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Introduction 
 

The purpose of program review is to provide a comprehensive evaluation of each department within Student 
Services at Salt Lake Community College (SLCC). Program review consists of a self-study conducted by the 
department, a site visit conducted by a team of external reviewers and the development of a plan of action by 
the department.  Program review gives the Office of the Registrar and Academic Records (ORAR) the 
opportunity to participate in a reflective process in describing and assessing its functions and services. In 
addition, the process provides insight in identifying areas that are performing well and areas that need 
improvement. 
 
ORAR has 12 office areas of responsibility with 38 staff members. Because of the numerous areas of 
responsibility and the size of the department, the program review was conducted in two phases. Phase I was 
completed in the year 2012-2013, and Phase II was completed in the year 2014-2015. The department 
intentionally waited a year between the two phases to work on some of the recommendations that resulted 
from the first review. 
 
Phase I 2012-2013 
The following areas participated in the 2012-2013 program review:  Student Express, Data Center, Incoming 
Transcript Evaluation, Front Lines Reception, and Graduation Office.  
 
See the following link for Enrollment Services Phase I documents including the department’s self-study, the 
reviewers’ site visit report and the preliminary plan of action. www.slcc.edu/ssvp/departmentalstudies.aspx 
 
Phase II 2014-2015 
The following areas are participating in Phase II:  Registrar, Assistant Registrar, Residency, Outgoing 
Transcripts Office and Assistant Registrar for School of Applied Technology (SAT). 
 
Phase II program review is divided into five areas of responsibility. The review process for the five office areas 
was conducted by the following self-study team leaders: 
 

Registrar Responsibilities                  MaryEtta Chase, Registrar 
Assistant Registrar Responsibilities   Ologa Iopu, Assistant Registrar 
Residency Office     Abbey Mann, Residency Officer 
Outgoing Transcript Office     Ryan Levesque, Transcript Office Specialist 
SAT Student Records Management   Carrie Riley, Assistant Registrar 
 

The self-study team leaders were instructed to address their areas of responsibility in relation to: core 
programs and services; leadership and staffing; and facilities, equipment, and technology. The Registrar also 
addressed the department mission, goals and history; financial resources and budget; ethical and legal 
responsibilities; and assessment and evaluation. The Registrar provided the overall team coordination as 
needed for the final written report. 

College and Department History 
 

Salt Lake Community College (SLCC) opened its doors as the Salt Lake Area Vocational School in September 
1948 to 175 students who were registered in 14 courses. Currently, SLCC serves approximately 60,000 
students annually and offers over 187 programs of study.  
 
SLCC President Deneece Huftalin often refers to the College as the country’s premier, comprehensive 
community college. SLCC is the fifteenth fastest growing two-year college and the third most prolific producer 
of associate’s degrees in the country. SLCC provides a wide range of credit and noncredit courses at nine 
campus locations and online. There are 341 full-time faculty and 1,008 adjunct faculty, 839 full-time and 987 
part-time staff members. SLCC trains students to enter the workforce, prepares students for transfer and 
provides students the opportunity to complete associate’s degrees, certificates and diplomas as well as 
continuing education courses and apprenticeship programs.  

http://www.slcc.edu/ssvp/departmentalstudies.aspx
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There have been six registrars in the last 67 years. In 1948, the registrar was responsible for all student 
services. In the early 1960s student service responsibilities were divided between an Admissions Office and 
the Registrar’s Office. Utah Trade Technical Institute transitioned to Utah Technical College at Salt Lake in 
1967. This was a challenging transition from a vocational school to a college with an expanding number of 
programs. Transitions continued in the 1990s with increases in student enrollment including concurrent 
enrollment in the high schools. Technology brought continued challenges as computerized and web-based 
processes have required more and more technical support. In 2001, the Admissions Office and the Registrar’s 
Office were reorganized and combined. A number of admission functions and responsibilities were moved 
under the Registrar. The Registration Office was renamed Enrollment Services. After the 2012-2013 Program 
Review, Enrollment Services’ name was changed to the Office of the Registrar and Academic Records, which 
is respectfully nicknamed “ORAR” with a roar. There is currently no separate admissions office; however, this 
year SLCC is assessing and determining whether to propose a reorganization to create an admission office. 

College Mission Statement and Strategic Priorities 
 

Mission Statement 
 

Salt Lake Community College is a public, open-access, comprehensive community college committed to 
serving the broader community. Its mission is to provide quality higher education and lifelong learning to 
people of diverse cultures, abilities, and ages, and to serve the needs of community and government agencies, 
business, industry and other employers.  
  
Strategic Priorities 

 
Strategic Priority I: Enhance Quality Education  
Strategic Priority II: Improve Student Access and Success 
Strategic Priority III: Advance a Culture of Evidence and Accountability 
Strategic Priority IV: Strengthen Institutional Support  
Strategic Priority V: Advance Partnerships/Relationships with the Community and Business 
 
Core Themes 
 
Access and Success, Transfer Education, Workforce Education and Community Engagement 

Student Services Purposes and Values and Student Learning Outcomes 
 

Purposes and Values 
 

STUDENTS, FIRST AND ALWAYS, ARE OF UTMOST IMPORTANCE TO US.  
• We provide, in a caring and ethical manner, service, support and personal growth for students.  
• We are a personal bridge between the process of the College and the needs of our students.  
• We assist students and each other with fairness, respect, integrity and care.  
• We serve people without regard to race, ethnicity, personal belief, disability, age or sexual orientation.  
• Our commitment to students directs the way we make decisions, create programs and hire staff.  
• We will maintain within Student Services an environment that nurtures our values: diversity community, 

honesty, people and service.  
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Salt Lake Community College’s Learning Outcomes 

College-wide Outcomes General Education Outcomes 

1. Acquire substantive knowledge in major. 1. Communicate effectively. 

2. Communicate effectively. 
A. Develop critical literacies—reading, writing, speaking, listening, visual understanding—that they can apply in various 

contexts.  
B. Organize and present ideas and information visually, orally and in writing according to standard usage. 
C. Understand and use the elements of effective communication in interpersonal, small group, and mass settings. 

3. Develop quantitative literacies necessary for their chosen field of study. 
A. Approach practical problems by choosing and applying appropriate mathematical techniques. 
B. Use and interpret information represented as data, graphs, tables, and schematics in a variety of disciplines.  
C. Apply mathematical theory, concepts and methods of inquiry appropriate to program-specific problems. 
D. Develop financial literacy. 

4. Think Critically and Creatively. 
A. Reason effectively using available evidence, and are aware that knowledge is dynamic and builds on new evidence and 

alternative perspectives. 
B. Demonstrate effective problem solving. 
C. Engage in creative thinking, expression, and application. 
D. Engage in reflective thinking and expression. 
E. Demonstrate higher-order skills such as analysis, synthesis, and evaluation. 
F. Make connections across disciplines/departments or services. 
G. Apply scientific methods to the inquiry process. 

5. Develop the knowledge and skills to be a community engaged learner and scholar. 
A. Understand the natural, political, historical, social and economic underpinnings of the local, national, and global 

communities to which they belong. 
B. Integrate campus and community-based experiential learning. 
C. Identify and articulate the assets, needs, and complexities of social issues faced by local, national, and global 

communities. 
D. Evaluate personal strengths, challenges, and responsibility for effecting positive social change in local, national, and 

global communities. 
E. Draw upon campus and community-based learning to develop professional skills and socially responsible civic 

behaviors. 
F. Engage in service-learning for community building and an enhanced academic experience. 

6. Develop the knowledge and skills to work with others in a professional and constructive manner. 
A. Engage with a diverse set of others to produce professional work. 
B. Interact competently across cultures. 
C. Understand and appreciate human differences. 
D. Understand and act on standards of professionalism and civility, including the requirements of SLCC Student Code. 

7. Develop computer and information literacy. 
A. Use contemporary computer hardware and software to effectively complete college-level assignments and navigate 

student systems. 
B. Gather and analyze information using technology, library resources, and other modalities. 

8. Lifelong wellness is not a college-wide learning outcome, 
but is a General Education learning outcome for AA and AS 
students. 

8. Develop attitudes and skills for lifelong wellness. 
(For AA and AAS students only) 

A. Understand the importance of physical activity and its 
connection to lifelong wellness. 

B. Learn how participation in a fitness, sport, or leisure 
activity results in daily benefits including stress 
reduction, endorphin release, and a sense of well-being. 
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The Office of the Registrar and Academic Records’ Mission Statement and Goals 
 

Mission Statement 

We assist, educate and empower our students, staff, faculty and community. 
We are committed to provide quality customer service in a caring and equitable manner. 
We provide access to a diverse collection of information and resources. 
We strive to be knowledgeable and comply with state and federal regulation and College policy and procedure. 

 
Goals 
 
ORAR strives for quality admission, registration and record management for our students, staff, faculty and 
community. We provide a wide variety of information and resources within multiple areas of responsibility. We 
are committed to provide professional and caring customer service. We endeavor to be educated about and 
comply with state and federal regulation as well as college policy and procedure. 
 
Our mission supports the mission and priorities of the College and the values of Student Services. Our 
department supports student access and provides stepping stones for students to navigate our processes 
successfully, beginning with admission and registration through completion and graduation. ORAR follows a 
service value statement articulated by the former Vice President of Student Services: “Students first and 
foremost.” This value is displayed in our reception area where staff may be reminded that students are to be 
treated respectfully “first.” 
 
Our mission is to serve not only students, but also staff, faculty and the community. When we build policy and 
procedure, we are intentional in catering to the needs of this diverse group of constituents. We promote the 
learning outcome of acquiring knowledge by teaching “why” and “how” to use processes so students, staff and 
faculty can become more independent. ORAR facilitates the learning outcome of practical competence by 
helping students learn how to use resources and applications rather than doing it for them. Forms and 
instructions are delivered through a variety of media to meet the many needs.  We continually work on 
enhancing our computerized and online processes to enable students to be more self-sufficient.  
 
Accurate information and good customer service are expected in our department. Our staff members attend 
various trainings and workshops where customer service is reviewed. In addition, our department reviews 
policy and procedure on a monthly basis. Many of our processes are reviewed periodically to ensure we are 
serving our populations in an equitable manner.    

Organization, Leadership and Staffing 
 
This section discusses ORAR’s overall staff composition, qualifications, organizational structure, staffing 
challenges and leadership.  Subsequent sections on the Phase II functional areas reviewed for this self-study 
will address the staffing pattern under each area.    
  
ORAR has a staff of 38 employees: 
 
Full-time:  7 professional, 9 specialists, 5 technicians 
Part-time: 15 (29 hours each), 2 work-study 
(See Appendix A, Department Staff Profile.) 
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Office of the Registrar and Academic Records 
Organizational Chart January 2015 
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Professional Staff Biographies 

ORAR’s professional staff that constitute the core leadership team has considerable experience 
in higher education as demonstrated by the staff members’ educational and work histories 
outlined below.   
 
MaryEtta Chase, Registrar     
Hired in current position August 2009 - 6 years; hired at SLCC June 1994 - 21 years 
Masters of Education in Curriculum and Design, University of Phoenix; Bachelors of Science in 
Communications, University of Utah. Twenty-one years of experience in higher education. 
 
Ologa Iopu, Assistant Registrar  
Hired in current position at SLCC May 2013 - 2 years  
Bachelor of Arts in Business Administration, DeVry University; Associate of Arts in Liberal Arts, 
El Camino College. Seven years of experience in higher education.   
 
Carrie Riley, Assistant Registrar SAT Student Records Management   
Hired in current position January 1989 - 26 years; hired at SLCC 1989 - 26 years  
Bachelors of Science in History and Physical Education, Utah State University.  Twenty-six 
years of experience in higher education. 

LaDawn Miera, Transfer Evaluation Manager   
Hired in current position January 2005 – 10 years; hired at SLCC September 1998 – 17 years 
Bachelor of Science in Management and Marketing, Westminster College. Seventeen years of 
experience in higher education. 

Joyce Hendricks, Data Center Coordinator 2  
Hired in current position November 2009 – 6 years; hired at SLCC August 1997 – 18 years 
Associate of Science, Salt Lake Community College. Eighteen years of experience in higher 
education. 
 
Vacant, Student Express Coordinator   
 
Linda Rilk, Graduation Supervisor   
Hired in current position January 2007 – 8 years; hired at SLCC August 1985 – 30 years 
Thirty years of experience in higher education. Seventeen years of experience in banking 
industry. 

Professional Staff Job Descriptions 

All professional positions require a minimum of a bachelor’s degree for new hires. The registrar 
position requires a master’s degree. The assistant registrar, manager and coordinator positions 
require a bachelor’s degree. The number of years of required experience varies depending on 
the starting level of the position. 

Registrar 
Reports to the Assistant Vice President for Enrollment Services; oversees the administration of 
all services and operations in ORAR with responsibility for admissions, registration, transcripts, 
student records maintenance, graduation, residency, departmental budgets, use of technology 
information management and the concept of service to all members of the college community. 
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The Registrar is also responsible for the management, integrity and security of all student 
academic records (both credit and non-credit) in a highly automated environment; establishment 
of policies and procedures for the equitable and consistent administration of academic policies 
and procedures; administration of registration activities; serving as the degree certifying official; 
certification of eligibility for athletic competition; the enforcement of academic regulations and 
policies governing student records; and administration of the Family Educational Rights and 
Privacy Act (FERPA). 
 
Assistant Registrar  
Manages the day-to-day operation of ORAR including the functions of counter and telephone 
reception, outgoing transcripts, residency and registration appeals; develops and implements 
training for staff and faculty; reports enrollment and degree verification to National Student 
Clearinghouse; and distributes class rosters to faculty. 
 
Assistant Registrar 
Manages the day-to-day operation of School of Applied Technology (SAT) Student Records 
Management; provides leadership and assistance to the Skills Management Team ensuring 
educational goals and learning outcomes are met; builds and maintains open-entry/open-exit 
model within Banner; provides admission and registration services including registration 
appeals, verifications and completion certifications; maintains student record and retention 
schedules; assists faculty and advisors with registration and grading; serves as a liaison 
between several college-wide departments; completes and prepares statistical data for various 
college reporting; and ensures federal and college policy compliance. 
 
Transfer Evaluation Manager 1 
Manages, designs, implements, and oversees the college-wide system of transfer of credit 
evaluation for new, continuing and returning students; coordinates student communication 
between faculty and departmental advisors; maintains computerized data base in Banner; 
determines appropriate interpretation and application of college and statewide policies and 
procedures as they relate to transfer credit.  
 
Data Center Coordinator 1 
Coordinates the day-to-day operation of the Data Center; manages the admission application 
process for traditional, international, concurrent and SAT students; maintains core student 
information and data integrity; participants in technical project management; and generates 
reports for various college departments.  
 
Student Express Coordinator 2 
Manages Student Express services for students and prospective students; administers, 
coordinates and analyzes the office functions and delivery of services and information; 
expedites basic student admission and registration procedures; assures the provision of helpful 
responses to questions regarding placement testing results, financial aid, academic and career 
advising, student activities, online registration and other questions and needs; prepares helpful 
information for distribution to students; manages personnel budgets; plans and conducts 
ongoing training; implements positive change for both internal and external customers.  
 
Graduation Coordinator 1 
Manages the Graduation Office; oversees evaluation of course work and gives final approval for 
gradation; directs graduation record keeping, posts degrees and awards to student records; 
administers distribution of diplomas; assists students with graduation and records concerns.  
 



12 
 

Staff Tenure  

As noted in the table below, full-time staff members have worked a significant number of years 
at the College. The many years of experience are an advantage for ORAR and for our students. 
The lack of turnover helps with consistency and quality of information and service. Most full-time 
employees were once part-time employees; this creates an opportunity for upward, career 
movement as well as. Many part-time staff move into full-time positions creating a seasoned 
and trained full-time employees. Part-time positions have an average of six years at the College; 
however, only four years in the current position. There is a high volume of movement between 
part-time positions. This creates versatile employees and prepares them for possible movement 
into full-time positions. One of the disadvantages of this pattern is the vacant positions. All 
positions, whether part-time or full-time must follow the lengthy hiring process as outlined 
through Human Resources, which requires time and energy on the part of the hiring manager.   
 
 

Staff Tenure Averages  
January 2015 

Staff Positions Number 
of Staff 

Years in 
Current 
Position 

Years at 
SLCC 

Registrar 1 6 21 
Assistant Registrars 2 14 14 
 Managers 1 10 15 
Coordinators (one vacant position) 3 7 24 
Specialists 12 10 17 
Technicians 2 2 4 
Part Time Specialists(one vacant position) 11 2 5 
Part-time Technicians 3 16 16 
Part-time Advisor 1 1 1 
Part-time Work Study  2 1 1 

 
 
Organizational and Staffing Challenges 
 
The Registrar has a wide scope of responsibilities that she manages with six professional staff 
and a specialist. Each of the professional staff oversees a functional area and is responsible for 
hiring and supervising full-time and part-time staff. Several of the full-time specialist positions 
(who report to the Assistant Registrar) act as supervisors and actually supervise other part-time 
specialists and work-study positions. These full-time specialist position descriptions need to be 
reevaluated for potential upgrades. Also, some areas need more staff resources to keep up with 
the workload and with demanding technical projects. ORAR is definitely not top heavy. With its 
expanding leadership and technical responsibilities, the department requires more professional 
staff that has the ability to lead the demanding projects and meet expectations. ORAR’s most 
recent budget request for staffing is outlined in the Registrar’s section under Staffing Needs.  
 
Additionally, the Registrar is responsible for making sure other campus sites are knowledgeable 
on ORAR policy and procedures. This is a combined effort, as services at these sites are 
managed and supervised by two regional directors who report separately to the Assistant Vice 
President of Student Services. ORAR maintains open communication channels, provides 
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trainings and communicates updated information on policies and procedures with the regional 
directors and their staff.  
 
Training and Professional Development 
 
Employees participate in a variety of trainings and conferences. Employees participate in 
college, Student Services and ORAR trainings, retreats and conferences. SLCC Human 
Resources provides required training (online and in person), which includes: 
  

• Americans With Disabilities Act (ADA) - Renewed every 2 years  
• Anti-Discrimination & Harassment Avoidance (ADHA) - Renewed every 2 years  
• Emergency Procedures  -  Renewed every 3 years  
• Family Educational Rights and Privacy Act (FERPA) - Renewed every 2 years  
• Workplace Violence – Renewed every 3 years 
• Driver Safety Training – Renewed every two years if applicable 

The College also offers training certification for Certified Emergency Response Team (CERT) 
for staff and faculty members. ORAR has several staff members who are officially CERT 
certified. This certification brings knowledge and skills to our area in times of emergency. The 
CERT certified staff are also on a committee that organizes and manages the office emergency 
evacuation plans. 

Student Services offers a New Employee Orientation required for all new Student Services 
employees. In addition, various conferences and workshops are offered including an annual 
Student Services recognition celebration. The Vice President of Student Services meets each 
semester at all campus locations at a “Tea with VP” where staff members may communicate 
positive and/or concerning issues.   

ORAR requires new employees to complete Core Training in addition to the college required 
training and the specific job training where all ORAR policies and procedures are reviewed. This 
creates opportunity for cross training and thorough knowledge. (See Appendix B, New 
Employee Checklist and Appendix C, CORE Training.) Individual offices train specific to the 
staff member’s job responsibilities with training manuals and online information. ORAR 
employees attend a monthly training meeting for a variety of policy and procedure trainings and 
presentations. The last half-hour is set aside for all attendees to share pertinent information and 
announcements. ORAR offers an annual day retreat for all staff members. The retreat is 
focused on policy and procedural training, customer service, and some sort of service project or 
training. The Registrar has several email contact lists that are used as the need arises. Emails 
are delivered on policy and procedural updates periodically to all Student Services departments. 
As the need arises, policy and procedural updates are emailed to ORAR staff and all offices that 
work with students. 

Part of ORAR training is the expectation that every staff member attend one SLCC event each 
month. This practice is advantageous for staff as they gain experience and knowledge outside 
their realm of familiarity. Examples of college events include cultural activities, lectures, 
performances, featured guest presentations, sport events and faculty speakers. Staff members 
gain a broader perspective; in turn a broader perspective benefits those who serve our diverse 
student population. As an office, staff support and attend SLCC cultural and training events on 
an average of 28 events each month.  
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ORAR has a good training foundation; however, more frequent training is needed. ORAR 
provides an abundant amount of information and services to students, faculty, staff and our 
community. We oversee many areas of responsibilities at multiple locations. The challenges of 
keeping up with the information volume and with changes would be eased if our monthly training 
meetings were held weekly. This would be a challenge because of coverage and possible office 
closure; however, a consistent weekly meeting and advertised office closure would outweigh the 
disadvantage of underprepared employees.   

The Registrar meets weekly with the ORAR core leadership of managers and coordinators. This 
meeting provides an opportunity to share information from all areas of responsibility. Information 
is shared from the VP’s and Assistant VP’s Student Services staff meetings and a variety of 
committees as well as from the College.   

Participation in professional development opportunities varies by staff position responsibilities 
and the availability of funding. Training, retreats and workshop opportunities are offered by the 
SLCC Center for Innovation. State, regional and national conferences that staff have attended 
include AACRAO (American Association of Collegiate Registrars and Admissions Officers), 
PACRAO (Pacific Association of Collegiate Registrars and Admissions Officers), UACRAO 
(Utah Association of Collegiate Registrars and Admissions Officers), Utah NASPA (Student 
Affairs Administrators in Higher Education), Ellucian (Banner Student Information System), ACT 
(college readiness assessment) UBUG (Utah Banner Users Group) and NJCAA (National Junior 
College Athletic Association). ORAR has been fortunate to send a number of staff members to 
conferences. The knowledge and project ideas acquired are particularly an advantage to our 
department. Conference attendance was downsized a few years ago when budgets were limited 
because of the shift in the economy. This particularly affected ORAR because of the size of the 
department; however, conference attendance has since begun to improve.   

ORAR reaches out to other college offices through a variety of trainings:  

• Employees who work at the various campus sites and anyone who works with students 
are encouraged to attend a semester training meeting hosted by ORAR. The core ORAR 
leadership presents updates and reviews processes and procedures. 

• An Academic Administrative Assistant Workshop is conducted annually each summer 
semester where the department has an opportunity to review pertinent ORAR 
information targeted to faculty and the academic support staff.  

• An ORAR representative attends a weekly Academic Advising staff and training meeting. 
Twice a month, an ORAR representative provides a spotlight training for Academic 
Advising.  

• The Data Center provides semester trainings for multiple offices and campuses that 
work with admissions processes. 

• ORAR meets monthly with the Curriculum and Scheduling Office, which is housed within 
Academic Affairs. The Curriculum and Scheduling Office works with academic 
departments to set up the course schedule and to maintain registration rules for courses 
in Banner. The Registrar organizes a monthly discussion meeting with ORAR and 
Curriculum and Scheduling because the two areas work closely with each other and 
have need of a communication pathway. Each month key staff members meet from both 
offices to discuss updates and concerns. This meeting is a platform where decisions are 
recommended and at times decisions are made. The meeting’s participation has evolved 
and currently includes representation from Regional Directors, Continuing Education and 
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Concurrent Enrollment. This meeting continues to be an important communication 
pathway for these areas of the College. 

Core Services 
The 12 core areas of responsibility in ORAR are as follows: 
 
Student Express 
Student Express provides information regarding admissions, interpretation of test scores, 
selection of classes, registration, financial aid and other basic student questions. Staff is 
available to assist students in the Student Express Computer Lab with college online services 
including setting up MyPage accounts and using class search, schedule planner, registration 
and degree evaluation functions. 
 
Data Center 
The Data Center assists students, prospective students, faculty and staff concerning admission 
and other basic student questions. The office processes admissions for traditional, international, 
concurrent enrollment and SAT students with data integrity. The office organizes and processes 
technical projects and provides technical support for various college departments.  
 
Residency 
The Residency Officer assists students with residency issues and appeals; reviews and 
processes applications for resident classification, exemptions and the Western Undergraduate 
Exchange (WUE). 
 
Incoming Transcript Evaluation 
The Incoming Transcript Evaluation office oversees the college-wide system of transfer of credit 
evaluation for new, continuing and returning students; coordinates student communication 
between faculty and departmental advisors; maintains computerized data base in Banner; and 
determines appropriate interpretation and application of college and statewide policies and 
procedures.  
 
Front Lines Reception 
Front Lines Reception greets and assists students, prospective students, visitors, faculty and 
staff concerning admission, registration, and other basic student services questions. Front Lines 
Reception accepts a significant number of forms and applications and processes transcript and 
verification requests. 
 
Outgoing Transcripts 
The Outgoing Transcripts office processes a substantial quantity of transcript requests using 
technical procedures while assisting students and problem solving. This office is also 
responsible for maintaining and updating the ORAR website. 
 
Records Management 
The Records Management Specialist organizes and manages the student records maintenance 
and storage; supervises the Nolij work station; and assists with student information system 
responsibilities and projects including Banner waitlist process, Clearinghouse online 
verifications and semester sequence purge.  
 
Registration Appeals 
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The Registration Appeals Officer processes a considerable number of registration appeals in an 
impartial and equitable manner. In addition, this office prepares athletic eligibility several times 
each semester. 
 
School of Applied Technology (SAT) Student Records Management 
SAT Student Records Management builds and maintains the open-entry/open-exit model and 
works with the Banner system; provides admission and registration services including 
registration appeals, verifications and completion certification; maintains student record and 
retention schedules; assists faculty and advisors; and prepares statistical data for various 
college reports.  
 
Graduation 
The Graduation office processes and approves applications for graduation through coursework 
evaluation; posts degrees and awards to student records; directs distribution of diplomas and 
works closely with college departments on policy and procedures.  
 
