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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

e 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.

e 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.

e Do not eat or drink while you are on telephone duty.

e Do not use slang words or poor language. Respond clearly with “"yes” or “no” when
speaking.

e 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.

e 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.

e 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.



e 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.

e 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.

e |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.

e 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 | 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 | take a message and have her call
you back?”

o Incorrect: "She went over to meet with the Provost. Can | 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 | 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/.



https://university.ringcentral.com/

RingCentral University

Yealink T46U Quick Guide

Desk Phone Features

Feature Description

Line keys—anables you to select a phaone line, view calls on a line, or quickly call a favorite contact.
Soft keys— enables you to selact context-sensitive keys that display along the bottom of the screen.
Navigation keys—scrolls through information and options displayed on the phone screen.
Cancel key—cancels action or rejects incoming calls.
Volume keys—adjusts the volume of the handset, headset, and speaker.
Headset key—enables you to place and receive calls through a headsat.
Mute/Unmute key—mutes audio during calls and conferences.
Hold key—holds an active call or resumes a held call.
. Volcemail key—enables you to access voicemail messages.
10. Transfer key—transfer an active call to a contact.
11. Redial key— enables you to dial the last called number or extension.
12. Speakerphone key—enables you to place and receive calls using the speakerphone.
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RingCentral Desk Phones | Yealink T46U

Placing acall Transferring a call

Dial the number and do one of the following: Warm Transfer:

» Lift the receiver. 1 While on an active call, press iS4l or the

+ Press to use the headsst Transfer soft key.

2. Dial the number of the other party.

* FPress to use the speakerphone. 3. When the destination party answers, provide the
information, and confirm that they would like to
take the call.

4. Plesanr the Transfer soft key.
Answering a call Efind Transfor
1 While on an active call, press <4l or the
?p:.‘:t“:ie receiver Transfer soft key.
. 2. Press the Blind soft key.
* Press to answer a call via headset. 3. [Mal the extension of the other party.
» Press to answer a call via speakerphone. 4 P'EEE"E'F the Transfer soft key.

Placing a call on hold

» Prezs LMl or while on an active call.

Voicemail Transfer:
1 Press or the Transfer soft key.

2. Press the Blind soft key.
3 Dialmm plus the extension number of the

voicemail where you want to transfer the call.

Retrieving a held call

Parking a call

" Presi ar to retrieve a held call.

Starting a Conference call

1. While on an active call, press the Conference soft
key.

2. Dial the extension of the other party that you would
like to add to the call.

3. Once the other party answers, press the Conference
soft key to merge the two calls.

Option 1:

1 While on an active call, press the More soft key
until the Park soft key is displayed.

Z. Press the Park soft key.

3. Listen to the prompt indicating that the call has
been parked. The prompt will also announce the
extension where the call is parked.

4. Mote the park location. Example *802.

Option Z:

1 While on an active call

prss e |8 [ |5,

2. Listen to the prompt indicating that the call has been
parked. The prompt will also announce the extension
where the call is parked.

2. Mote the park location. Example *802.




RingCentral Desk Phones| Yealink T460U

Retrieving a Parked Call Hot Desking
. F'EESE]' followed by the park location. #  Press the Login soft key then follow the prompt.
#  Enter your extension number, then press
#  Enter your voicemail pin, then press
Paging
. PressE]E]: then follow the prompt. Recﬂrd-l ng a Cal.l.

*  While on an active call, press E]tn start

the recording.

Initiating an Intercom call ¢ pree o | B enctherecocing

* Press , then follow the prompt.
(]

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:
e The student is registered for courses in any term (fall, spring or summer); and
e 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:

e 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.)

e 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.

Enroliment 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.

10



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:
e Login to my.uvawise.edu
e Click the Students tab under the login information.
e Click on “Course Planning” on the left navigation pane.
e Click on "Degree Audit Portlet” on the right hand side of the page.

