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Purpose and Mission 
It is the purpose of the Office of the Registrar to ensure the accuracy, integrity, and security of 
the academic records of The University of Virginia’s College at Wise. We provide academic 
record services to students, faculty, staff, alumni, and other constituents in support of the 
purpose and goals of the University. Our goal is to enhance the academic experience and to 
facilitate the instructional mission of UVA Wise as it relates to the integrity of the faculty’s record 
of student academic performance and the provision of services provided by the Registrar’s 
Office.  

1. What We Do To Support Our Mission 

We register students for classes. 
We are the data manager for the Transfer Virginia process. 
We support all equivalency/credit for prior learning (CPL) evaluation updates by faculty.  
We process Schedule Action Forms (form necessary for class/course schedule changes). 
We teach/encourage students to use the student information system. 
We maintain the course schedule. 
We maintain the management of academic classroom space. 
We evaluate transfer coursework and maintain that information in the electronic file and 
collaborate with department chairs, as necessary. 
We maintain transcripts for all UVA Wise students – past and present. 
We provide transcripts for students. 
We maintain the Academic Calendar and Exam Schedule. 
We work in concert with the Dean of Faculty to provide course schedule information. 
We maintain student graduation clearances and degree audit information. 
We maintain all grade reporting.  
We maintain all aspect of Advising in the system, including the GPA profiles, Institutional Trees, 
Degree/AIM Cross Reference, Student AIMS, and the Degree Audit. 
We provide training (in-person and virtual) for advisors and students regarding all aspects of the 
student and faculty portal and related processes. 
We process all AD to RE Transfers electronically and maintain that data. 
We maintain the graduation list and applications and all record maintenance relating to degree 
conferral.  
We process regular system updates and external reporting to agencies such as SCHEV, National 
Student Clearinghouse, SEVIS, and others. 
We process Early Alerts. 
Beginning in the 2019-2020 Academic Year we maintain the UVA Wise Catalog. 
We coordinate with Admissions in the recruitment and engagement processes at the beginning 
of term, including but not limited to credit evaluation, speaking with students and groups, 
working with the orientation and New Student Advising Corps. 



Policy & Procedural Guidelines 
2. Opening the office 

When the office is opened for the day, a few tasks must be completed. Staff in the office rotate 
time as needed to ensure that someone is here before 8am and is available until close of 
business (COB) at 5pm. 

1.  Open appropriate front windows 
2.  Check that the office is secure 
3.  Turn on lights and appropriate copiers/printers 
4.  Log on to computers 

3. Closing the office 

 At the end of each day a few tasks must be completed before the office can be closed. 
1.  All computers must be logged off. 
2.  All office equipment must be turned off. 
3.  The front window must be shut and locked. 
4.  All lights should be turned off and doors locked. 

4. Office mail 

Mail is generally directed to the person to whom it is addressed. Outgoing mail is left in the 
outgoing mailbox. The incoming mailbox for the Office of the Registrar is located in the 
basement of Crockett Hall. Office staff check the mail (incoming and outgoing) twice a day. 

5. Answering phones 

Telephone Etiquette 
• Speak clearly. A picture paints a thousand words but the caller on the other end of the 

phone can only hear you. They cannot see your face or body language. Therefore, taking 
the time to speak clearly, slowly and in a cheerful, professional voice is very important.  

• Use your normal tone of voice when answering a call. If you have a tendency to speak 
loud or shout, avoid doing so on the telephone.  

• Do not eat or drink while you are on telephone duty.  
• Do not use slang words or poor language. Respond clearly with “yes” or “no” when 

speaking.  
• Address the caller properly by his or her title. (i.e. Good morning Mr. Brown, Good 

afternoon Ms. Sanders). Never address an unfamiliar caller by his or her first name. 
• Listen to the caller and what they have to say. It is always a good habit to repeat the 

information back to the caller when you are taking a message. Verify that you have heard 
and transcribed the message accurately. 

• Be patient and helpful. If a caller is irate or upset, listen to what they have to say and 
then refer them to the appropriate resource. Never snap back or act rude to the caller.  



• Always ask if you can put the caller on hold. If you are responsible for answering multiple 
calls at once, always ask the caller politely if you may put them on hold. Remember that 
the caller could have already waited several minutes before getting connected to you 
and may not take lightly to being put on hold. Never leave the person on hold for more 
than a few seconds or they may become upset and hang up.  

• Always focus on the call. Try not to get distracted by people around you. If someone tries 
to interrupt you while you are on a call, politely remind them that you are on a customer 
call and that you will be with them as soon as you are finished. Note: if you are at the 
front window and someone is in front of you waiting, attempt to finish the call or call 
back. Never ignore the person in front of you, acknowledge their presence. 

• If the caller uses abusive language or makes you feel threatened or very uncomfortable, 
politely put them on hold and refer the call to your supervisor or the Registrar. 

• Remember that the individuals in the office have private lives and private responsibilities. 
When someone calls asking for a particular person, be careful about what information 
you share. For example: 

o Correct: “I’m sorry but she is out of the office this morning, may I take a 
message?”  

o Incorrect: “She had to go pick up her child at school because she is sick.” 
o Correct: “She is in a meeting right now. May I take a message and have her call 

you back?” 
o Incorrect: “She went over to meet with the Provost. Can I have her call you?” 
o Correct: “I’m sorry, she is unavailable at the moment. I’d be happy to give her a 

message or ask her to call you back.” 
o Incorrect: “She’s under deadline right now and is really busy so she can’t take any 

calls right now. Can I take a message?” 
 

Making a call 
 
Always identify yourself properly. When placing a call, or when leaving a message, identify 
yourself properly by providing your name, company name and contact telephone number. For 
example: “Good afternoon Mr. Brown, this is Mrs. Porter calling from The University of Virginia’s 
College at Wise, Office of the Registrar. My telephone number is 276-328-0116. Please contact 
me at your earliest convenience.” Always be aware of confidential information when leaving 
messages. Also, be aware of people around you while you are talking on the phone. Be discreet 
so that no other individuals are able to overhear confidential information.  
 
This website is very helpful in explaining features of the phone and how to accomplish most 
tasks. Most of the instructions are via video, https://university.ringcentral.com/.  
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6. Faxes 

The Office of the Registrar has a dedicated fax machine. The number is (276) 376-4598. 
 
This machine is used primarily for sending/receiving correspondence letters, certification letters, 
and other office/university correspondence. 

7. University/Office of the Registrar Definition of Terms or System 
Codes 

Terms: 
 
Enrolled Student: A new or re-admitted student will be considered enrolled if the following 
conditions are met:  

• The student is registered for courses in any term (fall, spring or summer); and  
• The student’s attendance in at least one class has been verified; or the student has 

arrived on campus prior to the start of classes to participate in official College functions 
including, but not limited to, student employment, trainings, athletics, band, and 
Expedition. (Note Catalog Definition) 

  
FTF:  an entering freshman, first time full time freshman 
 
FTT: an entering transfer student, first time full time transfer. A student entering the institution 
for the first time but known to have previously attended a postsecondary institution at the same 
level (e.g. undergraduate, graduate, first professional). 
 



YiW: A Year in Wise student has been admitted and is participating in the UVA Deferred 
program. Students who are waitlisted for UVA may choose the option of coming to UVA Wise 
for a year to study in residence. They must complete 30 transferrable hours and maintain a 
cumulative 3.0 GPA with no grades under C-. 
 
ND (Non-degree):  a student enrolled in courses for credit who is not recognized by the 
institution as seeking a degree or formal award. 
 
DE (joint enrollment/dual enrollment):  a high school student who is also enrolled at UVA 
Wise. 
 

ECA (Early College Academy): Students accepted in the Early College Academy who are local 
students enrolled in high school who take dual enrollment credit at Wise and are given the 
Chancellor’s Scholarship to do so. (Program Deactivated) 
 
Bridge UVA Wise has two bridge programs: 

• Summer Bridge for provisionally admitted students (freshmen) who must complete 
developmental English and/or Math successfully in order to be given provisional 
acceptance in the fall term. (No longer active.) 

• Upward Bound Summer Bridge for students accepted in the federally funded Upward 
Bound program which serves regional high school students accepted into the program 
based on eligibility (first-generation, low income or disability). These student take summer 
college classes in preparation for college attendance here or elsewhere. 

 
System Codes 
 
UVA21 (the year changes accordingly): UVA Deferred Cohort code applies to students who 
are placed on waitlist at UVA and are given the opportunity to come to UVA Wise for a year and 
meet certain requirements to be able to transfer back to UVA as second year students. 
 
UVSTA For those YiW students who decide to stay at Wise.  

 

8. Certification Letters 

These letters are used to certify the enrollment of a student for insurance agencies, scholarship 
funds, student loans and other agencies of this type.  
 
Enrollment Certification Reports 
Enrollment verification is available via the student portal at my.uvawise.edu. These letters may 
be printed off by students and because they are printed from a secure portal are considered 
verification of the student’s current status. The letters indicate the student’s schedule as well as 
most of the pertinent information required by outside agencies.  
 



Degree Verification 
The Office of the Registrar at UVA Wise participates in the National Student Clearinghouse.  
Most agencies have access to both loan and degree information through this service and may 
find it easily by clicking the link on Registrar’s website -- 
http://www.studentclearinghouse.org/vs_portal.php?show=2  
 
If we receive a request from a loan agency for certification we send the request to the 
clearinghouse. 
 
Address: National Student Clearinghouse 
  2300 Dulles Station Blvd, Suite 300, Herndon, VA 20171 

9. Degree Audits 

Students: 
Login to my.uvawise.edu 
Click the Students tab under the login information. 
Click on “Course Planning” on the left navigation pane. 
Click on “Degree Audit Portlet” on the right hand side of the page. 
 
Faculty: 
Login to my.uvawise.edu 
Click the Faculty tab under the login information. 
Click on “My Advisees” on the left navigation pane. 
Under the Advisee Roster enter the Student’s ID number and click search 
(see screenshot below and on the following pages for examples) 

http://www.studentclearinghouse.org/vs_portal.php?show=2


 

 

 



 

 

 



 
 
 



10. Declaration of Major 

To declare a major, students may submit the Declaration of Major Intent form via the student 
portal (Electronic Forms for Students). Once submitted, this form goes to the Chair of the 
Department to process and forward to the Office of the Registrar for entry into student database. 
The Office of the Registrar will then process the department chairs approval and adds the 
advisor(s), and updates the Degree Audit. 
  

 
 
 

 
 



11. Transfer & Credit Evaluation (Domestic & International) 

EVALUATION OF CREDITS 
1. Initial evaluation of high school credits for those students seeking admission to the college’s 
undergraduate programs. Credit worthiness is evaluated by the Office of Admissions, and as 
needed, in consultation with the Registrar.  
 
2. Evaluation of any transfer credits from other post-secondary institutions or credits for prior 
learning (CPLs) such as Advanced Placement (AP), International Baccalaureate (IB), College Level 
Exam Program (CLEP), or Cambridge International Education (CIE) are conducted by the Office of 
the Registrar. Credit evaluation equivalencies from all 23 Virginia Community Colleges is 
available on the website at www.uvawise.edu/registrar. Similarly, equivalencies for Kentucky, 
Richard Bland College, and CPLs are also on the transfer page. Equivalency charts are evaluated 
every three years and on an as-needed basis when new courses and tests are developed.  
 
Admissions places initial unofficial and official transcripts or official test scores in the secure 
‘Admissions’ digital folder. Office of the Registrar staff then begin the process of evaluating the 
credits, adding those applicable credits to the student information system (SIS = Jenzabar). 
Once all credits are evaluated and placed in the system, office personnel will digitally sign the 
document(s) and students are notified via email that the evaluation has taken place. In that 
email, students are given links to view the credits accepted and to question that evaluation. The 
Office of the Registrar, in coordination with Admissions, requires that all final official transcripts 
be received prior to the beginning of classes in the year the student begins study. If final 
transcripts are not received, students will have a hold placed on their account (ET) signifying that 
those documents must be turned in or further registration for classes will be held until such time 
as those documents are placed in the students’ permanent digital record.  
 
The Office of the Registrar abides by the following guidelines: 

• The use of professionally accepted resources and reference material available in the field 
of credential evaluation; 

• Periodic review of policy and procedure to ensure accurate, appropriate evaluation that 
considers the diversity of educational systems; 

• Review and assurance of an academic institution’s recognition or accreditation status 
prior to transcript evaluation; 

• Review of admission requirements, length of program, program type, structure and 
intention as well as credential/qualification award requirements, in addition to other 
criteria as needed. 
 

TRANSFER STUDENTS 
1.  A transfer student should have a grade point average of at least 2.2. Other applicants with a 
grade point average of less than 2.2 but at least 2.0 are reviewed by the Admissions Committee. 
If admitted, these students may be subject to provisional status. Students with less than a 2.0 
grade point average normally are not admitted to the college. 

http://www.uvawise.edu/registrar


2.  Transfer students must be in good standing and eligible to return to the college or university 
last attended at which they were enrolled full time in a degree program. 
3.  The college or university from which the student is transferring should be fully accredited as 
an institution of higher learning by a state or regional accrediting organization. 
4.  Only those courses which are equivalent to UVA Wise courses are eligible for transfer. 
5.  Transfer credit will be granted only if a passing grade was obtained, or a “CR” was obtained in 
a course taken with “credit-no credit” grading. Students transferring from the Virginia 
Community College System or Richard Bland College should see the section below for 
exceptions. 
6.  A maximum of 62 semester hours earned in a two-year college may be counted toward 
graduation at UVA Wise. 
7.  All transfer students must meet the UVA Wise residence requirements for graduation. 
 
ENROLLED STUDENTS (transferring credits) 
Currently enrolled students interested in taking courses elsewhere intending to transfer them 
back to UVA Wise may do so, but with the understanding that it may not transfer back to UVA 
Wise, if it isn’t on the approved Transfer Equivalency Chart. Students may also request that a 
course be vetted by the Registrar to make sure it is transferrable. There is no guarantee that a 
course will be accepted as transfer credit. 
 
If a transfer student is accepted with a grade point average below 2.0, the student will have a 
grade point deficit and be subject to the same academic warning, suspension or probation as 
any other student. Students who wish to transfer from another institution should follow the 
regular admission procedures. 
 
In addition, official transcripts are required of all academic work attempted at other institutions 
the applicant has previously attended. Transcripts should be sent to the Office of Admissions 
who will place them into the students digital file and then notifies the Office of the Registrar.  
 
TRANSFER AGREEMENTS 
The University of Virginia’s College at Wise has several articulation agreements in place with the 
Virginia Community College System (VCCS), the Kentucky and Community Technical College 
System (KCTCS), and Richard Bland College.  
 
With the VCCS and Richard Bland College, the following agreements exist: 
 
• Guaranteed Admission Agreement (Virginia Community College System and Richard Bland 
College) – This agreement is in effect for those students who earn an associate of arts or an 
associate of science degree in a four-year transfer area. Benefits of this agreement include: 
completion of all lower level (1000/2000-level) general education requirements, junior status 
(60-62 hours accepted on transfer), waiver of the application fee, no high school transcripts or 
SAT/ACT scores are required. Students with a 2.5 or better are eligible for this program. 
• Pre-Teacher Education Admission Agreement (Virginia Community College System) – This 
agreement is in effect for those students who are pursuing the Pre-Teacher Education 



curriculum at any Virginia community college. Course requirements are detailed as part of the 
agreement to facilitate ease of transfer and completion. 
 
• Articulation agreements in Software Engineering – These specialized agreements are in 
place with Mountain Empire Community College, Southwest Virginia Community College, and 
Virginia Highlands Community College. Students enjoy benefits similar to the Guaranteed 
Admission Agreement. Please see the website: www.uvawise.edu/admissions for additional 
information.  
 
With the KCTCS, the following agreements exist: 
• Articulation agreements with Southeast Kentucky Community and Technical College and Big 
Sandy Community and Technical College – These specialized agreements are in effect for those 
students who earn an associate of arts and sciences degree in any transfer program. Benefits 
include: completion of all lower level (1000/2000-level) general education requirements, junior 
status (60-62 hours accepted on transfer) waiver of the application fee, no high school 
transcripts or SAT/ACT scores are required. 
 
For specific program requirements and benefits, please visit www.uvawise.edu/admissions. 
Evaluations of transfer credit are prepared under the authority of academic departments, which 
reserve final decisions relative to the application of transfer credit to degree requirements in the 
major. Transcript evaluators prepare formal evaluations of transfer credit under the direction of 
the Registrar of UVA Wise. In the case of disputes between transfer students and academic 
departments relative to the application of transfer credit to degree requirements, the Registrar is 
generally able to resolve the problem satisfactorily. In cases where conflicts cannot be resolved 
at the department level, they are referred to the Academic Provost who has the final authority. 
The Registrar has been designated Chief Transfer Officer at UVA Wise and is the central source 
of information about transferring.  
 
INTERNATIONAL TRANSFER EVALUATION 
Students who have college or other credits on official documents/transcripts originating outside 
the United States will be evaluated by the college Registrar in coordination with the Office of 
Admissions. In accordance with professional standards recognized by ACCRAO (American 
Association of College Registrars and Admissions Officers), UVA Wise uses their international 
credit evaluation guide and the Electronic Database for Global Education (EDGE). EDGE provides 
valuable information that supports institutional decision-making in international recruitment, 
admissions, academic placement and the evaluation of international transfer credit. 

The information in EDGE is extensively researched by professional evaluators using primary 
sources from each country. Grading scale translations and placement recommendations are 
vetted by the International Education Standards Council (IESC) and represent the consensus 
expert opinion in the U.S. Students are expected to present translated documents for evaluation. 
These evaluations can be done via the original credit-granting institution, WES (World Education 
Services, NACES (National Association of Credit Evaluation Services – members serve as 
independent credit evaluators), AICE (Associated of International Credentials Evaluators -- 

http://https/www.aacrao.org/resources/AACRAO-International/iesc


members serve as independent credit evaluators), or other acceptable agency. Note that these 
processes will charge fees. WES, for example, had an average fee of $154.00 in 2023. 

