely engaged
in the work.

o Be prepared: Know what's expected, including dress code,
schedule, and specific tasks.



Research the organization: Understanding their mission,
history, and goals will help you contribute effectively and
answer potential questions.

Confirm your commitment: Ensure you have enough time
to dedicate to the volunteer role without overextending
yourself.

Seek approval (if needed): If your volunteering is part of a
course or program, confirm with your instructor that the
site meets all requirements.

During Volunteering:
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Be punctual and reliable: Arrive on time for scheduled
activities and notify the organization in advance if you'll be
absent or late.

Follow instructions and guidelines: Adhere to the
organization's rules, including dress codes, break
schedules, and interactions with those you're helping.

Treat everyone with respect: Maintain respectful and
courteous interactions with staff, fellow volunteers, and the
people the organization serves, regardless of their
background or situation.

Focus on the positive impact: Remind yourself of the value
of your contributions, even in simple tasks, and stay
motivated.

Be a good listener and communicator: Pay attention to
instructions, actively listen to others, and communicate
clearly and effectively.

Handle confidential information discreetly: Respect the
privacy of those you interact with and maintain
confidentiality about sensitive matters.

Handle problems professionally: Address any issues that
arise with maturity and bring concerns to the appropriate
point person within the organization.

Be adaptable and flexible: Volunteer work can sometimes
be unpredictable, so be willing to try new tasks and adjust
to unexpected situations.

Don't spread rumors or engage in gossip: Maintain a
professional and respectful environment.

After Volunteering:

Reflect on your experience: Consider the skills you've
gained and how you can apply them to your future
endeavors.

Provide feedback: Offer constructive feedback to the
organization about your experience, helping them improve
their volunteer program.

Maintain professionalism (even when ending a
commitment): If you need to leave your volunteer position,
provide adequate notice.

Update your resume. Updating your resume allows you to
showcase new skills, experiences, and contributions that
can strengthen your qualifications.

With all campus visitors and in your everyday life . . .

Say "Please" and "Thank You": These simple phrases go a
long way in showing appreciation and respect.

Be Mindful of Language: Use respectful and appropriate
language and tone in all settings.

Be a Good Listener: Pay attention when others are speaking
and show genuine interest in what they have to say by
maintaining eye contact and restating content.

Be Considerate of Others: Think about how your actions
might affect others and make an effort to be considerate.

SOCIAL MEDIA ETIQUETTE:

As a college student, navigating social media can be a delicate
balance between personal expression and maintaining a positive
digital footprint for academic and professional purposes.



Be Mindful of Your Digital Footprint:

Never share or engage in any negative news about
Livingstone College.

Think Before You Post: Everything you post online, even
on private accounts, can potentially be shared and become
public. Consider how your posts might be perceived by
others, including future employers.

Privacy Settings: Utilize privacy settings to control who
sees your information, but remember complete privacy is
not guaranteed online.

Audit and Cleanup: Regularly review your social media
profiles and remove any inappropriate or unflattering
content. Be careful not to post any new content of this
matter.

Be Authentic: Present yourself genuinely online,
showcasing your interests, skills, and achievements. Be
professional.

2. Communicate Respectfully and Responsibly:

Respect Others' Opinions: Engage in discussions
respectfully, even when disagreeing.

Avoid Bullying and Harassment: Refrain from engaging in
negative behavior like cyberbullying or harassment.

Use Proper Etiquette: Be mindful of tone, grammar, and
punctuation, especially in formal settings or when
communicating with professors.

Be Mindful of Context: Consider your audience and the
potential for misinterpretation.

3. Protect Your Personal Information:
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Limit Sharing: Be cautious about sharing sensitive
information like your address, phone number, or financial
details.

Strong Passwords: Use strong, unique passwords for each
account and consider using a password manager.

e Secure Networks: Avoid using public Wi-Fi for sensitive
activities like online banking or shopping.

o Be Wary of Strangers: Be cautious when accepting friend
requests or engaging with people you don't know.

4. Engage Positively and Professionally:

e Showcase Achievements: Share positive accomplishments
and demonstrate your dedication to your field of study or
interests.

e Connect with Others: Network with classmates, faculty,
and professionals in your field.

e Add Value: Contribute thoughtfully to online communities
and discussions, if applicable.

e Promote Your Interests: Use social media to showcase your
passions in a positive way and build a positive online
presence.