Faculty:
e Login to my.uvawise.edu

e Click the Faculty tab under the login information.

e Click on "My Advisees” on the left navigation pane.

e Under the Advisee Roster enter the Student’s ID number and click search
(see screenshot below and on the following pages for examples)

@ UVAWISE

Home Campus Police Admins Course Search Faculty Students Financial Aid Graduation CBORD Student Life Admissions

You are here: Faculty > MY ADVISEES > Advisee Roster

ity MY ADVISEES
HOME
MY COURSES
Advisee Roster

MY ADVISEES v

N
MY REPORTS
FORMS Uva-Wise (formerly CVC) is now licensed for J1 Web Academic Advising. Ask your administrator how it will make you more pro

DEPARTMENT CHAIRS
Administrative Reports

Athletics.

Abingdon

Lebanon

Course Authorization

Business and Economics
Communication Studies
Department of Education

Language and Literature
Mathematics and Computer Science
Natural Sciences

Social Sciences

Visual and Performing Arts

History Department

Proxy

Search for Advisee(s)

You must select a year and term if you select one of the following Advise
Additionally, the options where no year and term is available ¥

Advisee Status: | Al v|

1D: ( | [
Last name: | |
Division: [Undergraduate v
| Search| Advanced Search
P Export to Excel Email All Advisees

Advisee Roster for: Narda Porter (19 advisees)
EERPA Restrict | |Email Name

Student ID  Needs to Register?  Advisors

{
S G © - Porter, Narda 6
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http://www.studentclearinghouse.org/vs_portal.php?show=2

F -
im UVAWISE
Home HeEInlsVighlils=0 Admins Course Search Faculty Students Financial Aid

You are here: Faculty » MY ADVMISEES > Advisee Roster

Faculty MY ADVISEES

HOME
MY COURSES
Advisee Roster - Advisee Details
MY ADVISEES w
D
MY REPORTS
FORMS m |

DEPARTMENT CHAIRS

Administrative Reports Classification: Senior - Undergrad

Athletics Enrolled Date: 1/ x,.-'zm:_
Planned Grad: 5/9/2025
Abingdon Max Credits: 18.00

Advisor(s): Dr. Joseph J Kern

Lebanon Narda Porter

Course Authorization

Business and Economics

Communication Studies Tools and Information

Department of Education Academic Records

Language and Literature Academic History

Mathernatics and Computer Science Course History,

Matural Sciences GPA Projection

Social Sciences Grade Report

Unofficial Transcript

Visual and Performing Arts
Advisi
History Department e
Advisee Meetings
Prongy
Course Meeds

TEP Application .
Degree Audit

Early Alerts
' Major Exploration
¥ Add a Page E—

ﬂ Cantavt Manomor

12



Office of the Registrar UNOFFICIAL Advising Worksheer

Personal Information (Legal, Home, or Permanent): Advisee Information-
Name: Tester, Joe Cool ID Humber: 131681 Advisor #1:  Porter, Nards
Address: P.0.Box 2453 Advisor#2:  Willis, Tina Lou

1 Coflege Avenue
Smiddy Hall

Phone: (276) 3280101
Mobile: (275) 3334198

TR s Career Hours Earmed: 113.00
Career GPA: an

Major Declared = M N =MNot Declared W= Decdlared L= Graduate Last Term Attended GPA: 00 )
Classification: Senior - Undergrad
Degree Information: {Catalog Year 2021) " emic Standing: emic S ion
Major 1: GOVERMMENT POL SCI GPA: 3.5000 P
Minor 1: CONCEN 0 Holds and Wamings:

Certification 1: BUSINESS

CTE Professicnal Studies
Courses

# LIB CORE REQINREMENTS [NOT MET)

A

0

LIB CORE REQUIREMENTS-. 52.00 Hours Earned
Liberal Arts Core — General Education

o ENGLISH COMP (6 HRS)

English Group — Students need six hours of English compositon in the form of ENG 1010 & ENG 1020 or by taking ENG 1030 with a
grade of "C” or better.