The 2017 “Joint Statement on the Transfer and Award of Credit” provided guidance to colleges 
and universities concerning transfer and is endorsed by the American Association of Collegiate 
Registrars and Admissions Officers (AACRAO), the American Council on Education (ACE), & the 
Council for Higher Education Accreditation (CHEA). The “Joint Statement,” in turn, proceeds from 
stated assumptions that recognize institutional autonomy; promote “social equity;” recognize 
the complex reality of when, how, and where students acquire credit; and encourage an 
expansive view of what can be considered “validated learning” (p. 1). To this end, both sending 
and receiving institutions work in tandem to, in the first case, make information about 
coursework available for review via transcripts, course catalog, syllabi, etc. and in the second 
case, articulate and publish clear policies regarding transfer. Institutions are encouraged to 
“provide maximum consideration for the individual student who has changed institutions or 
objectives” (p. 2). Three considerations are specifically outlined in the “Joint Statement”—the 
quality, comparability, and appropriateness of the learning being evaluated.  
 
UVA Wise enrolled students planning to study abroad must complete a Learning Agreement 
with the Office of the Registrar in coordination with the Director of Study Abroad and the 
student’s advisor. This agreement must be in place prior to the student leaving for study abroad. 
It will be housed in the student’s file until the final international transcripts are received in the 
Office of the Registrar, whereupon they will be evaluated with proper faculty consultation and 
recorded on the student transcript. 
 
UVA Wise Office of the Registrar follows The American Association of College Registrars and 
Admissions Officials (ACCRAO) Bill of Rights and Responsibilities for International Students and 
Institutions as well as the Code of Good Practices of the National Association of Credential 
Evaluation Services (NACES 2010) as endorsed by ACCRAO. Our goal is to have a consistent, 
clear, flexible policy that recognizes the diversity of educational systems around the globe. 
 
Office of the Registrar abides by the following guidelines: 

• The use of professionally accepted resources and reference material available in the field 
of credential evaluation; 

• Periodic review of policy and procedure to ensure accurate, appropriate evaluate that 
considers the diversity of educational systems; 

• Review and assurance of an academic institution’s recognition or accreditation status 
prior to transcript evaluation; 

• Review of admission requirements, length of program, program type, structure and 
intention as well as credential/qualification award requirements, in addition to other 
criteria as needed. 
 

In the evaluation of any transfer credit, there are four basic kinds of documentation of student 
work: credit, hours, grade and subject.  
 



• Credit-Based – reflects student work in terms of units. Most familiar since it is used in 
the United States (also Canada, Australia, Europe, Japan and Thailand) Equivalent U.S. 
credits in timeframe ÷ Total foreign credits in timeframe = Conversion factor 

• Hours-Based – often used in Asia and Eastern Europe, reflects hours of instruction so 
you would determine the number of hours needed to complete a program and develop 
a conversion factor by comparing to number of hours to complete in U.S. Maximum 
foreign hours in study period ÷ Equivalent U.S. hours in study period = Conversion 
factor 

• Marks/Grade-Based – often used in France, India and Pakistan, the grade reflects the 
relative weight of the subject so you would determine the maximum possible marks per 
subject per study period and compare with the same length of study period in U.S. U.S. 
credits in study period ÷ Maximum marks in study period = Conversion factor 

• Subject-Based – While the least common, these types of credentials are based on the 
subject alone and without any information on weight, analysts assume an equal weight 
of one. Found in the United Kingdom, Australia and Italy. U.S. credits in the same study 
period ÷ Total subjects in study period = Number of credits per subject 

The following table (ACCRAO’s International Guide, 2010) is a useful basic tool to help 
determine which methodology best fits the credential type being evaluated.  

Table 8.1 U.S. Credit Hour Equivalencies 
Bachelor’s Degree 120 Semester/180 Quarter (approx.) 

4 years 
1 Year 30 Semester or 45 quarter hours 
1 Semester 15 Weeks 
1 Quarter 10 Weeks 
15 Lecture or Theory Hours + 30 Student Preparation 
Hours 

1 Semester Hour 

45 Lab Hours + 30 Student Preparation Hours 1 Semester Hour 
 

The International Affairs Office of the U.S. Department of Education (2010) provides clear 
functional definitions of the credit hour, categorized into lecture, laboratory and practice 
coursework: 

• One lecture (taught) or seminar (discussion) credit hour represents one hour per week of 
scheduled class/seminar time and two hours of student preparation time. A typical 3 
credit hour course represents at least 45 hours of class time and 90 hours of student 
preparation. 

• One laboratory credit hour represents one hour per week of lecture or discussion time 
plus one to two hours per week of scheduled supervised or independent laboratory work 
and two hours of student preparation time. A 4 credit hour lab course represents 45 



hours of class time, between 45-90 hours of lab time, and 90 hours of student 
preparation per semester. 

• One practice credit hour (supervised clinical rounds, visual and performing arts studio, 
supervised student teaching, field work, etc.) represents three to four hours per week of 
supervised and/or independent practice – or 45 to 60 hours of work per semester. So a 
block of 3 practice credit hours would equate to between 135 and 180 total hours of 
academic work per semester. 

Standards taken from The AACRAO International Guide (2010) 

Definition of A Credit Hour Policy Owner: Office of the Registrar 
Credit Hour Definition for Undergraduate and Graduate Courses 
Introduction: The Federal Definition of Credit hour (Federal Register (75 FR 66832 p. 66946) 
 
One hour of classroom or direct faculty instruction and a minimum of two hours of out of class 
student work each week for approximately fifteen weeks for one semester or trimester hour of 
credit or the equivalent amount of work over a different amount of time; or 
 
At least an equivalent amount of work for other academic activities as established by the 
institution including laboratory work, internships, practica, studio work, and other academic work 
leading to the award of credit hours. The University of Virginia’s College at Wise (UVA Wise) 
Definition of a Credit Hour also expects the minimum of 1500 minutes (2 class hours; 100 
minutes/week) of out of class student work in line with SACSCOC and Federal definitions.  
 
Thus overall, one credit hour is constituted by a minimum of the equivalent of three class work 
hours; where a class hour is defined as 50 minutes. However, the ratio of in class/direct instruction 
time vs out of class student work, will vary depending on the course type. The standard for a one 
semester credit hour course is one class hour (50 minutes) of direct instruction and a minimum of 
two class hours (100 minutes) of out of class student work/student academic engagement activities 
each week during the standard semester (15 weeks).  
 
This equates to a total of 750 minutes of direct instruction and 1500 minutes of out of class 
student work per standard semester (15 weeks). A course offered in fewer than 15 weeks shall 
contain the same total hours (contact hours, preparation time, content, and requirements) as the 
same course offered in the standard 15-week semester.  
 
Reasonable Equivalencies for Course Types and Methods of Delivery Semester credit hours 
are granted for various types of instruction as follows: 
 

• Lecture: One credit hour = one class hour (50 minutes) plus minimum of two class hours 
(100 minutes) of out of class student work/week 

• Seminar : One credit hour = one class hour (50 minutes) plus minimum of two class hours 
(100 minutes) of out of class student work/week. In courses and academic activities where 



direct instruction is not the primary mode of learning, such as laboratory courses, 
internships, practica, clinical experiences, research, etc., an equivalent amount of work 
(minimum of three hours per week for a semester) must be completed for a credit hour. 

• Laboratory : One credit hour = two class (laboratory) hours (100 minutes) plus minimum of 
one class hour (50 minutes) out of class student work/week. 

• Internship/Practicum –Ratio of in class/out of class time engagement can be variable by 
discipline–typically one credit hour = two class (Internship/Practicum )hours (100 minutes) 
plus minimum of one class hour (50 minutes) out of class student work/week. 

• Clinical Experiences–variable by program and determined in accordance with 
recommendations of program’s specific accrediting bodies or state regulation. (Typically 
one credit hour = two clinical hours (100 minutes) plus minimum of one hour out of class 
student work/week or one credit hour = three clinical hours (150 minutes)/week or for a 15 
week semester, 37.5 hours per credit hour). 

• Research, Thesis/Dissertation and Independent Study Courses where students are working 
on independent projects, such as in thesis/dissertation hours and independent studies, will 
conform to the standard minimum of three hours of student work per credit hour per week 
throughout the course of the semester or the equivalent amount of work distributed over a 
different period of time. For a 15 week semester this would be 37.5 hours per credit hour. 
For courses with non-traditional delivery methods the standard minimum of the equivalent 
of three class hours per week for a semester must be completed per credit hour as follow: 
 Distance Learning/Online Courses –Distance learning/Online courses shall be defined 

as those courses and programs in which 95% or more of class time is delivered by 
distance technology. Actual contact time should follow the same guidelines as 
traditional fact to face courses. 

 Online courses should meet an equivalent of the required 750 minutes of instruction 
per credit hour per 15-week semester and expect the minimum of 1,500 minutes (2 
class hours; 100 minutes per week) of out-of-class student work. 

 Partially at a Distance –The combination of face-to-face and distance instruction must 
equal an equivalent of 750 minutes of instruction per credit hour per 15-week semester 
and expect the minimum of 1,500 minutes (2 class hours; 100 minutes per week) of 
out-of-class student work. 

 Hybrid -A course is considered hybrid (or blended) when it has the following 
characteristics:  

o the course is a carefully designed integration of online and face to face 
experiences using the best aspects of both environments to meet the learning 
objectives and 

o a significant portion of traditional face to face class time is replaced by on-line 
components. For example, a course that is taught (50% online, 50% face-to-
face) would require 375 minutes of instruction per semester hour must be 
conducted face-to-face; 375 minutes of instruction per semester hour must be 
conducted via distance per 15-week semester. In addition, the minimum of 
1,500 minutes (2 class hours; 100 minutes per week) of out-of-class student 
work is expected.  

 



 
Length of a semester  
 Full term –Standard Semester = 15 weeks of instruction (counting exam weeks). Standard 

credit/contact hours are calculated for this time frame.  
 Full session – 45 days of instruction. Class time must be scheduled to include 750 

minutes of instruction and the minimum of 1500 minutes of out of class student work 
per credit hour.  

 Short sessions –range from 5 to 7 ½ weeks. Class time must be scheduled to include 750 
minutes of instruction per credit hour and the minimum of 1500 minutes of out of class 
student work per credit hour.  

 

12. Biograph/Address Data Changes and Multiple IDs 

Initial data regarding student biographical information is recorded in the system via the 
Admissions Office. This information is based on self-reported information and documents 
received from the students. Once that student is admitted and transferred electronically to the 
Office of the Registrar, that information becomes part of the student’s educational record. 
Biograph information includes, but is not limited to, such things as legal name and address, 
social security number, date of birth, sex at birth, citizenship status, visa type, etc. 

Students may make requests for address and/or biograph data changes once they are enrolled 
as a student at UVA Wise. A student may submit proof of identity (name, former name, date of 
birth, social security number, etc.) and request to review record and make a change to data. For 
legal name changes the proof must come from a court or governmental agency. The Student 
Information System (SIS) has options for students to use preferred names/campus name and 
these may be changed or updated without additional documentation. It is important to note 
that if a name is not changed legally, the legal name will still be used for all official documents 
submitted (such as transcript, tax documents, etc.). 

Students or former students requesting a change in biograph data (official name, gender 
change, citizenship status, birth date, gender, etc.) must submit documentation (marriage 
certificate, official court document, etc.) to the Office of the Registrar. Upon receipt of 
documentation, the appropriate designee in the Office of the Registrar will make the correct 
changes in the system. Once saved, changes are recorded in the student information system. 
UVA Wise has several systems that manage and contain student’s legal and preferred names. 
The email process is managed by the UVA Wise Helpdesk in coordination with UVA 
Charlottesville.  



 

 
ADDRESS/PREFERRED NAME CHANGES- 
Students can request a change of address/telephone or preferred name via the Student 
Information Portal by visiting: my.uvawise.edu and following the screenshots below. All changes 
will be processed by the designated person within the Office of the Registrar.  
 

1. Log into their account at my.uvawise.edu  
2. Click on the STUDENTS tab. 

 

Right click, choose Additional 
Names…to view or update legal name. 



3. Select ELECTRONIC STUDENT FORMS and once the page populates you will see 

 
4. Once the page populates all forms are listed alphabetically. Select the Change of 

Address and/or Name Change form, complete and submit for processing.

 

Multiple IDs 
The Jenzabar Conversion process created some conflicts within the system for some name IDs. 
Name profiles that had missing information or multiple information (i.e. birthdates, social 
security numbers, etc.) were copied over into our system in an effort to save all information, 
resulting in multiple IDs in the system. For the most part, this has little impact on historical data. 
For current data, it is best to correct and verify upon discovery to avoid any miscommunication 
with name ID and to assure identities are valid and correct. When multiple IDs are encountered, 
they are sent to the Director for Administrative Systems for validation and correction. 

Procedures 
The following screen shot illustrates the problem. The student below is in the system twice with 
no social security number. It is important to verify the student/person’s information based on 
several data points: social security, address, birth date and other personal information that can 
be cross-referenced and verified. 



 

  

 

Discovery 
Reports have been generated to attempt to find those individuals with null (empty) values for 
social security number and birth date. When those IDs are found, they are cross-referenced and 
corrected. Occasionally, multiple IDs are discovered inadvertently and those are sent for 
validation and correction as well.  
 
Validation 
The Director for Administrative Systems pulls all information from all multiple IDs including 
information from the old system (Co-Co). All information on IDs is cross-referenced and the IDs 
are then corrected if necessary. Note: individuals are not required to give social security 
numbers. 
 



 

Correction 
The Director for Administrative Systems then corrects the appropriate information on the 
multiple IDs by collating the information into one complete ID. 
Address changes may also be submitted by students via the Student Portal by Clicking on 
“Personal Info” beside the login name, then by clicking on the Biographical Info tab and finally, 
by clicking on the pencil icon next to “Name, Address, and Personal Details”. 

 

 

13. Waivers & Substitutions 

COURSE SUBSTITUTIONS 

A course substitution is a course that can take the place of a required course in a curriculum, 
and will have similar or complimentary course contact or focus. Course substitution requests 
may be made by the student or advisor but will require the approval of the Chair of the 
Department, unless such request has been pre-approved as a typical curriculum substitution. An 
example of this might be when a student transfers in BIO 1010/1011 and chooses to become an 
elementary education major. That BIO 1010/1011 will automatically be substituted for SCI 3030 



per the department. Similarly, a business major who takes MTH 1180 may use that course as a 
substitute for ECO 2250 per the college catalog. If a student is denied the approval of a course 
substitution, he or she may appeal to the Provost in writing within 30 days of the denial.  

• Course substitution(s) requests can be made by a student but must be submitted by the 
Department Chair of a program via the Faculty Portal.  If a student is requesting a course 
substitution, then they will need to meet with their advisor or department chair or send 
an email to registrar@uvawise.edu detailing their request.  If the department chair 
approves the substitution, then he/she/they will complete the electronic Course 
Substitution form located on the UVA Wise portal at my.uvawise.edu. This form is 
located under the FACULTY tab, DEPARTMENT CHAIRS link (see image on the next 
page). 

• Once the department chair approves the substitution and submits the form, the 
information is sent via Formflow/Workflow to the Office of the Registrar for review and 
processing. 

• After review, the requested substitutions are made to the student’s degree audit and/or 
academic record. 

• The student receives electronic notification once the course substitution has been 
reviewed and processed.  The student may contact the Office of the Registrar if they 
have any additional questions.   

• Students can check whether their course substitution or course waiver is granted by 
viewing their degree audit and manually checking their academic record. 

 

 

 

 

 

mailto:registrar@uvawise.edu


 

 

 

 

 

 



                

Waivers 

UVA Wise does not, as a general rule, allow waivers for course requirements. If all other 
requirements are met and the Department approves the waiver in consultation with the 
Registrar, then a waiver may be applied to a student record. Waivers can be applied if a student 
transfers in sufficient coursework that may meet the requirements implied by a course. SEM 
1010 is an example of this. A freshman or transfer student who has enough college credit and 
experience (one full year) may be wiaved from taking SEM 1010. Similarly, there may be 
instances where, with the appropriate documenation from Disability Services and the approval 
of the Director and the Chair of the Department, a student may have a requirement waived. An 
example of this might be a physical activity requirement that is not possible for a student with a 
documented disability.  

14. Athletic Eligibility (NCAA) 

Philosophy: 
At UVA Wise, the philosophy is that while it is the primary responsibility of the Athletic Director, 
Director of Compliance, Faculty Athletics Representative (FAR) and team coaches, knowledge of 
and adherence to NCAA eligibility rules is the responsibility of everyone on campus.  



The Office of the Registrar works closely with the Director of Compliance to ensure that students 
remain eligible for participation in athletics. The Registrar is also a member of the Compliance 
Committee and participates in the certification process. 

Coaches: 
The Director of Compliance, FAR and Athletic Director meet with coaches before the beginning 
of the fall semester.  FAR goes over basics of eligibility, emphasizing specific rules regarding 
recruiting, scrimmages and transfers.  FAR also updates coaches on legislative changes enacted 
at the national meeting. 

Student-Athletes: 
The FAR meets with each team and coach before the season of competition begins to explain 
basics of eligibility: 12 hr. rule, 24/36 rule, progress toward degree (PTD) rule, and 10-semester 
rule.  All student-athletes are given a quick reference card with the basics (see below).  The FAR 
also mentions NCAA web site and its resources for learning about eligibility requirements. 

In addition to explaining the basics, the FAR also talks to student athletes about academic 
success, including class attendance, and working with their teachers to ensure they position 
themselves for the best outcomes in their classes.  The FAR also familiarizes student-athletes 
with the NAIA emphasis on “Champions of Character.” 

Compliance Committee: 
The College Compliance Committee meets to assess and discuss any NCAA Division II issues 
relating to students, compliance or rule changes. This committee consists of representatives 
from the Office of the Registrar, Financial Aid, Enrollment Management, Faculty and Athletics.  

Eligibility Processing: 
Initial forms are collected and filled out by the Athletic Department’s compliance officer.  
Preliminary sheets are then passed to the FAR and the Registrar who check each entry and 
identify any issues regarding requirements.  The compliance officer, FAR and Registrar then 
meet to prepare final eligibility forms for submission. 

