
Table of Contents

Preface...........................................................................................................................i
Introduction and Overview....................................................................................... iii
Author Biographies................................................................................................... vii

01	 The Role of the Registrar: Origins, Evolution, and Scope.............1
by Ronder Young, M.A.

Origins of the Office of Registrar......................................................................................2
Evolution of the Registrar’s Role.......................................................................................3
Functions of the Registrar ..................................................................................................5
Administrative Organization.............................................................................................6

02	 Academic Policy and the Registrar....................................................................9
by Kimra Schipporeit, M.Ed.

Historical Overview.......................................................................................................... 10
Policy Defined.................................................................................................................... 10
The Registrar as Adviser................................................................................................... 11

Case Study № 1: Registrar as Adviser — Prerequisite Test Score ..................... 11
Case Study № 2: Registrar as Partner — Academic Forgiveness........................ 12
Case Study № 3: Registrar as Historian — Policy on Incompletes................... 12

The Registrar as Enforcer................................................................................................. 13
Case Study № 4: Registrar and Implementation — New Grading System...... 14

The Registrar as Change Agent....................................................................................... 15
Case Study № 5: Registrar as Change Agent — Refunds.................................... 15

Toolkit.................................................................................................................................. 16

03	 The Registrar and Curriculum Development.......................................... 19
by Kent A. Laudeman, Ed.D.

Experiences and Sources................................................................................................... 20
The Registrar as the Hub of a Multi-Spoke Wheel.................................................... 20
The Registrar as Executor of Policies............................................................................. 20

Levels of Curriculum Review and Approval......................................................... 21
The Registrar and Curriculum Committee Decisions....................................... 22

Beyond Curriculum Development................................................................................. 23
Contact Time and Credit Hours............................................................................ 24
The Concept of Benchmarking................................................................................ 24
Degree Audits.............................................................................................................. 25
College or University Calendars............................................................................. 26



Facilities........................................................................................................................ 26
Personnel and Budget Resources............................................................................. 27
Curricular Capstone or Special Courses................................................................ 27
The Curriculum Committee and College Sports ............................................... 28
Exceptional Academic Policies................................................................................. 29

04	 Issues for Registrars at Small Colleges.........................................................31
by Charlie Toomajian, Ph.D.

The Issues: How They Differ for Small Colleges........................................................ 32
Guiding Principles ............................................................................................................ 36

05	 Managing the Registrar’s Office.........................................................................41
by Donald Bunis, M.A. 

Preparing to Manage......................................................................................................... 42
The Difference Between Administrator and Manager............................................... 43
The Manager’s Role............................................................................................................ 43
The Human Element......................................................................................................... 44
Management Styles............................................................................................................ 46

Reflective versus Reflexive Managing..................................................................... 46
The Need for Style Flexibility.................................................................................. 47

Leadership Responsibilities Inherent in the Management Function...................... 48
Using Power and Influence to Achieve Organizational Objectives........................ 49

Management Power.................................................................................................... 50
Leader Power............................................................................................................... 51

Creating a Motivating Environment.............................................................................. 52

06	Project Management.....................................................................................................57
by Michael D. Allen, M.B.A. 

Core Processes and Tasks................................................................................................. 58
Fundamental Concepts .................................................................................................... 58

Defining and Setting Objectives.............................................................................. 59
Planning and Scheduling........................................................................................... 59
Controlling and Evaluating Projects....................................................................... 60

Cost Management Protocols........................................................................................... 60
Case Study: University of Texas at Austin.................................................................... 61

07	 Implementation of Student Information Systems.............................65
by Nancy Krogh, Ed.D.

Implementation of ERP.................................................................................................... 66
Defining Successful Implementation............................................................................. 67
People First.......................................................................................................................... 67
Costs..................................................................................................................................... 68
Software Selection.............................................................................................................. 68
Vendor Selection................................................................................................................ 69
Organizational Structure.................................................................................................. 71
Working with Consulting Partners................................................................................ 72



Analysis and Planning....................................................................................................... 73
Conversion of Records...................................................................................................... 75
Testing................................................................................................................................... 75
Change Management........................................................................................................ 76
Lessons Learned................................................................................................................. 77

08	Registration and Related Functions................................................................79
by Bruce W. Cunningham, Ph.D.