#* ENG-1020-01 COMPOSITION B 3.00
i ENG-1010-03 COMPOSITION A 300

¥ LITERATURE (3 HRS)
Literature — one three-howr course chosen from ENG 2120 through ENG3260.
i ENG-3000 AMERICAN LITERATUER CR 3.00

# MATHEMATICS (6 HRS)

Mathematies — Choose from math courses numbered 1000 or higher EXCEPT MTH 2010/°2020. Please note specific math requirements for
majors. MTH 1000 and MTH 10410 are the SAME course.

o MTH 161T PRE-CALCULUS | {MTH1110) A-  3.00 (TR} MOUNTAIN EMPIRE CMTY COLLEGE
o MTH 2417 STATISTICS | [MTH1180) C  3.00 (TR} MOUNTAIN EMPIRE CMTY COLLEGE

o PHYSICAL EDUC {1 HR)
FPhysical Education — Chose two half hour eredit courses or one 1-semester-hour course.
o PED-1200-14 PA- YOGA CR Eamed: 2.00 hows [ 2 count
o FRESHMAMN SEMINAR 1-2 HRS
Freshman Seminar — Unless waived, students must take 1-2 credit hours of Freshman Seminar based on catalog requirements.
B LB CORE SEMINAR GROUP
b3
" SEMINAR FOR TRANSFER WV
o SEM-200T FRESHMAM SEMINAR WAIVED - TRANSFER CP 0.00

¥ FOREIGN LANGUAGE (6 HRS)
Foreign Language — Studenis must complere a 8-semester-hour infroductory sequence unless placed into a higher course.

Code Key:  This is a guide only and does not constitute a guarantee of requirements met. Questions? Email registranfiuvawise edu.
%" - Requirement is MET $ - Requirement is NOT MET @ - Course is In Progress ® - Course being repeated
2= - An unapproved alteration or course substitution has been applisd ¥ - Represents a cumulative course
= -An approved alteration or course substitution has been applied RED - Requirement has been completed unsatisfactorily (LIM)
i - Indicates that a hold will prevent the student from registering for classes BLUE - Transfer course work (TR}
| Advising Worksheer  (05/10/2021 2-33-46 PM) Page 1of5 Tester, Joe Cool 1
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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.

i UVAWISE

Home Course Search Students = Graduation  Financial Aid = Student Life

Campus Police

You are here: Students * Electronic Student Forms

Students

Student Home

Pay My Bill With Nelnet
Course Planning

Reports and Billing
Electronic Student Forms
Parking Decal Registration
TEP Application
Graduation Application

5GA Homcoming King & Queen Election

Quick Links

My Pages

My Courses

My Groups

& Moodle

& web Mail

& UVA Wise Housing Portal
& Academic Calendar

& Tutor Connection

& Cloud Based Storage {login required)

<

Faculty

Electronic Student Forms

Application to request admittance into the UVA WISE & Appalachian College of Pharmacy Dual Deg

Application: UWA WISE & Appalachian College of Pharmacy Dual Degree Program

Application to request admittance into the UVA WISE & Appalachian School of Law Dual Degree Pro

Application: UVA WISE & Appalachian School of Law 3+3 Degree Program {Accelerated Study)

This form is used to change your address or to update a name preference.
For legal name changes documentation must be submitted, so please submit the change of name

Change of Address andfor Name Preference Form

This form is for students to contact the appropriate Department Chair of their desired major. Your
RECOMMENDED when submitting electronic forms)

Declaration of Major Request: Student Intent Form
Students use to request to declare a minor within a dept. (Please Note: Utilizing Mozilla Firefox IS

Declaration of Minor Request: Student Intent Form

Students complete this form to request an extended absence (4 to 14 days). Proper documentatior
RECOMMENDED when submitting electronic forms)

Extended Absence Request (documentation required)
This forms allows students to designate individuals that may request information regarding their U

This form allows for electronic submission for official copies of transcripts for current students. 5t

Official Transcript Request Form (Current Student)

