
 

 
 
 
 
 

 

First-Time   
Attendees 
Handbook



 

First-Time Attendees Handbook 
www.aacrao.org 

1 

 

 

TABLE OF CONTENTS 
 

AACRAO History       2 
  

AACRAO Mission Statement      3 
 
AACRAO – A Leader in Higher Education    3 
 
Professional Practices and Ethical Standards    3 
 
Board of Directors         5 
 
AACRAO Departments      6 
 
State & Regional Associations     7 
 
Get Involved with AACRAO      8 
 
Member Committees        
 Mission Statement      8 
 Group 1 Committees      9 
 Group 2 Committees      9 
 Group 3 Committees      9 
 Group 4 Committees      9 
 Group 5 Committees      9 
 Group 6 Committees      9 
 
Caucuses        10 
 
Get the Most Out of the Annual Meeting    10 
 
 

 
 
AACRAO shall not adopt any practice, policy or procedures which would result in discrimination based upon age, color, 
handicap or disability, ethnic or national origin, race, religion, religious creed, gender (including discrimination taking the 
form of sexual harassment), marital, parental or veteran status, or sexual orientation. 
 
 
This document was developed by the Member Services Committee.   
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WHAT IS AACRAO? 
 

AACRAO HISTORY  
 
In the spring of 1910, Alfred H. Parrott, registrar at the University of North Dakota, sent a letter to a 
group of colleagues around the country calling for a meeting to discuss “subjects and problems of 
common interest.”  The response was overwhelmingly positive, and on August 5, 1910, fifteen 
registrars and nine college accountants/financial secretaries met in a Detroit, Michigan high school, 
where some complained that chairs adequate for adolescents were too small for some of the more 
middle-aged registrars. 
 
This small band of professional pioneers tackled the pressing issues of their day and in doing so, left a 
record of what now seems a timeless agenda.  The 1910 meeting (and how many annual meetings 
since?) dealt with the “duties or functions of a college registrar; the form and the content of an 
academic transfer from one college to another; the best and fairest method of reckoning the relative 
standing of students when the letter system of grading is used; how to secure from instructors a 
prompt report of students’ grades; the new system of faculty advisers for students; how to get in touch 
with prospective students; the problem of late registration; and the question of whether grades should 
be disclosed to students” (Smyser, 1960).  Before adjourning, they decided to form a permanent 
national organization of registrars to meet annually.  Thus was born the American Association of 
Collegiate Registrars (AACR), one of the first of America’s specialized higher education professional 
associations.   

 
Today, the successor of that 1910 organization has grown into the American Association of Collegiate 
Registrars and Admissions Officers, the professional “home” of nearly 11,000 dedicated and diverse 
educators.  Now in its second century, AACRAO is a living entity.  It both reflects its membership as 
individuals and shapes their collective professionalism.  As an association, AACRAO has evolved over its 
first 100 years, responding to pressures and trends in higher education that brought challenge and 
opportunity to its members.  The AACRAO founders wanted an opportunity to exchange problems and 
solutions.  Their professional descendents today, finding themselves in complex, ever-changing 
environments framed by advances in technology, expectations of consumer-oriented students and 
families, and an ongoing need for change management, want tools to meet their challenges and an 
ability to influence the shape of their in-flux world.   

 
Whether AACRAO is seen as a group of volunteers or a “multidimensional agency” (Conner, 1979), its 
hallmark of service still will flow from its members and their needs.  It is the legacy of 1910 and the 
promise of 2010 and beyond (excerpted from “AACRAO: A Legacy of Service,” in The Registrar’s Guide: 
Evolving Best Practices in Records and Registration). 

 
In 2010, AACRAO celebrated the Centennial of our founding.  The heart of the Centennial was the 
celebration of our future and the service we will provide to our members, our institutions, and our 
students. 
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WHAT IS AACRAO? 
 

AACRAO MISSION STATEMENT 
 
The mission of the American Association of Collegiate Registrars and Admissions Officers is to serve 
and advance higher education by providing leadership in academic and enrollment services. 
 
AACRAO – A LEADER IN HIGHER EDUCATION 
 
AACRAO is a nonprofit, voluntary, professional educational association of postsecondary institutions 
and systems offices.  The association is currently composed of more than 11,000 members 
representing over 2,500 institutions, organizations, and education-oriented businesses in 30 countries.   
 