Assistant Registrar 
The Assistant Registrar manages the day-to-day operation of ORAR including the functions of 
front line and telephone reception, outgoing transcripts, residency and registration appeals; 
generates verification enrollment and degree reports for the National Student Clearinghouse; 
and distributes class rosters to faculty. 
 
Registrar 
The Registrar is responsible for the administration of all services and operations in ORAR with 
responsibility for admission, registration, transcripts, student records maintenance, graduation, 
residency, departmental budgets, use of technology information management and the concept 
of service to all members of the college community. The Registrar is also responsible for the 
management, integrity and security of all student academic records (both credit and non-credit) 
in a highly automated environment; establishment of policies and procedures for the equitable 
and consistent administration of academic policies and procedures; administration of 
registration activities; serving as the degree certifying official; certification of eligibility for athletic 
competition; the enforcement of academic regulations and policies governing student records; 
and administration of the Family Educational Rights and Privacy Act (FERPA). 
 
ORAR employees serve a high volume of students with a variety of services. The table below 
provides a few examples. 
 
 

OFFICE ACTIVITY YEAR 
Student Express & Front 
Lines Reception Served approximately 23,000 students Fall 2014 

Data Center Processed approximately 27,000 admission 
applications Year 2014 

Transfer Evaluation 
 Evaluated approximately 8,400 transcripts Year 2014 

Graduation 
 

Processed approximately 4,000 graduation 
applications Year 2013-2014 

Residency 
 

Processed approximately 5,000 residency 
applications Year 2014 

SAT Enrolled approximately 1,600 students from Year 2013-2014 
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July to June  
Registration Appeals 
 

Processed approximately 2,400 registration 
appeals Year 2014 

Outgoing Transcripts 
 Generated approximately 43,000 transcripts Year 2014 

Enrollment FTE* 14,363     Headcount 24,953 Spring 2014 
Enrollment FTE*   5,017     Headcount 11,784 Summer 2014 
Enrollment FTE* 13,934     Headcount 24,253 Fall 2014 

              *Full-time equivalent 

Financial Resources and Budget 
 
ORAR has been fortunate to have the financial resources required to manage most of the 
demands of the various areas of responsibility within our department.  ORAR relies on multiple 
budgets with base funding and also seeks one-time funding each year to compensate for 
additional projects and hourly payroll. Funding is provided through the following resources that 
are allocated into a variety of indexes: 
 
Educational and General Funds (funding provided to the College by the Utah State Legislature): 

• DDREGI – Enrollment Services 
• DDDATA – Data Center 
• DDGRAD – Graduation Office 
• DDTONE – Contract payments  
• SKDATA – SAT Data Center  

 
• SKMISX – SAT Enrollment Services (The Budget Manager for this account is the 

Assistant Registrar for SAT Student Records Management and housed under the 
responsibility of the SAT Dean. The budget provides needed support for SAT Student 
Records Management; however, the budget does not provide enough funding for travel. 
Travel for in-state and out-of-state conferences and trainings is provided through the 
Registrar’s budgets.) 

Servicing (Student Fees) and Revenue Funds: 

• 15103 – Admission letters and diploma mailings 
• 12881 – Degree Verify Surcharge  
• 15023 – Experiential Language Credit  

Like other areas at the College, ORAR has adapted to funding deficiencies by relying on other 
resources. The Vice President of Student Services is the main source for one-time additional 
funding. In the last two years, the following has been covered by the VP of Student Services: 
 

Printing, postage and mailings $56,000 
Next Step Advisor PT position $27,000 
Student Express PT position $17,000 
Jostens Outsourcing $  5,000 
Admission Kits $  3,000 
College Source Catalog Subscription $   900 
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ORAR follows a strict budget and relies on the assistance of the Administrative Assistant of the 
Assistant Vice President for Student Services to keep the budget balanced. The Administrative 
Assistant supports the Registrar to keep consistent and detailed records. The Registrar works 
with ORAR core leadership with budget requests and office needs throughout the year. If there 
is a substantial budget need, the Registrar makes a proposal and participates in the College’s 
“grass roots” Informed Budget Process. Most of the proposals are for additional staff to deal with 
the growth of enrollments over the years and with new programs and technical needs. (See 
Appendix D, Budget Requests Four Year History.) 

While budgets have not increased throughout the years, demands on the office have increased. 
As the College moves forward with technology and a green environment, funds are conserved 
with less need for paper documents and forms. However, as our college continues to grow, so 
do the expectations for new software and procedures, which increases the need for more 
human resources. Currently, the budget has conservatively met the needs of ORAR as long as 
we have had the supplemental support of one-time funding.  
 
Five-Year Budget History 
 
Budget Allocations by Index/Source 

  2009-2010 2010-2011 2011-2012 2012-2013 2013-2014 
DDREGI $810,858.64 $834,728.84 $839,962.08 $870,457.56 $915,588.11 
DDDATA $122,018.19 $124,491.41 $128,641.64 $132,191.04 $168,970.26 
DDGRAD $9,345.47 $9,345.47 $9,345.47 $9,345.47 $19,345.47 
DDTONE $10,000 $10,000 $10,000 $10,000 $10,000 
SKDATA n/a n/a n/a $40,280.54 $57,449.35 
15103 $55,450.00 $60,450.00 $79,915.00 $58,840.00 $58,840.00 
12881 n/a n/a n/a n/a $500 
Totals $1,007,672.30 $1,039,015.72 $1,067,864.19 $1,121,114.61 $1,171,853.19 
Account 15023 was created fiscal year 2014-2015.  

Ethical and Legal Responsibilities 
 
ORAR adheres to federal regulations; Utah State and Board of Regents Policy; College, 
Student Service, and ORAR policy and guidelines; and best practices as outlined by 
professional organizations in the field. The primary sources that define the department’s ethical 
and legal responsibilities are listed below. 
 
FERPA 
The Family Educational Rights and Privacy Act (FERPA) affords students certain rights with 
respect to their education records. 
 
GRAMA 
The Utah Government Records Access and Management Act (GRAMA) provides regulation on 
records policy.  
 
State Residency 
Residency guidelines are set by the Utah State Legislature and the Utah Board of Regents for 
all USHE schools under the Board of Regents Policies and Procedures R512. 
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AACRAO Statement of Professional Ethics and Practice 
The mission of the American Association of Collegiate Registrars and Admissions Officers 
(AACRAO) is to serve and advance higher education by providing leadership in academic and 
enrollment services. “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.” 

Information Outreach 
 

ORAR is involved in maintaining, updating and distributing information in many ways. One of the 
primary functions of the department is ensuring the safety and accuracy of records. ORAR also 
plays a vital role in distributing information to students, staff and faculty so they learn about 
policies, procedures and resources.  The department’s information systems, applications and 
communication tools are listed below.  
 
Banner 
Fall 2002, SLCC changed the student information system to Banner by Ellucian. ORAR builds 
and maintains Banner student tables and forms. Numerous reports are generated through 
Banner. Banner Self Service (MyPage) is used by faculty, staff and students. ORAR offers 
information and resources through MyPage portals and channels. 
 
Nolij 
Fall 2005, Nolij was implemented as SLCC’s imaging system. ORAR electronically stores 
relevant paper and email documentation in the appropriate student record.  
 
Cognos 
In 2009, SLCC began using Cognos software for data analytics and assessment. Three ORAR 
staff members are trained to generate Cognos reports. The staff members provide statistical 
reporting for a variety of needs within Student Services. 
 
Clearinghouse 
SLCC has contracted with the National Student Clearinghouse since January 2009. ORAR is 
responsible to report enrollment and degree verification to the Clearinghouse database. 
Students may view their enrollment through the Clearinghouse website; a direct channel is 
setup on their MyPage student portal. Outside agencies may request and verify student status 
through the Clearinghouse website. 
 
Degree Works   
SLCC implemented Ellucian Degree Works in 2013. The implementation is still ongoing. Degree 
Works provides several Student Services departments and students with degree audit tools. 
Students have the ability to review and prepare their academic plans as they move toward 
completion. The Graduation and Incoming Transcript Evaluation offices within ORAR are 
involved with Degree Works functions. 
 
Schedule Planner (located on the SLCC website on the MyPage Student Tab) 
In Fall 2012, student scheduler software was implemented. Students have the ability to 
effectively create a student course schedule. Student Express provides one-on-one assistance 
for students needing help to use the scheduler and the registration functions online. A training 
tutorial is also available for students. 
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College Website 
SLCC has developed an impressive website with official school branding. The website is 
maintained by Institutional Marketing; however, individual department websites are maintained 
by the department “owner.”  
 
The ORAR website is located at: http://www.slcc.edu/enrollmentservices/index.aspx. ORAR’s 
website presents policy, procedure, resources and forms for students, faculty and staff.  
 
Online Tutorials  
To assist faculty in learning how to use online functions associated with managing their class 
responsibilities, ORAR has developed six faculty training tutorials located on the Faculty 
Training and Learning Center website: http://www.slcc.edu/innovation/ftlc/index.aspx. 
Faculty may access instructional tutorials for the following functions: view class lists, view class 
information, how to administratively drop students, how to submit grades, how to issue override 
permits and instructions on the waitlist functions. Students may access the following tutorials 
though their MyPage student tab: Waitlist, Schedule Planner and Registration. 
 
Telephone Reception 
ORAR provides telephone customer services during college business hours. Staff members 
assist students, faculty, staff and our community with a variety of questions and concerns.  
 
In-person Assistance 
Front Lines Reception and Student Express are available to assist students, faculty, staff and 
community members during college business hours. Student Express focuses on advising 
students with the first steps for admissions and registration including assistance in the Student 
Express Lab. Front Lines Reception also assists students with admissions and registration and 
is responsible for accepting a significant number of different forms and documents for various 
functions in ORAR. 
 
Faculty Training and Correspondence 
 
The Registrar corresponds with faculty members twice a semester by sending PDF documents 
through email correspondence. Both correspondences are focused on faculty procedures and 
helpful hints to assist with the faculty’s success. The first document is sent before the semester 
begins and includes information and instruction regarding policy and procedure. (See Appendix 
E, Registrar Hints.) The second document is sent before grades are due with information and 
instruction regarding the grading policy and procedure. (See Appendix F, Grading Information.)  
 
The Registrar and Assistant Registrar are also invited to present at various faculty trainings, 
orientations, and convocation sessions. 
Faculty Correspondence 
 
The numerous options to exchange information and communication with students, staff and 
faculty can be overwhelming as policies are updated and procedures are implemented. 
Considering high demand for communication, the mediums listed above are effective. The most 
challenging area for ORAR is providing updated technically savvy resources. For example, 
students in this day and age expect online interactive resources. ORAR has recently completed 
an RFP for such a tool. The software is a college-wide request; however, ORAR is responsible 
for requesting and moving the project forward. The software will provide the means to create 
interactive online documents and have the ability to exchange information with our student 
information system. This software will provide incredible communication resources for students, 

http://www.slcc.edu/enrollmentservices/index.aspx
http://www.slcc.edu/innovation/ftlc/index.aspx
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staff and faculty. Another technical challenge is providing updated tutorials for our students and 
faculty. ORAR lacks the human resource to keep up with the continued technical updates and 
changes.  

Assessment 
 

ORAR uses several methods for recording and evaluating the effectiveness of its services. The 
statistical data provides the opportunity to assess ORAR policy and procedures.  
 
Dashboards and Performance Indicators  
 
Dashboard data from the various offices and areas of responsibility is recorded monthly. Staff 
core leadership collect and report numbers for their areas. Examples of data recorded include 
enrollment numbers, admission applications, transcripts, residency applications, registration 
appeals and graduation applications. The Registrar reports the data to the Assistant Vice 
President for Student Services for the Board of Trustees Report. The data is also presented as 
Performance Indicators during the annual budget presentations. (See Appendix G, Dashboards 
Indicators.) 
 
Assessment Studies 
 
Student Services departments are required to complete assessment studies each year. Within 
ORAR, assessment responsibilities are conducted by the Registrar and the core leadership. 
Assessment studies have been significant for updating and improving policy and procedure. 
Departments participating in program review can count their self-study and the reviewers’ report 
as their annual assessment. The year after Program Review is conducted a Program Review 
Action Plan is completed outlining short and long-term goals for three to five years. Departments 
focus on the Program Review in the place of the assessments.  
 
In place of the traditional assessment, ORAR participated in program review phase one in the 
year 2012-13 and completed the program review action plan the following year in 2013-14. 
Short and long-term goals were developed as a result of the self-study process. The goals 
included recommendations made by the site review team, the Assistant Vice President of 
Student Enrollment Services and the Vice President of Student Services. The office areas that 
participated in the Program Review created a working document for their specific goals.  
The highlights of the outcomes (to date) for Phase I Program Review are listed below. The 
outcomes demonstrate that the department has made considerable progress in implementing 
changes and improvements that resulted from its self-study and the site review team’s 
recommendations.  

• Vice President of Student Services provided funding for the OIT department to hire a full-
time position. The position was filled December 2014 and focuses on all Student 
Services Banner projects. 

• The ORAR Technical Team was organized September 2013 and meets every other 
Tuesday morning to communicate and prioritize projects. Recently the OIT Project 
Manager and SS OIT Programmer have been invited to attend.  

• Software presentations for interactive online documents were presented by the Assistant 
Registrar and the Registrar for college key persons and committees. Funding was 
approved, however the process of reviewing and procuring software will be finalized 
following a RFP process.  
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• Enrollment Services’ name was changed to Office of the Registrar and Academic 
Records. Incoming Transcripts’ bane was changed to Transcript Evaluation. Signage 
and announcements were implemented. 

• A FERPA channel was created on SLCC website for easy access. Faculty is able to 
send FERPA questions directly through a designated email. Questions are answered 
every Friday. 

• A standing monthly meeting was organized with the Curriculum and Scheduling Office 
and ORAR. Student Services Regional Directors are also invited to attend. 

• A survey of both the Contact Center and Student Services staff at multiple campuses 
was used to identify the purpose and source of calls transferred to the Data Center. 
Training was then provided to help staff find and communicate common information so 
transfer of calls would not be made. Although the specialized work of the Data Center 
leads to a substantial number of phone calls, the number of inappropriate transfers has 
lessened. 

•  The Data Center Coordinator’s office was moved in March of 2013. It had been located 
next to the reception counter of ORAR. The location caused frequent interruptions. This 
has been a great help and has made it possible for the Coordinator to stay focused on 
the Data Center responsibilities. 

• Feedback on the application was obtained from Data Center, Student Express, the 
Contact Center as well as students that had recently completed the admissions 
application. With this vital feedback, proposals for upgrading the application were taken 
to the Assistant Provost and OIT and eventually became part of the agenda for the Vice-
President’s Student Analytics Intake Committee. As a direct result of this process, the 
upgrade of the admission application has been made a priority. The emphasis on this 
project has also led to using a modified version of the Admission Application as an 
online source for the Admissions Update Applications that had been available only as 
paper forms.  

• The Graduation Office has participated on the DegreeWorks implementation committee 
throughout this last year. There have been several major changes to the graduation 
process. While DegreeWorks implementation has a good foundation, there are still 
remaining pieces of the implementation that need to be addressed. 

• The Curriculum and Graduation Standards Policy was approved February 2014. This 
new policy addresses a clear repeat and substitution process. 

• Vendors were invited to bid on graduation diplomas and mailings. Jostens was awarded 
the contract which began Fall 2013. 

• This year the Curriculum Committee was reorganized. As a result, new committee 
members were appointed. It was suggested the Graduation Coordinator be an appointed 
member, however this was not accepted; the Graduation Coordinator will continue to 
attend the meetings without voting rights. 

• The Student Express Coordinator met with the Registrar and Assistant Registrar to 
discuss the transition of the ORAR frontline responsibilities and staff. The decision was 
made to move the frontline reception staff under the Student Express Coordinator in Fall 
2013.  As a result, more staff are available to cover both the frontlines and Student 
Express.  In addition, this has freed up the Assistant Registrar to concentrate on more 
technology-related duties. 
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• Incorporating the transcript and verification process within Student Express was 
discussed with Student Services administration.  Because frontline reception will remain 
accessible within ORAR, it was decided by administration that these processes should 
remain at the frontline reception at this time.     

• Since many of our students require assistance for services located inside the office area 
of ORAR, administration decided that frontline reception will remain located in the same 
place as will the services offered by Student Express. 

• The Student Express Coordinator conducted a visual noise analysis with the Institutional 
Marketing office. In conjunction with the results from the visual noise, the Student 
Express Coordinator met and worked with the Director of Auxiliary Services.  Unneeded 
posters and signage surrounding Student Express were removed to reduce visual 
clutter. (This past year, additional signage and unneeded posters have begun to clutter 
the area again.) 

• The Registrar and Student Express Coordinator visited Utah Valley University (UVU) in 
March 2013.  We observed UVU’s OneStop queuing system to see if it would meet the 
needs of Student Express’ organization flow demands.  After evaluating the pros and 
cons of a queuing system, administration decided against the purchase or 
implementation at this time. The Student Express Coordinator purchased additional 
directional and hanging signs using SLCC branding to better direct students to the 
Student Express waiting area.  These have been in place since January 2014 and have 
improved the flow and accessibility for students.  

• Currently, there is a college committee assessing the needs for an Admissions Office. If 
an Admissions Office is reorganized, there will be significant ramifications for ORAR. 
(This issue is addressed in the following section.) 
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Registrar 
 

Functions, Programs and Services 
 

The Registrar is responsible for the administration of all services and operations in ORAR 
including Student Express, Data Center, School of Applied Technology (SAT) Student Records 
Management, Transfer Evaluation, Outgoing Transcripts, and Graduation. Duties and 
responsibilities include admissions, residency, transfer evaluation, registration, student records 
(both credit and non-credit), maintenance and storage, and graduation. The  Registrar is also 
responsible for the management, integrity and security of all student academic records in a 
highly automated environment; the establishment of policies and procedure for the equitable 
and consistent administration of academic policies and procedures; the administration of 
registration activities; the official certification of degrees; the certification of eligibility for athletic 
competition; the enforcement of academic regulations and policies governing student records; 
and the administration of the Family Educational Rights and Privacy Act (FERPA). 
 
Under the direction of the Registrar, the core leadership provides management and supervision 
for approximately ten office areas of responsibilities and approximately 38 staff positions. The 
Registrar has direct responsibility for numerous departmental budgets, manages technical 
responsibilities and technical projects, provides faculty training and correspondence, is 
instrumental with updating and implementing policy and procedure, participates on numerous 
committees, and is the FERPA representative for the College. 
 
Core Leadership 
 
Those staff members who report to the Registrar are considered core leadership in ORAR. The 
functions of the core leadership are to create a supportive relationship with staff, to create the 
opportunity for communication, and to accomplish the expected job responsibilities. Core 
leadership meets weekly to assess and discuss current projects and events and also to review 
and plan for upcoming events. In addition, the core leadership exchanges information involving 
the specific areas of responsibility. This is effective because communication is shared within all 
areas of ORAR and each core leadership position receives additional information outside their 
job responsibilities. The meeting provides a time for discussion and an opportunity for the core 
leadership to support one another outside their area of responsibility. Within this meeting 
solutions and communication plans are constructed. For example, if there is a concern within 
the office, the core leadership will devise a remedy for the solution within the office or within the 
college environment. 
 
Technical Projects and Responsibilities 
 
Technical responsibilities are shared within ORAR among the Registrar, Assistant Registrars, 
Transcript Specialist, Graduation Specialist, Records Specialist and those working on one-time 
projects.  
 
The Registrar is responsible for building Banner tables and forms including semester 
registration dates. (See Appendix H, Banner Tables and Forms.) In addition, a Task List is 
followed each semester, which includes processes and reports that are required to be 
completed. (See Appendix I, Task List.) 
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Approximately a year ago, the Registrar organized a Technical Team and set aside Tuesday as 
“Technical Tuesday.” ORAR staff members involved with technical projects are part of the 
Technical Team and they are asked to dedicate every Tuesday to work on technical projects. 
This initiative is designed to push technical projects forward. The Technical Team continues to 
meet every Tuesday in order to communicate updates and concerns about the technical 
projects. Also invited to Technical Tuesday is OIT representation to review and update the 
projects on the Banner Project List. The Banner Project List is located on the following 
webpage: 
http://myslcc.slcc.int/depts/ses/SSBWG/Lists/Project%20List%20CLDV/Allitemsg.aspx.) This 
has provided a communication pathway between OIT and ORAR. The concept has been good, 
however, ORAR Technical Team members continue to struggle to focus only on the technical 
projects because their workload is too demanding and other job responsibilities take 
precedence.  
 
One of the same concerns identified in the department’s previous Program Review of 2012 was 
the daunting technical demands and expectations placed on ORAR. ORAR is the hub for the 
majority of technical projects college wide, yet human resources are insufficient within ORAR to 
fulfill the “user end” technical responsibilities that are necessary to complete projects.  
 
ORAR is expected to manage Banner tables, forms, and processes as well as act as a 
communication link with Ellucian. ORAR is also expected to manage and complete multiple 
technical projects. While the technical projects are supported by the OIT programmers and 
developers, technical support within ORAR is lacking. ORAR is in need of a dedicated position 
to meet the growing technical demands and expectations. 
 
Currently, the technical demands and expectations are being assigned to office staff members 
who have the ability to understand technology; yet these assignments are not part of their 
current job descriptions. For example, the current Assistant Registrar is technically savvy and 
has made great strides to move technical projects forward; however, the technical projects are 
taking over her other job responsibilities, which focus on the management and supervision of 
several offices, projects and other significant duties.  
 
ORAR needs an assigned Associate Registrar position focused on the increasing technical 
demands and projects. This position would work alongside OIT developers and programmers; 
manage Banner tables, forms, and processes; communicate with Ellucian; and manage ORAR 
technical projects. This would alleviate the ORAR staff members who are currently working on 
technical projects in addition to their actual responsibilities.  
 
After the first Program Review in 2012, the review team strongly recommended that a new 
technical position be created for the department. Funding for this position was granted; 
however, the position is housed under OIT (not ORAR) and is used as a technical programmer 
for all of Student Services’ technical projects. While this position ultimately assists Student 
Services as well as ORAR, it does not provide the additional human resource needed within 
ORAR to advance our technical goals.    
 
Archive Transcript Project 
 
In the last 30 years, hard copy academic records, dated from 1947 to 1990, have accumulated 
to approximately 80,000 records. The records have been stored in various storage rooms. In 
2007, it was decided that the records should be recorded and appropriately updated into the 

http://myslcc.slcc.int/depts/ses/SSBWG/Lists/Project%20List%20CLDV/Allitemsg.aspx
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Banner system and/or sent to the State Archives for permanent storage; thus, the Archive 
Transcript Project was established.  
 
During the first three years, the Archive Project moved slowly as one employee attempted to 
work on the records during office down times. In late 2009 funding was available to hire one 
part-time employee to work exclusively on the project. From October 2009 to June 2013, the 
Archive Project moved at a faster pace with the majority of the records being reviewed. In July 
2013, funding was cut. The project was moved to Miller Campus where staff had more down 
time to work on it.  
 
Every transcript is first, checked in BANNER (current system); second, checked in PRE SIS (old 
system); third, scanned and indexed into NOLIJ (scanning system); and fourth, boxed, recorded 
and sent to State Archives. 
 
Any archived record that is considered incomplete is set aside as a “split transcript”. A split 
transcript is defined as a student having both a hard copy student record and also a student 
record in Banner.  A hold is placed on the student Banner record with a message referring the 
student to the Transcript Office. If a student requests a transcript that is split, the Transcript 
Office then researches and moves the additional records into Banner.  
 
As the table below demonstrates, as of September 2014 approximately 60,000 records have 
been reviewed. Thirty boxes have been sent to the State Archives. It is estimated that 
approximately 20,000 records are pending review. 

 
 2007-

2009 
2010 2011 2012 2013 2014 

 
Total 

Transcripts Reviewed *10,000 18,803 9,801 9,797 7,377 9,668 65,446 
Transcripts Pending  1,059 882 844 81 221 3,087 

State Archives  17,744 8,919 8,953 7,296 9,447 52,359 
*There were no statistics recorded 2007 through 2009; it is estimated that 10,000 transcripts were reviewed. 

 
In addition to the student records at Miller Campus, there are hard copy records at South City 
Campus. SLCC’s School of Applied Technology (SAT) merged with the Utah College of Applied 
Technology (UCAT) in July 2009. Approximately 100,000 student records were inherited with 
the organizational merge and are being housed in the SAT storage room at South City Campus. 
Because of the quantity of the records and time period, a different process was established for 
these records. The student records are alphabetized and essential information is recorded on 
an Excel spread sheet. The student records will eventually be sent to the State Archives. This 
project is just getting underway.     
 
Committee Involvement 
 
The Registrar is involved with numerous committees. Currently, the Registrar participates on the 
following committees: 

Standing Committees 
Banner Student Projects 
Universal Access Committee 
Faculty Senate (non-voting participant) 
Curriculum Academic Calendar (Faculty Senate subcommittee) 
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Admissions and Standards and Student Affairs (Faculty Senate subcommittee) 
State Articulation Committee 
 
Current 2014-15 Committees 
Degree Works Implementation 
Recruiter Implementation 
Admission Office Reorganization Proposal  
 
Policy and Procedure Development  
The Registrar is involved with various committees where policy and procedure are developed or 
updated and then go through the policy approval process. For example, the Registrar was 
involved with two recent policies that were approved:  Experiential Language and Curriculum 
and Graduation Standards. Currently, the ADA policy is in final draft and ready to be submitted. 
Projected to be updated this year are the policies for admission, electronic signature, graduation 
late fee, transfer credits and repeats, business continuity plan, and developmental education 
courses.  
 