Historical Context............................................................................................................. 80
Early Days..................................................................................................................... 80
Arena Registration...................................................................................................... 81
“Distributed” Registration: Dispersal by Location or Time ............................ 81
Telephone and Touch-Tone Registration.............................................................. 82
Web-based Registration............................................................................................. 83

Trends................................................................................................................................... 83
Facilitating Registration for Various Student Groups................................................ 84

Continuing Students.................................................................................................. 84
Incoming Students...................................................................................................... 86
Exceptions/Special Groups....................................................................................... 87
Nontraditional Students............................................................................................ 87
Non-Degree and Continuing Education Students.............................................. 88

Special Circumstances....................................................................................................... 88
Block Registrations..................................................................................................... 88
Distance Learning....................................................................................................... 88
Study Abroad............................................................................................................... 89
Interinstitutional Programs...................................................................................... 89
High School/College Dual Enrollment Programs.............................................. 89

Financial Implications....................................................................................................... 90
Tuition Assessment ................................................................................................... 90
Registration-Related Fees.......................................................................................... 90
Registration Holds...................................................................................................... 91

Other Registration Issues................................................................................................. 91
Course Prerequisites .................................................................................................. 91
“Permission Required” Courses............................................................................... 92
Reserve Capacities...................................................................................................... 92
Wait Listing.................................................................................................................. 93
“Multiple Component” Courses............................................................................. 93
Special Circumstances............................................................................................... 94
Audit and Pass/Fail Registrations........................................................................... 94
Bidding and Other Layered Incremental Course Selection Schemes............. 94

Drop/Add............................................................................................................................ 95
The Registrar’s Role........................................................................................................... 96
New Registration Features and Future Possibilities................................................... 97

“Book Bags”................................................................................................................. 97
Degree Audit/Advising Systems.............................................................................. 98
Registration Anytime, Anywhere............................................................................ 98



09	Academic Scheduling and Classroom Utilization.............................. 101
by Louise Lonabocker, Ph.D. and J. James Wager, M.P.A.

Classroom Scheduling Standards.................................................................................103
Course Planning...............................................................................................................104

Time Allotments.......................................................................................................105
Classroom Types.......................................................................................................108
Classroom Control...................................................................................................110
Master Schedule........................................................................................................110

Developing the Schedule........................................................................... 111
Data Management................................................................................... 111
Publishing the Master Schedule............................................................... 113
Meeting the Needs.................................................................................... 114
Course Supply and Demand — A Tool for Administrators ..................... 115

Examination Scheduling.................................................................................................115
Enrollment Management...............................................................................................117
Time to Degree.................................................................................................................118

10	 Communications with Multiple Constituencies: 	
Calendars, Catalogues, and Much More....................................................121

by Susan Van Voorhis, M.Ed. and Tina Falkner, Ph.D.

The Academic Calendar..................................................................................................122
The Catalogue...................................................................................................................123
Data Collection/Forms .................................................................................................124
Final Examination Schedule..........................................................................................124
Student/Staff Directory..................................................................................................125
Institutional Reports.......................................................................................................125
Electronic Communication...........................................................................................126

The Registrar’s Web Page........................................................................................126
E-mail..........................................................................................................................127
Portals..........................................................................................................................127

Communicating Effectively...........................................................................................128

11	 One-Stop Shop and Virtual Services............................................................. 131
by Louise Lonabocker, Ph.D. 

The Pioneers: University of Delaware.........................................................................132
The Early Follower: Carnegie Mellon University.....................................................133
Case Study: Boston College..........................................................................................133

Planning the One-stop Organization...................................................................135
Communication........................................................................................................137
Process Redesign and Role Descriptions.............................................................138

Service Associate....................................................................................... 138
Processing Support.................................................................................... 139
Financial Aid Associate............................................................................ 139
Records Advisers....................................................................................... 140
Administrative Support............................................................................ 140



In-Service Training and Development Opportunities.....................................141
Career Development................................................................................................141
Virtual Services.........................................................................................................142
Student Employees...................................................................................................142
Measures and Metrics..............................................................................................143

Role of the Registrar........................................................................................................143

12	 Alternate IDs: Life After Social Security Numbers..........................147
by Becky Garrison, B.A.

Laying the Groundwork.................................................................................................149
Implementation Date and Project Timeline.......................................................149
Terminating SSN Use .............................................................................................150
Alternate ID Format................................................................................................151
Identification Cards..................................................................................................151
Third-Party Software................................................................................................152

