



OFFICE OF THE REGISTRAR

Academic Plan: August 2011


INTRODUCTION

The staff met in an all-day planning retreat on June 21, 2011.  The day was comprised of four sessions:

· Year in Review:  A discussion of our department mission & our 2010-11 accomplishments. 

· Current Issues:  A review of issues impacting the department in our systems & reporting area, our academic services area, and the structure and organization of the office.  

· Goals/Needs for 2011-12:  Goals established at the 2011 Faculty & Provost’s retreats and their impact on our area, office of the registrar goals, staffing needs, and a recording of any decisions that were made during the course of the day.

· Open Discussion


DEPARTMENT MISSION (revised 6/2011)

The Office of the Registrar facilitates the mission of the College through our support of the Office of the Provost, the academic affairs unit, and the faculty.  We are dedicated to providing professional, student centered services; to maintaining the academic integrity of the College; and to open, honest, and collegial communications with our various constituencies.  We also maintain the accuracy and security of all student records in accordance with College policy and government regulations.


2010-2011 OUTCOMES

Systems & Reporting:

· Academic Information:  
· Continued with the management/enhancement of the BANNER system, including a smooth transition to Banner 8.2.
· Implemented new Incomplete Grade functionality.
· Implemented new Last Date of Attendance functionality.
· Degree Evaluation:  
· Maintained & updated existing rules based on curricular changes.   
· Facilities Scheduling:  
· Continued process of shifting coordinating responsibility for the EMS scheduling software from student activities to office of the registrar.
· Academic Affairs Reporting:
· Began transitioning some reports from the associate provost to the registrar’s office.
Academic Services:
· Web Site:  
· Reviewed web site tutorials for accuracy following migration to BANNER 8.2.
· Registration:  
· Migrated to on-line registration for summer session matriculated students.
· Took over registration of all non-matriculated students.
· Created brochure outlining services for non-matriculated students.
· Senior citizen registration program re-assigned to registrar’s office.
· Streamlined readmission process for graduate students.
· Degree Evaluation: 
· Continued to assist faculty & students with degree evaluation module issues. 
· Created degree evaluation models to reflect revisions to curriculum.
· Academic Calendar:  
· Integrated the academic calendar and deadlines into a single calendar of dates, creating a master calendar for our traditional on-campus students.
· Enrollment Certifications:
· Brought the National Student Clearinghouse’s free enrollment certification service on line.
· EMS scheduling software: 
· Continued to encourage colleagues to use the software when scheduling campus facilities.
· Transfer Articulation:  
· Coordinated all transfer services under the new Transfer Services Coordinator position.
· Shifted on-ground undergraduate transfer credit evaluations to registrar’s office.
· Began process of updating/developing transfer articulation agreements.
· Satellite Campuses:  
· Provided support to colleagues, as needed, in exploring opportunities for establishing both domestic and international satellite campuses.  
· Faculty Orientation:  
· Participated in fall 2010 new faculty orientation program.


Organization & Structure:

· Hired new Transfer Services Coordinator effective June 8, 2010.
· Hired new Academic Records Specialist effective September 6, 2010
· Installed new wall-mounted, handicapped accessible computer for student use














2011-2012 GOALS


Systems & Reporting:

1. BANNER:  
0. Continue with the management & enhancement of the BANNER system; in particular continue to explore new functionality provided by migration to BANNER 8.2.
0. Develop strategy to record data on Thesis, Comprehensive Exams, and associated committees in native Banner.
0. Implement native Banner coding in support of the Education Depts. new admission & retention policy.
1. Degree Evaluation:    
1. Create degree evaluation models for several new undergraduate & graduate programs approved last year. 
1. Continue with the management and enhancement of the degree evaluation module. 
· Academic Information:  
· Convene a small group of people who make the heaviest use of the services of the registrar’s office in order to identify needs, set priorities, and begin to think through the best way to meet those needs.
· Transfer Services:
· Develop a mechanism for tracking the turnaround time of U & D campus transfer credit evaluations.
· Color Printer:  
· Acquire color printer to support growing reporting output.