Transfer students are interviewed by FAR and compliance officer who then complete the transfer 
form.  All forms are then scanned and forwarded to the conference eligibility chair before the 
date of the first competition for each team. (Academic Eligibility Source: www.ncaa.org) 

If you enroll in a Division II college and want to participate in athletics or receive an athletics 
scholarship during your first year, you must: 

 

http://www.ncaa.org/


g. 

Recruiting Rules: 
The NCAA has policies governing the recruitment of college-bound student-athletes. The rules 
specify when and how coaches can contact you and send you materials and when you can visit 
campus. The rules differ depending on which sport you play.  

The NCAA Eligibility Center administers the National Letter of Intent program. The National 
Letter of Intent is a contract between a college or university and a prospect that requires the 
prospect to attend the college or university for one academic year and the college or university 
to provide athletics financial aid for one academic year. This is a legal document and should be 
read carefully before signing. 



 

 

Source: http://fs.ncaa.org/Docs/eligibility_center/Student_Resources/DII_ReqsFactSheet.pdf  

 

http://fs.ncaa.org/Docs/eligibility_center/Student_Resources/DII_ReqsFactSheet.pdf


 

 



 

Source: http://fs.ncaa.org/Docs/eligibility_center/Transfer/DII_2-4_Transfer.pdf (2324) 

15. The Life of the File 

Retention of Old Files 
The Office of the Registrar keeps all older academic record cards and micro-film in a locked 
fireproof room on the ground floor of Crockett Hall. These records will be maintained until such 
time as all of them can be stored electronically on a remote and secure server. Approximately 
85% of the Permanent Record Cards stored in the secure room have been digitized and secured 
on a secure server.  
 
There are two types of files maintained in the Office of the Registrar: 

• Active - files of those presently enrolled 
• Inactive - files of those enrolled no more than 2 years ago 

Once files are secured electronically, they are shredded in the Office of the Registrar. 
 
 

http://fs.ncaa.org/Docs/eligibility_center/Transfer/DII_2-4_Transfer.pdf


 
Security of files 
 

The College observes its own internal policy for keeping certain records but also observes state 
and federal mandates regarding file security. The Library of Virginia’s Records Retention and 
Disposition Schedule, General Schedule No. 111 for All State Supported Colleges and Universities 
(see Appendix) provides the guidelines for how long to keep records and when to destroy 
records in the interest of individual’s privacy.  
 
 

 



 
 

Students wishing to review their official records should make arrangements to do so at the Office 
of the Registrar. The College will not release personal identifiable information about a student 
without the student’s permission except to certain school and government officials as provided 
by law or in the regular use in the academic planning process. 
 

Parents of dependent students may, however, obtain access to the student’s record without the 
student’s permission.  For purposes of access to records, the College presumes until otherwise 
notified that students less than 24 years of age are dependent. Students may also fill out a 
Release of Information form in the Office of the Registrar that will release employees from 
protected FERPA constraints. This form must be filled out by the student in the office. The 
student must have appropriate ID. The form also indicates specifically who will have access to the 
student’s information. 

16. New Files 

New files for first time freshman (FTF) are entered by the Office of Admissions, alphabetically, 
into the permanent digital files folder on the secure server. The Office of Admissions creates the 
digital file for each student and places each students application, high school transcripts, college 
transcripts and other pertinent information in the digital file.  The 1st time a file is received for a 
transfer student, a transfer evaluation is made for their prior college work.  Students who do not 
have all of their information submitted to the Admissions Office will receive a stop code (ET or 
XX) that will not allow them to register for classes until their files are complete. The Office of 
Admissions sends a daily report of any new transcripts received that need to be evaluated, to the 
Office of the Registrar.  



17. Entering transfer work into the computer: 

As official transcripts are received from all previous college-level work, the credit is placed on 
the student’s record. The student will receive notification from the Office of the Registrar 
explaining the transfer evaluation and students are asked to call/email if they have any 
questions or see any issues that they would like to discuss or attempt to resolve. The email the 
student receives has information related to the courses that were accepted for transfer and 
instructions to the student on how to access that information via the student portal.  

18. Microfilm 

The Office of the Registrar has moved to a digital filing system and the use of Microfilm has now 
ceased. As the College moves to a campus-wide digital imaging system, the college has digitally 
stored all microfilm records. 

19. Registration  

Registering students for classes through the Jenzabar One system is a privilege afforded to 
several employees across campus. Access to student records carries with it the weight of 
responsibility for the security of the information for which the individual has received access. This 
access may provide the user with personally identifiable information regarding student 
enrollment, biographic information and academic records. FERPA (The Family Educational Rights 
and Privacy Act) entitles those with a “legitimate education interest” to have access to certain 
types of information. It does not entitle all employees to know everything about a student. The 
registration process is the act of officially enrolling a student in a class or classes. This may be 
done in several ways: the student may go online to my.uvawise.edu and register for classes or 
they may turn in a schedule action form to the Office of the Registrar and be manually registered. 
When students register themselves via the web, they are, in essence, digitally signing or agreeing 
to abide by the registration rules and policies set forth by the college.  
 

Students who are inadvertently or inappropriately signed up for the wrong classes (no 
prerequisite, class at max capacity, no proper authorization, etc.) will be dropped from the class 
or classes and notified via student email. 
 

First time freshmen and transfer students will meet with an advisor and be registered during 
orientation by finalizing their schedules in the student information system. Students may register 
for classes via the student portal (my.uvawise.edu) or by meeting with their advisors and filling 
out a Schedule Action Form. All students are expected to meet with their assigned advisor and 
plan a schedule. Students must be cleared for registration by their advisor prior to registering for 
any courses. 

20. Overrides/prompts 

Employees who are granted permissions to override and to bypass message prompts in the 
Registration (RE Module) are expected to abide by both the written and understood policies. 
When disregarding the proper procedures with respect to overrides, employees risk the loss of 



those permissions. Currently, all employees within the Office of the Registrar have full override 
permissions. Select employees in the Academic Support Center have certain overrides to aid in 
supporting students as they seek to register for classes.  
 
Examples of override permissions include but are not limited to: 
 Allowing a student to enroll in a course that is full 
 Allowing a student to enroll in a course that is a repeat of a prior course  
 Allowing a student to enroll in a course without the proper prerequisite 
 Allowing a student to enroll in a course without the proper corequisite 
 Allowing a student to enroll in a course without the authorizing signature 
 Allowing a student to enroll in a course who has an official stop code or hold 
 Allowing a student to enroll in a course who has not been properly pulled from 

admissions 
 Allowing a student to enroll in a course that has a time conflict with another course 
 Allowing a student to enroll in a course with a bill code of X  

 
Policies and procedures exist to maintain order and provide as much fairness as possible to all 
incoming students. Just as transcript requests are processed in the order they are received, 
students will be registered the same way.  
 
In the fall and spring, pre-registration begins by allowing students to register for classes in the 
following order: Student Support Services Participants, Seniors, Juniors, Sophomores, and 
Freshmen. These designated pre-registration dates are published via the student portal and UVA 
Wise website. 

21. Registration add-drop procedures (schedule action forms) 

All Schedule Action Forms should be processed in the Office of the Registrar except for those 
schedules for first-time freshman who are undeclared and those incoming transfer students who 
are undeclared. All other drops/adds or changes must be submitted to the Registrar. These forms 
must be filled out and signed by the advisor to add or drop a class to an already existing 
registration. 
 
*if the class is full, the professor teaching the class may initial the form to add the student to 

the class.  The class may then be entered into the computer. 
*if the class is in the language/literature department, the Department Chair or Coordinator of 

English must also sign the form. 
*if the drop is going to take the student to zero (0) hours, this requires a withdrawal from the 
school.  The student must fill out the Request to Withdraw form on the student portal.   
*if the class addition takes the student above 18 hours, students must fill out the Overload 
Request form on the student portal and the appropriate personnel will respond with an approval 
or denial. 
 



Schedule action forms will be accepted only for a certain period of time once the semester has 
begun. Course additions are accepted for approximately 1 week after the term has begun. Course 
drops are accepted for approximately 1 week after returning from mid-semester break 

22. Drop for Non-Payment 

Non-Payment 
Students who have registered for courses but have not paid must be dropped for non-payment 
as of the last day to add a course in a given semester. In the past, students who never attended 
classes and never paid were deleted from their classes.  

Dropping Vs. Deleting 

Because these students have statuses that change after charges have been run in Accounts 
Receivable (AR), courses must be dropped down to 0 hours in Registration (RE) for AR to 
process charges correctly. In the event that a student’s course must be deleted after main 
charges have been run for the semester, AR must be notified by RE so that charges may be 
manually adjusted.  

Procedures 

How to Drop a Student from full or part-time to 0 hours. Open Registration Module by right 
clicking on Student Registration. The Student Registration window appears. 

 

 
 

Window should default to Student Registration (rather than Course) and Registration 
Tab. Choose the correct student in the ID# box. 



Choose the Manage Tab. 
 

 
 
Select “Dropped” in the New Status pull down menu and select the “Mark Status to 
Dropped…” radio button. 

  
 
Click the Set Status button and the student’s new status will be set to dropped in all 
courses. 
 



 
 
Click “Update Registrations” button in the lower left corner of the dialogue box and 
another dialogue box will appear – “Drop Course Settings”. 

 
 
Drop Flag: should default to “Drop”. Set the Drop dates appropriately and check “Apply 
to all Drop/Del Courses”. (NOTE: if the change is occurring after census and after main 
charge, the date should be set back prior to census date.) 



 
 
In Student Registration window, “New Status” should change to blanks and “Current 
Status” will change to “Dropped”. Click the Save button. 

 
 
 
When the “Registration” tab is chosen, the student credit hours should say “0” 

 
 

Procedure for Deleting Student Courses 



If a student’s course history must be deleted, the process is essentially the same except the Delete Flag 
is chosen rather than the Drop Flag in step IX above. In the event that courses must be deleted 
(example: student was never really here), the appropriate parties in the AR must be notified. The 
appropriate person in the Registrar’s Office sends an email to the Cashier’s Office with a list of 
student(s) so that charges can be manually adjusted. The following dialogue box appears as a reminder 
and a log is generated on that student.  

 
 
 
 
 
 
 
 

23.  Classification and AD to RE Transfer 

Classification is a column on the Student Master table, Student Division Master, and Student 
Term Summary by Division table that indicates a student’s class level at UVa-Wise. Student 
classifications are based on the number of career credit hours the student has earned. The 
Classification Codes that we use are FR (freshman), SO (sophomore), JR (junior), SR (senior), and 
ND (non-degree).  Accounts Receivable (AR) uses this classification information to charge 
students and the Registration Module (RE) communicates that information to the tables in AR. 
  
Within the Registration module there are three ways of impacting/updating classification 
information: 

• Admissions to Registration Transfer 
• Classification Update/Rules Based Update 
• Manual changes 

 
How to Process an AD to RE Transfer: 

Open RE module 
Choose Task> Student> Admissions to Registration Transfer  
The Admissions to Registration Transfer window appears. 
 



 
 
 

In the Transfer Profile: drop-down menu specify and select the profile that applies. Note: 
these profiles are saved on individual client machines and must be modified 
appropriately by the user. 

 
 
Select Candidates to be transferred to Admissions by using either the query option or 
the individual candidate option. Choosing individual candidates requires choosing year 
and term as well. Choosing by query incorporates year and term and no other selection 
is needed.  



 
 
 
After choosing query or candidate, you must click the “Retrieve Candidates” button or no 
information will be processed 
 

 By Candidate 
 

 By Query 
 
Once candidate(s) have been selected, click the “Transfer Process” tab. Depending on the 
individual or group that is being transferred, the appropriate profile will be reflected 
above in the drop down menu. (Step IV above). Make sure the transfer profile reflects the 
correct information.  In the screen shot below, information that should be checked each 
time for accuracy include entry dates, expected grad year/term and rules based update 
at the bottom of the window (circled in red).  



 
First Time Freshman Profile 
 

  
Non-Degree Profile 
 
Once all data has been entered and validated, click the “Transfer Data” button and the 
AD to RE Transfer will begin. Another screen will validate the success or failure of the 
transfer. Failures occur because students have already been transferred or are in a 
candidacy stage that does not allow transfer. 



 
 
 
How to process a Classification Update 

Open Registration Module. 
Choose Task>Miscellaneous Updates>Classification Update> Basic Update 
 

  
 
The Classification Update window appears. 



 
 

The window will default to CL1 and current year and term. Choose to update by 
individual or by group. To update by individual, choose an ID and uncheck the “Start 
From This ID” box. To update by group, simply click the OK button. 

 
 
The Update progress bar appears. 

 
 
Upon completion, the bar disappears and the update is complete. 
 

  



How to process a manual change to Classification Update 
Open Registration Module. 
Choose Task>Student>Student Information OR choose the Student Information Icon 
(circled in red below) 

 
 
Within the Student Information window, two tabs indicate the student classification – 
Student tab and Student Division tab. 

 
 



To manually change an individual’s Classification Status, simply choose the appropriate 
status in the drop down menu on both the Student tab and the Student Division tab and 
save. 

 
 
When the save button is clicked, the field turns blue.  

 
Troubleshooting: 
If you do not see the expected values, use this checklist to verify your information: 

• If you ran the process for multiple years and terms, run it for only one year and term to 
troubleshoot for that year and term. 

• Verify that the selected year and term exist using the Year/Term/Subterm Definition 
Window (RE, Admin, Common Tables, Year/Term/Subterm Definition) 

• Check that the Division matches the Student Master Current Division on the Student 
Information Window (RE, Main, Student, Student Information).  The Classification Update 
will only update Student Term Summary by Division rows where the division code 
matches the student’s current division. 

• Check your Rules Based Update rules on the Update Results and Rules Window for 
Update Type ‘CL’ to make sure the student meets the conditions of the expected rule. 

 

24. Graduation procedures 

Graduation Application 

Student intending to graduate from UVA Wise must submit their Graduation Applications online 
by completing the graduation application located on the student information portal at 
my.uvawise.edu. Graduation applications for the upcoming academic terms are due in February 
of each year. No graduation applications will be accepted after four weeks prior to 
Commencement.  The chart below illustrates the Graduation Application and SCHEV Reporting 
Cycles Graduation Application and SCHEV count patterns: 



GRADAPP DUE FEB2020 FOR DEC2020 MAY2021 S12021 S22021 

SCHEV DUE 
AUG2020 

FOR S12019 S22019 DEC2019 MAY2020 

 
Students must complete the graduation application online by logging onto the UVA Wise 
Student Information portal at my.uvawise.edu.  Once logged into the portal, the student will 
select the ‘Students’ tab at the top, then click the ‘Graduation Application’ link located on the 
left side. After completing and submitting the application, a graduation specialist(s) receives 
electronic notification that an application has been submitted.  After retrieval of the application, 
the potential graduate is automatically coded as an applicant within Jenzabar, and manual 
academic record review begins.  The student will receive electronic notification when their 
application is accepted and under review.  During the review process, graduation applicants are 
notified via their UVA Wise e-mail account if there are any issue regarding their application 
and/or potential problems in meeting degree requirements.   

If a student has applied to graduate in a particular year or term and the student has not or is not 
meeting the requirements to complete the degree, the Office of the Registrar will defer their 
graduation status until the time when the student is no longer registered as a student. At that 
point, the student’s graduation status will go into a HOLD file that will kept until the student 
contacts the office.  

The final responsibility for meeting graduation requirements rests with each individual student. 
Requirements for graduating with a degree from UVA Wise include: 
 

1. A minimum of 120 semester hours. (At most, two hours earned in physical education 
activities courses may be counted as part of the 120 -hour requirement.) Completion of 
the general education requirements is considered to be part of the 120 hours. 
2. An overall grade point average of 2.00 or higher for all college level work (including all 
coursework at other institutions) and 2.00 or higher on all work attempted at UVa-Wise. 
3.  In the major area, a grade point average of at least 2.00 or higher as prescribed by the 
major. 
4. Completion of requirements for one of the major program areas and the general 
education requirements as described in the catalog of record. 
5. Completion of at least 45 semester hours through UVa-Wise, with a minimum of 15 
semester hours of upper-level courses completed in the major. 
6. Completion of at least 58 semester hours in a regionally accredited four-year college 
or university. 
7. The filing of an application for graduation with the Office of the Registrar by the stated 
February deadline. 
8. Completion of the Cultural Activities Requirement. 



25. Graduation Checklist 

Congratulations! Consult this list to make sure you’re ready to graduate from UVA Wise.  
1. Complete the Graduation & Degree Application at My UVA Wise and 

submit to the Registrar by the deadline. Applications for the upcoming 
year will be due in February. (For example: If you expect to graduate in 
December 2023, May 2024, or summer 2024, you must apply by February 
2023.) 

2. Review the graduation requirements in the College Catalog. 

3. Obtain approval for each major from the appropriate department chair. 

4. Check your online Advising report frequently. 

5. Watch your UVA Wise email account for updates and critical 
announcements about graduation. 

6. Check requirements for graduating with honors. 

7. Many students require an “exit interview.” Check with the Office of 
Financial Aid to see if this pertains to you. 

8. Check for university holds/stop codes. Your diploma cannot be mailed or 
picked up until all financial obligations to the College have been met. 

9. Leave a forwarding address with the UVA Wise Post Office. Complete a 
change of address form in the Registrar’s Office. 

10. Register with the Alumni Office. 

26. Graduation Process 

When do students apply to graduate…. 

Students submit an on-line graduation application at least 1 yr (2 terms) prior to 
completion of requirements 

Applications due around March 1st of each year.  Notifications are sent via J1 (Notepad > 
Communication Management) three times prior to the application deadline 

  1st Notice (e-mail) – Sent first week of February. --- TIME TO APPLY TO GRADUATE  

https://my.uvawise.edu/ICS/
https://www.uvawise.edu/academic-affairs/college-catalog
https://www.uvawise.edu/node/449
https://www.uvawise.edu/node/449
https://www.uvawise.edu/after-graduation/alumni


  2nd Notice (e-mail) – Sent between week 2-3 of February – TIME TO APPLY TO 
GRADUATE  

Before sending the second notice remove the students that applied after 
the first notification. 