Alumni and Advancement....................................................................... 152
Course Management................................................................................ 152
Library Systems........................................................................................ 152
OneCard................................................................................................... 152
E-Commerce ............................................................................................. 153
Finance and Student Accounts................................................................. 153
Homegrown.............................................................................................. 153

Printed Forms, Web Pages, Training Documents, Business Processes..........153
Reporting....................................................................................................................153
Testing Process...........................................................................................................153

Communication Plan and Delivery Mechanisms.....................................................154
Alternate ID for New Students.............................................................................155
Lost or Forgotten Alternate ID Numbers...........................................................155

Screening Process for Current Students.................................................... 156
Screening Process for Alumni................................................................... 157

End-user Perspective........................................................................................................157
ID Cards.....................................................................................................................157
Reporting....................................................................................................................158
Bursar Issues...............................................................................................................159
Library Systems.........................................................................................................159
Financial Aid..............................................................................................................160

13	 Distance Education Issues: The Impact on 	
Academic Records, Financial Aid, and Enrollment...........................161

by Bridget Brady, M.S.

Delivery, Authoring, and Assessment..........................................................................162
Various Delivery Modes..........................................................................................162
Blended Delivery Modes: Synchronous and Asynchronous...........................162
Authoring Systems or “Groupware Technologies”............................................163
“Prior Learning” and “Portfolio Assessment”....................................................163



Records Issues...................................................................................................................163
Academic Calendar..................................................................................................163
Importance of an Attendance-tracking Mechanism.........................................164
Course Credit............................................................................................................164
The Higher Education Act and Distance Learning: .
Financial Aid and Enrollment Impacts................................................................166

Course Classification: “Correspondence” versus .
“Telecommunications” ( for Title IV Purposes)........................................ 166
Institutional Title IV Eligibility.............................................................. 166
Student Title IV Eligibility...................................................................... 168

The Distance Education Demonstration Program (DEDP).............................168
Records and Transcripts..........................................................................................169

Alliances and Partnership Issues...................................................................................170

14	 Records Retention and Disaster Recovery..............................................171
by Tim Sullivan, B.S.

Records Retention...........................................................................................................172
The Nature and Importance of Records Management.....................................172
The Purposes of a Records Retention Program..................................................172
Five Steps to Establish a Records Retention Program......................................172
Sample Records Retention Policy.........................................................................176
Electronic Records....................................................................................................176

Disaster Recovery.............................................................................................................178

15	 Credentials Fraud, Diploma Mills, 	
and Accreditation Mills...............................................................................................181

by Jerry Montag, M.A.

Fraudulent Credentials in the Marketplace................................................................182
Detecting Fraudulent Credentials ...............................................................................183

U.S. Transcripts..........................................................................................................183
Some Basic Signs of Tampering................................................................ 183
Beyond the Envelope and the Envelope-to-Transcript Relationship......... 184

Foreign Language Education Documents...........................................................186
Diploma Mills ..................................................................................................................187
Accreditation.....................................................................................................................188

Understanding the System .....................................................................................188
Accreditation Mills...................................................................................................188

Fraud in the Registrar’s (and Other) Offices..............................................................189
Fraud in the Workplace: How Do People Get Caught?.........................................190
Student Fraud in the Classroom...................................................................................192
Web Sites That Encourage Fraud..................................................................................192
Web Sites That Help Prevent Student Fraud.............................................................193
Government Action against Diploma Mills..............................................................195

Federal Initiatives......................................................................................................195
State Initiatives..........................................................................................................196

Test of Readers’ Knowledge...........................................................................................198



16	 Certifications of Student Enrollment Status..........................................201
by Susan Dickens, B.A.

Types of Certifications....................................................................................................202
Loan Deferments......................................................................................................202
Other Types of Financial Transactions................................................................203
Insurance.....................................................................................................................203

Medical Insurance.................................................................................... 203
Automobile Insurance and “Good Student” Discounts............................ 204
Veterans Administration Certifications ................................................... 204
Scholarships.............................................................................................. 204
Employment............................................................................................. 205
State Licensing Agencies and Professional Organizations....................... 205

Institutional Policies........................................................................................................206
Initiating the Verification/Certification Process................................................206
Processing Procedure................................................................................................206
Establishing the Institution’s Directory Information........................................207
Defining Registered versus Enrolled Student Status.........................................207
Outsourcing Enrollment Certification and Related Services.........................207