Academic Services:
· Advising:
· Support the Provost’s goal of improving the quality of academic advising by (a) increasing the use of the degree evaluation report,  (b) revising the junior review process, and (c) establishing guidelines for effective advising:
· Conduct faculty training sessions on the degree evaluation module via department or school meetings.
· Visit first year seminar classes in fall to train students on degree evaluation module.
· Open “What If Scenario” degree evaluations to students & advisors.
· Develop major-specific advising flow charts for all undergraduate degree programs.
· Record completion of Junior Reviews in native Banner’s Academic Non-Course Form, which will allow us to set-up rules so that JR will show up in degree evaluations.
· Develop new change-of-major forms and process to allow for the gathering of more detailed degree information, which will ensure more accurate data migration into degree evaluations.
· Change recording protocols for transferring liberal arts & free electives, which will improve data flow into and accuracy of degree evaluations.
· Work with the academic schools to monitor the assignment of undergraduate advisors.
· Assist the provost’s office & academic deans with management of undergraduate curriculum by overseeing, in tandem with the curriculum committee, the approval process for all courses.
· Investigate communication of graduation/degree completion process via strategic angel course shells i.e. senior seminar/capstone courses.

· Continue to review and improve undergraduate transfer services:
· Place individual course equivalencies approved by faculty on web site.
· Place completed articulation agreements on web site.
· Continue process of developing & updating transfer articulation agreements.
· Explore Banner 8 functionality relative to transfer articulation issues.

· Implement Banner’s web self-service process for degree application.

· Student Success:
· Provide support to colleagues, as needed, in developing a Summer Institute for A5C students.
· Assist Offices of Online & Extended Studies, and Graduate Studies, as needed, in reviewing the support systems for graduate students, to determine what additional support may be needed.
.
· Faculty Orientation:  
· Participate in fall 2011 faculty orientation program as needed.  

· Transcripts:  
· Investigate the feasibility of implementing e-transcript services.

· Satellite Campuses: 
· Provide support to colleagues, as needed, in exploring opportunities for establishing both domestic and international satellite campuses.  

Organization & Structure:

· Management of Student (work – study& intern) Staff:
· Need better training of student staff.
· Students need to better understand staff expectations. 
· They need to be held accountable.
· Revise job description of undergraduate intern position.

· Computer Hardware:
· Due to aging, hard drives are in need of replacement.





STAFFING:

Prior to our retreat, staff was asked to read and reflect on an article written by Harold Pace, University Registrar at the University of Notre Dame.  The article appeared in the winter 2011 edition of College & University, the professional journal of the American Association of Collegiate Registrars & Admission Officers.

The article informed our broader discussion of how the registrar’s office at Utica College can support our academic units, our faculty, and our academic mission.  We concluded that a healthy registrar’s office is one that continues to evolve as it considers student, faculty, and institutional needs; staff talents and expectations; technological opportunities; economic realities; space considerations; and where the strategic plan is taking the college in support of our mission.  

Further, we believe that our staff are professional, doing great work, and are being proactive.  However, given that our office is less visible to students and faculty now that most of our services our accessible online, we discussed how best to “position” our office and staff so that we continue to be recognized as a significant participant in the ongoing work of the college.


Transfer Services:

As we noted previously, all transfer services, both on-line and on-ground, were moved into our area last year.  This initiative has worked extremely well from the perspective of maintaining the academic integrity of transfer credit evaluations and other related services.  We are, however, at the extreme limit of our ability to provide timely services to our transfer students.  As transfer numbers continue to increase, we will need to give very serious consideration to launching a search for an additional transfer evaluator.  This evaluator position has been designated as a “roll out” position in support of the “caps-off” initiative.  As a result of removing the enrollment caps, we have seen the number of RN-BS transfer applications grow dramatically in the last year, and we understand that those numbers are expected to continue to increase.  Traditional ground transfer student applications are also increasing.  Given these projected increases, we anticipate needing the additional staff position in place no later than fall 2012.


Succession:

While this topic did not surface at our 2011 staff retreat, it has been discussed at previous retreats, and was raised at the 2011 joint President’s/Provost’s retreat in July.  That conversation focused on the fact that several of the members of both cabinets will not be at the table in five years.  With so many senior staff expect to retire within a short period of time, the challenge becomes ensuring a smooth transition to new senior leadership.  