This form is to request a course overload in any term. (Flease Note: Utilizing Mozilla Firefox I5 NOT

Request for Course Overload

Complete the form to request to completely withdraw from UVA WISE. (Please Note: Utilizing Mozil

Request to Withdraw from UWA WISE

Please use this form to request the use of a room for club/organization meetings, etc. (Please Not
Room Reservation Request (Student Use)

A student who is in good standing with the University may request a one semester Leave of Abser
only be granted for one full semester and may not exceed 180 days in any 12-month period. (Ple

UWA WISE Temporary Leave of Absence Request for Students

14



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:

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

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

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

e 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.
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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

16



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 --
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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:

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

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

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

e 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.
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e 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

e 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

e 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

e 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 (ACCRAQ'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 1 Semester Hour
Hours

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:

e 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.

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

e 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:

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

e 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
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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 (s expected.
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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 /2> 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.
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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.

Mame Type First Name Middle Mame Last Name P
logal LogalName —— foe  fool  [ewr ||
Legal Legal Name Joe Crazyman Tester
Legal Legal Name Joe Thomas Tester
Legal Legal Name Joe Cool Tester
Legal Legal Name Joe Cool Porter
Legal Legal Name Joe Cool Tester
Legal Legal Name Joe Cool Tester
Legal Legal Name Joelene Collette Tester
Legal Legal Name Joelene Collette Tester
Legal Legal Name Joe Cool Tester

Log into their account at my.uvawise.edu
Click on the STUDENTS tab.
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ome Course Search Faculty {Students
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Financial Aid Graduation Student Life Admissions
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3. Select ELECTRONIC STUDENT FORMS and once the page populates you will see
il UVAWISE

Home Course Search Faculty Students Financial Aid Graduation StudentLife Admissions

You are here: Students > Student Home

Students STUDENTS

Student Home e

Pay My Bill With Nelnet

Course Planning Registration

Reports and Billing
Spring 2025 - 2024-2025 Academic Year

Electronic Student Forms

Parking Decal Registration © There are holds on your
TEP Application account.
Quick Links

[P S P,

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.
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s A Satisfactory Academic Progress Appeal form must be submitted to The Office of Financial Aid when requesting reconsideration of a decision by the Financial Aid Appeals Committee. The outcome of the review will depend up
nature of the circumst using the deficiency, how well it is documented, and how well the student has demonstrated that he or she is making progress toward earning a degree.

v

(Financial Aid Office) Academic Satisfactory Proaress Appeal Form

VAS

Mail Application to request admittance into the UVA WISE & Appalachian College of Pharmacy Dual Degree Program. (Please Note: Utilizing Mozilla Firefox IS NOT RECOMMENDED when submitting electronic forms)

Wise Housing Portal Avpalachia College of Pharmacy, Dual Degree Program Application

2 Calteresy Application to request admittance into the UVA WISE & Appalachian School of Law Dual Degree Program. (Please Note: Utilizing Mozilla Firefox IS NOT RECOMMENDED

Connection Appalachia School of Law 3+3 Degree Program (Accelerated Study) Application

4Based Storage (login required)
Arrest Self-Disclosure Form

cing crisis (acader

lege at Wise seeks to foster a supportiv pus. To this end, the UVA Wise CARE Team seeks to ensure a timely and c: ncing crisis (aca
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hat may be perceived as being harmful (either to the student individually, or to

odd or unusual behaviors, or engaging in other behavi

change of name form directly to the Office of the Registrar. (Please Note: Utilizing Mozilla Firefox IS NOT RECOMMENDED when submitti

Change of Address and/or Name Preference Form

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.
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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.
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Correction

The Director for Administrative Systems, in collaboration with the Registrar, verifies academic
information and 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 content, outcomes 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
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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.

e Course substitution(s) requests can be made by a student but must be submitted by the
Department Chair or appropriate Department Coordinator 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).

e 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.

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

e 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.