5. Be Aware of Potential Risks:

e Understand Privacy Concerns: Be aware that privacy
settings are not foolproof and information can be shared
beyond your intended audience.

e Beware of Scams and Malware: Be cautious of suspicious
links, requests for personal information, and unsolicited
messages.

e Know How to Report Harassment: Familiarize yourself
with reporting mechanisms on social media platforms in
case you experience harassment or encounter inappropriate
content.

BUILDING YOUR PROFESSIONAL BRAND

Email: Email is a formal method of communication in college.
How you write to your professors and other professionals reflects
your experience, respect, and readiness for academic life. Use the
guidelines below to make a good impression.

DOs: Best Practices When Emailing a Professor



. Be polite and professional

. Use a clear subject line DON’Ts: Common Mistakes to Avoid

» Example: Question about Essay 2 Due Date in ENG 131 1.~ Do not use slang, emojis, or overly casual language
Start with a formal greeting » Avoid: Hey prof! What’s up with the quiz?
» Dear Professor Price, or Hello Dr. Price, 2. Do not skip a greeting or signature

. Identify yourself » It makes your email feel abrupt or impolite.

3. Do not send messages without a subject line
4. Do not write in all caps or all lowercase

» Include your full name, course title, and section if

applicable.
» [ am Great Student, a Presidential Scholar in your ENG » It looks careless or aggressive.
131 class. Section 03. 5. Do not use text-speak or shorthand
. Be concise and to the point » Avoid: u, pls, lol, thx
» State your purpose clearly and respectfully. 6. Do not assume your professor remembers you
immediately

Use correct grammar and spelling

» Proofread before sending. » Always include your name and class info.

7. Do not demand or expect immediate replies
» Use "please" and "thank you." Avoid demanding 8. Do not send angry or emotional emails
language » If upset, take time before writing, and keep your tone

. Use your college email account respectful.

» This ensures your message is recognized and taken 9. Do notattach files without explaining them

» Say: Attached is my draft for your review.

seriously.
. Include a closing 10. Do not forget to check your email for replies
> Thank you, » Ignoring responses can lead to missed information or
deadlines.

» Sincerely, .
Sample of a Proper Email to a Professor (DO)
» Best regards,

» Followed by your full name. Subject: Question About Essay 2 Due Date — ENG 131 Section 03
. Allow time for a response

Dear Professor Price,

I am Great Student, a Presidential Scholar in your English 131
course, Section 03, that meets on Tuesdays and Thursdays at 9:30
» Wait at least two business days before following up. a.m. in Tubman 106.

» Professors may need 24—48 hours to reply.
. Follow up respectfully if needed



I want to ask for clarification about the due date for Essay 2. On
the syllabus, it states October 5, but during class, I thought I heard
you mention October 7. Could you please confirm the correct date?

Thank you for your time and for your help.
Sincerely,
Great Student

Student ID: 123456
Great.Student@students.livingstone.edu

Resume: A resume is a one- or two-page document that
summarizes education, experience, skills, and accomplishments. It
is used to show employers why a potential employee is qualified
for a job, internship, or volunteer position.
Resume importance:

o Helps a potential candidate apply for internships, part-time

jobs, and campus opportunities

o Highlights professional skills, experience, and education in
a clear way

o It is often the first impression you make on a potential
employer

Key Sections of a College Student Resume

1. Contact Information — Your name, phone number, email,
and LinkedIn

2. Objective or Summary (optional) — A brief statement
about goals

3. Education — Your school, degree, major, graduation date,
and GPA
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4. Experience — Jobs, internships, volunteer work, or campus
roles
5. Skills — Technical skills, language abilities, or relevant soft
skills
6. Projects or Coursework (optional) — Class projects or
special research related to the job
7. Certifications and Awards (optional) — Any special
recognitions or certificates
Using Resume Templates
Starting a resume from scratch can feel overwhelming, but many
tools offer free, templates that help organize information
professionally.
e Microsoft Word: Includes a variety of resume templates.
Open Word, go to “New,” and search for “resume.”
o Canva: An online design platform offers many free, stylish
resume templates
e Google Docs: Offers simple resume templates accessible
for free with a Google account.

Using templates can help a resume look polished and ensure all the
key sections are included.