College FERPA Representative 
 
The Registrar works closely with the Risk Management office and the college lawyer on cases 
and situations concerning FERPA, GRAMA and other regulations. Within the last couple of 
years, Risk Management was moved under the Office of Equal Employment Opportunity. A new 
staff member was hired as the Risk Management Officer. In the past, this position was 
responsible for FERPA requests and concerns while working closely with the Registrar. 
Currently the Registrar is now responsible for FERPA requests and concerns with back-up 
available from the college lawyer and the Risk Management Office. This new arrangement is 
working out well since it centralizes FERPA responsibility. 
 

Leadership and Staffing 
 
The Registrar oversees seven core areas comprised of seven full-time staff members: 
 
(2) Assistant Registrars Full-time 
Manager   Full-time 
(3) Coordinators  Full-time 
Specialist   Full-time 
 
 
 
 
 
 
 
 
 
Staff Evaluation 
 
Formal evaluation of full-time staff is done annually through the Performance Excellence 
Program, which includes an Employee Self-Evaluation, an Employee Performance Review and 
Goals and Objectives. 
 

Registrar 

SAT Student Record 
Management 

Assistant Registrar 

Residency/Transcripts 
Appeals/Verifications 

 
Assistant Registrar 

Records 
Management 

Specialist 2 

Student Express 
Frontline Reception 

Phone Reception 
Coordinator 2 

Data Center 
Coordinator 1 

Graduation 
Coordinator 1 

Transfer Evaluation 
Manager 1 
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Employees meet with their direct supervisor to review overall college goals and objectives along 
with specific goals and objectives in relation to individual job duties.   
 
Decision Making 
 
The Registrar encourages the core leadership to embrace their ability to make decisions 
through research and with the support of each other. The Registrar meets weekly with the core 
leadership where concerns are discussed, information is shared and decisions are made. The 
core leadership members each represents the staff members who report under their direction. 
The discussion topics are taken back to their specific staff meetings and the leadership is 
expected to bring back staff feedback to the weekly meeting where final decisions are made. If 
decisions are required within a specific office area, then separate meetings are scheduled.  
 
Decisions are also shared through email correspondence. The Registrar forwards college and 
Student Service updates to ORAR staff. Depending on the information, emails are often 
forwarded to additional contacts throughout Student Services.  
 
Job Responsibilities 
 
Registrar 
Oversees the administration of all services and operations in ORAR with the responsibility for 
admissions, registration, transcripts, student records maintenance, graduation, residency, 
departmental budgets, use of technology information management and the concept of service to 
all members of the college community. The Registrar is also responsible for the management, 
integrity and security of all student academic records (both credit and non-credit) in a highly 
automated environment; establishment of policies and procedures for the equitable and 
consistent administration of academic policies and procedures; administration of registration 
activities; serving as the degree certifying official; certification of eligibility for athletic 
competition; the enforcement of academic regulations and policies governing student records; 
and administration of the Family Educational Rights and Privacy Act (FERPA). 
 
Assistant Registrar  
Manages the day-to-day operation of ORAR including the functions of counter and telephone 
reception, outgoing transcripts, residency and registration appeals, and athletic eligibility; hires, 
trains, schedules, supervises and evaluates employees; develops and implements training for 
staff and faculty; maintains Banner tables and data; reports enrollment and degree verification 
to National Student Clearinghouse; and distributes class rosters to faculty.  
 
Assistant Registrar, SAT 
Manages the day-to-day operation of SAT Student Record Management and provides 
leadership and assistance to the Skills Management Team ensuring educational goals and 
learning outcomes are met; builds and maintains open entry/open exit model within Banner; 
provides admission and registration services including registration appeals, verifications and 
completion certification; maintains student record and retention schedules; assists faculty and 
advisors with registration and grading; serves as a liaison between several college-wide 
departments; completes and prepares statistical data for various college reporting; and ensures 
federal and college policy compliance. 
 
Transfer Evaluation Manager 
Manages, designs, implements, and oversees the college-wide system of transfer of credit 
evaluation for new, continuing and returning students; coordinates student communication 
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between faculty and departmental advisors; maintains computerized data base in Banner; 
determines appropriate interpretation and application of college and statewide policies and 
procedures as they relate to transfer credit.  
 
Data Center Coordinator 
Coordinates the day-to-day operation of the Data Center; manages the admission application 
process for traditional, international, concurrent and SAT students; maintains core student 
information and data integrity; participates in technical project management; and generates 
reports for various college departments.  
 
Student Express Coordinator 
Manages Student Express services for students and prospective students; administers, 
coordinates and analyzes the office functions and delivery of services and information; 
expedites basic student admission and registration procedures; assures the provision of helpful 
responses to questions regarding placement testing results, financial aid, academic and career 
advising, student activities, online registration and other questions and needs; prepares helpful 
information for distribution to students; manages personnel budgets; plans and conducts 
ongoing training; implements positive change for both internal and external customers.  
 
Graduation Coordinator 
Manages the Graduation office; oversees evaluation of course work and gives final approval for 
gradation; directs graduation record keeping, posts degrees and awards to student records; 
administers distribution of diplomas; assists students with graduation and records concerns.  
 
Records Specialist 
Organizes student records maintenance and storage including the Archive Transcript Project; 
supervises the Nolij work station; assists the Registrar with student information system 
responsibilities and projects; builds and maintains the Banner waitlist function for each term; 
completes end-of-term Banner processes; runs the sequence purge each semester; organizes 
and completes the Board of Trustees report including monthly dashboards.    
 
Job Qualifications 
 
Registrar – Bachelor’s degree (master’s degree preferred) and six years of experience as 
Registrar, Associate Registrar, Assistant Registrar or comparable position.  
 
Assistant Registrar – Bachelor’ degree and three to five years of appropriate work experience in 
a college or university setting. 
 
Manager – Bachelor’s degree and one to two years of direct work experience in a college or 
university setting. 
 
Coordinator – Bachelor’s degree and one to two years of direct work experience in a college or 
university setting. 
 
Specialist – Associate’s degree and one to two years of direct work experience in a college or 
university setting. 
 
Organizational Structure  
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ORAR’s organizational structure has evolved through the years. In 2003, there was a major 
reorganization and construction project within Student Services. The Admission Office was 
eliminated and various functions of admission were moved within Student Services. The 
Registration Office inherited the Residency Office, the Data Center and Student Express. The 
Veterans Office was moved from the Registration Office into its separate area. The title of the 
Registration Office was changed to Enrollment Services. Enrollment Services was then moved 
to a new physical location which is the current location.  
 
In July 2012, SLCC’s School of Applied Technology was reorganized. The manager and the 
office staff responsible for enrollment services were moved under the Registrar. The SAT 
manager was upgraded to an Assistant Registrar and brought an office of two full-time and two 
part-time staff members under the Registrar. Also, one full-time position was moved to the Data 
Center (which is also under the management of the Registrar). 
 
As a result of recommendations that emerged from the Enrollment Services 2012 Program 
Review, Enrollment Services title changed to the Office of the Registrar and Academic Records. 
 
Last July 2013, the Transfer Evaluation Office was moved from the Student Services South 
Regional Director to under ORAR management with four full-time staff members. This was an 
excellent strategy as this office works closely with the Data Center and Graduation and other 
ORAR staff members. 
 
In 2013 two projects aimed at student completion were set in motion: 1) the Next Step 
Completion project, and 2) the Reverse Transfer project, both of which are managed by a new 
part-time position, the Next Step Advisor. These projects and the new position are housed 
within ORAR.  
 
These recent organizational changes established three new areas of responsibility under the 
Registrar: the SAT Student Records Management, the Transfer Evaluation Office, and the Next 
Step Advisor. These three areas brought seven additional full-time and three part-time staff 
members with no additional funding for current expense, travel or equipment. 
 
ORAR currently resides in the same 2003 physical location with the additional inherited offices 
and staff members. We have been very creative in developing healthy work stations to 
accommodate our staff member growth. For example, last year we converted a storage closet 
into an office space for the Next Step Advisor. We are setting up an additional work space, 
including shared work stations for our part-time staff members. While office real-estate is always 
an issue, it is time for office space to be reorganized in a more strategic way or additional office 
space secured.  
 
SLCC is in a transitional period with demands for new recruitment as well as retention and 
completion efforts. Currently, Student Services is assessing the need for an organizational 
restructuring to develop admissions office. Several of the Program Reviews within Student 
Services have suggested the need to create clearer, strategic pathways for potential and new 
students. The reorganization to establish an admissions office would have significant 
ramifications for ORAR. If there is a reorganization, it will determine whether Student Express 
continues to function as it currently does. Because there is a strong possibility of reorganization; 
the vacant Student Express coordinator position will remain vacant until a proposal is 
determined. This puts an additional burden on ORAR staff as others must provide support in the 
absence of the position. Student Express supports ORAR’s front line in person and phone 
reception and also provides human staff support to conduct processing demands. If Student 
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Express is reorganized within a new admissions office, staff positions will need to remain in 
ORAR to give support to the work demands.  
 
ORAR Staffing Needs 
 
ORAR staffing requires constant review and change as the focus and needs for the College 
continue to move forward. Currently there is a need for technical support to address the various 
and multiple technical projects; there is a need for administrative support for the Registrar who 
is burdened with secretarial and clerical duties; also, there is a need for additional human 
resource in several of the offices. The following positions have, again, been requested through 
the 2015-2016 budget process: 
 

• Associate Registrar 
 
SLCC is dated on innovative technical products and processes college-wide and on 
technical and online options for our students. ORAR has a responsibility to evolve with 
technical procedures and processes for student, staff and faculty; however, ORAR is 
unable to productively meet these technical demands because of the lack of Banner 
user technical support. ORAR is responsible for technical projects from a user 
standpoint; yet, there is not a designated position to carry out this responsibility 
productively.  
 
The main responsibility for this proposed position would be to meet the demands of 
technical projects and processes, in addition to Banner projects. This position would 
work independently of OIT with a “user perspective;” however, it would also work 
alongside OIT programmers, analysts and web developers. 
 
Other staff positions are currently carrying the load of this demand and their areas in 
ORAR are being impacted as a result. Adding an Associate Registrar with strong 
technical skills would provide the human resource needed to address the technical user 
demands and would give SLCC the edge needed to become up-to-date with technology.    
 

• Administrative Assistant 
 
ORAR consists of 38 staff members with a variety of office responsibilities including 
Student Express, Data Center, Transfer Evaluation, Residency, Transcripts, Appeals 
and Verifications offices. The Registrar and ORAR’s core leadership requires 
administrative support with budgetary management for nine accounts; purchasing and 
inventory; secretarial and clerical tasks; travel arrangements; and other office 
organizational needs. Currently, the Registrar does not have consistent support and 
relies on numerous staff to assist with these administrative demands. 
 

• Data Center Specialist 
 
This position is currently a part-time position and processes admissions documentation 
including the processing of thousands of high school transcripts each year. This position 
is also responsible for thousands of ACT and SAT test scores, which must be input in a 
timely manner for prerequisites. The part-time position is unable to meet the demands of 
the expected workload; consequently, other staff are pulled off their own work and must 
compromise their workload responsibilities. Inconsistent and heavy workload demands 
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impact the timely processing of admission records and can delay students’ ability to 
register. 

 
• Outgoing Transcript Office Specialist 

 
Currently there are one FT and two PT positions in the Outgoing Transcript office 
producing approximately 50,000 transcripts annually. In addition to the processing and 
mailing of transcripts, the current FT position is required to create COGNOS and Banner 
reports among other technical responsibilities.  It has come to the point after years of 
increased workload, that two FT positions are needed to cover the responsibilities of this 
office. This requested FT position would also serve as an evening supervisor for ORAR 
offices. Currently there is not an evening supervisor, which leaves supervisory 
responsibilities to part-time staff members. This full-time position would handle the 
responsibilities when student conflicts, staff concerns, office security or other issues 
arise. 
 

• Next Step Advisor  
 
The Next Step Program was established in August 2013 with a part-time position. The 
goal of the program is to identify a specific student population and assist them to apply 
for graduation. The current part-time Advisor contacts students who have 55+ non-
developmental college credits, who have not yet graduated, and who have attended 
SLCC at some point during the past five years.  The student is then contacted and 
advised on the completion pathways towards graduation.   
 
In addition, this position works with Utah State University on the Reverse Transfer 
program. Utah State identifies student populations with specific criteria including 
students who have 60 or more credits at SLCC. The Next Step Advisor contacts and 
advises students through the graduation process. The Next Step program has been very 
successful and recently was awarded the 2014 NASPA Program Innovation award.  
 
Next Step and Reverse Transfer Programs are providing attainable pathways towards 
completion for our students; however additional human resource is required. Funding is 
requested to move the part-time advisor position to full-time. Currently, the VP of 
Student Services funds the part-time position. If the full-time position is not granted, 
baseline funding is requested for the current part-time position. 
 

• Transcript Archive Project Specialist  
 
In 2007, ORAR began the Archive Transcript Project, where approximately 80,000 hard 
copy student records are being moved to the student Banner system or the electronic 
Nolij file system and then the hard copies are sent to the State Archives for storage. The 
first few years of this seven year project (so far), the Vice President of Student Services 
funded a part-time position. The project was successful and thousands of student 
records were moved. However, in the last two years the project was moved to another 
campus with the intent that designated staff, who have other responsibilities, would be 
able to manage the project. Unfortunately, the project is losing momentum and needs 
human resource to finish. With funding for a designated part-time employee, the project 
is anticipated to be completed in one to two years. (Part of this project includes SAT 
Student Records Management that is managed by the Assistant Registrar over SAT.)  
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Organization, Policy and Procedure Changes 
 

In the last three years, ORAR has worked with significant changes in organizational structure, 
policies and web-based applications; these changes are highlighted below.  
 
2014 
 

• National Student Loan Data Systems (NSLDS) Required Regulations resulted in 
Banner patch implementations and changes to the original Banner 2001 setup. This was 
an intense project where several areas of the College were affected including the 
Curriculum and Scheduling Office, the Data Center, the Transfer Evaluation Office, the 
Graduation Office and, of course, Financial Aid. 

• Graduation Application Deadline was put into policy.  
• Archive Transcript Project continues and now includes the SAT. 
• Updated Transcript Printing options now include separate pages for Continuing 

Education and SAT students. The transcript legend now includes Continuing Education 
and WICHE Passport information. 

• The Trade Adjustment Assistance Community College and Career Training 
(TAACCT) has awarded SLCC’s SAT a 2.5 million grant. SAT Student Records 
Management is supporting this grant by providing admission, registration, and 
graduation processes for the student population. 

• The National Competency Based Education Network (C-Ben) Initiative has given 
SLCC’s SAT the opportunity to participate as a competency-based, experimental site. 
SAT Student Records Management will be creating reporting systems for the enrollment 
services processes.   

• School of Applied Technology Admission processes were updated and implemented. 
• The End of Term Sequence Purge process was updated to include math, English and 

biology classes. 
• WICHE Passport was implemented. SLCC staff was on the original regional committee 

where the WICHE Passport pilot project began and was implemented. Currently, there 
are 15 participating institutions within the western region.  

• Credit for Prior Experiential and Noncredit Learning Policy was approved August 
2014 by the Board of Trustees. This provides the Transfer Evaluation Office a structured 
foundation and parameters for guiding students and gives individual academic 
departments the opportunity to setup guidelines and policies. 

• Posthumous Degree Policy workflow and checklist were created and implemented for 
any students who “pass away.” 

• Automated Repeat Process was implemented in Banner. 
• Jabber online interactive communication tool was setup for office staff members. 
• Schedule Planner updates were implemented. 
• Highland Site Closed in June 2914. The SAT Assistant Registrar was responsible to 

set up student records and move students from Highland Site to Jordan Campus. 
• Records Retention Schedule was created for ORAR. 
• Exceptions Policy was implemented May 2014. The process is meant to streamline the 

substitution process. 
• Experiential Language testing codes were created May 2014; forms and website were 

created; fee was implemented July 2014. 
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• Automated Notification for Dropped Classes was created for students when a class 
is dropped because of cancellation or section change. 

• Banner Tuition Charges were changed to charge based on attributes, instead of 
residency. 

• Departmental Name Changes were implemented April 2014: Enrollment Services to 
Office of the Registrar and Academic Records; Incoming Transcript Office to Transfer 
Evaluation Office. 

• Deferred Admissions (missionary tool) was posted on website. 
• FERPA Required Online Training was updated and revised. 
• Three Year Admission Policy and one year management were implemented February 

2014 and the online admission application was updated. 
• High School Electronic Transcripts (UTREx) contract was completed. Data Center 

Coordinator represents SLCC on State Board committee. 
• Next Step office space was constructed. 
• National Student Clearinghouse Verification Surcharge contract was completed. 

 
2012-2013 
 

• Jostens contract was set up to print and mail diplomas. 
• OIT audit was completed for over 4,000 Student Banner Users 
• DegreeWorks, a new online graduation audit and educational planning tool, was 

implemented November 2013.  
• Incoming Transcript Evaluation office changed reporting line to the Registrar. 
• Online Graduation Application was implemented Fall 2013.  
• Online Admission Application revisions were implemented. 
• AmbirScan program was installed on front line receptions. 
• FERPA Faculty Link was posted on the Faculty MyPage. Faculty may ask FERPA 

questions and/or state concerns that are automated and received by email. 
• 2012-2013 Program Review Site Visit was held February 2013 and an Action Plan 

completed. 
• Schedule Planner was implemented Fall 2012 for students to build a class schedule 

through an online program with high-tech options.  
• Graduation Online RSVP was set up on website. 
• Human Resources Talent Management was implemented 2012; staff job descriptions 

and standards were updated college-wide; ORAR reviewed and updated all FT and PT 
staff positions.  

• Online Required FERPA Training was implemented September 2012 and is part of 
SLCC staff and faculty mandatory training. 

• Prerequisite Sequence Purge began Fall 2012; students are dropped if they do not 
meet the prerequisites for specific math and English classes. This project will include 
more classes each semester. 

• Online Residency Application was implemented July 2012 replacing the paper 
version; this allows students instant access to their residency status and indicates any 
required documents. 

• School of Applied Technology was reorganized July 2012; Enrollment Services 
responsibilities were reassigned under the Registrar.  

 
Current Projects  
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• In response to the NSLDS regulation, new upgrades were implemented to the 
National Student Clearinghouse enrollment and degree reporting processes. This 
was and continues to be an involved project that requires technical support and 
Clearinghouse support. 

• In response to the NSLDS regulation, student records also require data cleanup 
with 1,400 campus codes restrictions, incorrect holds and inactive prior majors; 
12,000 program codes; and 13,000 fields of studies. Daily reports are being created 
to identify continued errors. 

• Ellucian Recruiter admissions module is being implemented Spring 2015 
• Perceptive Transforms is being considered for possible purchase. This provides an 

online interactive form that can communicate with our current Nolij Scanning and 
Banner systems. Currently we are moving through the RFP process.  

• Degree Works implementation concerns need to be addressed. 
• Security Student Entry into MyPage is being developed to provide an online 

interactive process for students who forget their student S#. 
•  Degree Works Transfer Tables need to be updated.  
• Transcript Request Process is being modified. 
• Graduation Application RSVP online process is being created in Constant Contact. 
• WICHE Passport Extract Report requires reporting statistical data to the regional 

data base. 
• Admission Update Applications are being improved and updated.  

 
Pending Projects (need user technical and OIT technical support) 
 

• Phone Verification would provide a college-wide process for students and staff 
members who need to communicate with one another about confidential student 
information. 

• Decision Code 01 to 35 needs to become an automated process when students 
have met the requirements. 

• Senior Citizen Tuition Waiver form needs to be updated to an online option. 
• End of Term Repeat Process needs to be created. 
• ACT and SAT updates and implementation are needed to align with the new 

admission requirements. 
• Registration Appeal Faculty Notification should be automated and emailed to 

faculty members. 
• Clearinghouse Reporting needs to include SAT student population. 

 
Projects on the Horizon (awaiting administration approval, technical support and/or Banner 
upgrades, etc.) 
 

• Clearinghouse/Ellucian eTranscript is under consideration for possible 
implementation. 

• Online Grade Change is awaiting Banner XE upgrade. 
• Degree Works Athletic Eligibility is awaiting the filling of a vacant position. 
• Graduation and Cumulative GPA consistency is awaiting policy change approval. 
• Athletic Student Notification would send automated notification to Athletics when 

an athlete is dropped from a course. 
• SFASTCA Audit Trail user identification 
• Waitlist processes need to be automated. 
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ORAR is expected to provide multiple services for our students and faculty members. Our 
student population pays for and deserves kind and professional customer service; rational and 
equitable policy; and efficient and high-tech procedures. As can be seen by the lists above, 
ORAR is constantly moving forward and carries the responsibility for improvement in many 
areas within Student Services. Technology and human resource drive our progress. The human 
resource is a challenge; specifically the need for technically confident employees.  
 
Within each area of responsibility in ORAR, there is an underlying expectation to move forward 
with technology. Currently, there are numerous pending and anticipated Banner projects 
requiring technical user knowledge and human resource as well as OIT technical support with 
some of the projects dating back to 2007. The assigned ORAR staff members are expected to 
work with OIT to move forward with the technical projects. However, ORAR staff is not 
experienced with the required level of technical knowledge and must be trained on each 
individual project or must rely on OIT staff for completion.  
 

Self-Study Summary of Registrar’s Area 
 
Upon completing this self-study, the following are the Registrar’s goals and key issues for the 
site review team to address: 
 
Positions  
 
The college continues to introduce initiatives that affect ORAR staff job responsibilities. Staff are 
expected to adjust to significant change in new policy and processes. ORAR staff members 
continue to take on the increased workloads, yet technical support and human resources have 
not changed. ORAR is burdened with meeting high expectations and demands with insufficient 
capacity to meet the requirements.  
 

• Request an Associate Registrar position that manages ORAR technical projects.  
• Request an Administrative Assistant to support an office of 38 staff members. 
• Request the Outgoing Transcript Office part-time position be upgraded to a full-time 

position. 
• Request the Data Center part-time position be upgraded to a full-time position. 
• Request the Next Step Advisor part-time position be upgraded to a full-time position. 
• Request a part-time Transcript Archive Project Specialist staff position to complete the 

archive project and secure hard copy, academic records dating from 1947 to 1990. 
• Reevaluate specific ORAR organizational leadership and specialist positions. Consider 

an upgrade for the Transcript Specialist 2 to Coordinator; the Transfer Evaluation 
Manager 1 to Manager 3; the Verification Technician 3 to Specialist; the Records 
Specialist 2 to Specialist 3; and the Data Center Coordinator 1 to Manager 1.  

Issues 
 

• Continue to actively participate in the committee deliberations about the development of 
an admissions department and prepare for possible reorganization.  

• Explore the possibility of a weekly ORAR training meeting, where ORAR publishes the 
weekly closure and meets to discuss updated policy, train on new procedures, 
communicate new processes and exchange Student Services information. This training 
would also include other offices within Student Services and other campus sites. 
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• With the assistance of college experts, assess and reorganize ORAR’s physical space. 
• Restructure ORAR’s Technical Tuesday concept and reevaluate the Technical Team’s 

role and expectations.  
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Assistant Registrar 
 

Function, Programs and Services 
 

The primary function of the Assistant Registrar is to manage the day-to-day operation of ORAR. 
Specific responsibilities under the Assistant Registrar include Academic Renewal, Admissions’ 
Fee Refund, Course Roster Distribution, Course Cancellations and Updates, Enrollment 
Verifications, National Student Clearinghouse, Athletic Eligibility, Registration Appeals, and 
Updating User Tables. In conjunction with the Registrar, the Assistant Registrar works with the 
Banner User Group Project List and the Next Step Completers Program. 
 
Academic Renewal 
 
The purpose of the Academic Renewal policy is to discount students’ previously recorded 
substandard academic performance when such work does not reflect current demonstrated 
ability. As a consequence, Academic Renewal allows students the benefits of their current level 
of ability and performance and does not permanently penalize them for poor performance in the 
past. Academic Renewal encourages students to continue their efforts toward their educational 
objectives when the weight of previously recorded substandard work would otherwise make the 
achievement of those objectives unlikely.  Academic Renewal permits returning students to 
discount previous poor grades and associated credits from grade point calculation under 
specific conditions. 
 
One of the challenges students face is the misconception that Academic Renewal will assist 
students in reaching satisfactory academic progress for financial aid purposes. While the policy 
and procedure is clearly stated on the form, students are often given the wrong advice or 
perhaps perception. Students can obtain information regarding Academic Renewals from 
Academic and Career Advising or ORAR; students are required to meet with an Academic 
Advisor before they can submit the form so the first point of contact is typically an Academic 
Advisor. Students often do not always meet the qualifications; however, they are sometimes 
advised otherwise. The solution would be for Academic Advising to be better trained on the 
academic renewal policy and process. ORAR addresses training concerns at the Academic 
Advising weekly staff meetings, where ORAR presents “spotlight” training. Academic Renewal 
policy and procedure continues to be reviewed. 
 
The Academic Renewal policy, form and instructions are located online on the ORAR website 
http://www.slcc.edu/enrollmentservices/policies.aspx. Additionally, there is a brief explanation of 
Academic Renewal under the appeals web page for ORAR as well as the Academic and Career 
Advising web page. (See Appendix J, Academic Renewal Petition.) 
 
Admissions Fee Refund 
 
The core purpose of admissions refunds is to refund students who pay for the admission’s 
application more than once.  SLCC does not give refunds for any other reason than for a 
duplicate payment as the fee is non-refundable.  Refunds are issued to the student in the form 
of a check regardless of who paid for the fee or what form of payment was used. This is an 
administrative fee charged for processing the application.  
 
Students are required to submit a copy of the bank or credit card statement showing proof of 
payment for both transactions even if the first transaction was made several years in advance.  

http://www.slcc.edu/enrollmentservices/policies.aspx
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If the student paid cash, a receipt must be provided. The admissions’ policy allows students who 
have left the College up to three years to reapply, but many students reapply within the three 
year window and mistakenly pay the fee again.  After all of the documentation is collected, the 
request is sent to the Business Office for processing, and it can take up to four weeks for the 
student to receive a refund check in the mail. 
 