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

il UVAWISE

Home Campus Police Admins Course Search Faculty Students Financial Aid G

Academics Campus Calendars Finance E-Forms CTE RegTest Campus Service

Click on Course Search to view the UVA Wise Summer Schedule.

paculty FACULTY
hoee

MY COURSES
Registration Notes
MY ADVISEES

MY REPORTS

e BEGINNING OF TERM REMINDERS

DEPARTMENT CHAIRS
1. DROP FOR NONPAYMENT - Second week of classes - you
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DEPARTMENT CHAIRS

This form is submitted by department chair(s) allows students to substitute one course for another to fulfill a degree
requirement.

Available to: Department Chairs

Course Substitution

This form is submitted by the Department Chair on behalf of a student to formally declare their major and assign an
advisor within a department.

Available to: Department Chairs

Declaration of Major

a minor and advisor within a dept. for a student (Submitted by faculty member) (Please Note:
Firefox IS NOT RECOMMENDED when s nitting Workf

low forms)

0

Declaration of Minor Form

Departmel WorkFlow Forms

* Required

Course Substitution

Submitter Id Number: 2016

Jenzabar Student Id o
Number: *

Student Name:
Student E-mail:
Major:

Catalog Year: * Academic Advisor
Name: *

Course Requirement I * @ Course Substitution 1

Course Requirement 2: Course Substitution 2:
Course Requirement 3: Course Substitution 3:

Reason for the Substitution: *

Submit Form



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. Finally, some programs of study, such as Elementary Education, may
allow waivers if students pass appropriate standardized tests that show competence in certain
areas, such as the Middle School Math Praxis.

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
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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 Il 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 Il college and want to participate in athletics or receive an athletics
scholarship during your first year, you must:
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http://www.ncaa.org/

/biuision Il Academic Standards

I Division |l schools require you to meet academic standards. To be eligible to a DIVISIOMN 1
practice, compete and receive an athletics schelarship in your first year of
1. Earn 16 NCAA-approved core-course credits in the following areas: MAKE 'TYO_H‘R_‘.S

e BaRA SOGIAL
sz b {English, SCIENCE
,"i ) o ke

I | —
2 years 3 years 2 years

2. Earn a minimum 2.2 core-course GPA.

3. Ask your high school counsalor to upload your final official transcript
with proof of graduation to your Eligibility Center account.

If you meet specific criterta after slx semesters of high
school, you may be desmed an early academic qualifier
fior Divigion Il and may practice, compete and receive
an athletics scholarship during your first year

of full-tima enrcliment.

You may practice, compete and receive an athletics
scholarship during your first year of full-time
enrcilment.

You may practice and receive an athletics scholarship
but may NOT compete during your first year

of full-time enroliment.

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.
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11

GRADE

GRADUATE

= If yourre being actvely recruited by an NCAA school and have a Profile Page account,
wransicion it wo the required certdficarion account.

» Monior the task st in your NCAA Elgbility Contar account for next steps.

» AL The end of the echool year, ask your high school counselor from each school you stoend
tn upboad an official transcripr o your Eligibilicy Center scoount.

= If you fall behind scademically, ask your high school counselor for help finding approved
COUFSEs you can Taka.

= Ensure your sports participation information is correct in your Eligibilicy Cencer account.

» Check with your high school counselor To make s You'ne on Track 1o complete the
required number of NCAA-approved core courses.

= Share your NCAA 1D with MCAA schools recruiting you 20 each school can placa you on itz
Instiutional request list.

» Ar the and of the school year, ask your high school counselor from each school you arrend
m upload an official transcripr wm your Eligibilicy Center scoount.

» Request your final amateurism certfication beginning April 1 (fall enrollees) or Oct. 1
(winter/spring enrollees) in your Eligibilicy Center account ax eligibilicycenter.org.

= Apphy and be accepred to the MCAA school you plan w amend.

= Complere your final MCAA-approved core courses ) propare for graduarion.

= Afver you graduare, ssk your high echool counselor o upload your final offictal ranscrip
with proof of gradusmon to your Eligibilicy Cener account.

