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Preface
“…the door to my office shall ever swing inward to
students seeking advice and encouragement.”
—J. Douglas Conner, AACRAO’s first Executive Director, 1966

The registrar’s office is an integral part of a student’s education. A registrar
should see themselves as a peer of academics and a partner in the delivery of
educational programs. As the steward of the academic record and the keeper of institutional data, the registrar is in a unique role at the institution. An
institution needs good data to advance its initiatives. The registrar, who sits
at the crossroads between student service and academic programing, is distinctly suited to use the data at hand to help shape discussions and decisions
in the context of desired educational outcomes for the institution and students alike. While serving and advancing higher education by safeguarding
the academic integrity of the institution, there are broad professional principles of good practice, management, and conduct that should be followed.
When too many of these principles are not being followed, those served by
the registrar’s office (i.e. students) are the ones that bear the consequences
of a disengaged office. The registrar must be both reasoned and nimble to
ensure the integrity of degrees and maintain the ability to accurately advise
students about degree requirements.
What you will find in the Registrar’s Basic Guide provides a brief overview of the most pertinent aspects of a registrar’s duties. Although this
guide discusses functions often performed by registrar’s offices, institutions
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organize such functions in different ways; a registrar may only perform
some of the duties discussed and may perform additional duties not mentioned. Think of this publication as a study guide. It is meant to facilitate
learning in a number of areas of importance to the registrar. You will not
find definitive answers to all of the topics covered, but instead an instrument for ongoing self-analysis. This guide can become especially useful
when paired with AACRAO’s Professional Development Guidelines for Registrars: Self-Assessment. If reading through these chapters should highlight a
knowledge gap (or gap in office procedures), the corresponding section in
the Self-Assessment will provide direction for further study. Also included in
this guide is a Further Reading section at the end of each chapter that will
direct the reader to additional resources and information to inspire reflection and advancement. The Registrar’s Basic Guide will provide practical
and useful information for professionals working at any experience level
from beginner to seasoned registrar. It provides a comprehensive overview
of the registrar’s responsibilities for new professionals, and affords a seasoned professional the chance to examine their current procedures and revitalize routines.
The registrar’s office serves as a bureau of information for students, faculty and staff, parents, prospective students, and visitors on almost any
question. While the challenges of serving as a registrar are many, the rewards are great. This guide will be the first stepping stone to fostering personal and professional growth and creating a successful office that can support the needs of the institution and its students.
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