One challenge with the admissions fee refund is informing students that the application fee is 
non-refundable.  While this information is stated on the admission application, most people still 
assume the fee is based on certain circumstances.  It would be beneficial to state that the fee is 
non-refundable in more areas, perhaps even throughout the application, to ensure that people 
are well-versed in this regard. (See Appendix K, Admission Step 1.) 
 
Refunds are returned by the Business Office in a personal check to the student rather than 
returned in the same format that payment was initially made. This creates difficulties for those 
who pay on behalf of the student as they will have to rely on the student to pay them back.  
Returning the refund in the exact way it was received would be much more helpful.  
 
Another drawback is that refunds require the student to provide bank or credit card statements 
for both transactions (as we only refund duplicate payments).  This is often a problem for 
students as they may not have documentation of both transactions.  Also, the amount of time for 
a refund to be issued can be an inconvenience. The Business Office, rather than ORAR, is in a 
better position to administer this process as they have access to payment information.  It seems 
unnecessary for the Registrar’s office to collect all of this data from the student when the 
Business Office already has access to it.  The documentation is only used to match up payment 
information and when students cannot provide the documentation, they need only complain and 
the Business Office will research the payment information and issue the refund.  Currently, the 
form for the refund, which has to be completed by a staff member rather than a student, does 
not have instructions or any information on the aforementioned items. Consequently, the 
Assistant Registrar created step-by-step instructions for staff who process these requests. (See 
Appendix L, Refund Process.)  
 
The process for issuing refunds is ineffective and very difficult not only for the student but for the 
Registrar’s staff member processing the refund.  More times than not, it creates a hardship for 
the student and a burden on the Registrar’s staff to collect and give out information that is 
already in the system but unavailable to the Registrar staff member.  
 
Course Roster Distribution 
 
Course rosters are generated through an automated electronic process and delivered to the 
instructor’s SLCC email. The rosters are generated and emailed three times a semester on the 
first day of class, the last day to add and the last day to drop. The purpose of distributing PDF 
rosters is to provide faculty members with the most up to date list of students enrolled into their 
specific courses and also to provide faculty members with specific instructions on how to add or 
drop students. The other main purpose is for attendance tracking.   
 
Some of the challenges of distributing PDF rosters is the frequency and time in which the 
rosters are distributed and the amount of work created by this manual process.  The rosters are 
distributed during busy enrollment times of the semester.  Additionally, faculty members have a 
multitude of questions regarding their rosters, despite the fact that there are explicit instructions 
and information included with the roster.  It often becomes difficult to keep up with responses to 
the faculty as well as other daily tasks during this busy time.   
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An online attendance tracking system would be beneficial in eliminating the roster distribution 
process.  Faculty members can currently view their course lists online but cannot track 
attendance on it.  It would also be beneficial for the academic departments to distribute the 
rosters rather than the Registrar’s office as most of the errors reported by faculty members can 
only be resolved by their associated academic departments. 
 
Course Cancellations and Updates 
 
Course cancellations and updates are an important process as these affect enrollment counts 
and student schedules.  The challenge lies in the fact that there is no established deadline for 
submitting a course update.  Therefore, courses can be cancelled or updated until the end of 
the semester and, on rare occasions, after the semester ends, which usually creates a rippling 
effect in the overall registration for students. Those students with financial aid are affected a 
great deal more than those without as financial aid is awarded based on the amount of units for 
which a student is enrolled. 
 
It would be most advantageous to establish a deadline that academic departments have to 
follow. This would allow more time for students in cancelled courses to find a suitable 
replacement and it would also allow students on financial aid to maintain their status for aid 
eligibility purposes. 
 
Students are notified via email and/or phone by the academic department prior to the course 
update and then again via email from the Registrar’s office after the course update has been 
completed.  The double notification is valuable in that it ensures that students are being 
reached. 
 
Aside from students, academic departments and the Curriculum Office, no other administration 
is notified.  It may be useful to update all of the advisors within Student Services of the 
cancelled/updated courses prior to cancelling/updating as they may be able to proactively 
increase or decrease enrollment based on need. 
 
Enrollment Verifications  
 
Students, employers and/or companies conducting background checks are encouraged to use 
the National Student Clearinghouse to obtain a Certificate of Enrollment for their needs. If GPA 
or other information is needed, an Enrollment Verification Request form must be completed in 
order for ORAR to process the verification manually.  (See Appendix M, Enrollment Verification.) 
 
An average of 125 verifications are processed per month by the National Student Clearinghouse 
and an average 114 requests for Enrollment Verifications or Letters of Non-enrollment are 
processed by ORAR. Additionally, students may need verification of enrollment to defer student 
loans, to prove enrollment for their auto or health insurance, to verify degrees for prospective 
employers or to show proof of academic standing to enroll in another institution. 
 
The purpose of Enrollment Verifications is to provide an official document that confirms 
enrollment status, awarded degrees, expected graduation date, cumulative GPA, and major 
program of study. Official verifications also include the college seal and the Registrar's 
signature. 
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Challenges occur when individuals other than the student are requesting information with no 
consent for release from the student. Educating individuals about FERPA regulations and 
clarifying what ORAR can do helps alleviate much frustration. Another challenge is when sites 
and campuses other than Taylorsville Redwood run verifications. Occasionally, there are 
inconsistencies mainly with procedures and also with processing times as the other sites and 
campuses are able to process enrollment verifications on the same day. Continued trainings for 
staff at other sites and campuses will help maintain a consistent procedure in providing 
enrollment verifications. 
 
In previous years, verifications were completed by different offices.  For example, Continuing 
Education students had to go to the Continuing Education Office and SAT students had to go to 
South City Campus and so on.  Currently, all verifications have been centralized in ORAR in 
order to create a more seamless process. 
 
Sometimes students are unaware of in-person verifications or those from the National Student 
Clearinghouse, their purpose and how to request them. By updating the Enrollment Verification 
website and continual publicizing by the front desk as well as by those who answer phones, 
students can gain more exposure to the enrollment verification service. 
 
Outreach and advertising is provided mainly through the ORAR website and is directed to 
students. It covers how a student can receive a certificate of enrollment through the National 
Student Clearinghouse as well as by filling out a form for the Enrollment Verification request. 
Trainings on procedures to run Enrollment Verifications are provided to staff and front desk 
personnel.  
 
It would be beneficial to have enrollment verification information on the main SLCC website and 
in a prominent area.  Sending information about enrollment verification through Marketing or 
posting on the campus blog would also be helpful. 
 
National Student Clearinghouse 
 
The National Student Clearinghouse is comprised of four service areas: Data Exchange, 
Financial Aid, Research and Verification.  ORAR utilizes all four services by way of an 
enrollment and degree verify report.  Every month the Registrar’s office submits a degree verify 
report that includes all of the graduated students for a specific term. Additionally, the Registrar’s 
office reports enrollment statuses four and sometimes five times a month depending on errors.   
 
The core purpose of reporting to the Clearinghouse is to provide enrollment status and degree 
information for third party requestors, students and also for financial aid purposes.  The 
Clearinghouse maintains enrollment status and degree information on behalf of SLCC and 
sends the reporting information to the National Student Loan Database System (NSLDS) in 
order for students to maintain eligibility as required by the federal government.  
 
The Clearinghouse is an invaluable service as it allows for major reporting services to be 
outsourced which lessens the responsibility for the Registrar’s office. Moreover, with the ever 
changing federal guidelines related to financial aid, SLCC is able to stay abreast of all of the 
revisions.  Information on the Clearinghouse is available on ORAR’s web page for both students 
and outside parties. Also, the Clearinghouse enrollment verification form can be found on 
students’ MyPage, where students can print out an official Clearinghouse enrollment 
verification.   
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Some of the challenges of the Clearinghouse report is that the Clearinghouse acts as a third 
party when reporting to NSLDS and corrects enrollment errors found by NSLDS without 
notifying SLCC.  While this is a great feature, it does not allow SLCC to know what types of 
errors NSLDS reported for audit purposes. This makes it difficult to have a quick response as 
research has to be conducted externally as well as internally.  However, the trade-off is well 
worth it. 
 
One of the main changes that has occurred over the last five years is the frequency of reporting.  
Due to federal financial aid guidelines, reporting has increased to stay compliant with NSLDS 
standards. With all of the federal updates, it can only be assumed that more reporting 
requirements will be added in the future and once again possibly increasing the frequency of 
reporting as well. 
 
In this last year and currently, ORAR has diligently prepared to meet the deadlines for the new 
federal financial aid enrollment and degree reporting requirements. As stated previously, SLCC 
is an Ellucian Banner school and contracts with the Clearinghouse for enrollment and degree 
verification for the NSLDS. We report approximately 50,000 students each semester. We have 
experienced challenges with implementing the new reporting requirements in our Banner 
student database beginning with NSLDS and Ellucian. NSLDS enrollment criteria changed 
multiple times and Ellucian continued to resolve the changes with various patches for Banner. 
We also experienced thousands of reporting errors resulting from how SLCC student records 
were built some 20 years ago. With several staff members and the Assistant Registrar as the 
key source, student records are being updated correctly; however this is extremely time 
consuming and there are many complications.   
 
Athletic Eligibility 
 
The purpose of Athletic Eligibility is to stay in compliance with the National Junior College 
Athletic Association (NJCAA). Athletes are required to maintain a specific GPA and full-time 
enrollment each semester that they are in an eligible sport.  ORAR is responsible for reporting 
enrollment status and GPA to the athletic department to report to NJCAA. 
 
Information regarding Athletic Eligibility can be found on the NJCAA website or on an internal 
drive in the Registrar’s office.  It would be beneficial to also have this information readily 
available on Athletics’ web page so as to direct students and staff to accurate information.   
 
The challenge with Athletic Eligibility is that it is a manual process.  Also, there is a divide 
between the Registrar’s office and the Athletic Advisors.  The Athletic Advisors counsel students 
based on their knowledge of eligibility requirements and when discrepancies arise, it is 
incumbent upon the Registrar’s office to resolve the issues in order to stay in compliance.  Also, 
the manual process takes time to complete and if eligibility lists are submitted to the Registrar’s 
office late, there is no realistic way to rush the process. 
 
With the implementation of DegreeWorks (a degree audit system), the issue of the divide will be 
addressed.  Rules will be built into DegreeWorks specifically for the student athlete population 
so that the students stay in compliance with NJCAA rules and regulations.  Manual processes 
should also decrease as most of the information will be available on DegreeWorks, thereby 
eliminating the need to open up multiple applications to gather information on eligibility. 
 
Registration Appeals   
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The function of Registration Appeals is to provide the means for students who have extenuating 
circumstances to be able to drop or withdraw after the drop and withdraw deadlines.  These 
appeals apply to credit undergraduate courses.  Professional Development, Concurrent 
Enrollment, and the SAT have their respective appeal process with procedures and policies.    
International Student Services has the sole authority to grant approval for their students to be 
dropped or withdrawn.  This is to protect the student’s visa status.  The Registration Appeals 
Officer processes these appeals under direction of the International Student Services Director. 
 
On average, 180 appeals are processed per month with a substantial increase during the month 
of August prior to the start of the fall semester.  The increase may be attributed to Cashiering 
holds that prevent students from registering for courses. 
 
Dropping a course allows students to have the failing grade of “E” or the withdraw status of “W” 
removed from the transcript.  If the appeal is submitted within one year of when the course was 
taken, the student may be eligible for a refund for payments made.  After one year, there is no 
refund to the student, though the account may be adjusted if the student owes funds.  This 
process involves assistance from Accounts Receivables.   
 
Students may also appeal to replace “E” grades with a “W” which will not affect the student’s 
GPA, but the student will be responsible for the tuition charges and the attempted hours will stay 
on record.  There is a three appeal limit for students while attending SLCC. 
 
Reasons for appealing courses include:  medical issues, employment conflict, loss of job, 
military service, charitable service, bereavement, divorce, and relocation. (See Appendix N, 
Registration Appeal.)   
 
The department or division chair can also request students to be dropped without filing an 
appeal for academic concerns.  These are considered Academic Drops and are not counted 
toward the student’s limit. Also, if the Disability Resource Center (DRC) is unable to 
accommodate the student properly in their courses, the DRC may request the student be 
dropped from a course without it counting toward the limit.  
 
Students are allowed to submit their appeal through whichever channel is more convenient: fax, 
email, or in person.  If the student is physically restricted or out of the geographical area, 
allowances are made to allow the student to discuss their situation by phone and have required 
signoffs by Financial Aid  and/or Veterans Services  received as an email in place of a 
signature. 
 
ORAR is considering updating the existing Registration Appeals policy.  Financial aid eligibility 
regulations have undergone significant changes.  Alignment is needed to ensure integrity.  
Should time limits be implemented for appeals?  Should restrictions be in place for dropping 
withdraws?   
 
The Registration Appeals policy is stated on the ORAR web page.  Training sessions are held 
regularly to educate staff about the policies and procedures of Registration Appeals.  These 
sessions have included administrative assistants, Financial Aid, Academic Advising, the Contact 
Center as well as staff at the Jordan, South City, and Taylorsville Redwood Campuses.  
Students who utilize Financial Aid, DRC, and Academic Advising services are frequently 
referred to ORAR for assistance in filing an appeal.  Accounts Receivable will also assist 
students by sending the form to students. 
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Accounts Receivable sends bills with a reference to the Registration Appeal Form.  The bill 
states the following:  “Prior Term Balance:  If you didn’t attend classes and you meet the criteria 
on the Office of the Registrar appeal form, you may file an appeal through the Office of the 
Registrar and Academic Records.”  The Registration Appeal Officer is available by email, 
phone, and in person at the Redwood Taylorsville Campus to discuss students’ issues during 
normal business hours.  Students are notified about the results of their appeal through their 
SLCC email.   
 
A committee meeting is held every two weeks to discuss appeals that are one year old as well 
as denied appeals that students are protesting. The committee members are from Accounts 
Receivable, Financial Aid, Disability Resource Center, and ORAR.  When it is necessary, a 
member from Veterans Services is invited. 
 
Our current administrative drop policy allows faculty members (at their own discretion) to drop 
students during the drop period, who do not attend the first day of class (or second day 
depending on how often the class meets) so as to allow waitlisted students a registration spot. 
This has created misperception as some students assume that faculty will always drop them for 
non-attendance. Students also falsely assume they will be dropped for non-payment as is the 
practice at other institutions.  
 
There have been changes to how students who had never attended and never paid are 
handled.  Previously, these students were dropped without having to file an appeal.  To be fair 
and equitable, this has now changed.  These students will have to file an appeal to have the 
charges removed and the grades dropped.  
 
Updating Banner Student Database 
 
The purpose of updating user tables is to ensure that the latest version of the student database 
system (Ellucian Banner) is being utilized.  Ellucian releases patches throughout the year and it 
is ORAR’s responsibility to stay up-to-date with the changes in the student side of Banner.  This 
requires constant contact with Ellucian via the Commons where the information is distributed. 
 
Currently, the Registrar’s office is responsible to keeping up with the latest technological 
releases for Banner.  While continuing to be well informed of the latest technological releases 
for Banner is important, it can be difficult to keep up or to even understand what the changes 
are without having a technical background.  The updates are usually released with what Ellucian 
calls “patches” that require OIT implementation. The information regarding patches are technical 
in nature and require the reader to have an understanding of both the user and technological 
side of the student database. 
 
It would be more accurate and beneficial if OIT kept up with the patches and then reported them 
to the Registrar’s office prior to installing to ensure that the patch is necessary. Since most of 
the information released from Ellucian is technical in nature it requires a more technical user to 
understand what is being released and how it may affect other areas of the student database 
(e.g., Student Finance, Curriculum etc.).  
  
Banner User Group Project List 
 
The function of the Banner User Group project list is to create, prioritize and implement 
technological projects in collaboration with OIT.  When ORAR discovers a technical need (e.g., 
automated grade change) a project request is made and submitted to the user group, which 
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consists of staff from Student Services, Curriculum and Scheduling, and OIT.  The need and 
possible solution(s) are deliberated among the group, which can result in determining whether 
the need has a viable solution and assigning it to the project list or whether to veto it. Whomever 
reports the issue is often responsible for finding the solution and ensuring the project to its 
completion. 
 
ORAR relies heavily on the OIT development staff that works with our projects and initiatives 
and to assist with the many departmental and institutional needs. Communication and teamwork 
are imperative. Occasionally, members of OIT have been moved from one manager to another 
which can create confusion in our office as OIT staff are assigned and then re-assigned to 
projects unbeknownst to the ORAR staff members.  
 
Human resources are stretched. Too often the focus is on day-to-day issues and putting out 
fires when more time is needed for long-term strategic planning as well as for communication 
and training in the technological areas of the office. Having additional human resources would 
go a long way toward providing us a better opportunity to develop the much needed technical 
support for the office and to support development needs, Lack of human resources, in turn 
creates long project lists with pending items that cannot be addressed for months to years.  This 
results in an endless cycle of unfinished projects and unmet goals and expectations. 
 

Leadership and Staffing 
 

Under the Assistant Registrar there are four full-time staff, four part-time staff and two work-
study students.  
 Assistant Registrar 
 (3) Specialists Full-time 
 (1) Technicial Full-time 
 (4) Specialists Part-time 
 

 
 
Job Responsibilities 
 
Manager 2, Assistant Registrar  
Under the direction of the Registrar, the Assistant Registrar manages day-to-day operations of 
ORAR including the functions of the front counter and telephone reception, outgoing transcripts, 
residency and registration appeals, and athletic eligibility; hires, trains, schedules, supervises 

Assistant 
Registrar 

Residency Officer 
Specialist 3 

Specialist 
Workstudy 

Appeals Officer 
Specialist 1 

Specialist 
Workstudy 

Transcript 
Specialist 

Specialist 2 

Specialist 

Specialist 

Verification 
Officer 

Technician 3 
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and evaluates employees; develops and implements training for staff and faculty; maintains 
Banner tables and data, reports enrollment and degree verification information to National 
Student Clearinghouse, and distributes class rosters to faculty. 
 
Operations Associate PT, Next Step Advisor 
Manages the SLCC student completer project; creates strategies to identify and promote 
student completer’s population to return to college; works with other departments to create 
marketing strategies; identifies and negotiates registration roadblocks (holds, childcare, 
weekend classes, etc.); provides academic goals in order for the student from this population to 
complete a program.  
 
Specialist I, Appeals Officer  
Processes requests for registration appeals; organizes and takes charge of Registration 
Appeals Committee meetings; hires and supervises work-study student employees; provides 
front desk and telephone reception coverage; assists students in the areas of admission, 
registration, and other basic student services. 
 
Specialist II, Transcript 
Coordinates the day-to day-operation of the Transcript Office including model transcript 
production and hiring, supervising and training part-time employees; oversees maintenance of 
Transcript Archive Project. Coordinates with OIT in maintaining and enhancing transcript 
procedures and processes in the student information systems; creates and generates Banner 
and Cognos reports for ORAR. 
 
Specialist III, Residency 
Reviews applications for resident classification to determine residency status; reviews 
applications for exemption from non-resident tuition waivers and applications for the Western 
Undergraduate Exchange (WUE) to determine eligibility; provides training in residency policy 
and procedures; answers inquiries regarding residency; communicates with Board of Regents 
staff regarding residency matters; maintains residency documents and records; and performs 
other functions as needed. 
 
Technician III, Verifications  
Processes a significant number of enrollment and degree verifications including verifying 
enrollment and degree status on the National Student Clearinghouse website; researches and 
reviews information on student information system Banner and Nolij imaging record database;  
serves as athletic eligibility certification back-up; maintains forms, applications and office 
inventory. 
 
Qualifications 
 
Manager 2: Bachelor’s degree. Three (3) to five (5) years of appropriate work experience in a 
college or university setting. 
 
Operations Associate PT: Bachelor’s degree in related field. 0-2 years of related experience. 
 
Specialist I: Associate degree. Zero (0) to two (2) years direct work experience in post-
secondary education. 
 
Specialist II: Associate degree. Two (2) to four (4) years direct experience. 
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Specialist III: Associates degree. Four (4) to six (6) years of direct work experience.  
 
Technician III: High school diploma or equivalent. Three (3) to five (5) years direct, full-time work 
experience. 
 
Assistant Registrar’s Training and Professional Development 
 
Due to the complexity of each of the job functions, training is a constant ongoing process that is 
accomplished through peer and one-on-one training with the Assistant Registrar on an as 
needed basis. ORAR employees are expected to maintain in-depth knowledge of SLCC policies 
and procedures; to be knowledgeable of various student Banner forms, codes and processes; 
and to have a working knowledge of the current imaging system, Nolij, and any other proprietary 
software utilized by or acquired for the office.   
 
The Assistant Registrar and associated reporting staff have bi-monthly meetings to address 
specific training needs and issues. Cross training within the ORAR is undertaken by employees 
who report directly to the Assistant Registrar and Student Express.   
 
A more comprehensive Banner training program would be extremely useful to ORAR staff. 
Employees tend to be only as good as the person training them and if the employee began at 
the College many years ago, the training may be outdated. There is no manual or formal OIT 
training based on departmental needs. The training provided by OIT is basic and generic. The 
same can be said for training on Nolij, the College’s imaging system. As an ORAR employee 
develops expertise on a particular application or program, they often also become the resource 
for other areas within the College. This person is then called on to troubleshoot and navigate 
when issues arise in other areas simply because they have worked through it on their own. 
 
The Assistant Registrar meets with staff on a bi-monthly basis to go over directives from upper 
management. Email communication is utilized, as a contingency plan, to disseminate 
information when the group is unable to meet. Important directives or information is given out 
immediately via email to ensure timeliness of receipt.  It is then reinforced in person with the 
group or individual staff members depending on availability, as schedules are not always 
aligned. 
 
Staff Evaluation 
 
In addition to the formal evaluation through the Performance Excellence Program, the Assistant 
Registrar meets with individual employees for a performance pre-review to evaluate themselves 
using the Performance Excellence Program. After that has been completed, the Assistant 
Registrar meets with the employee again to complete the Performance Excellence Program.  
Employees who do not agree with the outcomes may submit a statement in writing detailing 
their concerns. The Assistant Registrar will then re-review all of the documentation to see if any 
results need to be adjusted. It is the supervisor’s discretion to make changes to the 
Performance Excellence Program based on whether or not the counterargument is deemed 
valid.   
 
The Registrar’s office has an open communication ambiance. Employees are encouraged to 
discuss any issues they may have with processes or present new ideas in the monthly staff 
meeting or directly to any supervisor.  While there are no departmental rewards/recognition 
programs, there are college-wide and division programs that are utilized, such as a monthly 
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Staff Star Award, the annual Student Services Staff Award and the College Outstanding Staff 
Award. 
 
Organizational Structure and Staffing 
 
The organizational structure within ORAR is a functional structure.  However, a few of the staff 
under the Assistant Registrar should be moved to other areas in order to be truly functional 
structure.  For instance, Residency should be moved under the Data Center as this position’s 
main functions fall more closely within the Data Center, which processes admission applications 
and students’ classifications.  The Next Step Advisor was recently moved under the Graduation 
Office, in November 2014, to better align the organizational structure of the office. 
 

Facilities, Equipment and Technology 
 

Facilities 
 
As ORAR continues to increase in staff, the current space and distribution of employees does 
not meet the physical space and privacy demands. Another space issue is being able to 
schedule individuals at the right time so as to allow them to have a desk. The current setup is 
based on what was or is considered the best option for the space provided. (See Appendix O, 
Current Office Space.)  A reconfiguration of space or perhaps a bigger office is necessary for 
the amount of employees occupying the area. (See Appendix P, Reconfigured Office Space.) 
 
Technology   
 
The office has a main share drive where important documents can be easily accessed by all 
staff members.  In addition to the office share drive, we maintain a share drive for the 
Enrollment Services offices overseen by the Regional Student Services Directors at the other 
campus locations.  The share drive consists of important information that pertains to those 
particular areas.  In addition, almost all documentation submitted to the front desk is scanned 
into specific folders in the share drive.  The folders serve as an electronic inbox for each of the 
areas within the office to utilize.   
 
All staff members are strongly encouraged to use the Outlook Calendar to show availability.  
Almost every area of the College utilizes Outlook for meeting and/or event invitations.  The 
Assistant Registrar sends all event, meeting and training invitations through Outlook. 
 
Additionally, all staff members are trained on the student database system (Banner) and the 
imaging system (Nolij) as well as basic Windows and Outlook. These trainings are offered by 
OIT at the basic level.  For a more comprehensive training, staff are trained by peers or 
supervisors depending on needs and availability.   
 
Updates to the student database system as well as complex computer issues that cannot be 
resolved by anyone in the office come from OIT.  Staff with computer issues has to submit a 
helpdesk ticket to OIT for assistance.  
  
The ORAR website is maintained by the supervisor of the Transcript Office.  The Registrar has 
each of the managers within the office review specific web pages every semester or sooner 
depending on policy/procedure updates.  Any changes are submitted to the Transcript Office 
supervisor who updates the web pages, forms and anything else.  
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The ORAR website is utilized by faculty, staff and students on a daily basis as the majority of 
the forms for the office are located online.  Additionally, important policy information as it relates 
to academic history and registration is found on the ORAR website.   
 
While the information is updated, it is not always easily found on the website.  Students, staff 
and faculty have complained that they had to do a lot of research to find answers to sometimes 
simple questions, such as finding the BruinMail policy.   
 
Ideally, in the future, the Assistant Registrar’s area would transform itself to be more 
technologically self-sufficient and advanced. The office is currently in the process of acquiring a 
tool that will allow for interactive online forms that will transform the way functions and services 
are processed. .  With the implementation of an electronic forms product, paperless processes 
will increase the ability to meet student needs more effectively and in a timely manner.  
 