17	 Certifying Academic Eligibility of Student Athletes...................... 209
by Deborah Katz, J.D., Ph.D.

Eligibility Overview........................................................................................................210
Reasons for Eligibility Requirements for Student Athletes ................................210
Sources of the Requirements..................................................................................211
NCAA Eligibility Requirements: Two Basic Principles..................................211
Terms and Definitions in NCAA Practice..........................................................212

Division I Scores and Caps....................................................................... 218
Consequences of Ineligibility.................................................................................219

Eligibility Program Components.................................................................................220
Your Athletic Program At-A-Glance....................................................................220
Athletic Compliance Overview.............................................................................220
Key Elements of a Compliance Program.............................................................221

Moving from C.O.D.E. to Follow-through................................................. 223
Stages of Enrollment Management of Student Athletes ........................................223

Eligibility Upon Entering an Institution.............................................................223
Initial Eligibility...................................................................................... 224
Transfer Eligibility................................................................................... 224

Eligibility Once Enrolled at an Institution.........................................................226
Evaluation...................................................................................................................226

18	 Department of Veterans Affairs: 	
Educational Benefits and Certification........................................................239

by John Krecek, M.B.A.

Responsibility of the School Certifying Official (CO).............................................240
State Approving Agency (Saa).....................................................................................240



Department of Veterans Affairs (Dva)........................................................................241
Education Liaison Representative (Elr).....................................................................243
Education Compliance Survey Specialist (Ecss)......................................................243
Application for Benefits..................................................................................................243
Length of Benefits............................................................................................................244
Certification Procedures.................................................................................................244
Payment of Benefits.........................................................................................................245
Internet Inquiry System..................................................................................................246
Supervisory Visits and Compliance Surveys..............................................................246
Retention of Records......................................................................................................247
Reporting Fee....................................................................................................................247

19	 Degree Audit.......................................................................................................................249
by Lara Medley, M.P.A.

Definition, Purposes, and Evolution of Degree Audits...........................................249
The Many Uses of Degree Audits.................................................................................250
Set-up of a Degree Audit................................................................................................251

Potential Conflicts with the Organizational Culture.......................................251
Factors to Consider in Building a Department’s Audit...................................252
Building a Degree Audit across Multiple Requirement Sets...........................254
Re-Use Function, Re-Use Flag, and Priority Codes or Flags..........................255
Splitting A Course into Required and Elective Credit Hours ......................256
Usefulness of a Disclaimer......................................................................................256

Administration and Maintenance ...............................................................................256
Centralized versus Decentralized..........................................................................256
Positions Required to Support the Degree Audit Program............................256
Critical Role of the Faculty....................................................................................257
Forms for Use in Coding Exceptions...................................................................257
Importance of Systematic and Frequent Updates..............................................257
Advisability of Having a Degree Audit Person .
on the Curriculum Committee.............................................................................257

Distribution of Degree Audit Materials.....................................................................258
Privacy ...............................................................................................................................258

20	 Transfer and Articulation..........................................................................................259
by Theresa DiPaolo, M.A.

Transfer ..............................................................................................................................260
Articulation.......................................................................................................................261

The Registrar’s Role .................................................................................................261
Complications of Transfer......................................................................................261
Identifying Nontransferable Courses...................................................................262

Resolving Transferability Problems.......................................................... 263
State-by-State Transfer Articulation Web sites..........................................................264
How Articulation Works................................................................................................265

Full Program Articulation .....................................................................................265



Voluntarily initiated articulation agreements.......................................... 265
State-mandated........................................................................................ 266

General Education Package Articulation............................................................267
Course-by-Course Articulation.............................................................................268

Evaluating Courses ..........................................................................................................269
Permanence of Course/Program Evaluations............................................................270
External Influence on Articulation..............................................................................271
Appeals of Articulation Decisions...............................................................................271
Best Practices in Articulation........................................................................................272

21	 Graduation, Commencement, and Diplomas.......................................275
by Reta Pikowsky, M.Ed.

Graduation.........................................................................................................................276
Applying for Graduation.........................................................................................276

Application Deadlines.............................................................................. 276
Fees........................................................................................................... 277
Acknowledging Receipt of Applications.................................................... 278

Final Degree Checks: The Importance of Checklists.......................................278
Notification to Students..........................................................................................279
Degree Lists................................................................................................................279
Posting Degrees to Transcripts...............................................................................279
Graduating Senior Survey.......................................................................................279
Commencement-Related Web sites......................................................................279