AACRAO provides leadership in educational policy initiation, interpretation, and implementation by 
identifying and promoting standards and best practices in records, admissions and enrollment 
management, information technology, and student services.  The AACRAO Strategic Plan and emphasis 
on planning for committees, task forces, and inter-association representatives will enable the 
association and its members to meet current challenges and to seize the opportunities of the 21st 
century. 

 
PROFESSIONAL PRACTICES AND ETHICAL STANDARDS 
 
AACRAO is a proponent for postsecondary educational standards and is considered the leader in 
developing the accepted conduct of administrators and staff at all levels.  To provide guidance to these 
professionals, AACRAO has adopted the following principles which exemplify those qualities and 
attributes that distinguish members of the association both past and present.   
 
AACRAO members shall: 

 Conduct themselves with integrity, fairness, honesty, and respect for others; 

 Avoid conflicts between personal interests and professional responsibilities, and resolve 
perceived conflicts through full disclosure and independent review; 

 Dispense complete, accurate, understandable, and truthful information and advice at all times. 
 
In light of these ethical principles, AACRAO has adopted the following standards of professional 
practice. 
 
AACRAO members shall: 

 Serve and advance higher education by safeguarding the academic integrity of their 
institutions; 

 Protect the legitimate privacy interests of all individuals and maintain appropriate 
confidentiality of institutional and student education records; 

 Advance institutional interests through the competent practice of the profession; 
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 Act as stewards and objective enforcers of institutional policies and practices; 

 Promote institutional policies and practices that conform with this statement, especially when 
existing policies or practices are in conflict with it; 

 Promote broad and equal access to higher education for qualified students; 

 Adhere to principles of nondiscrimination and equality within the framework of institutional 
mission and prevailing law; 

 Assist students to develop their talents and interests and become responsible citizens; 

 Provide to prospective students and their families accurate interpretations of institutional 
admissions criteria, transfer credit policies, costs, financial aid availability, and educational 
offerings; 

 Recruit distinct student populations (international students, students with learning disabilities, 
etc.) only when appropriate institutional resources and commitment to serve those populations 
are in place; 

 Avoid practices in the recruitment and enrollment of international students that would not be 
ethical in the recruitment or enrollment of domestic students; 

 Ensure that information management systems protect and maintain the integrity, 
confidentiality, and security of institutional records; 

 Provide accurate interpretations of institutional records; 

 Exercise sound management principles, using institutional resources effectively and efficiently; 

 Remain knowledgeable of current principles and practices of the profession; 

 Contribute to the continuing advancement of the professions; 

 Encourage the professional development of individuals at all levels of academic and enrollment 
services; 

 Ensure that contractors and other third-parties involved in the delivery of academic and 
enrollment services adhere to the principles articulated in this statement; 

 Adhere to the principles articulated in this statement. 
 
 
Adopted by the AACRAO Board of Directors – December 3, 2009 
Amended by the AACRAO Board of Directors – March 31, 2010 
Ratified by AACRAO Members – April 23, 2010 
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AACRAO BOARD  
AACRAO is governed by a Board of Directors, elected by the membership. 

 

OFFICE  2016-2017 

President  Paul Kyle 
Dean of Student Services and Success 
Johnson County Community College  
e-mail: pkyle@jccc.edu 

Past-President  Dan Garcia  

Vice President for  Enrollment Management 
West Texas A&M University 
E-mail: ddgarcia@mail.wtamu.edu 

President-Elect  Jim Bouse 
Director of Enrollment Management Technology            
University of Oregon   
e-mail: jbouse@uoregon.edu 

VP for Finance  Jack Miner 
Director of Operations             
The Ohio State University 
E-mail: miner.10@osu.edu 

VP Admissions & Enrollment 
Management 

 Luke Schultheis  
Assistant Dean for Student Success Initiatives & Neighborhood Student Success 
Collaborative (NSSC) Director 
Michigan State University 
E-mail: schulth8@msu.edu 

VP for International Education  Jacquelyn Elliott  
Chief Enrollment Specialist at Marion Military Institute & 
International Liaison Specialist at the University of Missouri - St. Louis 
E-mail: elliottjac@umsl.edu 