New college-wide initiatives have been an ongoing trend over the past year. Job expectations 
have dramatically changed with new demands and frequent additions of processes that each 
manager within the Registrar’s office must work through and handle. Unfortunately, staff support 
by way of technology and human resource has not changed, leaving ORAR burdened with 
meeting high expectations and demands with insufficient capacity to meet the requirements. 
 

Self-Study Summary of Assistant Registrar’s Area 
 
As a result of conducting this self-study, the Assistant Registrar has defined the following goals 
and issues to work on in the future.  The Review Team’s suggestions on these would be 
appreciated.   
 
Goals 

• The process for issuing admissions application refunds is ineffective and very difficult not 
only for the student but for the Registrar’s staff member processing the refund.  The 
Assistant Registrar has set a goal to meet with the Business Office to update and 
implement a new business practice for refunds.  
 

• ORAR is considering updating the existing Registration Appeals policy. The Assistant 
Registrar has set a goal to organize a committee to review and assess the policy and 
procedures. 

 
Issues 

• ORAR relies on the OIT development staff that works with our projects and initiatives to 
be available to assist with the many departmental and institutional needs. 
Communication challenges need to be addressed.  
 

• Because OIT has the technical expertise in assessing Ellucian patches, ORAR needs 
OIT to be responsible for assessing, reviewing and installing Ellucian patches.  
  

• A more comprehensive and department-specific Banner training program would be 
extremely useful to ORAR staff. The same can be said for training on Nolij, the 
College’s imaging system. 
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• Additional technical resources within ORAR would provide the department a much 
better opportunity to develop technical enhancements and to interface with OIT 
programmers in the more timely completion of projects. The Registrar is proposing a 
new position of an Associate Registrar that would work on these technological needs.  
 

• ORAR has attempted to provide communication channels with the Academic Advising 
department. ORAR staff regularly attends the Academic Advising staff meetings to 
provide “spotlight trainings” on relevant policy and procedure. In addition, ORAR 
organizes semester training for Student Services staff where relevant policy and 
procedures are presented. Despite these trainings, there still are differences in how 
Advisors interpret ORAR policy and procedures.  Perhaps the Review Team could 
provide suggestions on ways to keep Academic Advisors in sync with ORAR policy and 
procedure. 
 

• The residency functions seem to fall more closely within the Data Center. The Residency 
Office should be moved to the Data Center. 
 

• The current office space needs to be assessed by an SLCC architect to determine 
whether other configurations would be possible to increase capacity and to also meet 
safety requirements.  
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Residency Office 
 

Function, Programs and Services 
 

The purpose of the Residency Office is to assist students applying for an adjustment in status, 
to process applications and documentation, and to make appropriate changes in Banner in 
accordance with state residency requirements. Residency guidelines for tuition purposes are 
mandated by the Utah State Legislature and Utah Board of Regents for all USHE institutions. 
The state R512 policy can be found at http://higheredutah.org/policies/.  
 
 At SLCC, initial residency classification is generated through the admissions process.  Students 
who are initially classified as non-residents but meet state requirements for residency are given 
the opportunity to appeal their residency status and apply for non-resident waivers and/or 
exchange programs.  Every year, the Residency Office processes thousands of residency 
reclassifications for students with an average of 370 applications per month.  The chart below 
indicates the total number of applications processed over the last four years and demonstrates 
a 49% increase in student requests to reclassify.  
 
 

 

The next chart indicates how many applications are processed each month beginning January 
2011. Because the deadline for residency reclassifications at SLCC is the first week of the term 
the student is seeking resident student status, applications increase during “rush” periods prior 
to the beginning of each semester. 
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Residency Applications 

Students wishing to apply for residency must first be admitted and then they can apply through 
an online Application for Residency Classification.   This application is housed within the 
student’s MyPage account.  When applying for residency, students have the opportunity to 
review the Board of Regents R512 Policy and select which portion of the policy applies to their 
situation.  After completing the online application, students are prompted with a list of 
documentation required to complete their application. The list of required documentation is 
generated based on the portion of the policy the student selects at the beginning of the 
application. This is done in an effort to minimize confusion for the student and because there 
are several exceptions to the state residency policy. Students have the option to submit 
documentation as an email attachment to residency@slcc.edu, by fax, or in person at ORAR or 
at the Student Services offices at any campus.  Documentation received at satellite campuses is 
scanned directly into Nolij and the student’s information is emailed to the Residency Officer.  
Students may check the status of their application at any time by logging into their residency 
application where the list of documentation required will have a notification showing whether 
each specific document is “required,” “pending” or “approved.”    

Processing Times 

Normal processing times for an adjustment in residency status is three to five business days.  
However, during peak periods, processing times may be extended to ten business days.  Once 
a reclassification has been made, tuition recalculates in an overnight process and students are 
able to check their updated account balance the following day.  

Exemptions from Non-Resident Tuition Waivers (HB144 Waiver) 
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In accordance with Utah’s HB 144, students who do not have the status of Citizen, Permanent 
Resident, Refugee or Asylum and are not eligible for residency for tuition purposes may be 
eligible for a waiver of non-resident tuition if they have attended a Utah high school for three or 
more years and graduated or received a GED in Utah.  The HB144 Waiver is designed to assist 
undocumented students by enabling them to pay resident tuition. Students are required to file 
an Affidavit with SLCC and provide an official copy of their high school transcripts and diploma 
or GED showing they have met the state requirement.  If approved, a non-resident waiver is 
placed on their account allowing the student to pay resident tuition rates.  Below is a chart 
showing the number of non-resident waivers that have been approved over the last four year 
period.  

 

Western Undergraduate Exchange (WUE) 

SLCC participates in the WICHE/WUE exchange program, an exchange program with 
neighboring western states that allows students to attend SLCC at a discounted rate while 
keeping residency in their home state as long as they are not registered under a restricted 
major.  Students must fill out a Contractual Agreement and are placed on a waiting list in the 
order received until one of the 37 spaces in the program becomes available.   

Areas of Strength/Effectiveness 

Because understanding and applying for a change in residency status can often be complicated 
for students, the Residency Office has made a great effort to ease the process.   The 
Application for Residency Classification has been moved online, which allows students to apply 
for residency at their own convenience.  The application morphs based on the student’s 
answers to the questions, minimizing the amount of unnecessary information the student must 
provide when completing the application.  The documentation listed at the end of the application 
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is generated based on each student’s individual situation.  Students can also check the status of 
their application online anytime.  In an attempt to be flexible with varying student situations, the 
Residency Office gives students the option to provide supporting documentation in person, by 
email or fax.  Documentation received electronically is moved directly into the student’s file in 
Nolij, cutting down on printing costs and unnecessary paper waste.  Requirements for 
residency, WUE and HB 144 are clearly outlined on the residency website.   

Areas that Need Improvement and Development 

The Residency Officer is seated in the middle of the ORAR space with virtually no privacy for 
students.  Students applying for residency under the exception for extenuating circumstances 
must often discuss sensitive situations, such as divorce, health issues, abusive relationships or 
job loss, while standing in the walkway of open cubicles.  For many undocumented students, it 
is even more difficult to discuss their immigration status in such a public area.  It is difficult to 
make students in this situation feel safe and to provide information to help them with different 
resources.  There is no space for students to sit with the Residency Officer and discuss their 
individual situations.   

Currently, after submitting their online residency application, students are given the option to 
submit required documentation three ways (by fax, email or in person).  It would be beneficial to 
give students the option to upload the documentation and attach it directly to their application.  
This would save time for the Residency Office in matching documentation to applications; this 
would also encourage students to go paperless in submitting documentation.  This could be 
accomplished through a proposal for a new interactive document software that is in the final 
RFP stages.  

Outreach/Marketing 

Currently, students are notified of their non-resident status in their admission acceptance letter, 
when they register for classes and in billing statements throughout the semester.   In the 
admission application notice, they are referred to the residency website for more information 
regarding appealing their status.  On the residency website, there are links to the Board of 
Regents R512 Policy, information on residency requirements and exceptions, residency 
deadlines and information on how to apply for residency.  Although the residency application is 
online, students have the option to file a paper version of the application by request.   

Campus and Community Collaborations 

The Residency Office works with several departments regarding residency issues for students.  
Veterans Services, Financial Aid, Student Express, Academic Advising and the Cashier’s Office 
are trained in basic residency information and help refer students to the Residency Office to get 
residency issues resolved.  When changes are made in the residency policy, the modifications 
are presented to each of these departments in their staff meetings.  The Residency Office also 
provides training to local high school counselors in an effort to provide information regarding 
state requirements and the opportunity which House Bill 144 provides eligible undocumented 
students who may not otherwise know that higher education can be more financially affordable 
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to them.  There has also been an effort to build a network and rapport with other residency 
officers in the USHE system.  

Significant Changes 

Throughout the last five years significant changes have been made in the Residency Office’s 
processes and procedures.  The Residency Office has implemented an online residency 
application.  In an effort to create consistency and minimize confusion for students, the 
Residency Office has also developed a checklist of documentation required of students 
depending on how the student is applying for residency. Clearer descriptions of residency 
requirements and processes have been added to the residency website.  

The Residency Office has also made a shift toward a paperless processing system.  Students 
are encouraged to submit documentation electronically, and copies of driver’s licenses and 
Permanent Resident cards are being scanned directly into the student’s file at the ORAR front 
desk ORAR instead of making copies for students.  The residency@slcc.edu email address has 
been created as a way students can submit supporting documentation electronically. 

Documentation received at other campuses is no longer being sent to the Residency Office 
through campus mail.  Documentation is scanned directly into Nolij and the name and student 
number is sent to the Residency Office for processing.  This eliminated unnecessary processing 
time while documentation was being physically delivered and it eliminated missing 
documentation that happened in previous years.  

The Board of Regents R512 Policy is continuously changing, with the most significant changes 
for veteran students in the last two years.  Any changes to the residency policy are reflected on 
the SLCC residency website and appropriate trainings are scheduled with various offices within 
Student Services.   

Leadership and Staffing 

The Residency Office is comprised of two staff members.  

• Residency Specialist 3 Full-time 
• Work-Study Specialist Part-Time 

 
 

 

 

The Residency Specialist reports to the Assistant Registrar and attends the Assistant 
Registrar’s bi-monthly team meetings where decisions and updates from the Registrar’s core 
leadership are communicated.  Decisions and updates from other departments are 
communicated to ORAR staff via email from the Assistant Registrar.    

Residency 
Specialist 3 

Workstudy 
Specialist 
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Decision Making 

Decisions regarding residency applications for students are made by the Residency Officer.  For 
some students who have applied for residency under extenuating circumstances, residency 
decisions are made by the Residency Officer with guidance from the Assistant Registrar.  
Students who have applied for residency status and have been denied, have the option to 
appeal the residency decision and meet with an appeals committee comprised of the Residency 
Officer, Assistant Vice President for Student Enrollment Services, Registrar, Assistant Registrar 
and Veteran Services Manager.  Students are notified of residency decisions through their 
SLCC email address.  

Job Responsibilities and Qualifications 

Residency Officer - Reports to the Assistant Registrar; processes residency applications; 
updates the student’s residency status in Banner; communicates with students in person, by 
email and/or phone; provides residency training for ORAR staff and other departments within 
Student Services.   

Qualifications - Associate’s degree and four to six years of direct work experience. 

Work-Study Specialist - Reports to the Residency Specialist; scans and images student 
documentation in Nolij; maintains documentation logs for the Residency Officer.   
Qualifications - Eligible for federal work-study and enrolled in at least sic credit hours per 
semester. 

There has been very little staff turnover in the last three years.  The current Residency 
Specialist has been in this position since 2011.  The current work-study student has been in this 
position for one year; the previous work-study student was in the position for two years, until the 
student graduated from SLCC.   

Training and Professional Development 

New employees are trained by verbal and written instruction.  There are ongoing residency 
trainings throughout the year including Board of Regents trainings. The Registrar and Assistant 
Registrar strongly encourage participating in professional development for their employees and 
approve attendance of these conferences and workshops.  

Organization/Assessment 

Because there is only one full-time employee for the Residency Office, the workload is often 
high, especially during peak processing times.  This can create longer processing times for 
residency applications at the beginning of each semester.  Having a work-study position in the 
department has helped alleviate some of the workload for the Residency Specialist.   However, 
even with the assistance of a work-study position, processing times can take up to 10 business 
days during peak processing periods because of the high volume of residency applications.  
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Facilities, Equipment and Technology 
 

The equipment is adequate for the Residency Office.  Scanners have been recently added and 
allow the Residency Officer to scan documentation into the student’s file directly from her desk, 
which has helped reduce paper waste and increase efficiency.  All computer software and other 
technology is up to date.    
 
In the last few years, the Residency Office has maximized the use of technology in the 
department.  The main purpose is to increase efficiency and make the process of applying for 
residency easier for students.  
  
Current residency information and requirements can be found on the residency web page.  
There, students have access to the current Board of Regents R512 Policy, SLCC residency 
requirements and residency application deadlines.  The information is maintained by the 
Residency Officer and updated by ORAR each semester.   

The most pressing need of the Residency Office pertains to its location.  An ideal situation 
would include a more private space where students would feel comfortable discussing sensitive 
topics about their residency applications.  

 A useful technical advance would be to enable students to upload documentation directly to 
their online Application for Residency Classification instead of sending documentation 
separately; this would streamline the process of providing documentation both for the student 
and the Residency Officer.     

Self-study Summary of Residency Office 

Over the last 5 years, there have been several major changes in the Residency Office.  The 
Application for Residency Classification has been moved online, and students are given the 
option to submit documentation electronically through email.  Scanners have been installed at 
the front desk and documentation is scanned directly into the student’s file instead of making 
copies. In general, the Residency Office moved to a more paperless processing system.  

There are many strengths in the department that the Residency Office has recognized during 
this reflection process.  As previously noted, the office has made many changes with technology 
to make the application process more accessible and easier to manage for students.  The office 
intends to maintain the use of technology with the online application, documentation submission 
and correspondence with students.  

As a result of this self-study, the Residency Office has one goal: 

• Modify the online Residency Application to enable students to upload and attach their 
documentation directly to their application rather than having to separately fax, email or 
drop it off in person. 

Through this review process, areas that need improvement have been identified.  The two areas 
that need improvement are location and additional staff.   
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• The physical location of the office does not allow adequate privacy for conversations 
with students and there is no space for students to stand without blocking the walkway to 
other offices.   

• The second area that needs improvement is additional staffing.  With a 49% increase in 
residency applications over the last four years, the workload has increased and will 
continue to increase in the coming years.  Having an additional part-time staff member to 
assist with processing applications would help keep processing time short and would 
enable efficient correspondence with student especially during rush periods.  
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Outgoing Transcript Office 
 

Function, Programs and Services 
 
The primary function of the Outgoing Transcript Office within ORAR is to fulfill transcript 
requests in a timely manner. Secondary responsibilities include maintaining the ORAR website, 
writing Cognos Report Studio reports, converting records, providing technical support, providing 
reception backup coverage, and fulfilling other related duties. 
 
As indicated in the graph below, the Transcript Office processed 33,701 transcript requests in 
the 2013 calendar year. 11708 or approximately one-third of the transcript requests were online 
requests through “MyPage” with the remaining two-thirds requested through fax, mail, or in 
person. 18014 or over half of the transcripts processed were issued electronically through the 
National Student Clearinghouse Electronic Transcript Exchange system.   
 
 

 
Processing Transcript Orders 
 
Our primary function is the fulfillment of transcript requests via in person, fax, email, and online. 
Transcript orders can be completed in person at the Miller, South City, Jordan, and Taylorsville 
Redwood Road Campuses, with the bulk of the orders being handled at the Taylorsville 
Campus. We maintain a backup copy of every transcript request received in the NOLIJ 
database for one year in compliance with FERPA regulations. This requires scanning and 
indexing, which is time-consuming but necessary and is sometimes helpful in resolving 
complaints or technical issues.  
 
Our stated turn-around time for processing transcript orders is two to four business days but we 
complete most orders in one to two business days. We find it effective to have the stated turn-
around time a little longer to give us room for our busy periods and for times when we’re solving 
technical issues with the Electronic Transcript Exchange services. Processing transcript 
requests and the related processes takes up the bulk of the time for the two part-time staff.  
Our main challenge this year came from a Banner update that broke nearly all the Banner 
transcript processes. In the past a “trigger” was programmed to print transcripts on demand but 
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it was incompatible with the update so we adjusted by using a different process for printing 
transcripts. This was only the first of many issues that have been compounded with further 
patches. We have been fortunate to have an OIT programmer assigned to our department 
specifically to work on these and other issues. We work with OIT daily and have made progress 
in resolving these issues. Additionally we run several daily Cognos reports to track errors with 
online transcript orders and other issues which may prevent transcripts from being sent 
correctly. Without the use of Cognos reports, many of these bugs would never be caught and 
many students’ transcripts would never reach their intended destinations.  

The Electronic Transcript Exchange (ETX) process has freed up a lot of time in the processing 
of more than half of all transcripts. We have an exclusive contract with the National Student 
Clearinghouse (due to being the first institution in the State to pioneer their services) that 
privileges us with free transmission of all ETX transcripts. This amounts to thousands of dollars 
saved every month. The downside is that that the ETX process can be buggy and sometimes 
transmissions fail or there are errors in the files so it requires constant surveillance. One weekly 
and two daily Cognos reports aid in monitoring the ETX processes to identify any transcript 
transmission issues.  

In 2011 the college website software was updated and all the web pages had to be moved and 
rewritten. With the recent acquisition of Adobe LiveCycle Designer, we are rewriting all the PDF 
forms to be fillable online.  

Our primary goal moving forward is to make the transcript order process less difficult for our 
alumni. Transcripts are easily ordered online by recent students that know their student ID 
number; however most alumni do not know their student ID and are unable to log in to MyPage 
to order a transcript online. In these cases the transcript is best ordered with the PDF request 
form. The PDF request form can be printed and sent by fax or mail, or filled out online and 
emailed in. The problem is that many students struggle with the instructions for completing a 
digital signature on the emailed transcript request. This is typically attributed to the variety of 
PDF viewing software plugins for web browsers that do not support digital signatures.  

With the addition of the Student Number Retrieval form (December 2014), we have made a big 
leap forward in making the transcript ordering process easier for alumni. This new online form 
aids alumni in retrieving their Student Number online instantly, which was the biggest hindrance 
in their obtaining transcripts online in the past. This solution does have its limitations, however, 
as it’s not available for alumni who have been away from the College for five or more years. 
Alumni who have been inactive for extended periods must rely on the Transcript Request Form, 
which isn’t an ideal solution. We look forward to the National Student Clearinghouse solution to 
provide an online order form that will encompass all students needing transcripts.  

With the National Student Clearinghouse solution we will have the additional benefit of tracking 
transcript orders online and making the digital signature easier to complete. One solution is to 
upgrade our Clearinghouse service to include their transcript order web form.  While the 
Clearinghouse solution is good, the price is not. Its solution would add an additional $2.25 to 
each student transcript order and would nullify the provision in our current contract, which gives 
us free electronic transmission to Clearinghouse partner sites. This is extremely expensive and 



62 
 

the benefit is too small, especially since there are other solutions available through competing 
vendors like Parchment or by programming our own solution with OIT. 

We have been working this year to simplify the MyPage transcript order process to eliminate 
bugs and simplify the process. We expect this to minimize confusion and reduce end-user 
errors. This work is in the testing phase and will be completed before the end of Fall Semester 
2014.  

Cognos Reports  

Cognos is a relational database that allows us to extract data from Banner and build reports to 
analyze data and troubleshoot problems.  The Transcript Office builds periodic reports to catch 
errors in transcript orders. Most of these errors are human error or Banner bugs. The reports 
indicate which transcripts had invalid addresses or failed to print or otherwise were not 
processed correctly. We have built monthly reports to collect data for the Board of Trustee’s 
(BOT) annual report, as well as semester and year-end reports to catch grading errors.  Other 
reports include dashboards to show statistics and trends, queries by different departments to 
locate student or institutional data, and reports to aid in testing of new features or services being 
developed to improve ORAR processes.   

Cognos has been an indispensable tool in our processes.  It allows us to extract data from 
Banner and build reports to analyze the data and troubleshoot problems. We rely on Cognos to 
verify that the electronic transcript processes are working correctly. The challenge with Cognos 
is trying to learn the complex software without formal training. We ordered a guide book, have 
received email assistance from the Data Base Administrators (DBAs), and attended a training 
session by Institutional Marketing that gave us the bare minimum understanding of the software 
package. Most of our skills in Cognos are from experience and self-training. Our goal this year 
has been to become more proficient in building Cognos reports and we have been making great 
progress. The Transcript Office Supervisor formed a Cognos Report Studio User Group that 
meets twice a month with other Cognos users to train each other on the software.  

Student Correspondence and Holds  
 
Regular correspondence with students is effective and accounts for a large portion of our daily 
processes. We have two phone lines and a shared email address transcripts@slcc.edu, which 
are our two main avenues of contact. 

The Transcript Office is responsible for notifying students of holds on their academic record that 
are preventing them from obtaining a transcript. We prioritize phone contact, then email contact, 
but if students are not available or do not respond after three attempts, we send students a hold 
letter. Most students resolve their holds after the first contact.  

Our current challenge is finding a way to track students’ transcript orders online. We are 
planning to use a Clearinghouse solution in 2015 to solve this challenge. 

Website  

mailto:transcripts@slcc.edu
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The Transcript Office maintains the Web presence for the following offices: 

• Office of the Registrar - www.slcc.edu/academicrecords 
• Appeals - http://www.slcc.edu/enrollmentservices/appeals.aspx 
• Data Center - http://www.slcc.edu/enrollmentservices/data-center.aspx 
• Enrollment Verifications - http://www.slcc.edu/enrollmentservices/verifications.aspx 
• Residency - http://www.slcc.edu/enrollmentservices/residency.aspx 
• Outgoing Transcripts - http://www.slcc.edu/enrollmentservices/transcripts.aspx 

 

The Transcript Office Supervisor writes and maintains the forms for the department using Adobe 
Acrobat Pro and Adobe LiveCycle Designer. The current challenge is to rewrite all the forms to 
be more uniform and fillable online. We are also exploring software that will allow us to receive 
forms electronically instead of by email, fax, or mail. 

The following forms are maintained on the ORAR website:  

• Appeal To Withdraw  
• Academic Renewal Petition 
• Course Description Request Form 
• Enrollment Verification Request 
• Early High School Graduate Parent/Guardian Permission Form 
• High School Graduation Report Form 
• Letter of Completion 
• Parental Affidavit 
• Permission to Release GED Information 
• Prevent Directory Information Disclosure 
• Registration Appeal 
• Repeated Class Notification 
• Residency 3 Year History Addendum 
• Residency Affidavit 
• Residency Application 
• Senior Citizen Waiver Form 
• Student Consent for Release of Records 
• Transcript Request Form 
• Verification Request Form 
• Western Undergraduate Exchange Contract (WUE) 

Technical Support 
 
The Transcript Office Supervisor is responsible for employing technology to improve processes. 
He is also the first line of technical support for office computer issues in ORAR. Additionally the 
Transcript Office distributes Xmedius faxes to the department. 

To improve processes we have acquired several software packages. In 2012 we moved from a 
fax machine to an E-Fax service, Xmedius, which allows us to receive faxes via email. To aid in 
the distribution of the faxes we purchased Outlook Freeware. Our Cognos Report Studio license 
was acquired in 2013 (see the section on Cognos Reports). In 2014 we acquired Adobe 
LiveCycle Designer to build PDF fillable forms (see the section on forms under Website). 

http://www.slcc.edu/academicrecords
http://www.slcc.edu/enrollmentservices/appeals.aspx
http://www.slcc.edu/enrollmentservices/data-center.aspx
http://www.slcc.edu/enrollmentservices/verifications.aspx
http://www.slcc.edu/enrollmentservices/residency.aspx
http://www.slcc.edu/enrollmentservices/transcripts.aspx
http://www.slcc.edu/enrollmentservices/docs/Appeal%20To%20Withdraw%20Form.pdf
http://www.slcc.edu/enrollmentservices/docs/Academic%20Renewal%20Petition.pdf
http://www.slcc.edu/enrollmentservices/docs/Course%20Description%20Request%20Form.pdf
http://www.slcc.edu/enrollmentservices/docs/Enrollment%20Verfication%20Request.pdf
http://www.slcc.edu/enrollmentservices/docs/EARLY%20HIGH%20SCHOOL%20GRADUATE%20Parent%20Permission%20Form.pdf
http://www.slcc.edu/enrollmentservices/docs/High%20School%20Graduation%20Report%20Form.PDF
http://www.slcc.edu/enrollmentservices/letters-of-completion.aspx
http://www.slcc.edu/enrollmentservices/docs/Parental_Affidavit.pdf
http://www.slcc.edu/enrollmentservices/docs/Permission_to_Release_GED_Information_Form.pdf
http://www.slcc.edu/enrollmentservices/docs/Directory_Information_Disclosure.pdf
http://www.slcc.edu/enrollmentservices/docs/Registration%20Appeal%20Form.pdf
http://www.slcc.edu/enrollmentservices/docs/Repeated_Class_Notification_Form.pdf
http://www.slcc.edu/enrollmentservices/docs/3_Year_History_Addendum.pdf
http://www.slcc.edu/enrollmentservices/docs/Residency_Affidavit.pdf
http://www.slcc.edu/enrollmentservices/residency.aspx
http://www.slcc.edu/enrollmentservices/docs/Senior%20Citizen%20Form.pdf
http://www.slcc.edu/enrollmentservices/docs/Student_Consent_for_Release_of_Records.pdf
http://www.slcc.edu/enrollmentservices/docs/Transcript_Request_Form.pdf
http://www.slcc.edu/enrollmentservices/docs/Enrollment%20Verfication%20Request.pdf
http://www.slcc.edu/enrollmentservices/docs/WUE.pdf
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Transcript Conversions 

As explained early under the Archive Transcript Project, any archived record that is considered 
incomplete is set aside as a “split transcript”. A split transcript is defined as a student having 
both a hard copy student record and also a student record in Banner. A hold is placed on the 
student Banner record with a message referring the student to the Transcript Office. If a student 
requests a transcript that is split, the Transcript Office then researches and moves the additional 
records into Banner.  