Commencement...............................................................................................................280
Preparation.................................................................................................................280

Committee for Preparation...................................................................... 280
Prompt Book............................................................................................. 280
Rehearsals................................................................................................. 280
Press Releases............................................................................................ 281
Banquets and Related Activities.............................................................. 281
Keynote (Commencement) Speaker......................................................... 281
The Platform Party................................................................................... 281

Regalia.........................................................................................................................281
The Ceremony: Institution-wide or College by College?................................282
Diplomas versus Diploma Covers ........................................................................282
Commencement Programs ....................................................................................283
Confidentiality Issues ..............................................................................................284
Academic Honors.....................................................................................................284
Honorary Degrees ...................................................................................................285

Diplomas ............................................................................................................................285
Content.......................................................................................................................285
Style..............................................................................................................................285
Printing: Outsourced or In-house?.......................................................................286
Mailing........................................................................................................................286
Replacements.............................................................................................................286



Recommended Publications..........................................................................................287
Chapter Appendices.................................................................................................288

21-A. Suggested Commencement Procedures Manual............................. 289
21-B. Honorary Degrees: Who? Why? How?.......................................... 291
21-C. Web sites of Interest........................................................................ 293
21-D. Sample “Graduating Senior” Surveys............................................ 295
21-E. Applications for Degree (Various Levels)........................................ 307
21-F. University of Idaho: Checklist for May Commencement................ 311

22	 Preparing for Accreditation.................................................................................... 317
by Reta Pikowsky, M.Ed.

Licensure versus Accreditation......................................................................................318
Types of Accreditor Recognition.................................................................................319

Federal.........................................................................................................................319
Council for Higher Education Accreditation (CHEA).....................................320

Evolution of Accreditation.............................................................................................320
The Accreditation Process .............................................................................................320
Preparing for Peer Review..............................................................................................321
Frequently Asked Questions (FAQs)............................................................................323

23	 Study Abroad: Accreditation and Transcription Issues............... 325
by Robert Watkins, M.A.

International Transfer Credit versus Study Abroad Credit....................................325
Study Abroad Credit: Three Models...........................................................................326

Direct Exchange, Faculty-Led Programs.............................................................326
Affiliated Studies Programs....................................................................................326
Outside Unaffiliated Programs..............................................................................327

Issues Arising Out of the Study Abroad Models.......................................................327
Direct Exchange, Faculty-Led Program Issues...................................................328
Affiliated Studies Program Issues..........................................................................329
Outside Program Issues...........................................................................................330

Special Transcript Issues for International and U.S. Students................................332
Best Practice Recommendations...................................................................................333

24	 Financial Aid 101................................................................................................................335
by Terri L. Mangione, Ph.D. and Scheherazade Downey, M.A. 

The Financial Aid Cycle.................................................................................................335
The Year-round Process...........................................................................................335
Deadlines…Real or Arbitrary.................................................................................337

Types of Financial Aid....................................................................................................338
Grants and Scholarships..........................................................................................338

Federal ..................................................................................................... 338
State.......................................................................................................... 338
Institutional............................................................................................. 339
Outside Agencies....................................................................................... 340
Work Programs........................................................................................ 340



Loans...........................................................................................................................341
Perkins Loans........................................................................................... 341
Subsidized Loans..................................................................................... 342
Unsubsidized Stafford Loans................................................................... 342
Parent Loans............................................................................................ 342
Alternative Loans..................................................................................... 342

Determining Financial Need.........................................................................................343
Cost of Attendance..................................................................................................343
Expected Family Contribution (EFC).................................................................343
How to Help Students When Financial Aid Alternatives Fall Short...........344

Merit versus Need-based Financial Aid.......................................................................345
Working with the Financial Aid Office.......................................................................345

Key Roles for the Registrar.....................................................................................345
Creating a Partnership to Reduce Institutional Liability................................345

Satisfactory Academic Progress (SAP)..................................................... 346
Return of Federal Funds........................................................................... 346
Reporting of Status Change ..................................................................... 347
NCAA Compliance.................................................................................. 347

Audit or Program Review.......................................................................................347

25	 The Registrar and Institutional Research..................................................351
by Archie George, Ph.D.