3rd Notice (text) – Sent the week the apps are due – Subject:  GRADUATION APPS 
DUE (PUT DATE HERE) BY 5:00PM ! TEXT MESSAGE--Graduation Applications for Dec. 2024, 
May & Summer 2025 due by 5:00pm today. Apply Online Now! 

Try to keep text messages brief.  It only allows a certain # of characters 
before the message is distorted.   

*Run a test of the message within the office staff between Verizon and 
AT&T to view the message before sending it out in mass to the students.** 

What happens when a student submits an application… 

 Students apply online via the portal (it is a FormFlow/WorkFlow process) 

  The form is set to a one-time submission to reduce duplicate applications.  

Once a student submits an application they receive automatic e-mail notifications that 
their application has been submitted.  This e-mail includes a copy of their application (for 
their records) 

• R.O. staff receive WorkFlow notification that an application has been submitted and 
needs review/approval.  Save the Grad App e-mail attachment in Undergrad Grad Info 
folder on server by grad term (FALL 24, SPR 25,..). Save the file as follows. 

• FILE NAME= ALL CAPS    >  LAST, FIRST ID# (GAP)   >    TEST, 
JOE #12345 (GAP) 

 

 

IF APPROVED – the student receives an e-mail stating that their application has 
been received and will be reviewed along with contact information for additional 
information. 



IF REJECTED – the student receives a message that there is an issue with the 
application and to contact the R.O. for information. 

Upon WorkFlow approval, information from the application populates several fields on the 
DEGREE tab in J1 Desktop.  

 

 

 

R.O. staff manually enters the appropriate stage(s) on the Graduation Stage tab including the 
Attachment Stages (000) (this is the stage/area where all graduation-related documentation is 
saved.updated when necessary) and the Graduation Application Received (100).  **BE SURE 
TO ENTER THE DATE THAT THE APPLICATION IS RECEIVED UNDER THE ‘REVIEW DATE’ 
ON THE GRADUATION STAGE SCREEN. 

 



 

 

 

 

 

 



What is the application review & graduation list process… 

R.O. staff processes and reviews all submitted graduation applications for missing 
requirements/issues utilizing the student degree audit along with the appropriate 
college catalog. 

Applications go into the review process timeline depending on the anticipated 
graduation date.  Reviews are lengthy and often necessitate manual alterations to the 
advising worksheet. In addition to basic alterations, there are departmental course 
waivers/substitutions for student which must be entered after receiving 
written/electronic approval from various departments/advisors.  All of these 
circumstances, waivers, and substitutions require manual adjustments with J1 after each 
review.  Before reviewing student information, be sure to add a new row to the 
“Graduation Stage” tab.  This stage is Graduation Application in Processing (200). 
With a status of (1)-In Processing Under review and the date you began review.  
Note:  This is a long process and the information will stay under review for several 
weeks/months. 

• A FormFlow form – ‘STUDENT COURSE NEEDS REMINDER FOR GRADUATION REVIEW’ is 
completed for each student’s graduation application.  Upon completion of this form, a 
copy of the form along with additional graduation information is sent to the R.O 
(graduatereg@uvawise.edu)., the student, and their faculty advisor for reference.   

• Save the Student Course Reminder e-mail attachment in Undergrad Grad Info folder on 
server by grad term (FALL 24, SPR 25,..). Save the file as follows. 

• FILE NAME= ALL CAPS    >  LAST, FIRST ID# (SCR)   >    TEST, 
JOE #12345 (SCR) 

A copy of the student course needs reminder should be saved attached in the 
Graduation Stage tab including the Attachment Stages (000) along with the 
application. 

 



 

 

**The Student Course Needs Reminder** will pre-populate several of the blank 
fields as soon as you enter the students Jenzabar ID #  and press ‘ ENTER’ *** 

 

The review process is also the stage where the potential Graduation List Begins.   



Start the graduation list for commencement.  It is an InfoMaker report that is ran by 
term, so you must combine the FA, SP, S2 terms for a complete list.  This is for the 
undergraduates.  The Graduate (Masters) list is currently a separate list.  IN FEBRUARY, 
Upload this combined list with designated HONORS in BOX. This list is uploaded to 
BOX so that all necessary parties have access to immediate changes.  The list is updated 
throughout the term(s) as students are added (late application) or removed (grad 
deferrals). 

Graduation applications are reviewed a minimum of twice.  Once in the fall and once in 
the spring before the last day to add a class for the term.   

 Reviews: 

 December Graduates 

  1st Review (Summer – Fall):  Prior to last day to add a class for Fall term 

  2nd Review (optional if time allows): After last day to drop a course 

  3rd Review:  Prior to sending to department chair for approval (potential 
graduate  list) 

May Graduates 

 1st Review (Summer, Fall-Spring):  Prior to last day to add a course for the 
Fall term 

 2nd Review (optional if time allows): After last day to drop a course 

  3rd Review:  Prior to sending to department chair for approval (potential 
graduate  list) 

Summer Graduates 

 1st Review (Spring-Summer ):  Prior to beginning of Summer I courses 

 2nd Review:  End of Summer I  

  Department chairs are informed of potential summer graduates on the 
May(Spring) grad list 

 

During the review process – additional batch notifications (via NotePad > Comm Mgt.) 
may be periodically sent (1-2 times) reminding students that their information is under 



review.  These notices may also include upcoming dates/events to keep in mind 
regarding cultural activities, cap/gown pick-up, commencement, diplomas, etc. 

Students lacking graduation requirements may also be sent e-mails (in addition to the 
course reminder) about missing coursework.  These e-mail should be send via NotePad 
>Communication Management for tracking purposes.   

Potential graduate lists are sent to department chairs for review and approval 
approximately 1-3 weeks prior to the last day of class.  (Note:  Currently, this list is uploaded 
to BOX and assigned approval tasks from each chair for their students.  Alternative, more efficient 
options are being researched, so this method is subject to change prior to the start of the Fall 2024 
term) 

Department chairs approve each of their graduates or reject with corresponding 
comments/notes as to why degree cannot be posted. 

 

 

Caps & Gowns, Senior Salute, Commencement 

Order Caps & Gowns – October / November 

UVA Wise has branded gowns for undergraduate and graduate (masters) 
students; therefore, our gowns has a 12-week production lead time.  Caps/gowns 
are ordered between the last week of October /first week of November each year.  
Check inventory before ordering gowns for overflow.  Try to have 3-5 additional 
of each size and 1-2 of each full figure size.   

 Also order at least 50-75 extra year tassels. (regular) 

 Make sure, there are enough GOLD honor graduate tassels for the year. 

 

Prepare Caps/Gowns for distribution – February / March 

When the caps/gowns are delivered, they must be sorted, checked and prepared 
for Senior Salute.  Those that applied on time and the gowns were order will have 
their name pre-labeled on their items upon delivery, so just have to match the list 
to the delivery.  Late applications will not have a specified gown and will need to 
pull from extra inventory.  When pulling from the extra, be sure to include check 
for an old tassel to remove and add a tassel for the current year. 



When sorting the gowns, be sure to remove caps/gowns for students that 
withdrew or deferred graduation to a later term. (these gowns can be added to 
the extra inventory). 

 

 

Senior Salute  - Early -Mid March 

 Various offices gather in Crockett Hall to distribute pertinent graduation and 
commencement information.  Seniors pick-up their cap and gown as well as 
verify the name they want on their diploma and where they would like their 
diploma mailed. 

  

 

Commencement Name Cards / Program Review – late April – Early May 

Name cards (index size) are prepared for rehearsal and the commencement 
ceremony.  These cards include the student’s name and honors (if applicable).  
Make two sets of name cards for back-up purposes.   These cards are generated 
from the information on the graduation list. 

**The commencement ceremony director has changed, so the R.O. may or may 
not have to review the commencement program for typos/errors.  

Commencement Rehearsal / Ceremony 

Distribute Name Cards, assist students in lining up. Distribute honors tassels. 

When do we post degrees and order diplomas…What happens after the ceremony…… 

 Must wait on final grades to be posted which can happen 3-5 days after the ceremony.   

Print a paper copy of each student’s schedule on the graduation list.  This is to review for 
final grades and degree completion as the grades are posted.  Once all the grades are 
posted review the grades/schedule for each of the graduates.  

 For those students with incompletes and/or failing grades move to an ‘ISSUE” stack.  For 
these students with issues (incompletes, failing grades, drop courses) – need to be 
re-coded on the graduation tab.  Code these students with 9999 (Graduation Year) 



99 (Graduation Term) on the bottom graduation tab.  This is done so that their 
degrees aren’t accidentally posted in batch.  DO NOT CHANGE EXPECTED GRAD YEAR 
/ GRAD TERM ON TOP PORTION OF DEGREE TAB. 

 

 

 

The ‘READY’ stack-- keep to check that the cultural activity requirement has been 
met.  For those missing cultural activities, they need to speak with the 
Administrative Assistant to the Provost for alternatives/ options to complete the 
requirement to receive their degree. 

Run the final honors list (InfoMaker) report and enter degree honors in the honors 
field on graduates before posting degree(s). 

 



 

 

 

 



 

 

 

 

What if a student didn’t complete their graduation requirements…… 

Graduation Issue Spreadsheet 

• Begin compiling the information for the graduates with issues spreadsheet.  These 
comments will be entered on the COMBINED COMMENCEMENT GRADUATION LIST on a 
separate tab – “ISSUES” for each graduate that will not be completing and reason -.  
Also, note the issues in J1 desktop under Graduate Stage (411) - Notes, Comments 
CHECK DEPT CHAIR BOX FOLDER FOR COMMENTS FOR THOSE STUDENTS WITH 
ISSUES. Update as necessary and remove from issue list as things are resolved. 

REMEMBER:  CHECK DEPT CHAIR BOX FOLDER FOR COMMENTS FOR THOSE 
STUDENTS WITH ISSUES. 

Students that did not complete their degree requirements are notified thru e-mail via 
NotePad > Communication Management to contact the Registrar’s Office for details 
about missing degree requirements and/or issues. 

CLEAR GRADUATES & DEGREE POSTING 

Review the grads who are clear (Green Check Audits).  Print their degree audits for 
checks.  Upload audit to their digital file and checking. 

Double check information before degree batch posting. 

*******BE SURE NOT TO POST DEGREES FOR 4+1 GRAD STUDENTS ******* 

Prepare degree history list/update screen and info to batch post degrees.  Spots check 
10-15 names for accuracy before the actual posting. 

POST FINAL DEGREE FOR UNDERGRADUATES 

****POST DEGREES FOR GRADUATE STUDENTS MANUALLY SINCE IT IS LESS THAN 
25 STUDENTS.  WILL HAVE TO REDESIGN THIS PROCESS WHEN MORE STUDENTS 
AND PROGRAMS ARE ON-LINE***** 



Start the diploma ordering list spreadsheet with necessary information (for paper 
diplomas) including diploma mailing address.  Maintain and update the list for 1-2 weeks 
with updates before submitting the order.  This allows for students with missing 
requirements / cultural activities time to submit their information before the order is 
placed so they don’t have to wait until summer diploma orders to receive the paper 
diploma. 

**Double check YEAR OF THE COMMONWEALTH (YOC) before placing diploma 
order, especially on replacement diplomas for Alumni ** 

Note:  All paper diplomas are ordered in large batches due to processing costs and 
shipping.  We order diplomas three times a year:  End of May, End of August, Mid-
January.  Alumni hall replacement diplomas are also included with our batch orders.   

Review the diploma list and addresses – order paper diplomas between May 25th – 30th.  
Order digital diplomas around the same time.   

27. Withdrawals 

Students who want to withdraw from all classes need to complete the Withdraw from UVA Wise 
form located within their student portal at my.uvawise.edu. Once the student logs in the form is 
located under the section Electronic Student Forms. Once the Withdrawal Form is complete, the 
Office of the Registrar personnel will conduct an exit interview to assess the reason for the 
withdrawal and, in the event that it is necessary, will refer the student to the appropriate office to 
seek help. The Office of the Registrar maintains a log of all student withdrawals completed in 
each semester.  

28. Academic Standing 

A student is said to be in good academic standing (code: GS) if his or her cumulative grade point 
average is a 2.00 or higher. A student with a grade point average (see Catalog heading Academic 
Warning, Probation and Suspension) below 2.0 may have a grade point deficit. Academic 
Standing consists of four categories: 
 
GS  Good Standing 
WR  Warning 
PR  Probation 
SU  Suspension 
 
Academic Standing is calculated at the end of each regular academic term (fall and spring) and 

the result is placed on the student’s record in Student Master and Student Term Summary by 
Division. Students who are placed on Academic Warning, Probation or Suspension may take 
courses during the summer terms (I & II) to attempt to remove or improve their Academic 
Standing. For students who do this, a summer calculation of Academic Standing is processed 



individually. Students are notified by letter of their new status. It is also updated in the student 
information system.  
 

29. Replacement diplomas & awarding degrees 

The Office of the Registrar orders official paper diplomas three times a year – after December 
recognition, after the May ceremony and after Summer II term is complete. Beginning with 
Spring 2024 graduates, one free digital diploma order is to be given to each graduate. Students 
may order additional digital diplomas immediately after degree conferral and upon completion 
of the order, The digital diploma is available to alumni within a 24-hour period. Digital diplomas 
are available to all alumni for a $10.00 fee. The digital diploma does not replace the standard 
paper diploma; however, it does offer the convenience of an accessible electronic copy. The 
digital diploma makes it easier to share your success with family, friends, and employers. 
Digital diploma orders can be placed via phone or by mail.  After placing your order, please 
allow 3-5 business days for processing.  You will receive an e-mail (to your UVA Wise e-mail 
address) from Parchment and UVA Wise — simply follow the link to claim your digital diploma. 
Once you’ve claimed it, it is yours to keep.  You can automatically share it on Facebook or 
LinkedIn, email it to employers, or download a secure PDF copy. 
 
The ordering of replacement diplomas is handled by the alumni office located in alumni hall. 
They are available for a fee of $50.00 each. During peak processing times there may be an 
additional delay. Checks are made payable to the UVA Wise Alumni Association. Students go to 
https://www.uvawise.edu/alumni/replacement-diploma/ and fill out the form for the 
replacement diploma and remit it to the Office of Alumni Engagement, UVA Wise, One College 
Avenue, Wise, VA 24293 
 
The College may grant undergraduate degrees posthumously. If the college determines that a 
deceased student has completed sufficient coursework to earn a degree, the College or chief 
academic officer (Provost or designee) has the authority to grant the degree posthumously.  
 
In the event a student is found responsible of some behavior through the Campus Judicial 
Board, Honor Court, or Administrative Settlement or Hearing, possible sanctions can include 
denying the student further membership in the College community and therefore the student is 
not entitled to hold or receive a degree from The University of Virginia’s College at Wise. In such 
cases a recommendation is made to revoke degrees awarded to students who have breached 
the Honor Code or Student Code of Conduct during their tenure as students, following 
proceedings consistent with due process of law. 

30. Non-returning students 

A non-returning student is dropped out of all classes when the form is received from the 
cashier’s office. 
 

https://www.uvawise.edu/alumni/replacement-diploma/


The form is filed in the student’s most recent file. 

31. Transcripts, Transcript Notations and Holds 

A transcript may be requested in one of the following ways: 
1. Online: 
Order transcripts online through Parchment. Mail or electronic delivery available for 
alumni, current students, and former students. This option allows you to “Hold for 
Grades” or “Hold for Degree”. 
2. By Mail: 
Print and mail us the Transcript Request Form (PDF). Mail the completed form to The 
University of Virginia’s College at Wise, Office of the Registrar, One College Avenue, 
Wise, VA 24293. 
3. In Person: 
Transcripts can be picked up at the Office of the Registrar. The Transcript Request Form 
must be completed and signed by the student before a transcript can be released. 
Expedited processing fee applies to each copy requested.  

 
 
Transcript Delivery Options & Fees: 

• In-Office Expedited Processing (pick-up only): $25.00 per copy (official) 
• Online Request & Electronic Delivery: Starting at $3.85/copy electronic processing fee 

through Parchment. 
• Standard Delivery via USPS: No fee 

 
For a transcript to be released, the physical or digital signature of the person requesting it is 
required.  No signature, no transcript. Official transcripts may not be requested via e-mail or 
by telephone unless the student has a digital signature on file in the Office of the Registrar. 
Unofficial transcripts can be requested by email by completing a transcript request form and 
emailing as an attachment to the Registrar’s Office. Transcript processing on average will take 2-
3 business days. However, during busier times such as: grade posting, registration, exams, and 
graduation; processing times increase up to 5 days.  

 
Transcript Notations and Student Holds 
Definitions: 

Transcript -- an official and legal record of a students’ work, showing courses taken, grades 
achieved and/or any other honor or application holds or transcript notations. 

Holds – UVA Wise has a system of codes (paper and electronic) that are used to flag or 
notify students and others that a problem or achievement exists on the student record. There 
are three levels holds with various level with in each that can be placed on a student record. See 
example and screenshot below: 

Code/Description/Hold Type/Default Description for Students/Instructions to Resolve/ Show 
on Web/ Active/ Hold Registration (Hold, Warning, Allow Web Registration)/Hold Transcript 

https://www.parchment.com/u/registration/32942/account
https://www.uvawise.edu/sites/default/files/attachments/pages/2020-07/Registrar-Transcript-Request-Form-Fillable-updated-6.27.14.pdf


(Hold, Warning, View Unofficial Transcript Online)/Hold Grade Report (Hold, Views Grades 
Online) 

 

 
 
Transcript Notations: Individual Notations placed on the students permanent official transcripts 
that with either explain or highlight or add important information to the student record. UVA 
Wise uses Transcript Notations (an official statement either at the end of the transcript or within 
the term) to indicate any special information that needs to be shared related to Student Holds, 
Academic Standing or Status and in accordance with Virginia and Federal statute or Department 
of Education, Department of Civil Rights or Department of Justice mandates or 
recommendations. The following holds may be placed on a student record with accompanying 
transcript notations (where applicable): 
 

• Academic Expulsion 
• Academic Suspension 
• Academic Probation 
• Academic Warning 
• Disciplinary Expulsion 
• Disciplinary Suspension 
• Medical Withdrawal 
• Interim Medical Withdrawal 

 
Practice relating to Transcript Notations for Holds Relating to Title IX  
 
At the inception of an administrative investigation involving a student respondent, the 
Associate Vice Chancellor for Conduct and Compliance (or designee, as used throughout) will 
provide written notification to the Office of the Registrar to place a hold on the student 
respondent’s account. The hold will remain in place until written notification to remove the hold 
is provided by the Title IX Coordinator to the Office of the Registrar. 
 