VP for Records & Academic Services  Lara Medley 
Registrar           
Colorado School of Mines 
E-mail: lmedley@mines.edu 

VP for Leadership & Management 
Development 

 Meredith Braz  
Registrar of the College              
Dartmouth College          
E-mail: Meredith.Braz@dartmouth.edu 

VP for Access & Equity  Monique Snowden 
Vice President for Academic & Enrollment Services             
Fielding Graduate University 
E-mail: msnowden@fielding.edu 

VP for Information Technology  Nicole Rovig 
University Registrar 
Michigan State University 
E-mail: rovig@msu.edu 

VP at Large  Scott Dittman  
University Registrar 
Washington and Lee University  
E-mail: sdittman@wlu.edu 
 

http://www.aacrao.org/
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MAIN AACRAO OFFICE LINE: (202) 293-9161 
 

Department    Phone Number   E-Mail Address    
 
Front Desk         (202) 293-9161   reception@aacrao.org 

AACRAO Consulting   (202) 355-1056   consulting@aacrao.org 

AACRAO EDGE    (202) 263-0297   edge@aacrao.org 

Accounting    (202) 263-0298   accounting@aacrao.org 

Awards     (202) 263-0282   awards@aacrao.org 

Committees    (202) 355-1069   committees@aacrao.org 

FERPA Consulting    (202) 355-1069   ferpa@aacrao.org 

Government Relations   (202) 293-9161   gilw@aacrao.org 

International Education Services       (202) 296-3359   ies@aacrao.org 

Information Technology   (202) 263-0295   osburng@aacrao.org 

Jobs Online    (202) 263-0282   jol@aacrao.org 

Marketing & Corporate Relations  (202) 263-0287   corporateinfo@aacrao.org 

Meetings & Professional Development (202) 355-1042   meetings@aacrao.org 

Membership    (202) 263-0285   membership@aacrao.org 

Publications    (202) 355-1048   pubs@aacrao.org 

Research    (202) 293-9161   wendyk@aacrao.org 

SEM Source/C&U Journal   (607) 273-3337   zimarh@aacrao.org 

VP at Large 
 

 Jackie Carter  
Registrar and Student Affairs Advisor 
Washington University in St. Louis 
E-mail:  

AACRAO Executive Director  Michael Reilly 
E-mail: reillym@aacrao.org 
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AACRAO CONNECTION WITH THE STATE & REGIONAL ASSOCIATIONS 
 

AACRAO members also belong to state and regional associations.  These associations provide an 
intermediate communication link between AACRAO and individual members.  The Vice President for 
Association and Institutional Issues and AACRAO's State and Regional Relations Committee formulate 
and oversee AACRAO's relationships with these associations. AACRAO is committed to collaborating 
with state and regional associations on issues of mutual interest.  Visit AACRAO's State & Regional Page 
for additional information. 

 
The basic goals of AACRAO and of the state and regional associations are the same: 

1. To enhance the profession, and  
2. To enhance the professional development of the individual members.  

Throughout the year, state and regional presidents may be asked to actively participate in AACRAO 
activities by: 

 Identifying regional or national issues or problems that may benefit from concentrated 
attention by AACRAO through the Board of Directors, the AACRAO National Office, or the 
committee structure. 

 Responding to AACRAO Board of Directors’ questions about state and regional policies and 
procedures. 

 Recommending to the AACRAO Nominations and Elections Committee qualified members of 
their associations who are interested in seeking election to AACRAO's Board of Directors or to 
the AACRAO Nominations and Election Committee. 

 Recommending qualified state and regional association members for appointment to AACRAO 
committees, task forces, or other assignments. 

 Recommending outstanding state and regional program sessions, workshops, or other 
professional activities for inclusion in a future AACRAO Annual Meeting, for export to other 
associations, or for consideration for the AACRAO State/Regional Professional Activity Awards. 

 Participating in AACRAO government relations efforts.  

AACRAO strives to promote communication with the state and regional associations and members by: 
 

 Sponsoring a Workshop for Officers at the AACRAO Annual Meeting,  

 Sending AACRAO individual Board members or professional staff to association annual 
meetings to provide information and answer questions 

 Encouraging joint activities through the AACRAO State and Regional Relations Committee 

 

http://www.aacrao.org/
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 HOW CAN I GET INVOLVED IN AACRAO? 