Sample Resume for College Students
Great Student

City, State | (555) 123-4567 |
Great.Student(@students.livingstone.edu |
linkedin.com/in/greatstudent

Objective

Motivated Business Administration student seeking a summer
internship in marketing where I can apply my social media and
communication skills to help drive brand engagement.


mailto:Great.Student@students.livingstone.edu
mailto:Great.Student@students.livingstone.edu%20

Education

Livingstone College, Salisbury, North Carolina
Bachelor of Science, Business Administration Major
Expected Graduation: May 2026

GPA: 4.0

Experience
Marketing Intern
Bright Future Media — Remote | Summer 2025
e Managed social media content for nonprofit client,
increasing engagement by 40%
o Created weekly reports using Canva and Google Analytics
e Assisted in developing promotional materials for
campaigns
Peer Mentor
Livingstone College First-Year Experience — Salisbury, NC
| Fall 2023 — Present
e Guided 15+ first-year students through orientation and

academic planning
e Planned and led workshops on study strategies and campus
resources

Skills
e Microsoft Office (Excel, Word, PowerPoint)
e Canva and Google Analytics
e Public Speaking
e Social Media Management

Projects
Marketing Strategy Project — Fall 2023
o Developed a comprehensive marketing plan for a local

startup as part of coursework
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e Presented findings to class, receiving positive feedback for
creativity and research

Cover Letter: A cover letter is a one-page document sent with a
résumé or job application. It introduces potential employees to an
employer, explains interest in the role, and highlights how personal
skills and experiences.

Tips for Writing a Strong Cover Letter
e Address it to a specific person when possible (e.g., "Dear

Hiring Manager" or "Dear Ms. Smith").
e Tailor it to the job or internship.
o Use specific examples to show your skills.
e Keep it to 3—4 short paragraphs.
e Proofread for grammar and spelling.

Sample Cover Letter

Great Student

701 West Monroe Street

Salisbury, North Carolina 28144
Great.Student(@students.livingstone.edu
(555) 123-4567

Date

Hiring Manager
Marketing Department
Bright Future Media
456 Company Road
City, State, Zip

Dear Hiring Manager,

I am writing to express my interest in the Marketing Intern position
at Bright Future Media, as advertised on your company’s website.


mailto:Great.Student@students.livingstone.edu%20

I am currently a junior majoring in Business Administration at
Livingstone College, and I’'m excited about the opportunity to
apply my classroom knowledge to a fast-paced, creative work
environment like yours.

During my time at Livingstone, I have gained experience in social
media marketing, branding, and consumer research through
coursework and group projects. I recently led a team that
developed a social media campaign for a local nonprofit,
increasing their online engagement by 40% over three weeks. |
believe this hands-on experience, combined with my strong
communication skills and attention to detail, would make me a
valuable contributor to your team.

I am particularly drawn to Bright Future Media’s focus on
innovative, inclusive campaigns that connect with younger
audiences. I would be thrilled to bring my creativity, energy, and
eagerness to learn to your internship program.

Thank you for considering my application. I have attached my
résumé for your review, and I welcome the chance to discuss how [
can contribute to your team. I look forward to the possibility of an
interview.

Sincerely,
Great Student

Personal Statement: A personal statement is a written reflection
that gives readers insight into who you are beyond your grades and
résumé. It is your chance to tell your story (i.e. what drives you,
what you have experienced, and what your goals are).
Personal statements are often required for:

e Scholarships

e (Graduate school applications
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o Internships or fellowships
e Competitive academic or leadership programs

A strong personal statement usually includes:

X/
£ %4

X/
L %4

X/
L %4

An engaging introduction

» Start with a story, quote, or moment that shaped you.
Your background and experiences

» Highlight academic, personal, or professional experiences
that have influenced your goals.

Y our motivation and interests

» Explain why you’re interested in the field, program, or
opportunity.

Your future goals

» Share what you hope to achieve and how this opportunity
fits into your plans.

A strong closing

» Reaffirm your commitment and what you hope to bring to
the program or organization.

Career Readiness Institute: The Office of Career Services at

Livingstone College supports the professional development of
students, graduates and alumni through graduate school planning

and/or employment exploration.

The Career Readiness Institute can assist you with the following:

e C(Career planning

e (Career exploration

e Branding yourself

e Connections with graduate schools



e Employment opportunities to further build your
professional identity within the local, national and global
markets

For more information, please visit CRI at the Walls Center 326.