When a student has been suspended, dismissed, or withdraws from the institution while under 
investigation for an offense involving sexual violence or misconduct, the Associate Vice 
Chancellor for Conduct and Compliance will notify the Office of the Registrar of any actions that 
need to be taken on the student academic record. If a comment is to be placed on the student 
academic record, the Associate Vice Chancellor for Conduct and Compliance will provide the 
Office of the Registrar the notation to be added. If and when a comment is to be removed from 
a student academic record, the Associate Vice Chancellor for Conduct and Compliance will 
notify the Office of Records and Registration to modify the record. All correspondence between 
the offices will be carried out by formal notice through email or official letter. 
 



Holds will remain in place for suspended students until the period of suspension is successfully 
completed. The Office of the Registrar or the Office of Institutional Technology will provide a 
report that lists all current holds in the system. 
 
The Code of Virginia (July 8, 2015) requires the following wording:  
 
 "[Suspended, Dismissed, or Withdrew while under investigation] for a violation of [insert name 
of institution's code, rules, or set of standards]." 
 
In accordance with the Code of Virginia (23-9.2:15), Students will be notified in writing that the 
statement has been placed on their permanent record no more than 30 days after such notation 
is applied. In the event that a student is found not responsible or new information demands that 
the notation be removed, UVA Wise will remove the notation and inform the student in writing 
no more than 30 days after the notation is removed. 
 
Students who leave UVA Wise with a pending Honor Court charge will have their transcript so 
noted: “This student has a pending Honor Court violation and is not a student in good 
standing.” 
 
 
 
Release of Transcripts for students enrolled at The Center for Teaching Excellence (CTE) 
All students enrolled in any course taught by CTE sign an agreement to abide by the policies 
that govern the operation of the College. It is the policy of the Office of the Registrar that those 
students may have their transcripts released by following the same policies outlined in Section 
29, part 1.  

32. Credit Hours and Calendar Rules (note Standard 10.7 SACSCOC 
in Appendix B & UVA Wise Curriculum Guide Appendix C) 

  The Office of the Registrar is responsible for maintaining the integrity of the academic record 
and assuring that sound practices are employed when determining the amount and level of 
credit awarded for courses, regardless of mode of delivery. The College adheres to the Carnegie 
Unit (http://classifications.carnegiefoundation.org/) which, strictly speaking, breaks down into 
the Credit Hour – a time-based reference used by most colleges to refer to a one-hour (or fifty 
minute) session. One unit of credit represents a total of three hours per week on in-class and 
out-of-class work. In this context, an hour is defined as 50 minutes.  The Code of Virginia 
(8VAC40-31-140) requires that all instructional courses for degree credit require a minimum of 
15 contact hours for each semester credit hour. At UVa-Wise, a typical 3-credit hour course is 
offered over a 15-16 week semester (fall or spring) and a student receives approximately 40-45 
hours of instruction. The College catalog notes that “credit is accumulated in semester hours 
and each 15 hours of lecture time is equivalent to one semester hour of credit. This means a 



three-semester-hour course will normally meet for three hours per week”. Laboratory-, clinical- 
or practica-based courses are adjusted accordingly based on discipline and course description. 
Three hours of laboratory time, for instance, would be considered equivalent to one hour of 
lecture time. The Office of the Registrar Policy and Procedure Guide outlines the steps and 
process for determining credit hours for non-traditional courses or courses that might be 
variable credit. The following credit-based configurations were determined by Dr. George 
Culbertson and have been in practice since the late 1950s. The Calendar rules were developed 
by the Provost and approved by the Chancellor and the senior staff in August of 2017. 

UVA Wise Instructional Credit Hour and Contact Guidelines 

Course instructional modality may vary but course expectations must always align with the stated 
learning outcomes for each course. (See 10.7 SACSCOC Accreditation 2026) 

Federal Definition of a Credit Hour: UVA Wise follows the federal definition of a credit hour 
wherein academic effort and work reflects intended learning outcomes and is verified by 
evidence of student achievement as established by the College.  This regulation applies to all 
academic levels that award academic credit regardless of instructional delivery mode.  Academic 
departments and colleges offering course credit are required to ensure compliance with the 
federal and state regulations governing credit hours.  UVA Wise follows the State Council of 
Higher Education (SCHEV) definition of a credit hour as “A unit of measure representing an hour 
(50 minutes) of instruction over a 15-week period in a semester or trimester system or a 10-
week period in quarter systems.  It is applied toward the total number of hours needed for 
completing the requirements of a degree, diploma, certificate, or other formal award”. 

For each one (1) credit hour awarded and earned, specific federal regulations expect an 
approximation of one (1) hour of direct faculty instruction or classroom instruction and a 
minimum of two (2) hours of out of class student work each week for the length of the academic 
semester or an least an equivalent of work as described in the contact minutes standard 
instructional formats as described in the following table. 

STANDARD INSTRUCTIONAL FORMATS 

A contact hour is the measure of scheduled instruction provided to students and is guided by 
the format of instructional delivery of the course. 

Instructional 
Delivery 

Definition Credit Hours per 
Contact Hour 

Specifics 

Design 
Lab/Studio 

A course requiring visually 
focused work where students 
have “hands on” 
experimentation or practice 
of a subject or discipline 

1.5 contact hour = 1 
credit hour 

Design labs or studio classes 
present environments for 
students to engage in creative 
or artistic activities. May require 



Instructional 
Delivery 

Definition Credit Hours per 
Contact Hour 

Specifics 

more faculty/instructor 
engagement than a defined lab. 

Independent 
Study (May not 
be used for 
internships, 
practicums, or 
undergraduate 
research.) 

A course requiring students 
to experience individualized, 
independent, directed, or 
guided studies led by a 
faculty member or qualified 
representative.   

Variable contact hours 
and variable credit 
earned.  Student 
contract for independent 
study must include 
contact hours with the 
faculty member. 

Expectation of specific contact 
hours with the faculty member 
or qualified representative in 
addition to the individualized 
work. 

Internship, Field 
Experience, 
Practicum, 
Undergraduate 
Research 

A course requiring students 
to participate in experiential 
learning under the 
supervision of an employee 
of an external entity, or a 
university expert (faculty 
member.) 

9 contact hours = 3 
credit hours -- 18 
contact hours = 6 credit 
hours -- 27 contact 
hours = 9 credit hours 

Individual departments 
may require more 
internship contact hours 
as determined by the 
faculty and the 
Undergraduate Studies 
Committee (USC) 

Internship, Field Experience, 
Practicum, Undergraduate 
Research 

Lab A course requiring scientific 
or research focused “hands 
on” work 

3 contact hours = 1 
credit hour 

A course where all students 
apply a scientific or technical 
premise. May have less 
expected interaction for the 
instructor but requires 
facilitation 

Lecture A course led by an expert or 
qualified representative in 
the subject or discipline 

1 contact hour = 1 credit 
hour 

  

Recitation A course requiring 
supplemental or expanded 
discussion of the content of 
a specified lecture. 

1 contact hour = 1 credit 
hour 

*no more than 50 minutes per 
week 

Seminar A course structured in 
support of student 
conversation, shared 

1 contact hour = 1 credit 
hour 

  



Instructional 
Delivery 

Definition Credit Hours per 
Contact Hour 

Specifics 

experiences, shared 
readings, and led by faculty. 

 
 
Online/Distance Courses:  The Department Chair, in coordination with the Provost, of the 
course offering subject will be accountable for all qualitative aspects of virtual campus course 
offerings as well as assuring the standards for awarding credit are consistent for credit that must 
be met by all students in other instructional delivery formats.  As an approved participant in the 
National Council for State Authorization Reciprocity Agreements (NC-SARA), UVA Wise adheres 
to the interregional guidelines for the evaluation of all distance education courses and assures 
the quality, benchmarking, and course expectations of virtual are the same as on-campus 
courses. All virtual courses and instructors are subject to the college guidelines regarding online 
learning and are over seen by the UVA Wise Remote Standards Committee. UVA Wise’s Center 
for Educational Excellence and Innovation offers additional support and resources for faculty 
participating in online learning. 

Contact Minutes in a Semester 

The federal requirement for a 3-hour semester course is 37.5 hours. UVA Wise requires a 
minimum of 40-45 hours on contact time for a 3-hour course.  A Monday-Wednesday-Friday 
class meets for 50 minutes a day (150 minutes a week) and meets for 15 weeks giving a total 
contact minutes of 2250 for the term.  A Tuesday-Thursday class meets for 75 minutes a day 
(150 minutes a week) and meets for 15 weeks, a total of 2250 minutes for the term. Both have 
an additional exam week contributing another two hours of contact time.  

Minutes Per Class Session – Fall and Spring Terms 

Credit Hours Days Meet Per 
Week 

Contact Hours 
F2F 

Weeks 

1 Credit Hour 1 Day 50 Minutes 15 Lecture/1 Exam Week (17 
Hours) 

2 Credit Hours 1 Day 1 Hour 40 
Minutes  

15 Lecture/1 Exam Week (17 
Hours) 

2 Credit Hours 2 Days 50 Minutes 15 Lecture/1 Exam Week (17 
Hours) 

3 Credit Hours 1 Day 2 Hours 30 
Minutes 

15 Lecture/1 Exam Week (17 
Hours) 

3 Credit Hours 2 Days 1 Hour 15 
Minutes 

15 Lecture/1 Ex15 Lecture/1 Exam 
Week (17 Hours)am Week 

3 Credit Hours 3 Days 50 Minutes 15 Lecture/1 Exam Week (17 
Hours) 



4 Credit Hours 2 Days 1 Hour 40 
Minutes 

15 Lecture/1 Exam Week (17 
Hours) 

 

Minutes Per Class Session – Summer Sessions 

Credit Hours Days Meet Per Week Contact Hours F2F Weeks 
2 Credit Hour 4 Days 1 Hour 45 Minutes 5 Week Summer Session 
2 Credit Hours 5 Day 1 Hour 20 Minutes  5 Week Summer Session 
3 Credit Hours 5 Days 1 Hour 50 Minutes 5 Week Summer Session 
3 Credit Hours 4 Days 2 Hours 20 Minutes 5 Week Summer Session 
3 Credit Hours 3 Days 3 Hours 5 Week Summer Session 
3 Credit Hours 2 Days 4 Hours 30 Minutes 5 Week Summer Session 
4 Credit Hours 5 Days 2 Hours 30 Minutes 5 Week Summer Session 
4 Credit Hours 4 Days 3 Hours 5 Minutes 5 Week Summer Session 
4 Credit Hours 3 Days 4 Hours 10 Minutes 5 Week Summer Session 
4 Credit Hours 2 Days 6 Hours 15 Minutes 5 Week Summer Session 

 

Assignment of teaching load and academic advising are the responsibility of the department 
head or chair and may vary from one term to the next depending on the departmental 
requirements.  Although the normal load for those engaged only in teaching is 12 didactic 
hours, the loads vary widely and are usually adjusted to permit time for other scholarly activities, 
for outreach which is related to the missions of the university and the faculty member's 
disciplinary expertise, and for faculty development related to the quality of instruction.   

The courses designated as Undergraduate Independent Study and Undergraduate Research are 
generally unique educational experiences between an instructor and a student.  Such studies 
require prior approval by the instructor's department chair and by the Associate Provost of 
Curriculum.  

 

Calendar Planning Rules 
1. Summer I begins the THIRD Monday after Commencement. 
2. Summer II begins the First Monday after July 4. 
3. Fall begins the THIRD Wednesday in August. 
4. Spring begins the FIRST Wednesday after January 11. 
5. Terms must be between 14 and 21 weeks per federal financial aid. 
6. Each term must have at least 45 MWF classes (exactly 37.5 for 50 minute calculation, 45 

hours for Carnegie unit) and 30 TR classes offered (traditional 3-hours) in a regular term. 
7. Summer hours must match regular term hours. 
8. First seven week courses end the week before break. 
9. Exam and Thanksgiving weeks count as “weeks of instruction” 

 
Subterms 



 
Fall Term 

• Final Advising Day = Monday before Classes Begin 
• Fall begins the third Wednesday in August. 
• Census Date = 25 days into the term 
• Fall Break Days = The last Thursday and Friday in September/No Classes, College Open 
• Mid-Semester Grades Due = Friday after Fall Break Days. 
• Preregistration for Spring = Third week of October. Thursday/Seniors, Friday/Juniors, 

Monday/Sophomores, Tuesday/Freshmen, Wednesday/Taking Care of Business Day 
(TCOB)/No Classes, Friday/Others 

• Election Days = Monday/No Classes, Tuesday/College Closed 
• Thanksgiving Break = Wednesday, Thursday, and Friday of Thanksgiving Week 
• Grades due Monday after Exam Week at Noon. 

 
Spring Term 

• Final Advising Day = Tuesday before Classes Begin 
• Classes Begin Third Wednesday in August 
• Census Date = 25 days into the term 
• Spring Break = second week of March 
• Mid-Semester Grades Due = Friday before Spring Break 
• Preregistration for Spring = Third week of March. Thursday/Seniors, Friday/Juniors, 

Monday/Sophomores, Tuesday/Freshmen, Wednesday/Taking Care of Business Day 
(TCOB)/No Classes, Friday/Others 

• Research Day = Third Thursday in April/No Classes, Friday/No Classes 
• Grades due Monday after Commencement at Noon. 
• Commencement = First Saturday after Exam Week ends. 

 
 
2024 through 2030 
 



 
 

33. International Credit Evaluation 

UVA Wise evaluates all international transfer credit based on a range of criteria, including, but 
not limited to: 

• Admission requirements of the transferring institution and comparability 
• Length of program, level of program 
• Program type, quality, structure and intention 
• Credential/qualification credit and/or award requirements. 

Additional important considerations relate to average workload (hours/units/subjects) in an 
academic year/term, the full-time duration of the program of study, hours to complete program, 
and whether the course related to theory, practice or both. Finally, attention is given as to 
whether the program of study is credit-based, hours-based, marks-based or subject-based. The 
Registrar relies on professional standards and the expertise of faculty in specific areas of study. 
UVA Wise has a diverse and talented faculty and programs with sister institutions in Spain, 
Austria, Turkey, Mexico and the United Kingdom. In cooperation with our study abroad 
providers, UVA Wise also gives students opportunities to study in over 400 universities in 65 
countries. International transfer credit can range from our own courses provided through our 
courses abroad in which students earn grades as well as other programs that may be evaluated 
in advance or after the study had taken place.  

The International Affairs Office of the U.S. Department of Education provides clear functional 
definitions of the credit hour, categorized into lecture, laboratory and practice coursework: 

• Lecture (or seminar) – one credit hour represents one hour per week of scheduled 
class/seminar time and two hours of student preparatory time. Most lecture courses are 



awarded three credit hours. Over the course of a semester this represents approximately 
45 hours of class time and 90 hours of student preparation. 

• Laboratory – one credit hour represents one hour per week of instruction or discussion 
plus one to two hours per week of scheduled supervised or independent lab work, and 
two hours of student preparation time. Most lab courses are awarded up to four credit 
hours. This represents 45 hours of class time, between 45-90 lab hours, and 90 hours of 
student preparation per semester. 

• Practice – (supervised clinical rounds, performing arts, field work, student teaching, etc.) 
One hour represents three to four hours per week of supervised or independent practice. 
This in turn represents 45 to 60 hours of work per semester.  

Prospective students who wish to submit for consideration college-level academic coursework 
completed outside of the U.S. should have their transcripts evaluated by one of the following 
educational credential evaluation services: 

American Association of Collegiate Registrars and Admissions Officers (AACRAO) 
International Education Services, One DuPont Circle, NW, Suite 520, Washington, D.C. 20036-
1135 -- (202) 296-3359 
World Educational Services, Inc. (WES) 
P.O. Box 5087, Bowling Green Station, New York, NY 10274-5087 -- (212) 966-6311 
Educational Credential Evaluators, Inc. (ECE) 
P.O. Box 514070, Milwaukee, WI 53203-3470 -- (414) 289-3400 
Educational Perspectives, nfp. (EP) 
P.O. Box 618056, Chicago, IL 60661-8056 -- (312) 421-9300 

Other evaluators may be chosen but must be a member of the National Association of 
Credential Evaluation Services (NACES®) or the Association of International Credentials 
Evaluators (AICES®) http://www.naces.org/members.htm. NACES® is an association of private 
educational credential evaluation services committed to formulating and maintaining ethical 
standards in the field of foreign educational evaluation. NACES® was founded in 1987 by 
credential evaluation services dedicated to promoting excellence and committed to setting the 
standards for the profession. Evaluation reports prepared by NACES® members are judgments 
based on appropriate reference material, including current research. NACES® member 
organizations examine documents for accuracy and authenticity. Reports include information 
about the credential awarded and the U.S. equivalency. Nursing candidates can also have their 
evaluation performed by the Credentials Evaluation Service of the Commission on Graduates of 
Foreign Nursing Schools (CGFNS) http://www.cgfns.org/sections/programs/ces/#. 

Students must be in good standing at the institution from which they are transferring and may 
only use one evaluation service and may not send in multiple evaluations for transfer credit 
without first requesting permission from the Registrar or Academic Dean. Students must have 
official copies of evaluations sent directly to UVA Wise from the credential evaluation service. 
The Registrar, in cooperation with the appropriate faculty recommendations, evaluate the 

http://www.aacrao.org/international/
http://www.aacrao.org/international/
http://www.wes.org/
http://www.wes.org/
http://www.ece.org/
http://www.ece.org/
http://www.edperspective.org/
http://www.naces.org/members.htm
http://www.cgfns.org/sections/programs/ces/


transcript. Once evaluated, the student will receive a letter from the registrar outlining credits 
accepted and will have an opportunity to discuss these credits if desired. 

Students who are currently enrolled at UVA Wise and wish to transfer international credit back 
to UVA Wise must fill out the Request to Transfer a Course from online at 
www.uawise.edu/registrar.  