Moving Utah Technical College (UTC) records into Banner is required for nearly all transcripts 
prior to 1986. This is a time consuming process that is necessary when a student orders a 
transcript but has prior classes that did not convert to the Banner system. Records need to be 
converted from quarter credits to semester credits and input into Banner. The process delays 
transcripts one to two days but this is not a problem because we still can fulfill the transcript 
orders within our time frame. The challenge for transcript conversions is moving all UTC records 
to Banner, but this would take decades of data entry without some sophisticated Optical 
Character Recognition (OCR) technology and programming. Because we only process about 
one or two conversions a week, it would not be efficient to devote the time and expense to build 
an OCR strategy at this time. 

Outreach/Marketing 

The Transcript Office informs students of transcript services via our website and with notices 
posted at the reception counter. New students are informed of transcript services during the 
required orientation. Academic Advising also informs students about the transcript process. Our 
services are inclusive of everyone. The Transcript Office plans to recruit the DRC to help 
evaluate our services by hearing and visually impaired students for recommendations for 
improvements. We want to ensure the transcript services are optimized to serve everyone 
equally. 

Campus/Community Collaborations 

The Transcript Office collaborates with other departments that require transcript information to 
fulfill their own processes. Athletics, Advising, the VP’s office, and others work with the 
Transcript Office to obtain unofficial transcripts or Cognos reports. We also provide assistance 
for technical issues such as computer problems, printer problems, and collaboration and training 
with our Cognos User Group. We perform training on transcript ordering and related processes 
which involves other campuses and departments. 

Significant Changes  

The two most significant changes have been the acquisition of the Cognos Report Studio 
license followed by changes to the online transcript order service.  Cognos enables us to find 
errors that were previously invisible and to resolve issues in all of the ORAR processes. With 
the Banner update many of the Electronic Transcript Exchange processes have been 
interrupted and we have devoted significant time to remedy these issues.  
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Leadership and Staffing 
 

The Outgoing Transcript Office is comprised of one full-time and two part-time staff members: 

• Supervisor 
• (2) Specialists (PT) 

 

 

  

 

Job Responsibilities and Qualifications 

Supervisor (Specialist) - Reports to the  Assistant Registrar; manages day-to-day operation of 
the Transcript Office including training, supervising part-time employees to assure that policies 
and procedures are followed and student needs are met through courteous and effective 
customer service; processes approximately 200 requested transcripts daily; follows through and 
solves transcript dilemmas; communicates with sometimes frustrated students; corresponds 
with other institutions to ensure accurate student transcripts are processed and submitted; 
communicates with a variety of persons through letters, email, phone and in-person contact; 
create a consistent and organized process; 

demonstrates strong understanding and knowledge of Enrollment Services policy and 
procedure; determines and ensure accuracy of student information and academic history; 
understands course description, credit hours, programs, majors and schools; oversees 
maintenance of archives housing approximately 90,000 hard copy transcripts dating from the 
1960s through the 1980s, SIS and PreSIS Student Information System which includes over 
200,000 records and microfiche records dating from Spring 1977 through Fall 1981; and works 
closely with the Data Center on the conversion of pre-SIS and SIS transcripts to Banner, 
including scanning and indexing of documents. 

The Supervisor coordinates with Information Technology in maintaining and enhancing 
transcript procedures and processes in the student information systems; troubleshoots technical 
problems related to Banner, SIS, PreSIS and Nolij; leverages electronic tools and software to 
create efficient and reliable workflows; creates and generates Banner and Cognos reports for 
Enrollment Services and various offices; oversees the conversion of reports from ACCESS to 
COGNOS; serves as the Web Contributor for Enrollment Services; updates and improves a 
myriad of forms and web pages; and provides training on designated procedures and processes 
for Enrollment Services personnel. 

The Supervisor builds rapport with college departments; represents Enrollment Services on 
various college committees; and represents college in state and regional organizations; and 
fulfills other duties as assigned. 

Qualifications – Associate’s degree; two (2) to four (4) years direct experience. 

Supervisor 

Specialist, 
PT 

Specialist, 
PT 
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Specialist (PT) - Processes transcript requests and related processes; covers phone and front 
reception when needed; provide assistance to students, faculty, and staff with admissions and 
registration requests; performs office functions relative to the enrollment process and the 
maintenance of student records; answers telephone inquiries with accuracy and patience; 
maintains integrity with student records and FERPA directory information; conducts registration 
and admissions requests at the reception counter; processes and handles registration, 
transcript, and graduation requests; archives requests and maintains proper records; 
corresponds and communicates with a variety of persons through letters, e-mail, phone, and in-
person contact.  Additional responsibilities include processing of course descriptions and 
student requests for “S” numbers. 

Qualifications - Past work experience at SLCC desired along with the understanding of SLCC 
policies and procedures. Banner knowledge and computer skills are essential as well as 
excellent communication skills. 

Staff Evaluation 

The Transcript Office has enjoyed excellent and qualified staff who perform their duties above 
expectations. Our staff are competent, courteous, and intelligent. Problems are solved quickly 
and work is performed efficiently. All of the staff in the Transcript Office have been cross trained 
to cover the reception counter and Student Express when needed. Only one staff member has 
had to be released from the Transcript Office in a 10 year period. The challenge we face with 
part-time staff is the high turnover rate due to staff moving on with their educational goals. 

One change that would benefit the Transcript Office greatly would be to switch one part-time 
staff positions to be a full-time position. This would solve the high turn-over rate, increase the 
work hours, improve the consistency and work quality of work performed, cut down training 
time, and most importantly, allow us to focus more time and energy on solving our technical 
challenges.  
 

Self-study Summary of Outgoing Transcript Office 
 

Major Changes Last Five Years 
 
The major changes in the last five years have involved these technical enhancements: 

• The old website content was moved from the Luminis site to Cascade CMS. 
• Cognos Report Studio was acquired, which increased the office’s data analysis and 

reporting capacity. 
• Changes and bug fixes were made to the online transcript order packages. 
• The Student ID Retrieval page was implemented on our website. 

 
Major Accomplishments and Strengths 

Employing technology has cut down on errors and improved our processes as outlined below: 

• Transcripts are easier to obtain by students because of the fillable PDF Transcript 
Request Form. 



67 
 

• MyPage is now easier to access for alumni thanks to the Student ID Retrieval page. 
• Electronic transcripts are easier to order through MyPage by our applying feedback from 

students to streamline the order process. All identifiable bugs are fixed with electronic 
transcripts.  

• Using Cognos we have fixed many errors in both student records and transcript orders. 
 

With these changes we have had positive feedback from students on how they view our college 
upon exiting SLCC. The last contact a student has with SLCC is often with the Transcript Office, 
and we work hard to make a student’s transition from our college to another one frustration free. 

We intend to improve upon these strengths by employing new technology that becomes 
available to us. We look forward to adapting the Clearinghouse Transcript Order software that 
will give students the ability to track their transcript orders online, do web-based signatures, and 
order overnight transcripts on demand. We will also have available Digital Rights Management 
software that will improve the quality and security of our PDF transcripts. For long range goals 
we will be working toward EDI or XML transmission of transcripts to Utah institutions.  

Challenges and Areas of Improvement 

One challenge is to improve Cognos reports to identify corrupt records. Because so few records 
have been found to have corrupt or invalid data (identified only when we are unable to print a 
transcript) it has been a challenge to write reports to identify more of these problems. 

A future challenge will be to help implement the National Student Clearinghouse Online 
Transcript Services features once they become available to our department. This requires 
changes to our own processes and website as well as customization and integration of the 
packages they deliver to us. Coordination with the Clearinghouse and with our Institutional 
Marketing team to implement this package is a small challenge but the new features should be 
a big improvement to the services we offer. 

Our current challenge is with website improvements which are needed to make information 
easier to locate and friendlier for small devices like Smart Phones to navigate. Multimedia could 
be used to describe complicated information such as the GPA calculator and Residency policies 
and procedures.  

Future Goals and Recommendations 

• Implement EDI / XML transcripts with large volume institutions like the University of Utah 
and Utah State University in 2015-2016. 
EDI/XML transcripts would take a tremendous amount of work and coordination to 
implement, but it is a worthwhile goal to as it would speed up the transfer of student 
records to those institutions. Instead of records spending two months from reception to 
evaluation, a majority of records could be received and input immediately. This would 
also help our own Transfer Evaluation office as they would implement the same 
technology on their end to speed up their processes and decrease their substantial 
workload.  



68 
 

• The processing and data concerns of other ORAR areas need be evaluated to 
determine how Cognos might be utilized to assist them.   

• Increase one part-time position to full-time status. 
 
Key Issues to Review 

• The transcript order process should be reviewed to identify areas for improvement, both 
for processing of orders as well as ordering from the user-end perspective. 

• The website should be reviewed to find errors and to make recommendations to improve 
the access, appearance, and quality of the content. 

• The need for formal COGNOS training should be assessed. The Data Center 
Coordinator and the Transcript Office Specialist are expected to use COGNOS to create 
statistical data, yet there is no formal training available. 
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School of Applied Technology Student Records Management 
 

Function, Programs and Services 
 

The School of Applied Technology (SAT) is a division of SLCC.  The division’s primary mission 
is to offer career and technical education in a flexible, competency-based format to meet the 
needs of students who desire low-cost training for high skilled jobs. SAT offers open-entry, 
open-exit, clock hour, and noncredit instructional delivery. Students may enroll weekly, 
depending on the school calendar and available seats, and are able to complete courses when 
proficiency has been demonstrated and evaluated by instructors.  Historically, SAT 
Management Information Systems (MIS) operated independently of the College’s Registrar. In 
July 2012, SAT Management Information Systems was reorganized and moved under the 
Registrar with the new name of SAT Student Records Management.   
 
SAT Student Records Management performs the following functions:  program setup, 
registration corrections, course drops, withdrawals, schedule corrections, oversight of grades, 
students close outs, issuance of certificates, long-term record storage, support for SAT staff and 
faculty, and data integrity.  
 
Program(s) Setup 
 
The SAT currently offers 34 programs, 30 are certificate programs and 19 are financial aid 
eligible. Each program has unique program hours that must be built into Banner. Building these 
tables requires upwards of nine Banner tables for each program.  This process occurs every 
time a change in the program hours occurs or a new program is introduced. Typically, changes 
have been limited to the start of a new school year (01 July). With the start of the new academic 
year in 2013 for the SAT, 11 current programs had a change in hours and one new program 
was introduced.   
 
Changes in programs have become a problem for several reasons. Even though notices are 
sent to staff and faculty, confusion still occurs among staff, faculty as well as students about 
which version of the program is the most current, which program a student who exited training 
should go back into, and what curriculum should be offered to returning students.  While the 
major doesn’t change, the program coding must be changed to reflect new hours. This is 
currently the only way Financial Aid can track and pay aid for students with differing hour 
requirements.   
 
Another problem is trying to inactivate old programs on Banner. The process of inactivating SAT 
majors has resulted in problems for SLCC’s undergraduate credit side when students try to 
change majors for credit.  The system will sweep through all of the program codes that a 
student has had, then stops at the inactivated code and won’t allow for the new updates. This 
happened often enough that we discontinued the practice of inactivating majors.  At present, the 
Scheduling office is reviewing best practices for this process and is exploring the possibility of 
changing tables within Banner that control program hours.   
 
Registration Corrections 
 
SAT Student Records Management is responsible for ensuring that students are registered 
correctly into courses. At present, instructors and advisors web register students into courses as 
students progress through programs.  Occasionally, students get placed into wrong courses, 
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wrong sections or out-of-program sequence.  When this happens, a notification requesting 
corrections is generated and submitted to SAT Student Records Management.  
 
When the current practice was developed, the former Dean for SAT determined that instructors 
would be responsible for registering students into courses, against the CIO and Assistant 
Registrar’s recommendations. Our view is that this practice puts instructors in the business of 
“data entry” vs. instruction. Furthermore, errors that need to be resolved cannot be handled by 
instruction and must be sent to SAT Student Records Management. Often delays and a 
breakdown of communication take time to resolve in a timely manner.  
 
Presently SAT is in the process of developing a new reporting system within Banner that would 
have the ability to handle competency-based education. One of the objectives is to develop a 
student “self-service” process, which would allow students to register themselves into courses. 
 
Course Drops and Withdrawals 
 
All SAT course drops and withdrawals are handled by SAT Student Records Management.  Due 
to the nature of open-entry enrollment, standardized start and drop dates are not utilized, which 
makes it difficult to have defined drop dates and refund rules. OIT programmers have been able 
to write a process that looks at registration dates, requested drop and withdrawal dates as well 
as the schedule hours used by the student to determine which codes should be used. When 
notices are submitted to SAT Student Records Management, department staff members 
handling the request will run the process and close out the course based on the process 
recommendations.   
 
Drop and withdrawal codes used by SAT Enrollment Student Records Management are as 
follows: 
 
DD- Drop Delete with a 100% refund due to the student 
WN- Withdrawal (used when Pell has been awarded), 100% refund due to the student 
WC- Withdrawal from course, no refund due  
 
The process thus far works well; it is dependent on staff and instructors submitting the requests 
in a timely fashion.   
 
Scheduler Corrections 
 
As part of the open-entry/exit course offerings, OIT programmers developed a subsystem that 
operates in unison with Banner and that allows students to personalize their attendance 
schedules. SAT students can choose the number of days per week and the number of hours per 
day they want to attend. Once the schedule is established, the system will calculate an 
estimated 100% course completion date by which time the student must be finished with the 
course. This subsystem meets the desired function of allowing students to dictate their 
schedules but has also proved to be very complicated; therefore, it has not been released for 
student use. It is entirely used by instructors and advising. This process takes away from 
instruction time and adds an additional layer of “data entry” to the instructor’s workload.  
Additionally, any enchantments have resulted in a rewrite for the OIT programmer who designed 
the system.   
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An area of concern is the low number of hours students are taking. Many are taking as little as 
one hour, one day a week. These students are taking an excessive amount of time to finish 
training programs and are often not being successful.   
 
SAT Student Records Management currently receives nightly reports indicating students who 
drop below the allowable number of scheduled hours. Student Records Management 
staff then send out notices to the student’s advisors and instructors, notifying them of the 
situation. At that point, advising should be working with the students to increase attendance 
hours.  
 
Due to the complexity of the system, advising and instruction struggle in setting up students’ 
attendance patterns.  When this occurs, they call SAT Student Records Management to assist 
with the scheduler set up and to troubleshoot problems.  
 
The subsystem does offer several helpful features such as Attendance History. This feature 
allows the end user to enter date ranges of the student’s attendance in an individual course 
which displays each day of the week, shows days attended and days missed. Another nice 
feature is Registration History, which shows a student’s courses, dates registered, completion 
dates, grades, and instructors.   
 
The SAT’s new Dean has only been with SLCC for three years and within this time, he has 
made significate changes to the School’s operations. He has been instrumental in securing 
SAT’s place as a member of Competency Based Education Network (CBEN).  CBEN is a 
national coalition of institutions of higher education to study competency-based education within 
higher education. The network is funded by the Lumina Foundation and is managed by Public 
Agenda.  
 
While SAT’s instructional method has historically been based on students’ demonstrating 
competencies in order to progress, it has also defined the number of clock hours expected in 
each training program. Financial aid has been distributed based on the student’s scheduled 
clock hours and actual seat time. The new competency-based system would change the basis 
for how financial aid is distributed and how certificates are awarded. Students can earn a 
certificate through demonstration of skills and knowledge in required subject areas through a 
series of carefully designed assessments. Rather than focus on seat time, students can 
accelerate through a program of study and save money. Students can complete a program as 
soon as they can by successfully completing all of the necessary assessments. Students pay for 
time, not per clock hour; students finish faster, they save time and money.       
 
SAT has also been awarded a 25 million dollar Trade Adjustment Assistance Community 
College and Career Training (TAACCT) grant from the Department of Labor to support the 
competency-based education transformation. The Dean has also submitted a request to the 
U.S. Department of Education, requesting that SAT participate in the Experimental Sites 
Initiative (ESI) for Federal Financial Aid. Authorization from the Department of Education was 
received January 8, 2015 which will allow the School to deliver financial aid in a competency-
based environment, lifting the current restriction of seat time for students receiving aid. The 
timelines that have been established are very aggressive and will result in a great deal of 
planning, development, testing and implementation for a variety of departments within SLCC, 
including but not limited to Student Records Management. This effort will include OIT, Accounts 
Receivable, Curriculum and Scheduling, Financial Aid and others. 
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The SAT Assistant Registrar participates with the SAT Dean and Director of Operations in 
attending CBEN meetings and working on projects from that organization. The Assistant 
Registrar also works closely on a daily basis with SAT’s Associate Dean, ensuring compliance 
with data and process, providing reports and documentation, and attending meetings to discuss 
issues as the School’s transitions to competency-based education.  
 
Oversight of Grades 
 
SAT Student Records Management has the responsibility to ensure that students’ grades are 
posted by instructors. All staff members within SAT Student Records Management receive 
nightly reports that reflect students who are missing grades. SAT staff will contact the instructors 
notifying them that the grades are missing and to please post them as soon as possible. SAT 
Student Records Management staff members have been fully trained on how to post a grade 
and the last day of attendance in Banner and can assist instructors having difficulty with the 
process. It is standard practice that instructors provide the grade and last day of attendance via 
email to SAT Student Records Management when requesting assistance with posting grades.    
 
Student Closeout 
 
Upon completion of training or students exiting training programs, closeout notices are sent to 
SAT Student Records Management staff via email. These notices are standardized forms that 
come from the Student Information Management System (SIMS).  (SIMS is a case management 
system developed specifically for SAT and is primarily used by instruction and advising to help 
manage student training programs.)  Notices of a student’s status are submitted by an advisor 
or instructor to SAT Student Records Management. Two part-time staff members process the 
notices: one person handles the notices of student who have not completed training while the 
other staff person handles the records for students who successfully completed training.  
 
Students who satisfy all of the program requirements are individually audited to ensure that all 
of the program requirements have been fulfilled and grades posted. If all of the requirements for 
the program have been meet, a Certificate of Completion or Certificate of Proficiency will be 
mailed to the student. Students who do not complete training are closed out of the system and 
their file imaged onto Nolij, SLCC’s imaging system.  
 
Issuing Certificates 
 
Only students who are enrolled in certificate programs are issued certificates upon completion 
of training. SAT offers two certificate types: a Certificate of Completion and a Certificate of 
Proficiency. Certificates of Completion are for programs of 900 clock hours or greater.  
Certificates of Proficiency are offered for programs that are less than 900 clock hours down to 
122 clock hours. Students must satisfy all course requirements to receive either certificate. 
 
Upon notification of program completion, an SAT Student Records Management staff member 
will audit the student’s courses and grades/ratings to ensure that the student has satisfied the 
program requirements. If all of the courses are completed, then the certificate will be generated, 
listing the student’s name, program, type of certificate and the completion date. The certificates 
are mailed to the student and a copy is imaged into Nolij.  The manual audit process can be 
time consuming and complicated for Student Records Management staff who are auditing 
students who have entered and stopped out multiple times over the course of several years.  
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SAT Student Records Management is responsible for all aspects of SAT student records, 
closeouts, certification, registration, grades, etc.  The table below displays the number of 
processes the office completed in a ten month period. 
 
   

SAT Student Records Management 
Processes to Student Records,  September 2012 to July 2013 

Registration Corrections 839 
Certificates Issued 332 
Final Grade Corrections 60 
Change of Program Requests 75 

 
Data Integrity 
 
SAT Student Records Management strives to ensure that all of the information contained within 
a student’s records is correct and handled properly. Each staff member has been trained in 
FERPA and other ORAR rules and regulations as these apply to confidentiality of a student’s 
records.  An area of concern is the ability for SAT instructors to register students for courses, 
which can result in incorrect data. Often, students get placed into the wrong courses resulting in 
registration corrections and billing adjustments by Accounts Receivable. It is the goal of SAT to 
place the responsibility of course registration into the hands of the student. 
 
Collaborations 
 
The Assistant Registrar is responsible for ensuring that all departments outside of SAT are 
aware of changes to SAT polices, new program offerings, closed programs, billing processes, 
instructional day changes and any other issues that impact SLCC departments.  These contacts 
include OIT, the Scheduling Office, Billing and Receivables, Financial Aid, and the Data Center.  
The Assistant Registrar is an active member of the Banner work group committee, which is 
chaired by the Assistant Vice President of Student Enrollment Services and includes 
representatives from various departments responsible to support Banner tables and projects.   
 
SAT Student Records Management has a close working relationship with the OIT department.  
SAT’s clock hour, noncredit requirements, processes and practices are often not part of Banner 
baseline. This requires OIT to develop and write code that allows SAT to operate outside of 
Banner initially and then to import back to Banner for long-term, data storage.  With the limited 
number of OIT personnel, customizing computer processes for SAT puts a great deal of burden 
on an already heavily taxed department.   
 
SAT Student Records Management staff participates and is required to take part in the same 
training and professional development as the credit side of ORAR.   
 
Financial Aid for SAT relies heavily on the records and data contained within SAT Student 
Records Management to help facilitate financial aid for noncredit, clock hour programs. Often 
the Financial Aid department will confirm with SAT Student Records Management in double 
checking program hours, attendance, student’s closeout information, and any additional 
information needed for a clock hour student.     
 
Challenges and Recommendations 
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The biggest challenge over the years for SAT and Student Records Management has been 
finding a reporting system that allows for open-entry/exit, noncredit training and the delivery of 
federal financial aid to be tracked on the School’s official reporting system. SLCC’s official 
reporting system is Banner, which has been designed for tracking traditional credit-based 
education. Therefore, in order for SAT to deliver educational programs as needed the institution 
and SAT have had to develop a home grown, secondary reporting system that works in tandem 
with Banner. The demands of creating a secondary reporting system put a great deal of burden 
on the OIT department. Presently OIT’s lack of personnel and resources has had an impact on 
the overall support that they can offer the institution. Some projects on the SLCC project list 
were put on hold so that the resources and personnel could be redirected to the SAT project. 
Although SAT has a programmer funded by SAT, this individual is relatively new and was not 
entirely up to speed with all of the processes and systems with Banner or SAT; as a result, 
another lead programmer had to be pulled from all projects to assist with the design and 
development of the secondary reporting system. 
 
As SAT pursues competency-based education, reporting systems continue to be an area of 
concern. There is still no process or system within Banner to address the need. As a result, SAT 
is pursuing 3rd party vendors for a software solution. Presently SAT is looking at two vendors for 
competency-based instructional and federal financial aid delivery. SAT has agreed to be a beta 
site for instructional delivery with Education On Line, a software company that specializes in 
competency-based education. SAT has also reviewed a software product for financial aid 
delivery with another software company, Regent 8. The hope is that both companies will be able 
to meet SAT needs for data tracking and reporting in tandem with Banner as the primary 
reporting system. 
 

Leadership and Staffing 
 
SAT Student Records Management currently has a staff of four employees: an Assistant 
Registrar, a full-time Technician and two part-time Specialists.  The Assistant Registrar reports 
directly to the College Registrar.  

 
 
Decision Making  
 
 The Assistant Registrar for SAT attends the Registrar’s weekly staff meetings.  Information 
regarding SAT Student Records Management is shared at the meeting, which keeps the 
Registrar informed about current and future events with the SAT. The Assistant Registrar makes 
decisions as they relate to Student Records Management department. The Assistant Registrar 
is physically located within the same office area as staff, which makes it easy for open 
discussions when changes or problems arise; staff don’t need to locate the Assistant Registrar 
when they need to ask questions. The Assistant Registrar will conduct a more formal staff 

Assistant Registrar 

Technician 2 
Full Time  

Specialist 2 
Part Time 

Specialist 1 
Part Time 
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meeting to review and discuss any changes to policy or functions. Student Records 
Management staff are encouraged to take a team approach when discussing and reviewing 
issues.  It’s valuable to hear concerns and points of view from the staff who work routinely within 
their area of responsibility.  

 
Decisions and changes to policy or functions that have direct impact on other SAT departments 
are emailed to department supervisors who are asked to inform all staff of the changes. 
 
Job Responsibilities 
 
Each staff person in Student Records Management is expected to have a functional 
understanding of most areas within the department. Beyond the required functional level, each 
staff member has defined areas of responsibility and expertise. Staff members are cross trained 
and are able to fill in and help other department members who may be out due to illness, 
vacation, etc.   
 
Assistant Registrar – Reports to the College Registrar, manages the staff of the SAT Student 
Records Management department, runs complicated data processes, sets SAT registration 
tables, builds Banner tables, serves as a liaison between SAT operations and other SLCC 
departments, facilitates projects for the school, participates with ORAR projects and events; 
performs other duties assigned by the Registrar. 
 
Technician 2 –Assists faculty and Academic Advisors with registration and grading problems; 
assists with the secondary reporting system for scheduling, attendance, class rosters, etc.; 
works on special projects that involve registration and transferring students into other course 
sections or locations; performs other duties as assigned.  
 
Specialist 1 Part- time –Audits students’ program completion paperwork to ensure that all of the 
program requirements have been met; issues students’ certificates; works with imaging system 
(Nolij); performs other dues as assigned. 
 
Specialist 2 Part-time – Handles closing out students records of those students who drop out of 
training programs; works with imaging system (Nolij); sends out missing grade notices to 
instructors; performs other duties as assigned.  
 
Job Qualifications 
 
Assistant Registrar – Baccalaureate degree, 3-5 years appropriate work experience in a College 
or University setting. 
 