Handshake: Handshake is an online career platform designed
specifically for college students and recent graduates. It connects
you to:

o Internships

e Part-time jobs

e Full-time employment

e On-campus recruiting events

e Career fairs

o Employer networking opportunities

How to Get Started
Step 1. Log In

¢ (Go to joinhandshake.com
e C(Click “Log In” and select Livingstone College
e Be sure to use your LC student email account

Step 2. Complete Your Profile: Completing your profile helps
Handshake recommend the best opportunities. Make sure to add
the following:

e Photo (smiling, clear, clean background, no group photos)
e Name
e Major
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e FEducation level
e Expected graduation (month & year)
¢ Internships, part-time or full-time jobs, volunteer
e Jobs by location, major, or industry
e Employer traits
e Demographics
e Skills and Interests
e GPA
e Relevant courses taken
e Clubs and organizations
Step 3. Search for Career Opportunities

e Click on Jobs

e Based on your skills, interests, and experience,
employment opportunities will populate

e In addition, you can search for internships or employment
opportunities

Step 4: Apply for Jobs & Follow Up
e Click “Apply” on postings that match your interests

o Keep track of your applications
e Message employers or attend their info sessions

Step 5: Register for Events/Contact Career Center

e Virtual career fairs
o Employer info sessions

LinkedIn: LinkedIn is a professional networking platform,
designed to help people connect for job and career opportunities.



For college students, it is a powerful tool to:
e Build your professional identity online

e Connect with classmates, alumni, professors, and
employers

o Discover internships, jobs, and career events

o Showecase your skills, education, and accomplishments

e Develop a professional presence online early in your career

What to include on your profile:
e Professional profile photo (smiling, clear, clean

background)
e Headline with your academic major or interest
e Summary/About section that shares your goals and interests
e Education (school, major, GPA optional)
o Experience (jobs, internships, volunteer work, leadership
roles)
o Skills (you can list up to 50)
e Projects, certifications, or classwork that show your ability
o Connections (start with classmates, faculty, and advisors)

Elevator Pitch: An elevator pitch is a brief, 30 to 60 second
introduction that summarizes who you are, what you do, and what
you want, all in a clear and engaging way. Imagine you stepping
into an elevator with someone important (like a potential
employer), and you only have until the elevator reaches their floor
to introduce yourself.

Why it is important:
e Helps you confidently introduce yourself in networking
events, interviews, and professional settings
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o Makes a memorable first impression
e Opens the door to deeper conversations or opportunities

How to Craft Your Elevator Pitch:
1. Start with who you are: your name and your major or area

of study
2. Share what you do or your passion
A quick highlight of your skills, interests, or experience

(98]

4. State your goal: What you are looking for (internship, job,
mentorship, etc.)
5. End with a question or call to action: To keep the
conversation going
Example:
“Hi, I’'m Great Student, a junior majoring in Business at
Livingstone College. I’ve gained hands-on experience managing
social media campaigns through internships, and I’m passionate
about creative storytelling. I’'m currently looking for internship
opportunities in digital marketing. I would like to welcome a
conversation on how we can build a mutually rewarding
relationship to best serve the needs of your company and my
future.”

Exit: An exit is how you politely and professionally end a
conversation, especially in networking or interview situations.
Knowing how to gracefully exit helps you leave a positive
impression and keeps the door open for future contact.

Tips for Exiting a Conversation:
o Summarize your interest or appreciation

o Exchange contact information if appropriate
e Thank the person for their time
o Suggest staying in touch



Example:

“It was great learning about your work. Thank you for sharing! I’d
love to stay connected. Here’s my business card/LinkedIn. I hope
we can talk again soon.”

Follow Up: A follow-up is a message or action you take after
meeting someone professionally, like after an interview,
networking event, or informational interview. It shows
professionalism, reinforces your interest, and helps you stand out.

When to Follow Up:
e  Within 24-48 hours after meeting or interviewing

e After receiving additional information or job offers
e After a scheduled deadline or event, you discussed

How to Write a Good Follow-Up:
e Thank the person for their time or help

e Mention something specific from your conversation
o Reiterate interest or key qualifications
o Politely express interest in the next steps or stay in touch

Example Email:
Subject: Thank You — Marketing Internship Interview

Dear Ms. Smith,
Thank you for taking the time to speak with me yesterday about
the Marketing Internship at Bright Future Media. I enjoyed

learning more about the team’s creative campaigns and feel my
experience managing social media aligns well with your goals.
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Please let me know if you need any additional information. I look
forward to the possibility of working together.