The Origins of Institutional Research.........................................................................352
The Institutional Research Function in Relation to the Registrar’s Function....353
Integrating Internal and External Data.......................................................................354
The Data Warehouse.......................................................................................................355
Comparing Data across Restructured Organizational Units.................................355
Working with the National Student Clearinghouse ................................................356
Enrollment Management...............................................................................................356
Designating “Keyholders”..............................................................................................357
Data Tools from IPEDS.................................................................................................357

Building Customized Comparative Data Sets...................................................358
Collecting Strategic Data Using Surveys and Questionnaires...............................359
The Common Data Set...................................................................................................359
Case Study:  IR at the University of Idaho.................................................................360

26	 FERPA — The Family Educational 	
Rights and Privacy Act............................................................................................... 363

by Richard Backes, M.B.A.

FERPA Overview.............................................................................................................364
Historical Context....................................................................................................364
Sources of Law and Regulation.............................................................................364
Types of Institutions Covered................................................................................365
Enforcement...............................................................................................................365
The Registrar’s Role..................................................................................................365



Access Rights and Notification Requirements..........................................................366
Student Access...........................................................................................................366
Parent Access.............................................................................................................367
Annual Notification to Students...........................................................................367

The Broad Scope of “Education Records”..................................................................368
Exceptions to Consent.............................................................................................369

School Officials with legitimate educational interest............................... 369
Health and Safety Emergencies................................................................ 369

Directory Information....................................................................................................370
Specifying Data as Directory Information..........................................................370
“FERPA Blocks”........................................................................................................371

Solomon Amendment............................................................................... 371
Crime-related Disciplinary Records............................................................................372

Exceptions to Written Consent for Release........................................................372
Government-ordered Requests.....................................................................................372

Subpoenas...................................................................................................................372
The USA PATRIOT Act........................................................................................373

Outsourcing and SEVIS.................................................................................................373
Social Security Numbers................................................................................................373
Re-disclosure and Transcripts........................................................................................374
Records Accessibility and Amendment Policy..........................................................374

Right to Access..........................................................................................................374
Allowing Students to Amend Their Records......................................................374

Training .............................................................................................................................375
General Considerations...........................................................................................375
Training for the Registrar’s Office.........................................................................375
Training Student Workers.......................................................................................376
Campus Training — Faculty and Staff..................................................................376
Training Resources...................................................................................................376
Ongoing Training.....................................................................................................377

Impact of Other Laws on FERPA................................................................................378
Handling Conflicts...................................................................................................378
State Ethics and Open Records Laws...................................................................378

FERPA in the Electronic Age........................................................................................379
Chapter Appendices:

26-A. A FERPA Refresher Quiz ..........................................................................381
26-B. Checklist for Privacy Policy and Fair Information Practices...............383

27	 The Solomon Amendment.....................................................................................387
by Eliott G. Baker, M.Ed. 

Handling Student Recruiting Information................................................................388
Eligibility to Make Requests/Frequency of Access...........................................390

The Solomon Amendment in Relation to FERPA...................................................390
Complying with Requests..............................................................................................391

Response Time..........................................................................................................391



Assessing Fees.............................................................................................................391
Acceptable Reasons for Non-disclosure...............................................................391

Consequences of Noncompliance................................................................................391
Federal Funding other than Student Financial Aid..........................................391
Federal Student Financial Aid...............................................................................392

Litigation Involving the Solomon Amendment........................................................392

28	 Enrollment Services and the 	
Community College Registrar.............................................................................. 395

by Christine Kerlin, Ed.D.

Challenges..........................................................................................................................396
Enrollment Management........................................................................................396
Special Populations...................................................................................................398

Pre-college Students.................................................................................. 399
Dual Enrollment Students....................................................................... 399
Selective Admissions................................................................................. 400
Non-credit or Continuing Education....................................................... 401
International Students and Immigrants.................................................. 402

Articulation Responsibilities..................................................................................403
Entry Services ...........................................................................................................404
Offering Baccalaureate Degrees.............................................................................405
Technology.................................................................................................................406

29	 Issues for Graduate School Registrars.......................................................407
by Daniel J. Bennett, M.A.