Technician 2 – Associate’s degree, 3-4 years’ experience with higher education and computer 
software.  
 
Specialist 1 – High school diploma, 2-3 years’ experience with higher education and computer 
software knowledge. 
 
Specialist 2 – High School diploma, 1-2 years’ experience with higher education and computer 
software knowledge.  

 
The SAT Student Records Management department has had very little staff turnover during the 
past five years.  Prior to the current staff members, Student Records Management had two 
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employees who were with the College for over 25 years. One retired in 2009 and the other was 
re-assigned to the Data Center. 
 
The work space for the department is open and comfortable allowing for an open and fun 
environment which supports a “team” approach and cooperation within the group.    
 
 Recruitment for staff positions is done by the authorized SLCC hiring process.  Ads are placed 
by HR in newspapers and on the SLCC employment web page.  Challenges in hiring are usually 
related to the need/preference for future employees to have Banner and higher education 
experience.  Additional challenges are related to the lack of funding and low pay scales for 
qualified candidates.    

 
Training  
 
 All staff are trained and oriented within the department by the Assistant Registrar regarding 
competency-based education, Banner and the secondary reporting system for the SAT.  New 
hires will shadow others within the department in order to gain a working, hands-on experience, 
along with receiving departmental training manuals. Staff is expected to be knowledgeable 
about Banner forms, secondary reporting system and Nolij. Staff will also receive individual 
training when changes to processes or functions occur within their area of responsibility. 
Student Records Management staff attend monthly ORAR trainings and yearly retreats. 
 
SoftSkills (online) classes offered by SLCC Innovation Center are strongly encouraged as time 
allows. Other training opportunities offered by the College and professional development 
trainings offered by Student Services are also available and supported by the Registrar.  
 
Conferences other than those offered by SLCC that have registration fees are limited to only 
full-time staff and are approved by the Registrar. Utah conferences, ACT, and UBUG are open 
to full-time staff on a rotating basis. The Assistant Registrar typically attends the Ellucian 
Summit Conference each year, which provides valuable technical information for the Banner 
reporting system. The Assistant Registrar attended the yearly AACRAO conference this past 
spring for the first time.  
 
There are advantages and some disadvantages to having the entire department located within 
the same room. Having staff in the same area allows for daily group interactions and questions 
to be answered without having to schedule meetings. The disadvantage is assuming that others 
in the area are hearing and taking part in discussions. Some staff members have stated that 
they would like to have regular meetings for review purposes because they might not be in the 
office when issues are discussed.  Staff is willing to help each other and volunteer assistance to 
co-workers.  It is a goal of this department to have a more global understanding of all SLCC 
process and requirements as it relates to ORAR. Due to the nature of open-entry/exit training, 
the amount of work is consistent with the exception of peak times around the start and end of 
semesters and graduation.  
 
Staff Evaluations 
 
All full-time staff has a yearly performance appraisal that is conducted through an approved 
process by Human Resources. Staff members conduct a self-evaluation based on their work in 
the past year, as does the supervisor, this is followed with a face-to-face meeting to discuss 
areas of concern and goals for the next year. There is no formal appraisal process for part-time 
employees. However, given that the Assistant Registrar is physically located in the same office 
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as staff, she is able to observe work habits, strengths, and weaknesses. Staff is encouraged to 
ask questions if they are uncertain of a process or procedure and to offer additional thoughts 
about taking a different approach to a situation. When the need arises, the Assistant Registrar 
will meet with individuals on a one-to-one basis to discuss any concerns or review processes. 
Staff is praised on a regular basis for jobs well done. Occasionally staff is gifted Bruin gift cards 
from the Office of the Registrar’s management team as a token of appreciation for jobs well 
done. Birthdays and other special occasions are recognized informally within the department.  
 
One of our strengths is that the department has a team approach and staff members help each 
other. Scheduling regular staff meetings would be beneficial for part-time staff members.  
Another full-time position for SAT would be beneficial since HR policy allows part-time 
employees to only work a total of 125 hours per month. This regulation results in staff schedules 
needing to be adjusted when an employee approaches the maximum hours and projects 
assigned to the part-time employee get tabled until more hours can be worked. It’s not entirely 
clear at this time to what extent the department’s responsibilities will evolve as a result of 
competency-based education as the SAT continues to pursue this avenue of course delivery. 
This change in direction may likely add workload to the department with additional pressures on 
part-time and full-time staff.  
 

Facilities, Equipment and Technology 
 
Office Space 
 
Student Records Management is located in a large classroom at South City Campus that has 
been converted into an office space occupied by all four staff. A front counter allows for an 
official greeting space when people enter the office; four cubicles have been set up for the 
remaining staff.  Each staff member has adequate work space with one additional work station 
designed serving a scanning station located at the back of the office. The office is large enough 
for a seating area containing a chair, couch and coffee table. This area is used as a “break” 
area and for informal meetings with staff or visitors to the office. The open environment is ideal 
for staff to work together and communicate back and forth. 
 
The open setup, however, presents challenges for the Assistant Registrar when private 
business conversations need to take place either by phone or with individuals coming into the 
office. It’s not uncommon for the Dean and Associate Dean for SAT to come to the office to 
meet with the Assistant Registrar. These discussions are often related to current and future 
changes to the School that perhaps need to be kept private. There have also been times when 
the Assistant Registrar has had to leave the office to make a phone call when items of a 
sensitive nature are discussed. Staff is very good about trying not to pay attention or discuss 
what they hear with anyone outside of the office. It is entirely possible at some point in the near 
future that the office area will be needed as a classroom for the new Media Center at South City 
Campus, in which case the department will need to be relocated. 
 
Technology 
 
All computers in the department were replaced a year ago by the College Registrar. Prior to the 
department’s move under the Registrar’s reporting structure, the computers were replaced on 
an as needed basis. Three work stations have been set up with two monitors allowing staff to 
work seamlessly between records.  
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The scanner for Nolij is between three to four years old and is working well. The office has two 
HP desktop printers that are approximately eight to nine years old and will probably need to be 
replaced within two years’ time. Additionally, the office has a Cannon Image Runner Advance 
copy machine that has been cabled for the network. The copy machine is supplied by SLCC 
Printing Services; the department pays six cents per copy and Printing Services takes care of 
the maintenance of the machine. 
 
Student Records Management staff have been trained to use Banner, Nolij, Outlook, and the 
SAT’s secondary student information reporting system.  Outlook email system is the primary 
form of communication with staff and instructors. SAT utilizes SharePoint site for school 
updates, program updates, and policy and procedures. 
 
SAT’s website is updated and maintained by the Director of Operations.  All documents used by 
students, staff and instructors are located on the School’s website. The Assistant Registrar 
updates and maintains information on the forms that are directly related to the department. Any 
changes to forms are forwarded to the Director who in turn updates the website. Students, staff 
and instructors all have the ability to access forms on the website and submit the necessary 
documentation by email, fax or in person. Thus far, this has been a successful means of 
information delivery and communication.  
 
Technology Support 
 
In the past several years, SAT has required considerable support from OIT.  Four years ago, the 
system reporting changes were mandated by the former Dean. The changes to the system and 
business practices in 2010 were major, requiring a great deal of development and programming. 
OIT’s lead programmer was pulled off all SLCC projects and instructed to dedicate all time to 
the SAT’s system redesign. Other significant projects on the undergraduate credit side were set 
aside for months. During the same time, SAT hired a dedicated programmer to support all of the 
School’s programming needs. Unfortunately he was completely new to higher education and 
Banner. This meant that he was not able to take over the project until he was up to speed.  In 
the last year, SAT’s programmer has been able to step in and take over maintaining the 
secondary reporting system and is readily available to assist with relatively simple questions 
and problems. However, he still relies on the original programmer/developer of the system when 
making any updates or adjustments due in part to the complexity of the programming involved 
with the system.  Simply put, OIT is hugely under staffed with a lack of programmers and 
technical support. In comparison, for an institution of this size with so many varying reporting 
structures, the OIT department is put under a great deal of pressure to meet the College’s 
technical demands, including the SAT’s.   
 
Projected Needs  
 
When SAT completely changes to competency-based education, it would be an appropriate 
time to redesign the reporting system to a more student self-service system that would eliminate 
the secondary reporting system for the scheduling of classroom seat time. This change would 
allow students to admit and register themselves into a course, which is a primary goal of the 
Assistant Registrar’s. Instructors and academic advisors would no longer register and schedule 
students into courses; instead students would be responsible for their academic schedule. The 
development of a competency-based education reporting system would be another overhaul of 
the current SAT system and it would require several college departments (Accounts Receivable, 
Financial Aid, and Scheduling Office) to a play a key role in its development.  
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Self-study Summary of SAT Student Records Management 
 

SAT has undergone significant changes during the past five years. The merger of Salt 
Lake/Tooele Applied Technology Center (previously under Utah College of Applied Technology 
UCAT) and the School of Applied Technology in 2009 was very challenging. The Assistant 
Registrar was responsible for building new Banner processes for the ATC programs brought 
over to the SAT. Upon completion of the program setup in Banner, the department had to 
evaluate where students were in their training program and then manually register them into 
courses, so as to not delay their training. Additionally, all of the former and current student files 
were transferred to the SAT, rather than being shipped to the State Archives for storage.  This 
resulted in Student Records Management being responsible for the storage and retention of Salt 
Lake/Tooele ATC records.  
 
Changes in SAT’s leadership, changes with reporting systems and changes with department 
personnel (one retired and another was moved to SLCC Data Center) have occurred with the 
past few years. The SAT Student Records Management reporting structure was also changed 
from reporting to the SAT Dean to reporting to the College Registrar in July 2012. The SAT 
Assistant Register now attends ORAR department functions and meetings. This move has been 
very beneficial for the Student Records Management department. The change has given the 
position of the Assistant Registrar more legitimacy within SAT. It provides the registrar with 
insight to what is being done from a record keeping perspective and has improved 
communication within the ORAR organization and increased awareness of SAT’s needs 
resulting in more support.  
 
One of the greatest strengths that Student Records Management has is its ability to weather the 
storm. Through all of the changes with leadership, reporting systems, processes, policy and 
procedures, the department has always had the ability to change with the times and provide the 
necessary support to faculty, staff and student with little or no disruption of service.  
 
As SAT continues to develop a competency-based education delivery system, Student Records 
Management intends to maintain a strong working relationship with the School’s Dean and 
Associate Dean by providing valuable input from a record keeping and management 
perspective based on past experiences, both good and bad. Additionally the move toward 
competency-based education will allow Student Records Management the opportunity to 
change old and outdated processes within the department. 
 
It is not clear at this time whether Student Records Management will require more personnel to 
support competency-based education. However, SAT will likely be running two reporting 
systems for a while until a new system is fully designed, tested and implemented.  The Dean of 
SAT is very aware of the situation with the department and is willing to provide funding for 
additional staff if it is determined that there is a need.  
 
The Assistant Registrar feels fully supported by the Registrar and SAT management. There are 
however, underlying concerns regarding timelines and the lack of OIT resources and the 
knowledge of competency-based education to enable them to fully dedicate time and effort to 
the implementation of a new reporting system. Many reports presently used for state and federal 
reporting will need to be rewritten to take into consideration all of the possible changes moving 
forward. This will be a very time consuming process for not only OIT but also Institutional 
Research.   
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Many areas within the college network will be directly impacted with the development of 
competency-based education, namely financial aid. Should SAT purchase Regent 8, a financial 
aid reporting system, it will take approximately one to two years of development resulting in a 
long time until the system is developed and fully functional. This situation is a financial aid 
concern, but it would have a great deal of cross over into Student Records Management.   
 
In addition to meeting all of the new challenges and maintaining data integrity with the change to 
competency-based education, Student Records Management’s main goal is to be instrumental 
with the new design of a reporting system within Banner that is truly student self-service.  
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Summary of Self-Study Reports Phase II 
 

Within their respective self-study reports for this program review, the Registrar, Assistant 
Registrar, Residency Office, Outgoing Transcript Office and the Assistant Registrar for SAT 
Student Records Management have provided summaries of their findings. As a result of 
reflection and analysis, their observations and challenges were listed; these are summarized 
below as issues and questions for the reviewers to consider. 
 
Additional Staff Support and Upgrades 
 

• Associate Registrar position to manage ORAR technical projects.  
• Administrative Assistant to support an office of 38 staff members with numerous areas of 

responsibility. 
• Outgoing Transcript Office part-time position upgraded to a full-time position. 
• Data Center part-time position upgraded to a full-time position. 
• Next Step Advisor part-time position upgraded to a full-time position. 
• Upgrade the following: Transcript Specialist 2 to Coordinator; the Transfer Evaluation 

Manager 1 to Manager 3; the Verification Technician 3 to Specialist; the Records 
Specialist 2 to Specialist 3; and the Data Center Coordinator 1 to Manager 1.  

• A temporary part-time position for managing and reorganizing the SAT Student Record 
Management’s hard copy archives. 
 

Training and Communication 
   

• A weekly ORAR training meeting for all staff would be productive where ORAR 
publishes the weekly closure and meets to discuss updated policy, trains on new 
procedures, communicates new process and exchanges student services information. 
This training would also include other offices within Student Services and other campus 
sites. 

• Restructuring ORAR’s Technical Tuesday concept and reevaluating the Technical 
Team’s role and expectations needs to be assessed.  

• Expanding communication and training with the Academic Advising department would 
help develop more consistency in the interpretation of ORAR policies and procedures.  

• More systematic and advanced COGNOS training is needed for the Data Center 
Coordinator and the Transcript Office Specialist. 

• A more comprehensive and department-specific Banner training program would be 
extremely useful to ORAR staff. The same can be said for training on Nolij, the College’s 
imaging system. 

 
Processes 
 

• The registration appeal process should be reviewed. 
• The transcript order process should be reviewed to identify areas for improvement, both 

for processing of orders as well as ordering from the user-end perspective. 
• The need for resources for SAT Records Management with the change to competency-

based education including the new design of a reporting system within Banner needs to 
be assessed.  

 
OIT Support 
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• The OIT development staff that works with our projects and initiatives is not always 
readily available to assist with the many departmental and institutional needs.  

• Because OIT has the technical expertise in assessing Ellucian patches, ORAR needs 
OIT to be responsible for assessing, reviewing and installing Ellucian patches.   
 

Space and Organization 
 

• The current office space needs to be assessed by an SLCC architect to determine 
whether other configurations would be possible to increase capacity and to also meet 
safety requirements. 

• Office spaces that have privacy issues need to be reviewed. 
• The residency functions might be a better organizational fit under the Data Center. 

 
Conclusion 
 
These are overarching observations for reviewers to keep in mind while also assessing 
strengths and challenges within the core areas. We look forward to the team’s feedback on what 
we are doing well, what we need to improve, and what we need to consider for the future 
development of the department and particularly of the core areas in proactively meeting the 
needs of students, faculty and staff. 
 
It is with appreciation that we thank the site reviewers for their time and energy while reviewing 
our areas of responsibility. We ask that they share their wisdom, expertise and experience in 
analyzing the issues raised by the self-studies and the site visit. We look forward to the team’s 
suggestions and assessment! 
 
 
 



83 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enrollment Services Program Review  

Part III 

Appendix 

 

 



84 
 

Appendix A 
Department Staff Profile 
 

DEPARTMENT STAFF PROFILE 
 

Director Professional 
Specialists 

Technicians 
Clerk 

Work-study 
Students Other 

Total 1 6 28 2 1 vacant full-time 
specialist position* 

Gender 
Female 1 6 24 2  

Male   4   
Ethnicity 

African American/Black      
American Indian   1   

Asian   1   
Caucasian 1 4 20 2  

Hispanic/Latino/a  1 1   
Pacific Islander  1 2   

Other   3   
Years Experience in Field 

Less than 5   12 2  
5 – 10  1 10   

11 – 15   1   
16 – 20  2 2   

More than 20 1 3 3   
Status 

Full-time 1 6 13  3 
Part-time   15 2  

                                                                                                             *Hiring currently in process for one vacant position. 
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Appendix B 
New Employee Checklist 

Office of Registrar and Academic Records/Enrollment Services 
New Employee Checklist 

Employee Name ______________________________________________________ 
S# ________________________________ 

New Employee Forms and Access 

  Human Resources Required Employment Forms 
     (Signed SLCC Application, I-9, W-4, Employee Checklist, Conditions of Employment,  
      Direct Deposit, Copy of Social Security Card, Ethical Duties) 

 Computer Access and E-mail Request Form – David Allen 

  Telephone Access – Robin Pemberton 

  One Card – Information Desk 

  Copy Machine Access – Supervisor 

  Keys – Supervisor 

  Enrollment Services Conditions for Access – MaryEtta Chase 

  Enrollment Services Leave and Attendance – Ologa Iopu 

New Employee Trainings 

  Enrollment Services Core Training 

  New Employee Online Orientation http://www.slcc.edu/newemployee/ 
      Human Resources 957-4763 

  Required Training –  http://www.slcc.edu/requiredtraining/register-for-required-training-courses.aspx      

• RADA Americans With Disabilities Act (ADA) - Renew every 2 years 

• RADH Anti-Discrimination & Harassment Avoidance (ADHA) - Renew every 2 years 

• ROEP  Emergency Procedures  -  Renew every 3 years 

• RFER Family Education Rights and Privacy Act (FERPA) - Renew every 3 years 

• RFEO Fire Extinguisher - Renew every year 

• RWPV Workplace Violence - Renew every 3 years 

  OIT Training – John Hunt 957-4560  john.hunt@slcc.edu 

  Student Services New Employee Orientation – Barbara Cederholm 957- 4284 barbara.cederholm@slcc.edu 

 
 
 

http://www.slcc.edu/newemployee/
http://www.slcc.edu/requiredtraining/register-for-required-training-courses.aspx
mailto:john.hunt@slcc.edu
mailto:barbara.cederholm@slcc.edu
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Appendix C 
CORE Training 
 

Office of the Registrar and Academic Records 
CORE Training 

 
1)  Data Center       Joyce 
2)  Student Express        Shirley 
      Self Service – students 
      Schedule Planner       
2)   FERPA Policies       MaryEtta 
      Conditions for Access to Student Information 
3)   Banner Functions      Shirley 
      Banner Commands & Key Strokes 
4)   Getting Started For Students     Shirley 
      Admissions Information 
      Admissions Application 
      Placement Testing 
      Orientation 
      Early Enrollment 
 5)  Policy/Procedure/Forms      Website 
 6)   Transfer Evaluation      LaDawn 
      Degree & Course Information      
      General Education Guidelines 
7)   Academic Standards & Graduation    Linda 
      Grades and Grading 
      Degree progress and Academic Standings 
      Academic Standards Policy 
      Presidents & Deans List 
      Graduating With Honors 
      Letters of Completion 
      Graduation Application 
8)   Residency        Abbey 
      Western Undergraduate Exchange Program (WUE) 
9)   Appeals Guidelines      Shelly 
      Appeals to Withdraw 
      Registration Appeal 
10) Transcripts       Ryan 
11) Verifications       Sherrie 
       Verification of Enrollment 
       National Student Clearinghouse 
12)  School of Applied Technology     Carrie 
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Appendix D 
Budget Requests Four Year History  
 
2015-2016 
BASE FUNDING 
 Associate Registrar, Technical User and ORAR Project Manager FT    
ORAR Administrative Assistant FT  
Data Center Specialist FT (OR increase current PT to FT) 
Next Step Advisor FT (OR Next Step Advisor PT)  
Symantec Encryption Renewal  
College Source Catalog Subscription 
Printing, Postage, Mailings  
Admission Kits  
ONE TIME FUNDING 
Specialist for Transcript Archive Project PT 
2014-2015  
BASE FUNDING 
Administrative Assistant FT 
Data Center Specialist FT 
Evening Transcript Specialist PT  
Graduation Office Diploma Outsource Compensation 
SAT Record Management Current Expense 
ONE TIME FUNDING 
Five Network Printers 
 
2013-2014  
BASE FUNDING 
Data Center Full Time Position - Specialist 1 
Full Time Technical Coordinator 
School of Applied Technology Current 
Expense 
Student Express Part Time Specialist Position 
ONE TIME FUNDING 
Transcript Archive Project 
Transcript Archive Project – School of Applied 
Technology 
 
2012-2013  
BASE FUNDING 
Data Center Hourly Wages 
Graduation Fees Current Expense Budget 
Full Time Technical Project Manager 
ONE TIME FUNDING 
Transcript Archive Project 
Student Express PT Position 
Student Express at Jordan Campus - 2 PT 
Temp Positions 
Enrollment Services Computers 
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Appendix E 
Faculty Registration Hints 
 

Office of the Registrar and Academic Records (ORAR) 
Spring 2015 

Registration Hints and Online Services Instruction 
 

 
Table of Contents 

 
• Add Period.............................................................. pg 2 • FERPA.............................................................. pg 3 
• Administrative Drop for Non-Attendance ............. pg 2 • Grades .............................................................. pg 3 
• Admission Application Deadline............................ pg 2 • MyPage Faculty Services.................................. pg 3 
• Class Rosters/Lists/Schedule................................. pg 2 • Permits............................................................. pg 4 
• Email Accounts....................................................... pg 2 • Student Phone Numbers and E-mail ............... pg 4 
• Enrollment Exceptions........................................... pg 2 • Tutorials........................................................... pg 4 
         • Waitlist Function ............................................. pg 4 
 

Contacts for Assistance 
 

Student Services Contact Center, 801.957.4298 
Office of the Registrar & Academic Records Reception, 801.957.4288 
Registrar, MaryEtta Chase, maryetta.chase@slcc.edu, 801.957.4799 
Assistant Registrar, Ologa Iopu,  ologa.iopu@slcc.edu, 801.957.4296 
Student Services Director South Region, Shannon McWilliams, shannon.mcwilliams@slcc.edu, 801.957.2686 
Student Services Director North Region, Kathie Campbell,  kathie.campbell@slcc.edu 801.957.3370 

 
eLearning Support (Canvas) 801.957.4406 
Help Desk (Technical Support) 801.957.5555 

 
Spring 2015 Registration Dates 

For additional SLCC dates please visit http://www.slcc.edu/academiccalendar/ 
 

REGISTRATION DATES—SPRING 2015 Part Term 1 
FullTerm16week st 

Part Term 2 
1 Half 8-week  nd 

Part Term 3 
2   Half 8-week 

 
Admissions Received 

Part Term 
MAY 2-week 

   by Jan 7 after Jan 7  
Graduation Application Due for Spring Graduation   October 1 2014   
DRC Office In Person Registration   October 27 - 31   
Continuing Student Registration  (45 or more earned hours) Nov 3 – Jan 21 Nov 3 – Jan 21 Nov 3 – Mar 13  Nov 4-May 6 
Continuing Student Registration  (24 or more earned hours) Nov 4 – Jan 21 Nov 4 – Jan 21 Nov 4 – Mar 13  Nov 5-May 6 
Continuing Student Registration  (4 or more earned hours) Nov 5 – Jan 21 Nov 5 – Jan 21 Nov 5 – Mar 13  Nov 6-May 6 
Continuing Student Registration  (0 or more earned hours) Nov 6 – Jan 21 Nov 6 – Jan 21 Nov 6 – Mar 13 Jan 22 – Mar 13 Nov 7-May 6 
New/Transferring Student Registration with Orientation Nov 10 – Jan 21 Nov 10 – Jan 21 Nov 10 – Mar 13 Jan 22 – Mar 13 Nov 11-May 6 
Transferring/Non-Degree Seeking without Orientation. Nov 17 – Jan 21 Nov 17 – Jan 21 Nov 17 – Mar 13 Jan 22 – Mar 13 Nov 18-May 6 
Admission Application Deadline January 7 January 7 January 7 March 4 January 7 
Classes Begin January 12 January 12 March 9 March  9 May 4 
Last Day to Add Classes January 21 January 21 March 13 March 13 May 5 
Last Day to Drop Classes with 100% Refund February 2 January 22 March 24 March 24 May 5 
Last Day to Withdraw (No Refunds) March 24 February 13 April 16 April 16 May 11 
Last Day of Classes April 30 March 7 April 30 April 30 May 15 
Reading Day May 1 None May 1  May 1 None 
Final Exams May 2 – 7 March 7 May 2 – 7 May 2 – 7 May 15 
Grades Available May 13 March 12 May 13 May 13 May 21 
Commencement   May 7, 2015   

 

mailto:maryetta.chase@slcc.edu
mailto:ologa.iopu@slcc.edu
mailto:shannon.mcwilliams@slcc.edu
mailto:kathie.campbell@slcc.edu
http://www.slcc.edu/academiccalendar/
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Add Period 
 

All registration adds must be completed within the seven business-day Add Period using the registration portal. It is the 
responsibility of the student to add classes and add waitlist seating through the SLCC student portal. 
Please see the  Registration Dates  calendar above for specific dates. 

 
Administrative Drop for Non-Attendance 

 
Students who have not shown up or made contact with the faculty member by the second class meeting (or first class 
meeting for classes that meet once per week) may be administratively dropped. For online classes, students are required to 
log into online classes within the first five days of the term. The administrative drop process opens seats for students 
waiting to register for the class. Faculty may administratively drop students through the Faculty Portal during the seven 
business-day Add Period. Please refer to the Administrative Drop Policy in the SLCC General Catalog. 

 
Online administrative drop process is available on Faculty Portal through the published DROP deadline. 

1.    Select Registration Add/Drop from the Services for Faculty menu. 
2.    Select the term and Submit. 
3.    Enter the Student ID (Use capital “S”) or name of the student you are dropping. 
4.   Check the name to make sure you have the correct student. If correct, click Submit. If not, click the “Back” button 

and re-enter the Student ID. 
5.    Under the student’s “Current Schedule,” select Drop/Web on the drop-down menu next to the class you intend to 

drop, and click Submit Changes. 
6.   The dropped class should no longer appear on the student’s schedule. 
7.    To perform another transaction, click menu item at the bottom of the screen or Close this Window to exit. 