Sincerely,

Great Student

BUILDING YOUR PERSONAL BRAND
Your Word

Being a person of your word means consistently keeping your
promises and being reliable. It implies a strong sense of integrity
and trustworthiness, where your actions align with your
words. This concept is often used to describe someone who can be
relied upon because they follow through on what they say they will
do.
Here's a more detailed explanation:

o Keeping promises:
A person of their word is someone who fulfills their commitments,
whether big or small.

e Being reliable:
Their word is their bond, and others can depend on them to do
what they say they will.

o Having integrity:
This quality is closely linked to being a person of their word, as it
suggests honesty and a strong moral compass.

e Building trust:
When someone is known for keeping their word, they build trust
with others, creating stronger relationships and a positive
reputation.

e Avoiding exaggeration and lies:



Being a person of your word also means being truthful and not
making promises you don't intend to keep or exaggerating to make
yourself look better.

e Being accountable:
They take responsibility for their actions and follow through on
their commitments, even when it's difficult

Your Mental Health

College students can maintain their mental health by prioritizing
self-care, building a strong support system, and utilizing on-
campus resources. This includes practicing mindfulness, engaging
in physical activity, maintaining a healthy sleep schedule and diet,
and connecting with friends, family, and support groups. Be sure to
share with the Honors Director if you feel a little different in your
environment. You may also consider the below best practices.

1. Prioritize Self-Care:

e Mindfulness and Relaxation: Practice mindfulness
techniques like meditation or deep breathing exercises to
manage stress and improve focus.

o Physical Activity: Regular exercise can significantly boost
mood and reduce stress levels.

o Healthy Sleep and Diet: A balanced diet and consistent
sleep schedule are essential for both physical and mental
well-being.

e Creative Outlets: Engage in activities like art or music to
express emotions and relieve stress.

e Nature: Spending time outdoors can be a great way to
recharge and reduce stress.

2. Build a Strong Support System:

e Connect with Friends and Family:

Regular communication with loved ones can provide emotional
support and reduce feelings of isolation.

e Join Campus Organizations:
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Joining clubs and groups can foster a sense of belonging and create
opportunities for social interaction.

o Communicate with Instructors:

Don't hesitate to communicate with your instructors about your
needs and concerns.
3. Utilize On-Campus Resources:

e Counseling Services: Livingstone College offers free
counseling services for students.

e Mental Health Professionals: Livingstone College can
position you to seek help from mental health professionals
and activities when needed.

e Peer Support Networks: Feel free to create and/or explore
peer support programs and student-led organizations
focused on mental health.

e Academic Support: Utilize resources like tutoring and
mentoring to manage academic stress.

4. Go Easy on Yourself

e Set Realistic Goals:

Setting achievable goals can provide a sense of purpose and
motivation.

e Learn Relaxation Techniques:

Explore techniques like progressive muscle relaxation or guided
imagery to manage stress.

o Stay Organized:

Creating a daily routine and managing your time effectively can
help reduce feelings of overwhelm.

e Seek help early:

Don't hesitate to reach out to the Honors Director if you're
struggling with your mental health. We are here for you and will
get you what you need.

Sex Awareness

By promoting comprehensive education, providing access to
resources, and fostering open communication, Livingstone College



Honors Program has partnered with Families First to help students
develop a strong foundation of sexual awareness and make
informed decisions about their sexual health and relationships. At
the core of the program, LCHP promotes abstinence among
college students. Moreover, the program

encompasses understanding safe sexual practices, navigating
relationships, and recognizing the importance of consent and
boundaries. Also, it includes awareness of sexual health resources,
potential risks like sexually transmitted diseases (STIs) and sexual
assault, and responsible decision-making around sexual activity.