34. Grades  

Faculty members enter their grades through the faculty portal. Once all grades are entered for 
the appropriate term, a global academic update must be run to lock all grades onto student’s 
electronic records. Faculty who do not report grades may receive a NR for each student who 
does not have a grade entered in the portal.  
 
College and State Policy (Library of Virginia Archival and Records Management Services Division, 
July 2008) require that grades placed in the system may not be changed after one year. 
Additionally, all documentation should be destroyed related to grading after the final grade is 
placed in the system or one year from date of the final grade entry. Changes after one year may 
only take place with approval from the Academic Dean and Provost of the College and must be 
based on very extenuating circumstances.  
 
To enter grades: faculty log in to the faculty portal (my.uvawise.edu) and do the following: 

• Choose the Faculty Tab at the top (default location) 
• Click on My Courses 
• Click on Grade Entry  
• Select the Division and Term and click search 
• Select the course (if more than one, do individually) to enter grades  
• Enter grades and click submit 

 
To submit a grade change after the portal closes, faculty go to the Faculty Forms link on the left 
menu and submit a Change of Grade Form. 
 

35. Foreign Language Credit Application 

Students entering UVA Wise as first-time freshmen or transfer may acquire credit for foreign 
language one of four ways: 

1. Take one of the foreign language sequence of courses offered (FRE 1010/1020, GER 
1010/1020, SPA 1010/1020). Students who take one of the advanced courses (SPA 1030 
or FRE 1030) and make a C- grade or higher will receive credit for SPA 1010 or FRE 1010 
and their foreign language is complete. Students who take the advanced course and do 
not receive a grade of C- or better can take the second half of the sequence (1020) to 
meet their language requirements.  

http://www.uawise.edu/registrar


2. Taking a full sequence (first and second half of an introductory/elementary foreign 
language) at another accredited college and makes a grade of C- or better they can 
receive LAN 1010 and LAN 1020 as a CR TR GRADE 3 credit hours entry on their transfer 
entry screen. They will receive a grade and hours earned. This includes if the language is 
an English course sequence.  

3. Taking a placement test, advanced placement test or CLEP test to receive credit. Students 
who take this test will have credit awarded by the Language and Literature department 
and will LAN 1010 and LAN 1020 as a CR AC GRADE 3 credit hours entry on their transfer 
entry screen.  

4. Students who meet with the appropriate Foreign Language faculty or department 
designee and that faculty member communicates with the Registrar (or designee) that 
the student has sufficient skill and experience to have satisfied the foreign language 
series requirements, that student will receive LAN 1010 and LAN 1020 as non-credit 
baring courses that satisfy the general education requirement. LAN 1010 CR AC CR no 
credit hours. 

36. Grade reports 

Official grade reports are no longer mailed to the student (as of fall 2004). Students may view 
and print their grades through the student portal utilizing their student log-in and password.   
 

37. Incompletes 

An “I” represents incomplete work in a course and indicates that the grade for the course is 
being withheld until additional work is performed and approved. Incompletes are not 
considered prejudicial grades. The decision to award an incomplete is made by the instructor. 
Students may receive this grade when serious illness, death in the immediate family, military 
service or other hardship during the semester in which they are registered prevents them from 
completing course requirements. To receive an incomplete, a student should have completed a 
majority of the course’s major requirements. A grade of “I” automatically becomes an “F” after 
45 days if the instructor has not submitted a grade change prior to that time or requested an 
extension. Under extraordinary circumstances, extensions may be permitted at the request of 
the instructor with the approval of the Academic Dean. 

In cases where a student is trespassed or interim suspended, the student may be offered the 
opportunity to receive incompletes. This decision will be made on a case-by-case basis and 
appropriate academic and disciplinary personnel will coordinate as necessary.  



38. Change of grade 

If a teacher needs to change a grade that was previously turned in, a change of grade form must 
be submitted electronically via the faculty portal. This grade change will go first to the Academic 
Dean who will then approve and forward to the Office of the Registrar. All Change of Grade 
Records are destroyed one year from the date of entry per the regulations of the Library of 
Virginia Retention Schedule.  
 

39. Course schedules 

Faculty receive the course schedule via an Excel spreadsheet. The Chairs make appropriate 
revisions based on real-time information available in the Faculty Portal and return to the Office of 
the Registrar and the schedule is then entered into the Student Information System.  
 
 
 
 
 
 
 
 

40. National Student Clearinghouse Submissions 

Reporting Schedule  

The Office of the Registrar work with the National Student Clearinghouse to develop a reporting 
schedule for the spring and fall terms (standard) and the summer terms (non-standard), and the 
degree verify files. Each enrollment certification file is uploaded within 30 days of the previous 
file and is verified for any errors within 10 days of upload. Degree file are uploaded at the end of 
May, the end of Summer terms, and the end of December. 

The Office of the Registrar keeps Enrollment Audits in each file submission folder for each term.   

The Office of the Registrar will keep copies of the Error Reports and will correct and update any 
records within ten business days of the notification from the National Student Clearinghouse. 
Similarly, follow-up notifications regarding additional corrections or updates will be responded 
to within 5 business days. Copies of error reports will be kept on file in the following secure 
location: 

Registrar (//regsvr) (R:) > Office > NSC INFO SUBMISSIONS > Applicable Folder 

The above location also contains PDF documents relating to the Jenzabar Student Information 
System processes for Enrollment and Degree Reporting. 



For Degree Verification reporting, the Office of the Registrar will submit degrees recorded three 
times a year: 

1. At the end of Summer II term (generally the first week of August conferral date or 
after conferrals are in the system) 

2. The week before the college closes for Christmas break or the first week back after 
New Year’s (late December or early January) after degrees are conferred 

3. The last week of May or the first week of June (after spring degrees are conferred) 

Primary responsibility for submitting reports will be the Registrar, secondary responsibility will 
fall on staff responsible for the Life of File (student files) and Course Schedule. Each of these 
individuals will be copied on all emails and cross-trained at least one time during the normal 
school year (Summer 1 to Spring).  

 

 

 

 

Student Information Process (Jenzabar) for Submitting Data 

STEP 1:  NSC Update PT/FT Hours And Status Information 

 

STEP 2: NSC Maintain Student Data Records 



 

 

 

 

STEP 3: Create NSC Transmittal and Final Files 

 Once appropriate fields are populated, click on “Populate Transmittal Tables” 



 

Degree Verification Reporting 

Status Start Dates – Dates are all related to the  

41. Advanced placement 

The University of Virginia’s College at Wise recognizes the advanced placement, CLEP, IB and 
Cambridge and potentially legitimate methods of receiving college credit. The College’s policy on 
accepting these credits can be found in the catalog and a general guideline is also available on 
the website at www.uvawise.edu/registrar. 
 

42. College Catalog 

The University of Virginia’s College at Wise publishes its undergraduate catalog once a year. 
Beginning in the 2019-2020 academic year, the Office of the Registrar houses the catalog update 
process. The Academic Program Committee (APC) has jurisdiction over all academic matters at 
UVA Wise. This Committee reviews and approves all proposals from academic departments 
relating to course and curriculum changes. They also review proposals for any special academic 
procedures related to honors and other aspects of the college as they pertain to the instructional 
mission.  
 

http://www.uvawise.edu/registrar


Each year, the APC process begins in October and runs through January of the new year. All 
approved proposals are then communicated to the Office of the Registrar via a group BOX folder. 
The Office of the Registrar makes appropriate changes to the catalog based on these approvals 
by April 1st of each year. These changes are then communicated to the catalog stakeholders 
around campus for review prior to publishing the college catalog. The academic departments, as 
well as personnel in Admissions, Financial Aid, Student Affairs, Compliance, Advocacy and 
Opportunity, the Provost, and others will be given one month (May 1st) to review and comment 
on catalog changes. This gives the Office of the Registrar time to review, update and respond 
prior to publishing. Ideally, the catalog will be available for publishing by June 1 for 
undergraduate students. The catalog goes into effect on August 1 of each year.  
 
Catalog Timeline 
 APC Process – October to February 
 Initial Catalog Updates completed by March 30th 
 Updates Communicated to Constituents by April 1 
 Comments/Changes Received Back by May 1 
 Finalized changes made prior to publishing by June 1 

 
 

43. Remote and Flex Time 

Remote work is defined as any days where an employee is pre-approved to work from home for 
a full eight-hour day. Remote work must be pre-approved by the supervisor. The University of 
Virginia’s College at Wise requires a work log narrative for all remote work to be turned in within 
one week of remote work ending. Employees request to work specific remote days under 
supervisor approval. 
 

Flex time is defined as when an employee works a 40-hour week in four 10-hour increments 
rather than five 8-hour increments. Employees requesting Flex time must submit pre-approved 
Flex days at least four weeks prior to start date. Normally, flex days will not be used during the 
normal fall and spring terms.  
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Appendix B 
 

SACSCOC Standard 10.7 
 

10.7 The institution publishes and implements policies for determining the 
amount and level of credit awarded for its courses, regardless of format or 
mode of delivery. These policies require oversight by persons academically 
qualified to make the necessary judgments. In educational programs not 
based on credit hours (e.g., direct assessment programs), the institution has 
a sound means for determining credit equivalencies. 
(Policies for awarding credit) 
 
UVA Wise publishes and implements policies for determining the amount and level of 
credit awarded for its courses, regardless of format or mode of delivery.  These policies 
require oversight by persons academically qualified to make the necessary judgments. 
UVA Wise procedures conform to commonly accepted practices in higher education as 
guided by the State Council of Higher Education for Virginia (SCHEV). Virginia codifies 
these policies for determining the amount and level of credit awarded for courses. 
Faculty governance via the Undergraduate and Graduate Studies Committees review, 
manage, and approve curriculum changes, including credits awarded for coursework. 
 
Credit Hour Definition 
 
UVA Wise operates on a semester calendar year with two standard terms (spring and 
fall) and two non-standard summer sessions. UVA Wise follows the State Council of 
Higher Education (SCHEV) definition of a credit hour as a “unit of measure representing 
an hour (50 minutes) of instruction over a 15-week period in a semester or trimester 
system or a 10-week period in quarter systems.  It is applied toward the total number of 
hours needed for completing the requirements of a degree, diploma, certificate, or other 
formal award.” For each one (1) credit hour awarded and earned, specific federal 
regulations expect an approximation of one (1) hour of direct faculty instruction or 
classroom instruction and a minimum of two (2) hours of out-of-class student work each 
week for the length of the academic semester. The College also follows the federal 
definition of a credit hour wherein academic effort and work reflects intended learning 
outcomes and is verified by evidence of student achievement. This regulation applies to 
all academic levels that award academic credit regardless of instructional delivery mode 
and 1 credit represents, at a minimum, a total of 37.5 hours of student engagement.   
 



For the purposes of applying this definition, a credit hour is an amount of work 
represented in intended learning outcomes and verified by evidence of student 
achievement and follows these expected patterns: 
 
• A 1 credit course equates to at least 17 contact hours (15 hours of classroom 

instruction plus a 2-hour final exam). 
• Whether courses are scheduled to meet one or more times per week, in shortened 

sessions such as Summer Sessions, or other modalities, such as online or blended 
courses, it is expected that at least the equivalent of 50 minutes x 15 periods of 
instruction, exclusive of breaks, plus the final exam is the basis for each credit 
awarded. 

• Common practice expects that students will devote 1 hour in class and 2 to 3 hours 
outside of class in reading, study, research, preparation of papers, etc. for a total of 
3 or more hours per week for each credit in a lecture/discussion course. This 
practice/ expectation applies to all modalities. 

• Laboratory courses, where all requirements are met in the laboratory should meet 
the approximate of 3 credit hours X 50 minutes X 15 weeks for each credit; those 
laboratory courses that require substantive work outside the laboratory should 
meet 2 credit hours x 50 minutes x 15 weeks. 

• Combined lecture/laboratory courses should be designed in accordance with the 
guidelines outlined above, even if there is no discrete break between the lecture 
and laboratory components of the course. For example, a 3-credit combined 
course with 2 hours of lecture would meet 4 hours per week if substantive out-of-
laboratory work is required and 5 hours per week if the laboratory work is 
conducted entirely in class. 

• UVA Wise courses offered in the online or blended delivery mode that do not meet 
the traditional contact hour requirements still maintain the same outcomes, 
outline, and structure as their face-to-face counterparts. Courses converted from a 
face-to-face course into an alternative delivery mode must meet the standards of 
the Remote Learning Standards Committee. Prior to implementation, courses that 
are converted to an online or blended modality are reviewed and approved 
through that committee.  This committee oversees instructional design, quality of 
instructor, and provides support and resources to faculty (See UVA Wise 
Instructional Contact Hours and Instructional Contact Minutes).  

 

Credit Hours Applied for Transfer and Alternative Learning 
 
The State Council of Higher Education for Virginia (SCHEV) is the Commonwealth's 
coordinating body for higher education. SCHEV makes higher education public policy 



recommendations to the Governor and General Assembly and facilitates collaboration 
among Virginia’s colleges and universities. UVA Wise publishes a transfer equivalency 
chart for both Virginia and Kentucky community colleges with details regarding which 
courses will transfer for credit. The College accepts Credits for Prior Learning (CPLs) as 
reviewed and approved by faculty. These include Advanced Placement (AP), 
International Baccalaureate (IB), Cambridge International Education (CIE), College Level 
Examination Program (CLEP) and other credits as approved by expert faculty and 
Department Chairs. Faculty review any new courses or tests periodically and as needed 
and these credit equivalents are published on the Office of the Registrar website.  
 

Course Types and Numbering 

In addition to traditional courses, other course types include variable credit courses, 
special topics courses, independent courses, internships and experiential learning 
courses, asynchronous distributed learning courses, laboratory courses, and non-
standard session courses. The credit hours for these courses are determined by the 
faculty through the faculty governance process (e.g., review and approval by 
Undergraduate and Graduate Studies Committee and the Faculty Senate). Asynchronous 
distributed learning courses must include a syllabus that illustrates how the course 
incorporates an amount of work equivalent to the face-to-face version of the course and 
appropriate for the number of credit hours awarded as set forth by the Remote Learning 
Standards Committee. 
 
Course numbers are designated as follows: 
 

• Lower Division Undergraduate Courses (100-200 level courses): Typically, lower 
division or introductory courses are taken during the during the freshman and 
sophomore year. 

• Upper Division Undergraduate Courses (300-400 level courses): Typically, upper 
division undergraduate courses are taken during the junior and senior year. 

• Entry Level Graduate Courses (500-600 level courses): These are graduate level 
courses that may be taken by advanced undergraduates or graduate students 
unless prohibited by specific campus regulations. Course syllabi must have clearly 
distinguished requirements for undergraduate credit and graduate credit and 
graduate students are expected to perform at a higher level with additional 
graduate level requirements. 

• Upper Level Graduate Courses (700 level and above): These are graduate level 
courses. Undergraduate students may only enroll in these courses through the 
special permission processes managed by the Graduate School or Academic 
Department Chair.  



 
Course naming policies are determined at the college level and course titles are 
approved through the faculty governance process (e.g., approval by the Undergraduate 
and Graduate Studies Committees and the Faculty Senate). 
 
Course Development and Faculty Review 
 
Course development begins with the academic unit and decisions regarding the number 
of credit hours and level of the proposed course are made at the departmental level 
based on the nature of the course and the requirement of the 
program for which it is designed. Once voted on and cleared by the department, 
proposed changes are then forwarded to the Undergraduate or Graduate Studies 
Committees for review and approval. Final approval comes from the Faculty Senate.  
Faculty have responsibility for the curriculum at UVA Wise and oversite of program 
content, quality, effectiveness, and the assignment of the amount of credit to be 
awarded. The Undergraduate and Graduate Studies Committees respectively (USC and 
GSC) approve curriculum change (new courses, minor course changes, program/major 
changes) through a proposal and approval process includes rationale for the change. 

Academic departments and the faculty curriculum committees, in consultation with the 
Associate Provost of Curriculum and the Office of the Registrar, collaborate to 
determine the quantity of credits awarded for courses and programs of study in 
accordance with commonly accepted discipline specific best practices as indicated in the 
UVA Wise Instructional Credit Hour Guide. Once a proposal has been routed through 
the process, it is placed in the college catalog or appropriate public facing document 
until the next review process. 

Within the framework of the committee process, examination of the following are often 
considered: 

• Purpose and goals of a course 
• Learning outcomes 
• Content and topics 
• Assessment 
• Class level (undergraduate, upper 

or lower division, graduate) 
• Course type (lecture, lab, clinical, 

studio, practica, etc.) 
• Credits 

• Delivery mode 
• Supporting resources 
• And other factors as appropriate 



 

The Faculty Handbook outlines the Undergraduate and Graduate Studies Committee 
process as well as the Faculty Departmental Reviews. Courses that have both 
structured and less structured classroom schedules (research seminars, internships, 
practica, studio work, clinicals, or any other academic work leading to the award of 
credit hours) at a minimum, will state clearly learning objectives and outcomes on 
their syllabi.  

Per the course syllabus policy, the syllabus for a course each time it is offered will 
provide information on the investment of time by the average student necessary to 
achieve the learning goals of the course. Such information will be tailored to the 
length of the session and the format of the course (e.g. face-to-face, hybrid, online, 
independent study, etc.) and will detail all applicable items related to class contact, 
laboratories, examinations, tutorials and recitations, assignments, and preparation 
and study. 
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Appendix C 
 

UVA Wise Curriculum Guide 
for Majors, Minors, 
Concentrations & Course 
Types 

Degree 

UVA Wise offers three degree types: 

• Bachelor of Arts – a degree that focuses on subjects within the liberal arts, 
humanities, social sciences, languages, culture, and fine arts but may include 
areas like education and kinesiology 

• Bachelor of Science – a degree that focuses on scientific, technical, business, 
mathematical areas but may include other areas 

• Master of Education – a postgraduate academic qualification pursued after a 
bachelor’s degree that allows for advanced study or knowledge of a area of 
study or professional practice 

Major 

A major is a student’s principal field of study. Majors are in specific disciplines or are 
interdisciplinary groupings of courses that are designed to make a coherent whole. The 
department or program administering the major specifies required and optional courses. 
Undergraduate students must declare a major no later than the semester in which they are 
enrolled in their 45th credit. Some majors require course sequences that necessitate earlier 
selection of the major to earn a baccalaureate degree within four years of full-time study. 
Therefore, a registration hold will be placed on any undeclared undergraduate student 
enrolled in their 45th credit. The hold will not be removed until the student meets with an 
advisor for major selection. 