 
VOLUNTEER/COMMITTEES 
 
AACRAO Committees are an important way AACRAO members enhance professional development and 
stay involved in the activities and guidance of the organization. AACRAO Members are urged to 
consider serving on a Committee. If you are a current AACRAO member and would like to serve on an 
AACRAO Committee, please visit http://www.aacrao.org/about/committees 
 
Appointments to these committees and task forces shall be for one year, with reappointment possible 
for not more than three additional consecutive years. To ensure reasonable continuity, a significant 
proportion of the members of each committee shall be reappointed from the preceding year. Each 
appointive committee reports to the Board of Directors through the appropriate Director or the 
Executive Director.  
 
To preserve AACRAO as an association representing institutions of higher education, only Voting 
Members of the Association may ordinarily serve on its committees and taskforces. In exceptional 
cases where the appointment of other individuals with particular expertise on a topic is deemed to be 
in the best interest of the Association, the Board shall have the authority to appoint such individuals to 
AACRAO committees and taskforces.  
 
If you have questions regarding serving on a committee, please contact AACRAO at 
committees@aacrao.org.  
 
MISSION STATEMENTS OF PROFESSIONAL ACTIVITIES COMMITTEES  
 
Committees are normally composed of five members, a chair, and a vice-chair and are grouped under 
one of the elected vice presidents, the president-elect, or the executive director, depending on the 
committee's area of professional activity. Professional activities committees are one of the primary 
delivery mechanisms for AACRAO's overall professional development program. They conduct research, 
evaluate activities, and undertake special projects to improve the knowledge, expertise, and 
performance of the members of our profession. Equally important is their responsibility for preparing 
program sessions related to their missions for presentation at the AACRAO Annual Meeting.  
 
 
 
 
 
 
 
 
 

http://www.aacrao.org/
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AACRAO Committees 
 
Below is a list of the AACRAO Committees.  More information about committees is available at:  
http://www.aacrao.org/about/committees 

 

 Group I:  
 Financial Aid and Enrollment Services Committee 
 School-College Relations Committee 
 Enrollment Management and Retention Committee 
 Admissions Policies and Practices Committee 
 Recruitment and Marketing Committee 
 Transfer and Articulation Committee 
  

Group II:  
 International Issues Committee 
 International Admissions Committee 
 International Publication Advisory Committee (IPAC) 
 Study Abroad Committee 
  

Group III: 
 Academic Progress and Graduation Committee 
 Distinct Programs and Populations Committee 

Registration and Academic Support Committee 
Student Academic Record Committee 

    
Group IV: 

              Professional and Staff Development Committee 
 Mentor Services Committee 
      Federal Compliance Committee 
 State and Regional Relations Committee 
 
 Group V:  
 Community College Issues Committee  
 Graduate and Professional School Issues Committee 

Small College Issues Committee  
 Professional Access and Equity Committee 
 Student Access and Equity Committee 
 
 Group VI:  

Institutional Research Committee 
 SPEEDE Committee 
 Information Systems and Technology Committee 
   

http://www.aacrao.org/
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Past President: 
 Awards Committee 

 
President: 

 Board of Directors 
 Governance Taskforce 

Public Policy Advisory Committee 
   

President-Elect: 
 Annual Meeting Evaluation Committee 
 Annual Meeting Program Committee 
 Annual Meeting Volunteers 
    
 
CAUCUSES 

 

All caucus groups are under the direction of the Chair of the Professional Access and Equity 
committee.   
 

 Asian Pacific Islander Caucus 

 Black Caucus   

 Gay/Lesbian/Bisexual/Transsexual Caucus  

 Latino/Latina Caucus   

 Native American Caucus  
 
 

 

 

GET THE MOST OUT OF THE ANNUAL MEETING 
 
This is your convention, and it is up to you to determine what you want to get out of it.  Below are 
some of the opportunities that are provided: 

 Sessions and workshops about topics related to your career  

 Professional development sessions 

 Keynote sessions of interest to all 

 Special-interest sessions such as caucuses 

 Vendors with the latest products and services 

 Networking opportunities at breaks and State and Regional Receptions 

 Area sight-seeing 

 This is a time for learning, making new friends and having some fun. 

 

http://www.aacrao.org/