Key aspects of sexual awareness for college students include:

o Safe Sexual Practices:
Knowledge about contraception, STI prevention, and responsible
decision-making related to sexual activity.

e Consent and Boundaries:
Understanding the importance of informed consent, recognizing
that consent can be withdrawn at any time, and respecting personal
boundaries.

o Sexual Health Resources:
Awareness of available resources on campus, such as the Robinson
Health Center, counseling services, and educational programs.

e Sexual Assault Prevention:
Understanding the prevalence of sexual assault on college
campuses, recognizing potential risk situations, and knowing how
to seek help if needed.

o Relationships and Communication:
Developing healthy communication skills for navigating
relationships, including discussing sexual health and boundaries
with partners.

e LGBTQ+ Specific Considerations:
Recognizing the unique challenges and needs of LGBTQ+ students
regarding sexual health and identity.

e Cultural and personal factors:
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Students may have diverse backgrounds and beliefs about sex,
which can influence their understanding and attitudes.

e Impact of social media and technology:
Exposure to online content and social media can influence
perceptions of sex and relationships, sometimes negatively.

Drug/Alcohol/Substance Use

Drug abuse can have many short- and long-term negative effects
including physical and mental health problems, legal
consequences, and impairment in many areas of a person’s life,
from school to work and interpersonal functioning. You are
attending Livingstone College to not only further your education,
but also to enrich your future employment opportunities. Drug
abuse can interfere with your ability to be successful in attaining
this goal by disrupting your ability to finish course work, remain a
matriculated student, and graduate.

Livingstone College is a smoke-free campus. Do not smoke on
campus and we encourage you to refrain from smoking as a whole.
Moreover, we encourage you to refrain from alcohol use,
recreational drugs, and any other life altering substance.

Tips for Declining
e Be Direct: Avoid vague responses that might invite further
questioning.

e Be Polite: A simple "no, thank you" is often enough.

o Offer an Explanation (Optional): If you feel comfortable,
you can briefly explain your reason for not partaking, but
it's not required.

o Have an Alternative: Having a non-alcoholic beverage
readily available can help avoid repeated offers.

o Don't Make Excuses: It's okay to simply say you're not
engaging in drugs.
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e Practice Your Response: Rehearsing your response can
make it easier to say no in social situations.

e Seek Support: If you're struggling with social pressure,
talk to a friend, your parents, or your Honors Director.

e Remember, It's Your Choice: You don't owe anyone an
explanation for your decisions about drugs.

Fitness and Wellness

By prioritizing fitness and wellness, you can create a more
balanced and fulfilling college experience, setting yourself up for
success both in and out of the classroom.

e Improved Academic Performance: Exercise increases blood
flow to the brain, which can boost cognitive functions like
concentration, memory, and creative thinking. This can
lead to better study habits, improved test scores, and overall
academic success.

o Enhanced Mental Health: Physical activity releases
endorphins, which have mood-boosting effects and can
reduce stress and anxiety. Regular exercise can also help
prevent and manage mental health conditions like
depression and anxiety.

o Better Physical Health: Exercise improves cardiovascular
health, strengthens bones and muscles, and helps maintain
a healthy weight, notes the CDC. It can also reduce the risk
of chronic diseases later in life.

e Increased Social Connections: Creating fitness groups or
working out at the YMCA with your LC student
membership can provide opportunities to meet new people
and build friendships with like-minded individuals.

o Improved Sleep: Regular physical activity can improve
sleep quality, which is essential for cognitive function and
overall well-being.
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o Stress Management: College life can be stressful, but
exercise provides a healthy outlet for managing stress and
promoting relaxation.

Whether you take a brisk 30-minute walk around the Blue Bear
track or engage in line dancing in New Trent Gymnasium, be sure
to build your heart that leads your head and hands.

ALMA MATER “My Livingstone”
by Fonvielle-Richardson

1. O! Livingstone, my Livingstone! Thy dear old name we sing,
While memories cluster thick and fast, And closer to us cling.
Beneath thy maples and thy oaks The zephyred breezes blow, Just
as they will in years to come No matter where we go.

2. O! Livingstone, my Livingstone! When thou art old with age,
Thou, too, shalt hold a noble place That’s bright on mem’ry’s
page, And in thy sky no cloud shall be— Instead, thy sun shall
beam Prosperity shall live always Amid its golden gleam.

3. O! Livingstone, my Livingstone! Thy students come and go,
The moments fly, the years go by With all their weal and woe.
Along with fleet and nimble feet Oh, hasten on thy way, And fling
the light of wisdom out Across the wand’rer’s way.

4. O! Livingstone, my Livingstone! Upon thy campus wide, In
numbers many students roam— Some from the other side; And
still they love; we can but hope That they may e’er be true To both
thy names and colors too— The modest black and blue.