Major Concerns in Graduate Education.....................................................................410
Decentralization of Responsibility...............................................................................411
Specialized Research and Academic Disciplines.......................................................411
Enrollment Management and Graduate Admissions...............................................411
Graduate Enrollment......................................................................................................412
Advising, Degree Progress, and Degree Audit...........................................................413
Student Access to Records of Their Progress.............................................................414
Inter- and Multi-disciplinary Study.............................................................................415
Exchange Programs..........................................................................................................416
Online Education.............................................................................................................417
International Graduate Students and SEVIS.............................................................417
Graduate Student Employment....................................................................................418
Graduation and Commencement................................................................................419
Institutional Research.....................................................................................................419
Collaboration as a Best Practice....................................................................................420

30	 Issues for Law School Registrars.................................................................... 423
by Rebecca Davis, M.A.T.

The Role of the American Bar Association in .
Accreditation and Setting Standards...........................................................................423



Admissions and Transcripts....................................................................................424
Course of Study and Academic Calendar...........................................................424
Granting Credit for Study Outside the Classroom, .
or in Other Parts of the University.......................................................................425
Distance Education..................................................................................................425
Law Study in a Foreign Country...........................................................................425
General Responsibilities of the Law School Registrar......................................425
Reporting Responsibilities......................................................................................426

Examinations.....................................................................................................................426
Grading...............................................................................................................................427
Ranking Students.............................................................................................................428
Pass/Fail Grades...............................................................................................................428
Transfer Students..............................................................................................................428
The Importance of Full Disclosure on Law School Applications..........................428

31	 Issues for Medical School Registrars............................................................431
by Jean Lantz, M.A. 

Application and Admissions Process...........................................................................432
Elements of an Admitted Student’s File......................................................................432
Grades and Transcripts...................................................................................................433
Curriculum........................................................................................................................434
Interacting with the Medical School Community...................................................435

Counseling, Committees, and Special Events....................................................435
Information Technology, Financial Aid, .
and Combined Degree Programs .........................................................................436

Verification of Graduates’ Medical Education...........................................................437
Document Archiving.......................................................................................................437

32	 Theological Institutions: 	
Special Challenges, Special Opportunities............................................. 439

by Judith G. Hummer

Definitions.........................................................................................................................439
Roles of the Registrar......................................................................................................440

Academic Advising...................................................................................................440
Pastoral Advising.......................................................................................................440
Ensuring FERPA Compliance...............................................................................441
Technology Integration and Training..................................................................442

Accreditation.....................................................................................................................442
Impact of the Accreditation Process.....................................................................444

Serving as the “Go-to” Person.......................................................................................444

33	 Pastoral Approaches to Enrollment Services..................................... 447
by Brenda Barrows, B.A.

Balancing Institutional Standards and Individual Needs........................................447
The Registrar’s Role.........................................................................................................448



Making Sense of the Record...................................................................................448
Mapping Curricular Demands ..............................................................................449
Providing the Right Tools.......................................................................................449

Helping Theological Students with Vocational Choices.........................................450
The Active Listener...................................................................................................450
Creative Approaches to the Curriculum.............................................................451

Leading by Example.........................................................................................................451

34	 Budgeting in a 	
Resource-Lean Environment................................................................................453

by David M. Sauter M.S.

Background.......................................................................................................................454
The Societal Context of Budgeting.......................................................................454
Becoming Familiar with Budgeting......................................................................454

Key Terms and Definitions............................................................................................455
Budget-related...........................................................................................................455
Cost-related................................................................................................................456

Expenditures .....................................................................................................................456
Restricted versus Unrestricted Funds...................................................................456
Helpful Budgeting Techniques..............................................................................457

Setting Up Stand-Alone Budgets..................................................................................458
Case Study for a Stand-Alone Budget for Transcripts......................................458

Resources in the Budgeting Process.............................................................................459
Justifying Additional Spending.....................................................................................460
Cost Savings......................................................................................................................461
The Future..........................................................................................................................462

35	 AACRAO: A Legacy of Service........................................................................... 465
by Stanley E. Henderson, M.A.

Professional Development.............................................................................................467
A Founding Principle...............................................................................................467
Beyond Training........................................................................................................469
Innovation And Expansion.....................................................................................470

Standards, Guidelines, and Resources: Roadmap for a Profession.......................471
Technology: The Engine Driving Service...................................................................473
International Education..................................................................................................474
Service Specialization and the Rise of Admissions...................................................476
Enrollment Management...............................................................................................477
On the Cutting Edge of Service....................................................................................479
Greater than the Sum of its Parts.................................................................................480
The Legacy and the Promise..........................................................................................482

Appendix 1: Compliance Resources.......................................................................... 485
References................................................................................................................. 493
Index........................................................................................................................ 501