The major becomes official only after the Office of the Registrar has received approval of the 
change by the appropriate department chair. The student record will then be updated and 
the degree and major will appear on the student’s permanent record and official transcript at 
the time of graduation. 

The following minimum requirements are needed for completion of a major: 

• Completion of all necessary courses within the major 
• Any special requirements stipulated by the major such as average grade point 

average 



Registrar’s Office/UVa-Wise  Policy & Procedure 
 

© UVa-Wise, 2024 Issue Date: August 2025  
Author: Registrar’s Office Document Status: Final  

 
95 

 

The final responsibility for meeting graduation requirements rests with each individual 
student. Requirements for graduating with a degree from UVA Wise include: 

• A minimum of 120 semester hours. (At most, three hours earned in physical 
education activities courses may be counted as part of the 120-hour requirement.) 
Completion of the Liberal Arts Core general education requirements is considered to 
be part of the 120 hours. 

• An overall grade point average of 2.00 or higher for all college level work (including 
all coursework at other institutions) and 2.00 or higher on all work attempted at UVA 
Wise. 

• In the major area, a grade point average of at least 2.00 or higher as prescribed by 
the major. 

• Completion of requirements for one of the major program areas and the general 
education requirements as described in the catalog of record. 

• Completion of at least 45 semester hours through UVA Wise, with a minimum of 15 
semester hours of upper-level courses completed in the major. 

• Completion of at least 58 semester hours in a regionally accredited four-year college 
or university. 

• The filing of an application for graduation with the Office of the Registrar at least one 
full semester prior to the anticipated graduation date. 

 

A student will normally meet the graduation requirements outlined in the College catalog of 
the year in which the student entered the College. A student may elect to satisfy the 
requirements outlined in a catalog subsequent to those in effect when the student entered. 
However, a student may not use the requirements outlined in a catalog that is more than 
eight years old at the time a student graduates. A student may change catalogs by declaring 
a major with the appropriate Department Chair (see Declaration of Major). 

Graduating seniors must be in good standing with respect to academics (see above) and the 
College judicial system. Any student who is not in good standing judicially, who has penalties 
levied but not satisfied as the result of a judicial process, or who has an Honor Court case 
pending will be allowed to walk during the graduation ceremony, but will not receive a 
diploma or transcript. The student’s diploma and/or transcript will not be forthcoming until 
all penalties are satisfied and all sanctions are lifted. 

Students interested in pursuing multiple majors or degree paths must follow the policy as it 
relates to the specific major. Students must earn at least 24 distinct hours if pursuing a 
second degree path.  

Course Types and Numbering 

https://www.uvawise.edu/registrar/how-declare-major
https://www.uvawise.edu/college-life/campus/student-leadership-governance/honor-system
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In addition to traditional courses, other course types include variable credit courses, special 
topics courses, independent courses, internships, service learning, experiential learning 
courses, asynchronous distributed learning courses, laboratory courses, and non-standard 
session courses. The credit hours for these courses are determined by the faculty through the 
faculty governance process (e.g., review and approval by the Undergraduate and Graduate 
Studies Committee and the Faculty Senate). Asynchronous learning courses must include a 
syllabus that illustrates how the course incorporates an amount of work equivalent to the 
face-to-face version of the course and appropriate for the number of credit hours awarded 
as set forth by the Remote Learning Standards Committee. 
 
While students are not constrained from taking courses with a number distinction outside 
their classification level, course numbers are designated as follows: 
 

• Lower Division Undergraduate Courses (1000-2000 level courses): Typically, lower 
division or introductory courses are taken during the during the freshman (1000-
level) and sophomore year (2000-level).  

• Upper Division Undergraduate Courses (3000-4000 level courses): Typically, upper 
division undergraduate courses are taken during the junior (3000-level) and senior 
year (4000-level). 

• Entry Level Graduate Courses (5000-6000 level courses): These are graduate level 
courses that may be taken by advanced undergraduates or graduate students unless 
prohibited by specific campus regulations. Course syllabi must have clearly 
distinguished requirements for undergraduate credit and graduate credit and 
graduate students are expected to perform at a higher level with additional graduate 
level requirements. 

• Upper Level Graduate Courses (7000 level and above): While UVA Wise has these 
course numbers designated; they are not in current use. These would be graduate 
level courses. Undergraduate students would only enroll in these courses through the 
special permission processes managed by the Graduate School or Academic 
Department Chair.  

 

Concentration 

A concentration is a set of courses that provides structured study in a topic within or in 
addition to a major. Concentrations require a minimum of nine credits and must be attached 
to a program of study. The department or program administering the concentration specifies 
required and optional courses. The concentration may be used to fulfill career needs or to 
facilitate in-depth investigation in an area of interest to the student. The concentration 
becomes official only after the Office of the Registrar has received the change of 
major/concentration approval by the appropriate department chair. A concentration will 
appear on the student’s permanent record and official transcript at the time of graduation.  

Double major 
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A double major is the concurrent fulfillment of the requirements of two majors. To earn a 
degree with two majors, the student must complete the courses required in each major, any 
prerequisite courses required for both majors and the general education requirements of the 
primary major. Individual degree programs may set limits on the number of credits that can 
be shared between two majors. 

One diploma is awarded displaying the degree path and both majors appear on the 
student’s academic record and final transcript. The double major becomes official only after 
the Office of the Registrar has received the change of major/concentration approval from the 
appropriate department chair. 

Minor 

A minor is a set of courses analogous to and named for an existing major or discipline, or an 
interdisciplinary grouping of courses not represented by a major. Although a minor is not 
required for completion of most degree programs, a student may elect an approved minor. 
Minors require a minimum of 18 credits but may require more credits if approved by the 
appropriate faculty committee. The department or program administering the minor 
specifies required and optional courses. The minor may be used to fulfill career needs or to 
facilitate in-depth investigation in a discipline of secondary interest to the student. 

The minor becomes official only after the Office of the Registrar has received approval from 
the appropriate department chair. A student cannot minor in a discipline identical to the 
major. A minor will appear on the student’s permanent record and official transcript at the 
time of graduation if the student has completed all requirements for the minor and approval 
has been granted by the appropriate department. 

Catalog/Course Schedule Policies 

For a course to appear in the printed catalog or on the class schedule, it must have received 
approval through the curriculum process. Changes that affect spring advising for fall classes 
must have received approval from the Undergraduate Studies Committee (USC) or the 
Graduate Studies Committee (GSC) and Faculty Senate before the Registrar publishes in the 
catalog (August 1st each year) or course schedule. The USC and GSC processes for the next 
year begin in late Fall (usually October) and are finalized in early Spring (usually February) so 
that they may be published in the Undergraduate and Graduate Catalogs prior to new 
student orientations beginning in May.  

The Office of the Registrar takes responsibility for verifying the undergraduate catalog and 
all course schedule information. The College of Graduate and Professional Studies takes 
responsibility for verifying the graduate catalog. 

Prefix Policy 
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Each disciplinary academic prefix (e.g., MTH, ACC, ENG, etc.) is maintained by the Office of 
the Registrar and it is the responsibility of a specific department to have prefixes approved 
through the USC and GSC process. No course may be created or substantially modified 
without the appropriate approval. If a new prefix is created, the units in charge of similar 
prefixes or who might be affected by the change must be consulted. Academic departments 
may consult with the Registrar when planning a new prefix or a change to a course before 
submitting a change through USC or GSC. 

Professional studies courses that are offered by our Center for Teaching Excellence will use 
the same prefixes as academic departments but will designate a “C” or “L” at the beginning 
of the course number to indicate if it is a Licensure or Certification course. These are credit-
bearing courses taken by students who are not degree-seeking. Control of the course 
remains with the creating department and all curriculum processes remain in place. The 
course material should match that of the original, non-professional-studies course. 

Course Tags 

Courses may have special designations in front of the Course Title depending on the type of 
course and how it needs to be listed. Some of the special designations are as follows: 

ST: Special Topics 
SL: Service Learning (ACE Course/Academic Community Engagement) 
TAL: Topics in American Literature 
TBL: Topics in British Literature 
TWL: Topics in World Literature 
 
Discontinuance of a Program or Concentration; Storage, Deletion, Retrieval of a Course 

If a program is discontinued, approval of external agencies must occur, including a teach-out 
plan. If a concentration is discontinued, a teach-out plan may or may not be required. If a 
department wishes to remove a course from the catalog, it may either be deactivated or 
deleted using the appropriate procedure for course change. Courses not taught in five 
consecutive years and not in the generic numbering table below will be automatically 
deactivated. Once removed permanently, a course or program is considered new and would 
need to be considered as such for consideration. 

Final Approval for Curriculum 

After the completed USC and GSC process, the Faculty Senate shall have responsibility to 
approve matters of curriculum, academic programs and policies. The Registrar then 
publishes these final outcomes in the College Catalog and the Course Schedule online.  

Cross-Listed Courses 
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A course being taught by one department may be cross-listed by a second department, 
provided the department offering the course has no objections for a limited time. Permanent 
cross-listed courses must go through the USC process and be approved prior to being listed 
in the college catalog. 

Assigning Course Numbers 

Course numbers shall be assigned by the academic unit initiating the course after 
consultation with the Registrar in accord with courses already listed in the catalog. 

Generic Course Numbering 

The following numbers are reserved for these purposes: 

Course Number Description 
100T, 200T, 300T, 400T Designated for transfer Credits (Registrar Use Only) 
1000-1999 Freshman Level Courses 
2000-2999 Sophomore Level Courses 
3000-3999 Junior Level Courses 
3860-3869 Cooperative Education Courses (1-6 Hours) 
4000-4999 Senior Level Courses 
4860*4869 Cooperative Education Courses (1-6 Hours) 
4970 Independent Studies (section number 15 & 16) 
4910, 4911,  Independent Research 
4850, 4860, 4940, 4980 Practicums, Internships 
4990, 4991, 4992 Senior Seminars, Capstones 
5000-5999 Masters Level Year 1 
6000-6999 Masters Level Year 2/Doctoral Level Year 1 
7000-7999 Doctoral Level Year 2 

 

CUMULATIVE COURSES 

Cumulative courses are courses that may be taken more than one time and still qualify for 
credit hours earned. These courses may or may not apply to requirements toward 
completing a major or minor program of study. That is determined by individual 
departments. Examples of such courses include but are not limited to music courses, basic 
skills physical education courses (only two hours of PED basic skill credit may be applied 
toward graduation), special topics courses, internship courses, and independent study and 
research courses. For more information, please contact the Registrar of the College. 

SPECIAL TOPICS (ST:) COURSES 

Special topics courses (designated ST: and generally designated 1950-1959, 2950-2959, 
3950-3959 or 4950-4959 numerically) are courses that address current or timely topics that 
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are in “pilot” phase before being offered on an ongoing basis, or that are known to be a one 
or two time offering. Special topics courses can vary from term to term. The Faculty 
Handbook (section 4.8.5.2) notes that these courses may not be offered more than twice for 
a particular course. 

SERVICE LEARNING (SL:) COURSES 

Contact: Heather Evans – https://www.uvawise.edu/academics/uva-wise-connects 

Service learning courses (designated SL:) are courses that incorporate service learning, are 
approved by the ACE committee, and fit the following criteria: 

• One or more course objective(s) will be addressed by students in their ACE (Academic 
Community Engagement) experience. 

• The importance of community engagement is highlighted in the course syllabus. 

• The course contains a reflective assignment about the ACE experience that is 
evaluative and graded as indicated in the course syllabus. 

• For each course credit hour, each student will dedicate a minimum of three hours to 
the ACE experience. 

COOPERATIVE EDUCATION COURSES 

(See the Department Chair for the Academic Major) 

The Cooperative Education Program supplements classroom studies by providing work 
experience related to a student’s academic major. Financial compensation may or may not 
be received for the work performed. Students must be of junior status and must spend two 
full semesters at UVA Wise before undertaking cooperative education. This requirement may 
be waived by the appropriate department chair. After the second semester, students may 
work part time while continuing attendance at the College or alternate semesters of full-time 
attendance at the College with semesters of full-time work. The course numbers 3860-3869 
and 4860-4869 have been reserved in all academic disciplines for the possible granting of 
academic credit for cooperative education. A maximum of 12 credit hours may be counted 
toward a degree. Academic credit may be applied toward an academic major by prior 
approval of the appropriate department chair. Students considering cooperative education 
should contact the department chair for specific departmental guidelines. Course 
descriptions for cooperative education taken as general electives are: 

GNE 3860-3869:  Cooperative Education Project I (1-6 credit hours) Prerequisite: Junior 
standing and approval of the appropriate Department Chair 
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Academic credit granted for a special project conducted in connection with a cooperative 
education work experience under the supervision of a faculty member and approved by the 
chair of the department of a student’s major field. Each department will determine the total 
number of hours to be counted toward the major. Offered for credit-no credit only. 

GNE 4860-4869: Cooperative Education Project II (1-6 credit hours) Prerequisite: Senior 
standing and approval of the appropriate Department Chair. 

Academic credit granted for a special project conducted in connection with a cooperative 
education work experience under the supervision of a faculty member and approved by the 
chairman of the department of the student’s major field. Each department will determine the 
total number of hours to be counted toward the major. Offered for credit-no credit only. 
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Appendix D 

 

 

Instructional Credit Hour and Contact Guidelines 

Course instructional modality may vary but course expectations must always align with the stated 
learning outcomes for each course. 

Federal Definition of a Credit Hour: UVA Wise follows the federal definition of a credit hour wherein 
academic effort and work reflects intended learning outcomes and is verified by evidence of student 
achievement as established by the College.  This regulation applies to all academic levels that award 
academic credit regardless of instructional delivery mode.  Academic departments and colleges 
offering course credit are required to ensure compliance with the federal and state regulations 
governing credit hours.  UVA Wise follows the State Council of Higher Education (SCHEV) definition 
of a credit hour as “A unit of measure representing an hour (50 minutes) of instruction over a 15-
week period in a semester or trimester system or a 10-week period in quarter systems.  It is applied 
toward the total number of hours needed for completing the requirements of a degree, diploma, 
certificate, or other formal award”. 

For each one (1) credit hour awarded and earned, specific federal regulations expect an 
approximation of one (1) hour of direct faculty instruction or classroom instruction and a minimum 
of two (2) hours of out of class student work each week for the length of the academic semester or 
an least an equivalent of work as described in the contact minutes standard instructional formats as 
described in the following table. 

STANDARD INSTRUCTIONAL FORMATS 

A contact hour is the measure of scheduled instruction provided to students and is guided by the 
format of instructional delivery of the course. 

Course 
Design 

Definition Contact Hour Specifics 

Design 
Lab/Studio 

A course requiring visually 
focused work where students 
have “hands on” 
experimentation or practice 
of a subject or discipline 

1.5 contact hour = 1 
credit hour 

Design labs or studio classes 
present environments for 
students to engage in creative or 
artistic activities. May require 
more faculty/instructor 
engagement than a defined lab. 

Independent 
Study (May not 
be used for 

A course requiring students to 
experience individualized, 
independent, directed, or 

Variable contact hours 
and variable credit 
earned.  Student contract 

Expectation of specific contact 
hours with the faculty member 
or qualified representative in 
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Course 
Design 

Definition Contact Hour Specifics 

internships, 
practicums, or 
undergraduate 
research.) 

guided studies led by a faculty 
member or qualified 
representative.   

for independent study 
must include contact 
hours with the faculty 
member. 

addition to the individualized 
work. 

Internship, 
Field 
Experience, 
Practicum, 
Undergraduate 
Research 

A course requiring students to 
participate in experiential 
learning under the 
supervision of an employee of 
an external entity, or a 
university expert (faculty 
member.) 

9 contact hours = 3 credit 
hours -- 18 contact hours 
= 6 credit hours -- 27 
contact hours = 9 credit 
hours 

Individual departments 
may require more 
internship contact hours 
as determined by the 
faculty and the 
Undergraduate Studies 
Committee (USC) 

Internship, Field Experience, 
Practicum, Undergraduate 
Research 

Lab A course requiring scientific 
or research focused “hands 
on” work 

3 contact hours = 1 credit 
hour 

A course where all students 
apply a scientific or technical 
premise. May have less expected 
interaction for the instructor but 
requires facilitation 

Lecture A course led by an expert or 
qualified representative in the 
subject or discipline 

1 contact hour = 1 credit 
hour 

  

Recitation A course requiring 
supplemental or expanded 
discussion of the content of a 
specified lecture. 

1 contact hour = 1 credit 
hour 

*no more than 50 minutes per 
week 

Seminar A course structured in 
support of student 
conversation, shared 
experiences, shared readings, 
and led by faculty. 

1 contact hour = 1 credit 
hour 

  

 
 
Online/Distance Courses:  The Department Chair, in coordination with the Provost, of the course 
offering subject will be accountable for all qualitative aspects of virtual campus course offerings as 
well as assuring the standards for awarding credit are consistent for credit that must be met by all 
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students in other instructional delivery formats.  As an approved participant in the National Council 
for State Authorization Reciprocity Agreements (NC-SARA), UVA Wise adheres to the interregional 
guidelines for the evaluation of all distance education courses and assures the quality, 
benchmarking, and course expectations of virtual are the same as on-campus courses. All virtual 
courses and instructors are subject to the college guidelines regarding online learning and are over 
seen by the UVA Wise Remote Standards Committee. UVA Wise’s Center for Educational Excellence 
and Innovation offers additional support and resources for faculty participating in online learning. 

Contact Minutes in a Semester 

The federal requirement for a 3-hour semester course is 37.5 hours. UVA Wise requires a minimum 
of 40-45 hours on contact time for a 3-hour course.  A Monday-Wednesday-Friday class meets for 50 
minutes a day (150 minutes a week) and meets for 15 weeks giving a total contact minutes of 2250 
for the term.  A Tuesday-Thursday class meets for 75 minutes a day (150 minutes a week) and meets 
for 15 weeks, a total of 2250 minutes for the term. Both have an additional exam week contributing 
another two hours of contact time.  