 
Admission Application Deadline 

 
The admission application deadline applies only to SLCC’s credit programs and does not affect the College’s School of 
Applied Technology and other non-credit programs including continuing education courses and workshops. There will be 
no exceptions considered for late applications after the admissions deadline; however, students applying after the deadline 
are welcome to apply for a future start date. There is not an admission deadline for summer semester. 
(Students who have an absence from the College of one year (three semesters) and up to three years do not need to 
reapply; however, students will be required to submit at no charge an Admission Update Application to declare their 
semester of return and updated student information.) 

 
Class Rosters/Lists/Schedule 

 
For your convenience, official class rosters are generated electronically three times at the first of the semester: the first day 
of the semester, the last day to drop and the day after the last day to drop. Rosters are emailed to the SLCC email account. 

 
View Class Lists or Faculty Schedule: 

1.    Select type of Class List or Faculty Schedule from Services for Faculty menu. 
2.    Select the term and Submit. 
3.    Select the desired class from the drop-down box and Submit. 
4.   The class list or faculty schedule will be displayed. 
5.    To perform another transaction, click menu item at the bottom of the screen or Close this Window to exit. 

 
Email Accounts 

 
Faculty members receive official email correspondence from the Office of the Registrar & Academic Record’s periodically 
throughout the semesters. For security reasons, all  email  communication must be  delivered through the SLCC email 
account. Correspondence includes grade rosters and registration updates. Please continue to check your SLCC email account 
for important information. 

 
Enrollment Exceptions 

 
Late add requests submitted by a faculty member must be approved by the faculty member’s academic 
department/division. Faculty members should email any late add requests to their academic department/division chair 
for approval. The department/division will forward approved add requests to the enrollment exception email for 
processing enrollmentexceptions@slcc.edu. The enrollment exception email is for late add requests and are considered 
exceptions to the add policy. 

mailto:enrollmentexceptions@slcc.edu
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FERPA 
 

To remain compliant within the Family Educational Rights and Privacy Act (FERPA), confidential student information 
should not be released to anyone but the student. 

•     If the word “Confidential” is presented after the students’ name, the student has requested a student information 
restriction. Do not release any information on this student to anyone without written authorization from the 
student. 

•     Do not use the confidential Student S# or Social Security Number on public rosters and lists. 
 

For further FERPA information go to your Faculty Tab under Faculty Links and click on FERPA Regulation or if you have a 
FERPA question click on slccFERPAquestion. 

 
Grades 

 
Reporting Final Grades (Do not submit midterm grades.) 

1.    Log into MyPage Faculty Tab. 
2.    Click “Input Grades” under Faculty heading on the left side of the screen. Select current term and submit. 
3.    Select a class from the drop-down box and submit. 
4.   Scroll down and begin grading—continue to Page 2 if you have more than 25 students. 
5.    Make sure to log out of MyPage when finished posting grades. 

 
Last Dates of Attendance - Format: mm/dd/yyyy 
Last dates of attendance (LDA) must be submitted for students receiving a grade of “E” (failing). If a student never attended 
the class, please submit the LDA as the first day of the semester. 

 
Clock Hours 
Clock hours are reported for Apprentice-related classes only. For all other classes, please leave this column blank. 

 
Change of Grade 
Grades change requests may be completed through an email request. Email requests must be sent from the SLCC email 
account to:  facultygradechange@slcc.edu and include class course and section, class crn, term, student name, student 
number, previous earned grade and requested earned grade. Once completed, the email will be sent to the Department 
Dean. 
Note: grade changes are updated on the student academic history (transcript); grade changes are not changed on the 
class list (roster). 

 
Incomplete Grade 
Incomplete grades may be given by instructors to students who cannot continue in class because of extenuating 
circumstances (such as serious illness, death in the family, or change of employment) with proper documentation. Students 
must be passing the course at the time of an Incomplete grade request. A substantial portion of a course must be completed 
before an Incomplete is given and is generally defined as 70%; however the final decision is based on the Instructors 
discretion. Upon receiving an Incomplete grade, the student must work directly with the instructor to create a contract 
indicating required work and time limits for completing the course. The contract should specify (a) required work to be 
completed and/or tests to be taken, and (b) time allowed for requirements to be completed. Suggested time period is six 
months, however the time period may not exceed one year from the time the Incomplete grade was received. The student 
does not re-register for the class, but should work directly with the instructor to complete the contract. When the 
student has completed the contract requirements, Faculty submits a grade change by following the above directions under 
Change of Grade. 

 
If the student fails to fulfill the contract by the determined completion date or within one year of when the Incomplete was 
received, the Incomplete grade will be changed to the grade of ‘E’ (failing). The student, who wishes to retake the class in 
order to receive credit, must officially re-register and will be charged tuition. 

 
MyPage Faculty Services 

 
1.    Go to: http://www.slcc.edu. 
2.    Click on MyPage Login and enter username and password. 
3.    If you have not used MyPage before, follow instructions to setup your password. 
4.   Click on FacultyTab. 

mailto:facultygradechange@slcc.edu
http://www.slcc.edu/
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5.    Select desired menu option. 
 
Permits 

 
Submitting Registration Override Permits 
Departments expect faculty to allow the waitlist process to operate as intended, rather than adding students by submitting 
a faculty permit. The waitlist provides an instrument that allows students to register in an equitable registration process. 
Faculty may issue Faculty Permits to waitlisted students when appropriate; however, this is not encouraged. 

 
Registration override permits are only permission to add classes. After override permits are issued by the Faculty member, 
an automatic email notification is sent to the student’s SLCC email account. The email notifies students of the issued faculty 
permit and gives registration information. Students must register for classes through the Student Portal and are required to 
have the class course reference number (CRN). Please use caution when issuing Override Permits. 

 
1.    Select Registration Overrides from the Services for Faculty menu. 
2.    Select the term and Submit. 
3.    Enter the Student ID (use capital “S”) or name of the student for whom you are giving an override and Submit 
4.   If the correct student comes up, click Submit. 
5.    In the “Override” column, click the arrow in the drop-down box and select desired override. 
6.   Faculty Capacity Override – class is full, grant permission to student to add the full class. 
7.    Faculty Prerequisite Override – overrides the course prerequisite(s). 
8.   Faculty Time Conflict Override – overrides time conflicts with student schedule. 
9.   In the “Course” column, click the arrow in the drop-down box, select the course, and Submit. 
10. If the class displayed is correct, click Submit to finalize the transaction. If the information is not correct, use the 

“Back” button to return and make corrections. 
11.  To perform another transaction, click a menu item at the bottom of the screen or Close this window to exit. 

 
Student Phone Numbers and E-mail Addresses 

 
1.    Select Student Menu from the Services for Faculty menu. 
2.    From the Student Menu, select View Student Address and Phones or View Student E-mail Address 
3.    Enter the Student ID (Use capital “S”) or name of the student and Submit 

4.   Check the name to make sure you have the correct student. If so, click Submit. The address and phone 
number or the email address will be displayed. If you do not have the correct student, repeat the process. 

5.    To perform another transaction, click menu item at the bottom of the screen or Close this Window to exit. 
 
Tutorials 

 
Online Tutorials are available on the Center for Innovation and Faculty Training and Learning Center website: 
http://www.slcc.edu/ftlc/facultytutorials.aspx Tutorials include how to view class lists, view class information, administrative 
drops, report grades, issue override permits and waitlist functions. 

 
Waitlist Function 

 
The waitlist option is available for most courses filled to capacity. Waitlist caps are set at 20% of class capacity. Faculty may 
view their course section waitlists through the MyPage Faculty Tab and may communicate with the waitlisted students 
through email. As long as the waitlist is operating, students outside of the waitlist cannot enroll in a course. Allow the 
waitlist function to operate as intended. The waitlist provides an instrument that allows students to register in an equitable 
registration process. The waitlist is available through the seven business-day Add Period. 

 
Overview: 

 
•     Students registering for a closed class will be offered the opportunity to be put on a Waitlist. 
•     Students must meet prerequisites to be eligible for the Waitlist. 
•     Students may view waitlist status on the MyPage Student Portal. 
•     Students on the waitlist are not officially registered in the class. 
•     When a registered student drops a seat in a closed class, the waitlisted student will be notified by SLCC email. 
•     Once notified by email that a seat is available, the waitlisted student has 24 hours to register for the course. 

If registration is not finalized within the 24 hour period, the student is dropped from the waitlist. The next waitlisted 
student is notified by email that a seat is available. 

http://www.slcc.edu/ftlc/facultytutorials.aspx
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•     Students are offered an open seat based on their waitlist position. 
•     Waitlisted students with time conflicts may not register for the class. 

 
Waitlist Online Instructions: 

 
1.    Log into MyPage Faculty Tab. 
2.    Through Faculty Portal, in the left hand column, click on Summary Class List. 
3.    Select Term to view and click Submit. 
4.   Select course and click Submit. 

 
View Waitlist Enrollment Counts 
Enrollment Counts indicate the number of students currently registered and the 
number of waitlisted students for course. 

 
View Students on Waitlist 
To view the students on the waitlist, simply click on Wait List to access the Summary Faculty 
Wait List. The 
Summary Wait List indicates student information and the waitlist order. 
Note: If the word “Confidential” is presented after a student’s name, the student has 
requested a student information restriction. Do not release any information on this student 
to anyone without written authorization from the student. 

 
Contact Waitlisted Students through Email 
Faculty may email the waitlisted students individually by clicking the email icon on the right 
side of the screen. Faculty may also email all waitlisted students by clicking the email icon on 
the bottom of the screen. The email option allows faculty to communicate pertinent 
information to waitlisted students. 

 
Waitlisted Students and Class Attendance 
Waitlisted students will attend the first day of class to receive further instruction from the 
faculty member. Faculty 
members will determine if the waitlisted students will continue to attend. 
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Appendix F 
Grading Information 

FACULTY GRADING INFORMATION  
Fall 2014 Semester 

 
Grades are due midnight Tuesday, December 16th. 

All enrolled students must be issued a grade, regardless of attendance. 
 

Submit Grades on MyPage Faculty Services  
Go to SLCC home page www.slcc.edu and click on MyPage Login. Enter your user name and password. You will 
need your ID (“S”) number. 
 
After logging into MyPage Faculty Tab: 

1. Click “Input Grades” under the Faculty heading on the left side of the screen. Select current term and 
submit.  

2. Select a class from the drop-down box and submit. 
3. Scroll down and begin grading—continue to Page 2 if you have more than 25 students. 

 
E Grades and Last Dates of Attendance 
All E grades must have a Last Date of Attendance (LDA) with this Exact Format:   
mm/dd/yyyy  (two digit month forward slash two digit day forward slash four digit year).  
Do not include spaces before, between or after the LDA. Class grades will not process if the LDA is not submitted in 
the required format for all E grades. 
 
Do not enter LDA for any other grade other than an E grade. 
If the student never attended and earned an E grade, submit the LDA as first day of the semester.  
 
Clock Hours  
Clock Hours are submitted for only Apprenticeship classes. Enter the actual hours of attendance in the last column.  
For all other classes, please leave the clock hour field blank. 
 
Change of Grades 
Grades change requests may be completed through an email request. Email requests must be sent from the SLCC email 
account to: facultygradechange@slcc.edu and include class course and section, class crn, term, student name, student 
number, previous earned grade and requested earned grade. Once completed, the email will be sent to the 
Department/Division Chair. 
Note: grade changes are updated on the student academic history (transcript); grade changes are not changed on the 
class list (roster). 
 
Incomplete Grade 
Incomplete grades may be given by instructors to students who cannot continue in class because of extenuating 
circumstances beyond their control (such as serious illness, death in the family, or change of employment) with 
proper documentation. Student must be passing the course at the time of the Incomplete grade request. A substantial 
portion of a course must be completed before an Incomplete is given. A substantial portion of a course is generally 
defined as 70%; however the final decision is based on the Instructors discretion. Upon receiving an Incomplete 
grade, the student must work directly with the instructor to create a contract indicating required work and time limits 
for completing the course. The contract should specify (a) required work to be completed and/or tests to be taken, 
and (b) time allowed for requirements to be completed. Suggested time period is six months, however the time 
period may not exceed one year from the time the Incomplete grade was received. The student does not re-register 
for the class, but should work directly with the instructor to complete the contract. When the student has completed 
the contract requirements for the course, Faculty submits a grade change from the SLCC email account to 
facultygradechange@slcc.edu. 
 
If the student fails to fulfill the contract by the determined completion date or within one year of when the 
Incomplete was received the Incomplete grade will be changed to the grade of ‘E’ (failing).  The student who wishes 
to retake the class in order to receive credit must officially register again and will be charged tuition.  
 
Faculty Tutorial – How to Submit Grades 
Faculty Tutorial available on the Center for Innovation website under the Faculty Teaching and Learning Center:  
http://www.slcc.edu/ftlc/facultytutorials.aspx 
 
Contact us for assistance: 
MaryEtta Chase (Registrar)                     957.4799 maryetta.chase@slcc.edu   

        Ologa Iopu (Assistant Registrar)              957.4296    ologa.iopu@slcc.edu   
        Kathie Campbell (Student Services North Region Director)           957.3355    kathie.campbell @slcc.edu  
        Shannon McWilliams (Student Services South Region Director)  957.2686     shannon.mcwilliams@slcc.edu 

http://www.slcc.edu/
mailto:facultygradechange@slcc.edu
mailto:facultygradechange@slcc.edu
http://www.slcc.edu/ftlc/facultytutorials.aspx
mailto:maryetta.chase@slcc.edu
mailto:ologa.iopu@slcc.edu
mailto:liz.brewster@slcc.edu
mailto:shannon.mcwilliams@slcc.edu
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Appendix G 
Dashboards 
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Appendix H 
Banner Tables, Forms and Processing 

  
 

ORAR BANNER Tables/Forms and Processing  
2015-2016 Projected Process/Job Dates 

Fall 2015  Spring 2016  Summer 2016  Fall 2016  Spring 2017 

PROJECTED TIME PROCESS TASK COMPLETED 
PROCESS SEMESTER DATES PROCESS DATES E-MAIL 

CORRESPONDENCE 
Annually every July/Feb Map Update Yearly Rules  
2016 Fall 2017 Spring  Summer 
                                        Registration Dates  

February 1 2015  

2016 Fall 2017 Spring  Summer 
                                        Map 

July 15 2015  

Verify Yearly 
Build 6 years out. 

STVTERM and STVPTRM  

2015 Fall 2016 Spring Summer October 15 2014  
2016 Fall 2017 Spring Summer October 15 2015  
Set up yearly SOACTRM – Set-up 

(changes student types) 
Terms viewed on student portal 
under Part of Term 

Spring 2015 September 15 2014  
Summer 2015 September 15 2014  
Fall 2015 September 15 2014  
Verify Yearly and the first of each semester. 
Move terms dependent on when the term needs 
to be viewed on student tab. 

SOAWDSP – STVPTRM 
Terms viewed on MyPage Portal 
 

 

Spring 2015 October 15 2014  
2015 Fall 2016 Spring Summer - Yearly October 15 2014  
Summer 2015 Fall 2015 March 10 2015   
DEAD DAY 
(Day after the admission deadline - 
business day.)  Check/verify on dead day. 

STVPTRM  SOATERM 
SFARSTS  SFARCTL 
SFARCTT 

Include Admission Letters 

Fall 2014 August 18 2014  
Spring 2015 January 8 2015  
Verify (and email) each semester 
2 weeks before registration 

Semester Testing Send out email through Deneece office 
announcing registration begins. .etc. 

Spring 2015 October 13 2014  
Summer 2015 March 9 2015  
Fall 2015 March 23 2015  
 
Complete 12 months before 
registration  begins 

SOATERM #1 Include SOATBRK 
• Set up Parts of Term 
• Web Processing Controls 
• Registration Error Checking 

 
  

Spring 2016 October 15 2014  
Summer 2016 March 11 2015  
Fall 2016 March 11 2015  
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 SFARCTT  SFARCTL – build first 
SFAESTS  SFARSTS – set-up second 

 

 
Run 12 months before registration  
begins 

SFAESTS 
• Enrollment Status Control 

Form 
• Refund Dates 

 
 
 

Spring 2016 October 15 2014  
Summer 2016 March 10 2015  
Fall 2016 March 10 2015  
Run 12 months before registration 
begins  
 

SFARSTS 
• Registration Status Form 
• Registration Refund Dates 

 

Spring 2016 October 15 2014  
Summer 2016 March 10 2015  
Fall 2016 March 10 2015  
Run 12 months before registration 
begins  

SOATBRK Build Spring Break from Sunday to 
Sunday 

Spring 2015 August 31 2014  
Spring 2016 March 10 2015  
 
Run 8 months before term begins 

GORICCR 
• Build - questions contact Dana 

 

Summer 2015 September 15 2014  
Fall 2015 September 15 2014  
Spring 2016 February 17 2015  
Run 8 months before term begins SFAMHRS 

Registration Maximum Hours 
Rules 

 

Summer 2015 September 15 2014  
Fall 2015 September 15 2014  
Spring 2016 February 17 2015  
 SFARCTT  SFARCTL – build first 

SFAESTS  SFARSTS – set-up second 
 

Build 10 weeks before registration 
begins 

SFARCTL – Registration Groups 
• Registration Groups Control 

(Need to define registration groups and 
make a decision on when to check 
computer process or check department 
settings.) 

Spring 2015 August 26 2014  
Summer 2015 January 16 2015  

Fall 2015 January 16 2015  

Run 10 weeks before registration 
begins 

SFARCTT – Registration Groups 
• Registration Priority 

Control 

 
  

Spring 2015 August 26 2014  
Summer 2015 January 16 2015  
Fall 2015 January 16 2015  
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 SFAROVR and SOATERM  
Turn on 6 weeks before registration 
when class schedule appears online. 
 

SOATERM #2 
• Term Control Form & Turn 

Registration “On” 
• Review SOATERM#1 

view student status 
review web registration date 

Work with Katrina Green on the 
designated date to turn on web 
registration.  
 
Email FYI Colleen Mayer 
 
 

Spring 2015 September 2 2014  
Summer 2015 January 27 2015  
Fall 2015 January 27 2015  
Build 6 weeks before registration  SFAROVR 

• Define Registration Permit 
Overrides 

(Not in policy)Turn off override 
capacity first day of class.  
                                   First day of class 

Fall 2014  August 21   
Spring 2015 September 2 2014 January 13  
Summer 2015 January 27 2015 May19   
Fall 2015 January 27 2015 August 20   
Review 6 weeks before registration SFATMST 

• Time Status Rules 
Review 6 weeks before 
registration 

Spring 2015 September 2 2014  
Summer 2015 January 27 2015  
Fall 2015 January 27 2015  
Build 6 weeks before online 
registration. 

Waitlist Setup 
STVRSTS  SFARSTS  SOATERM  
GTVLETR  SOAELTL SOAELTR 
SOAWLTC 

 

Spring 2015 September 2 2014  
Summer 2015 January 27 2015  
Fall 2015 January 27 2015  
Deletes WL status students. Run day after 
the last day to add for the specific term.  

SFPWAIT – WL Purge 
1              2             3             Aug/Dec/May 

Run at Midnight after add period. 
Send class rosters before purge. 

Fall 2014 Aug 29  Aug 29   Oct 24    Dec 10  
Spring 2015 Jan 22    Jan 22    Mar 14   May 6  
Summer 2015 May 28  May 21  Jun 24      
Run 4 weeks before online registration 
begins.  

SWPRGRP   
Creates registration groups. 

Can only run one term at a time.  
Verify with Ken OIT 

Spring 2015 October 6 2014  
Summer 2015 February 24 2015  
Fall 2015 February 24 2015  
Nightly Process 
Process runs nightly that updates TW. 
TW does not limit registration. 
SWPESTS - Process I can run if I 
ever need to. 

run_ests_tmst.shl  
• Time Status Calculations Update 

process 
- Begin first day of  online registration 
- End after grades are available. 

Can run terms concurrently.  
 
Email McKell (Yamin) to request 
process  
 

 Begin Report                  End Report 
Summer 2014  Aug 14 2014 
Fall 2014  Dec 17 2014 
Spring 2015 Nov 3 2014 May 13 2015 
Summer 2015 Mar 30 2015 Aug 8 2015 
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 SHRROLL and SHRCGPA  
Five weeks into the term (Fall, Spring) 
Three weeks into the term (Summer) 
Runs daily at 7am  12 noon   7pm 

SHRROLL 
Request IT to roll grades to history  
3 times daily, change previous term to 1 time weekly 

Request McKell/Yamin to set up 
jobs for right terms and run. 

Fall 2014 3x daily 
Summer 2014 1x weekly 

September 24 2014  

Spring 2015 3x daily 
Fall 2014 1x weekly 

February 23 2015  

Summer 2015 3x daily 
Spring 2015 1x weekly 

June 8 2015  

Five weeks into the term (Fall, Spring) 
Three weeks into the term (Summer) 

SHRCGPA 
Request IT to roll grades to history  
3 times daily, change previous term to 1 time weekly 

Request McKell/Yamin to set up 
jobs for right terms and run. 

Fall 2014 3x daily 
Summer 2014 1x weekly 

September 24 2014  

Spring 2015 3x daily 
Fall 2014 1x weekly 

February 23 2015  

Summer 2015 3x daily 
Spring 2015 1x weekly 

June 8 2015  

In addition, Run process when 90% 
of grades are in. 

SHRROLL and SHRCGPA  

Summer 2014 August 15 and August 21 2014  
Fall 2014 December 17 and Dec 23 2014  
Spring 2015 May 13 and May 20 2015  
 SOACTRM and SHRTYPE  
Built Yearly (see page 1) SOACTRM  
Nightly Process 
Change past term to current term 
the first day of every semester. 

SHRTYPE  
(changes student types)  
Prior term to current term. 

  Email McKell to have past 
term changed to current term.                             

Fall 2014 August 20 2014  
Spring 2015   January 12 2015  
Summer 2015 May 18 2015  
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Appendix I 
Task List 

Spring 
2015 

When Report Details Who 
 
Jan 1 
Feb 1 
Mar 1 
Apr 1 
May 1 
Jun 1 

4th week every semester Past Missing Grades – all terms – only 7 years back. 
• Ryan runs report and e-mails Ologa/Denise 
• Copy/paste to e-mail for Department and Admin 
• Wendy Holyoak responsible for concurrent enrollment. 
• Celia Duarte responsible for continuing education. 

Ryan 
Ologa  
 
Denise 
(back-up) 
 

Monthly Dashboards and BOT Nolij Project(Denise)                            Application Count(Ryan)   
Residency(Abbey)                                 Appeals(Shelly)  
Transcript Counts (Campus Sites)      Nolij Project(Denise) 
Monthly Enrollment (Joyce)               SAT Stats(Carrie) 
Transfer Evaluation(LaDawn)             Graduates – WUE - Next Step 

Denise 

 
Mar 24 

 
After Withdraw Period 
 

NG Assignment to NG Classes - SWADGRD 
• Assigns NG grade to non-graded classes 
• Ryan runs report  
• Run SWADGRD Banner process 

Ryan 
 
ME/Denise 
 

 
Mar 24 

After Withdraw Period   
 

SWRRNGG 
• Identifies NG on classes that should be graded 
• Parameters not needed 

ME/Denise 

 
Mar 24 

 
After Withdraw Period 
 

Classes w/o instructors 
• Ryan runs report  
• Send e-mail - contact departments 

Ryan/Denise 

Mar 24 
 
May 4 

Before Finals Week. 2x weekly:  
Begin day after last day to withdraw. 
 
Daily:  Continue through finals week. 

Grade Errors LDA/Hours 
• Ryan runs report in morning and afternoon 
• Denise/Ologa corrects error in BANNER 

Ryan 
 
Denise 
Ologa 

Apr 13 2 Weeks before term/semester ends 
 

Memo to Faculty 
• Grade Memo, online services 

ME 

May 4 Beginning of term/semester 
  2 weeks before next term 

Memo to faculty  
• Registration info, online services 

ME 

May 13 Day after Grades are Due 
 

Missing Grade Emails 
• Current Term and Past Term 
• Email to IT (Set up automatic e-mail for missing grades) 

ME 

May 13 End of term/semester  
 

SWRGRDH 
• Graded classes not rolled. 

ME 

May 13 Morning after Grades are Due 
(Dashboard) 
 

Percentage of Final Grades Submitted on Time 
Missing Grades w/o Total Grades in 

• Ryan runs report (Include numbers in Dashboards) 

Ryan 
 
ME 

May 15 At least 2 days after grades available. 
. 

ENGL / MATH Sequence Purge 
After Spring run Summer/Fall.  After Summer run Fall.  After Fall run Spring 

Denise 

May 18  
After Most Grades are Submitted 

SWRGRDI (I to E) 
• Run after grades are submitted – 1 year later. 

ME 

May 18 Run after most grades submitted 
(Report on BOT) 

WICHE Passport 
• LaDawn and Denise work together 

LaDawn 
Denise 

May 18 After Most Grades are Submitted Repeat Process Ologa 

May 25  
End of Semester 

Grade Change Audit  
• Ryan runs report 

Ryan 
ME 

Apr 30  Redwood/Taylorsville  
 South 
 Jordan 

Semester Training 
Fall –November    Spring – April     Summer – July (Admin Training) 
• Include presentations from Eric Staff 

CORE 
Leadership 

Jan 15 Begin in January. Graduation Boucher 
• Linda communicates with staff charged with commencement. 

Linda 
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Appendix J 
Academic Renewal Petition 
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Appendix K 
Admission Step 1 
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Appendix L 
Refund Process 
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Appendix M 
Enrollment Verification 
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Appendix N 
Registration Appeal 
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Appendix O 
Current Office Space 

 



113 
 

 

Appendix P 
Reconfigured Office Space 
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