The registrar’s office is also faced with a similar challenge, in that the two most senior members of the staff, including the registrar, are expected to retire sometime within the next five years.  While it may need updating, a tentative plan was developed a couple of years ago to address the future departure of the senior assistant registrar. The succession to a new registrar is an entirely different mater.  No succession plan currently exists.  It will, therefore, be incumbent upon the registrar and the associate provost to engage this topic in the months ahead. 







SPACE:

The addition of the counter three years ago, and other upgrades to the physical space of the office have made a dramatic difference in our ability to serve students, faculty, and alumni.  But those upgrades were only a first step toward our goal; a comprehensive refurbishing of our existing suite.  Desks are so old, that one was once used by a former registrar who retired in 1981!   The furniture is a combination of metal and wood, and in no less than four different colors.  The chairs are twenty years old.
  
The college’s space committee continues its efforts to secure an alternate campus location for the office of the registrar.  Relocation would be contingent upon locating a site that provided a net gain in square footage and was structured in such a way as to make it appropriate for use by a registrar’s office.

If we are unable to relocate, we desperately need to design various work stations, filing areas, etc in such a manner as to maximize and professionalize the space behind the counter.



CONCLUSION:

The office of the registrar continues to evolve, as we seek to develop an organizational structure commensurate with the needs of a 21st century university registrar’s office, AND one that is capable of supporting the many and varied changes taking place both in higher education, and on our campus.  We have made great strides since our 2003 Self Study, but our evolution is not complete.  The ongoing support of the provost’s office and the entire provost’s cabinet has been critical to our success.

Give the fact that it has been eight years since our last self study (which included an outside consultant’s review), over the next few months, the associate provost and registrar will be discussing the possibility of initiating a new self-study of the registrar’s office.

Having recognized the mission-critical role played by this department, the provost’s office is urged to continue its support of the registrar’s unit by ensuring that the human, financial, and technological resources needed to complete this transformation are forthcoming.
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    Office of the Registrar
             Functional Organizational Chart


REGISTRAR

   Oversees all Office Operations
	FERPA Issues
Supports Curriculum Management
							         Budgets/Requisitions
						      Academic Calendars/ Final Exam Scheduling


Student/Academic Services			Records Management			Systems & Reporting

Degree Evaluation Issues/ Maintenance   		Withdrawal Processing				Banner Info System Maintenance/Training
Diploma Ordering				Course Maintenance				Technology Issues
Commencement Preparation			Major/Minor Changes				System Access/Security
Counter Services					Verifications of Enrollment/Degrees		Data Query & Reporting
Convocation Preparation				Transcript Production				Course Data Updates
Transfer Credit Evaluations			Changes of Address				Classroom Scheduling/Reporting
Transfer Articulation Agreements			Grade Changes					Academic (course) Scheduling
On Line Services					Readmission to the College			Faculty Load & Reporting Issues
Registration					Off-Campus Study				Department Business Practices
Web Site Maintenance										Facilities Scheduling
Cross Registration Program									
									
												
										
	Recommended Positions:

· Assistant Registrar, Systems & Reporting Services – Existing 
· Assistant Registrar, Academic Services - Existing
· Classroom & Scheduling Associate - Existing
· Transfer Services Coordinator – Existing - HIRED SPRING 2010.  BEGAN DUTIES 6/8/2010
· Academic Records Specialist – Existing - HIRED FALL 2010.  BEGAN DUTIES 9/6/201



· Transfer Credit Evaluator – RECOMMEND HIRING FOR 2012-2013 ACADEMIC YEAR (see narrative on page 5)
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Office of the Registrar

ORGANIZATIONAL CHART
August 2011

               


            College Registrar
        Dominic Passalacqua


Assistant to the Registrar
(Transfer Svs Coordinator)
M. Amanda Reeder


Assistant Registrar
Academic Services
Lynn Decker


Student Intern
Charlese Yeeloy


Academic Records Specialist
Nertila Gegollari


           Assistant Registrar
 Systems & Reporting Services
Daphne Davis


  
     Classroom & Scheduling
  Associate 
Patti Fariello
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