Minutes Per Class Session – Fall and Spring Terms 

Credit Hours Days Meet Per 
Week 

Contact Hours F2F Weeks 

1 Credit Hour 1 Day 50 Minutes 15 Lecture/1 Exam Week 
2 Credit Hours 1 Day 1 Hour 40 Minutes  15 Lecture/1 Exam Week 
2 Credit Hours 2 Days 50 Minutes 15 Lecture/1 Exam Week 
3 Credit Hours 1 Day 2 Hours 30 Minutes 15 Lecture/1 Exam Week 
3 Credit Hours 2 Days 1 Hour 15 Minutes 15 Lecture/1 Exam Week 
3 Credit Hours 3 Days 50 Minutes 15 Lecture/1 Exam Week 
4 Credit Hours 2 Days 1 Hour 40 Minutes 15 Lecture/1 Exam Week 

 

Minutes Per Class Session – Summer Sessions 

Credit Hours Days Meet Per 
Week 

Contact Hours F2F Weeks 

2 Credit Hour 4 Days 1 Hour 45 Minutes 5 Week Summer Session 
2 Credit Hours 5 Day 1 Hour 20 Minutes  5 Week Summer Session 
3 Credit Hours 5 Days 1 Hour 50 Minutes 5 Week Summer Session 
3 Credit Hours 4 Days 2 Hours 20 Minutes 5 Week Summer Session 
3 Credit Hours 3 Days 3 Hours 5 Week Summer Session 
3 Credit Hours 2 Days 4 Hours 30 Minutes 5 Week Summer Session 
4 Credit Hours 5 Days 2 Hours 30 Minutes 5 Week Summer Session 
4 Credit Hours 4 Days 3 Hours 5 Minutes 5 Week Summer Session 
4 Credit Hours 3 Days 4 Hours 10 Minutes 5 Week Summer Session 
4 Credit Hours 2 Days 6 Hours 15 Minutes 5 Week Summer Session 

 

Assignment of teaching load and academic advising are the responsibility of the department head or 
chair and may vary from one term to the next depending on the departmental 



Registrar’s Office/UVa-Wise  Policy & Procedure 
 

© UVa-Wise, 2024 Issue Date: August 2025  
Author: Registrar’s Office Document Status: Final  

 
105 

requirements.  Although the normal load for those engaged only in teaching is 12 didactic hours, the 
loads vary widely and are usually adjusted to permit time for other scholarly activities, for outreach 
which is related to the missions of the university and the faculty member's disciplinary expertise, 
and for faculty development related to the quality of instruction.   

The courses designated as Undergraduate Independent Study and Undergraduate Research are 
generally unique educational experiences between an instructor and a student.  Such studies require 
prior approval by the instructor's department chair and by the Associate Provost of Curriculum.  

 

© Office of the Registrar 2024 

 



 

Appendix E 
 

Major Program of Study 
34 Total (not counting Forensic 

Criminology) 

Hours Degree and Department 

Accounting 520301 60 Bachelor of Science Degree in Business Administration & Management, Department of Business and 
Economics 

Accounting 520301 60 Bachelor of Arts Degree in Business Administration & Management, Department of Business and Economics 
Art 500101 50 Bachelor of Arts Degree in Liberal Arts and Sciences, Department of Visual and Performing Arts 
Biochemistry 260202 80-81 Bachelor of Science Degree in Natural Sciences, Department of Natural Sciences 
Biology 260101 63-65 Bachelor of Arts Degree in Natural Sciences, Department of Natural Sciences 
Biology 260101 73-81 Bachelor of Science Degree in Natural Sciences, Department of Natural Sciences al Sciences 
Business Administration 520201 60 Bachelor of Arts Degree in Business Administration & Management, Department of Business and Economics 
Business Administration 520201 60 Bachelor of Science Degree in Business Administration & Management, Department of Business and 

Economics 
Chemistry 400501 58-59 Bachelor of Arts Degree in Natural Sciences, Department of Natural Sciences al Sciences 
Chemistry 400501 73-75 Bachelor of Science Degree in Natural Sciences, Department of Natural Sciences al Sciences 
Communication Studies 090101 48 Bachelor of Arts in English, Department of Communication Studies 
Computer Science 110701 77-80 Bachelor of Science Degree in Computer Science, Department of Mathematics and Computer Science 
Criminal Justice 430104 42 Bachelor of Science Degree in Social Science, Department of Social Sciences 
Earth Sciences 300101  58-60 Bachelor of Arts Degree in Natural Sciences, Department of Natural Sciences al Sciences 
Economics 450699 60 Bachelor of Arts Degree in Business Administration & Management, Department of Business and Economics 
Economics 450699 60 Bachelor of Science Degree in Business Administration & Management, Department of Business and 

Economics 
English 230101 36 Bachelor of Arts Degree in English, Department of Language and Literature 
Environmental Science 300101 71-75 Bachelor of Arts Degree in Natural Sciences, Department of Natural Sciences al Sciences 
Environmental Science 300101 79-84 Bachelor of Science Degree in Natural Sciences, Department of Natural Sciences 
Exercise Science 310501 68 Bachelor of Arts Degree in Liberal Arts & Science, Department of Education 
Foreign Studies 169999 48 Bachelor of Arts in Liberal Arts and Sciences, Department of Language and Literature 
French 050124 51 Bachelor of Arts in Liberal Arts & Science, Department of Language and Literature 
Government 451001 36-42 Bachelor of Arts Degree in Social Science, Department of Social Sciences 
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Health & Physical Education, 
Teacher Licensure 310501 

71 Bachelor of Arts Degree in Liberal Arts & Science, Department of Education 

Health and Wellness 310501 68 Bachelor of Arts Degree in Liberal Arts & Science, Department of Education 
History 540101 42 Bachelor of Arts Degree in History, Department of History and Philosophy 
Hospitality Tourism & Management 
520901 

60 Bachelor of Science Degree in Business Administration & Management, Department of Business and 
Economics 

Interdisciplinary Studies 300000 48 Bachelor of Arts Degree in Liberal Arts and Sciences, Review Committee Appointed by Provost and Dean 
Liberal Arts and Sciences 130101 125* Bachelor of Arts Degree in Liberal Arts & Science, Department of Education 
Management Info Systems 521201 73 Bachelor of Science Degree in Management Information Systems, Department of Mathematics and 

Computer Science 
Mathematics 270101 48-49 Bachelor of Science Degree in Mathematics, Department of Mathematics and Computer Science 
Medical Technology/Clinical 
Laboratory 511005 

92 Bachelor of Science Degree in Natural Sciences, Department of Natural Sciences 

Music 500901 50 Bachelor of Arts Degree in Liberal Arts & Science, Department of Visual and Performing Arts 
Nursing 513801 66 Bachelor of Science in Nursing Degree, Department of Nursing 
Psychology 420101 51 Bachelor of Science Degree in Social Science, Department of Social Sciences 
Sociology 451101 42 Bachelor of Science Degree in Social Science, Department of Social Sciences 
Software Engineering 140903 80-85 Bachelor of Science Degree in Software Engineering, Department of Mathematics and Computer Science 
Spanish 050130  Bachelor of Arts in Liberal Arts & Science, Department of English and Literature 
Sport Management 310501 68 Bachelor of Arts Degree in Liberal Arts & Science, Department of Education 
Theater 500501Ed 51 Bachelor of Arts Degree in Liberal Arts & Science, Department of Visual and Performing Arts 

* The Liberal Arts and Science Elementary Education includes all general education requirements. 
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MINORS (41 TOTAL) HOURS DEPARTMENT 
Accounting 18 Business and Economics 
Appalachian Studies 18 Interdisciplinary 
Art 18 Visual and Performing Arts 
Biology 21-22 Natural Sciences 
Business 18 Business and Economics 
Business Analytics 18 Business and Economics 
Chemistry 22 Natural Sciences 
Communication Studies 18 Communications 
Computer Science 24 Mathematics and Computer Science 
Criminal Justice 18 Social Sciences 
Data Science 19 Mathematics and Computer Science 
Earth Science 19 Natural Sciences 
Economics 18 Business and Economics 
English 18 Language and Literature 
Entrepreneurship 18 Business and Economics 
Exercise Science 18 Education 
Finance 18 Business and Economics 
French 18 Language and Literature 
German 18 Language and Literature 
Government 21 Social Sciences 
Graphic Design 21 Visual & Performing Arts 
Hispanic & Hispanic-American Studies 18 Language and Literature 
History 18 History and Philosophy 
International Business 18 Business and Economics 
International Studies 18 Interdisciplinary 
Leadership 18 Interdisciplinary 
Library Media 18 Education 
Marketing 18 Business and Economics 
Mathematics 20 Mathematics and Computer Science 
Medieval-Renaissance Studies 18 Language and Literature/Interdisciplinary 
Military Science 18 Business and Economics 
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Music 21 Visual and Performing Arts 
Philosophy, Policy, and Law (PPL) 18 History and Philosophy 
Physics 18 Natural Sciences 
Psychology 18 Social Sciences 
Public Health 18 Natural Sciences 
Secondary Education 31 Education 
Sociology 18 Social Sciences 
Spanish 18 Language and Literature 
Software Engineering 24 Mathematics and Computer Science 
Sport Management 18 Education 
Theater 24 Visual and Performing Arts 
Women’s Studies 18 Interdisciplinary 

 

CONCENTRATIONS/TRACKS/ENDORSEMENTS TYPE HOURS DEPARTMENT 
Data Science (CSC, MTH, MIS, SWE, BIOC, BIO, CHM ENVR Majors) Concentration 17-20 Math & Computer Science 
Cybersecurity (CSC, MIS, or SWE Majors) Concentration 9 Math & Computer Science 
Language and Literature Concentration (LASC PK-6 Majors) Concentration 24 Education 
Mathematics Concentration (LASC PK-6 Majors) Concentration 24-28 Education 
General Science Concentration (LASC PK-6 Majors) Concentration 21 Education 
History/Social Science Concentration (LASC PK-6 Majors) Concentration 21 Education 
Public History Concentration (History Majors) Concentration 6 additional hours in the 

History Major 
History and Philosophy 

Intellectual History Concentration (History Majors) Concentration 6 additional hours in the 
History Major 

History and Philosophy 

Management Concentration (MIS Majors) Concentration 6 hours/must major in 
Management Information 
Systems 

Math & Computer Science 

Systems Concentration (MIS Majors) Concentration 6 hours/must major in 
Management Information 
Systems 

Math & Computer Science 

Cybersecurity Concentration (within MIS Major) Concentration 6 hours/must major in 
Management Information 
Systems 

Math & Computer Science 

Biology Concentration Track (within Environmental Science major) Track 30-32 Natural Sciences 
Chemistry Concentration Track (within Environmental Science major) Track 26-28 Natural Sciences 
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Earth Sciences Track (within the Environmental Science major) Track 26-27 Natural Sciences 
Foreign Affairs Concentration (within the Government major) Concentration 33 Social Sciences 
Political Science Concentration (within the Government major) Concentration 27 Social Sciences 
Cell & Molecular (BS Biology Majors) Track 77-78 Natural Sciences 
Ecology, Evolution, & Organismal (BS Biology Majors) Track 79-81 Natural Sciences 
General Biology (BS Biology Majors) Track 77-73 Natural Sciences 

 

GRADUATE, DUAL PROGRAMS, CERTIFICATES TYPE HOURS DEPARTMENT 
3 + 3 Government Dual Degree UVA Wise/Appalachia School of Law 
(History Majors) 

Dual Degree Complete 90 hours at UVA Wise and 
apply for program 

History and Philosophy 

3 + 3 Government Dual Degree UVA Wise/Appalachia School of Law 
(Government Majors) 

Dual Degree Complete 90 hours at UVA Wise and 
apply for program 

Social Sciences 

3 + 3 Biochemistry Dual Degree UVA Wise/Appalachia College of Pharmacy Dual Degree Complete 67 hours of prescribed 
biochemistry curriculum and general 
education 

Natural Sciences 

2 + 2 Business Administration Online program for transfer students with 
completed Associate of Arts or Associate of Science degree 

Transfer 
Online Degree 

60 hours or less Business and Economics 

Master in Education with Concentration in Curriculum & Instruction 
(includes 4 + 1 Qualifying students seeking the Master’s degree in 
Education) 

Graduate Completed or anticipated completion of 
Bachelor’s Degree 

Education 

Master in Education with Concentration in Library Media (includes 4 + 1 
Qualifying students seeking the Master’s degree in Education) 

Graduate Completed or anticipated completion of 
Bachelor’s Degree 

Education 

Master in Education with Concentration in Special Education (includes 4 + 
1 Qualifying students seeking the Master’s degree in Education) 

Graduate Completed or anticipated completion of 
Bachelor’s Degree 

Education 

Music Teach Endorsement 96 Hours VPAR 
Hospitality and Tourism Management Certificate 18 Hours Business and Economics 

 

 

TEACHING ENDORSEMENTS AREA DEPARTMENT 
Career and Technical Education -- Business and Information Technology 6-12 BUS & ECO 

Driver Education (add-on endorsement) 6-12 EDUC 



Registrar’s Office/UVa-Wise  Policy & Procedure 
 

© UVa-Wise, 2024 Issue Date: August 2025  
Author: Registrar’s Office Document Status: Final  

 
111 

Elementary Education  Pre-K-6 EDUC 

Engineering 6-12 EDUC 

English 6-12 LANG & LIT 

Foreign Language (French, Spanish) Pre-K-12 LANG & LIT 

Health and Physical Education Pre-K-12 EDUC 

History and Social Science 6-12 HIST & PHIL 

Library Media Pre-K-12 EDUC 

Mathematics – Mathematics Algebra I (add-on endorsement) 6-12 MTH & CSC 

Music Education – Instrumental/Music Education – Vocal/Choral Pre-K-12 VPAR 

Science – Biology or Chemistry or Earth Science (add on) 6-12 NAT SCIE 

Special Education-General Curriculum K-12 EDUC 

   

 

Colleges for Comparison 

COLLEGES  VCU LONGWOOD VT RADFORD ETSU ODU 
ACCOUNTING BS 74 N/A 64 N/A N/A 42 
ACCOUNTING BA N/A N/A N/A 72 69 42 
ART 90 72 21 55 37 42 
BIOCHEMISTRY N/A N/A 53 N/A 69-74 44-50 
BIOLOGY BA N/A N/A N/A N/A N/A 42 
BIOLOGY BS 70 66 61 69 70-73 42 
BUSINESS ADMINISTRATION BA N/A 70 N/A N/A N/A 42 
BUSINESS ADMINISTRATION BS 74 70 N/A N/A N/A 42 
CHEMISTRY BA N/A N/A N/A N/A N/A 71 
CHEMISTRY BS 62 53 57 64 33-35 71 
COMMUNICATION STUDIES N/A 90 N/A 53 36 15 
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COMPUTER SCIENCE 66 44 47 79 76 76 
CRIMINAL JUSTICE 42 41 N/A 56 42 51 
EARTH SCIENCE N/A N/A N/A N/A N/A 56 
ECONOMICS BA N/A N/A 37 N/A 27 42 
ECONOMICS BS 74 82 N/A 57 N/A 42 
ENGLISH 35 39 36 50 36 62 
ENVIROMENTAL SCIENCE BA N/A N/A  N/A N/A 69 
ENVIROMENTAL SCIENCE BS 59 43 44 57 N/A 69 
EXERCISE SCIENCE  66 53 63 74 N/A 79 
FOREIGN STUDIES  N/A N/A 54 N/A 33 N/A 
FRENCH 41 N/A 36 N/A N/A 42 
GOVERNMENT N/A 50 N/A N/A N/A N/A 
HEALTH & PE TEACHER LIC 90 N/A N/A 74 79* N/A 
HEALTH AND WELLNESS N/A 42 N/A N/A N/A N/A 
HISTORY 22 56 45 48 39 39 
HOSPITALITY TOURISM & MAN N/A N/A 46 N/A N/A N/A 
INTERDISCIPLINARY STUDIES  N/A N/A 33 54 43 N/A 
LIBERAL ARTS AND SCIENCE N/A 70 N/A N/A N/A N/A 
MANAGEMENT INFO SYSTEMS 80 N/A 37 N/A N/A N/A 
MATHEMATICS 51 31 47 66 54-56 34 
MEDICAL TECH/ CLINIC LAB 90 N/A N/A 82 N/A 31/63 
MUSIC N/A 40 62 57 66 59 
NURSING  77 77 N/A 98 75 69 
PSYCHOLOGY  58 45 45 46 38 44 
SOCIOLOGY 38 36 43 44 40-43 45 
SOFTWARE ENGINEERING  80 N/A 53 N/A N/A N/A 
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SPANISH 41 N/A 45 N/A 33 42 
SPORT MANAGEMENT  N/A 68 N/A 66 76 63 
THEATER N/A N/A 45 N/A 42 58 
VCU       
Degree requirements for Foreign Language, Bachelor of Arts (B.A.) with a concentration in French- I used this for French  
Degree requirements for Information Systems, Bachelor of Science (B.S.)- I used this for Management Info Systems  
Degree requirements for Mathematical Sciences, Bachelor of Science (B.S.) with a concentration in applied mathematics- I used this for Mathematics 
Degree requirements for Medical Laboratory Sciences, Bachelor of Science (B.S.)- I used this for Medical tech/Clinical lab 
Degree requirements for Computer Science, Bachelor of Science (B.S.) with a concentration in software engineering- I used this for Software 
Engineering  
Degree requirements for Foreign Language, Bachelor of Arts (B.A.) with a concentration in Spanish- I used this for Spanish  
LONGWOOD       
Visual and Performing Arts, BA; Art Concentration- I used this one for Art    
History, BA; Public History Concentration- I used for History      
Visual and Performing Arts, BM; Education Concentration- I used this for Music   
Kinesiology, BS- I usaed this for Sport Management     
Radford       
Exercise, Sport and Health Education- I used this for Exercise Science    
Medical Laboratory Science, B.S.- I used this for Medical Tech/ Clinic Lab    
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