4 CORE COURSES 4 GORE COURSES 4 GOEE COURSES
| & | & [ &

CONTACT THE NCAA ELIGIBILITY CENTER
L5 and Canada (except Quebecy

B77 2621482 (roll free), Monday Friday

G am. oo 5 pom. Exsterm nme

Inernagonal {Incheding Quebec):

on.ncaa com/intiContact

mm;mwx

Source: http://fs.ncaa.org/Docs/eligibility_center/Student_Resources/DIl_ReqsFactSheet.pdf
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Planning To Go Division Il :.wanse=

Addivional [l 2-4 rransfer nformarion on page 14

YOU PLAN TO ATTEND A DIVISION 1| SCHOOL.

YOU HAVE ATTENDED A TWO-YEAR S5CHOOL FULL TIME.

You are a qualifier and have never You are a qualifier or a partial qualifier
attended a four-year school full time, and have never attended a four-year
but have attended only one semester or school full time, but have been enrolled for
quarter at a two-year school full time. more than one full-time termin a
At your two-year school, did you: fwo-year school but have not grﬂdnnted.
1 complece only one semester or quarter 8 a full-time At your two-year school, did you:
sTudent? Summer schoo! dogs nar CounL 1.  Complete ar least Two semesters or threa QUAarters as a
2. Complere at lesst 12 transferable credic hours for the full-time student? Summer schoal does not count.
semester or quarter you artended full tme?* 2. Complete an average of 12 transferable credic hours for
3. Earna GPA of ax least 2.2 in all rransferable credic hours? each term you awended full tme, earning a GPA of at least
4, w#mmmmﬁmﬁemnhmmdummm 2.2 in all rransferable credit hours? Your ransferable credic

hours must Include all the following subjects:
= English: Six hours if your school uses semesters, or eight

° e hours if your school uses quarters.

= Marh: Three hours if your school uses semesters, or four
¥ YES wall 1 NO o any hours if your school uses quarters.
= Sclence: Three hours if your school uses semesters, or four
hours if your school uses quarters.
3. Eam at least nine transferable credit hours during your lzsc

full-time term?
<4 + v ] (%]
f'ou can praciice, PMease refer wo the If ND to question 3 an
gex an anfiletios rigi-hand column FYES oo all 'l'
schalarship and af this page.
COMPEDE @S SOON 85
you ransfer. 1
+~ 4 1
¥ou can pracuice, o can ‘fiou canmot
get an axhletics prascrice and compsne unxl
scholarship and get an arhiletics you successfully
COMPETE a5 5000 schalarship os complens
a5 you mransfer. SO00N &S you NiNe-SEMESIEr Or
wransfer. eight-quarter hours
toward a degres
during & full-rims
TEM.

o

IF MO 1o question 1 or 2

-
fiou can prectos and gex
an athiletics scholarship as
SOON 05 you transfer bur
CANMOT COMpeTE.
oLl M MO LSS MU thian Two Croi hours of physical eowcation sorhiry courses o il
the ransiorabin oot and G Foguinamons Uk you are onrolling i 8 dogren "Yiou may mo use more than e credic hours of plvysioal edecmion sodvivy courses oo Tulfill
Program requiring piysical educarion soovity merses. Additional progres urwands. dogree the trareiorabin degron orodic and CPA FEjeiremons unkess you ore mroling inos dogree
T reguirements G yoer new instiution will need oo be mer for eligibliny purposes. basod T Faguiring [phrysical nducarion Goiviny coerses. Afditonal progress- e dogres
o the Boatemic Sogre [IFmgram you pian o parse. P FOqUINGITISACS o1 Wour naw inesmnios will need oo bo mat for ciigibliny purpens basod

o1 the? DCatemi TS rog I You plan [ pure.
Pemodial English ond math cdieses may not be wnd. Transfernible Engiish, mar and
marUrEpbyeEcnl SO0 COUPSE Camial 13 previcus Bour i oollege may be wsod Famedial Cours o may i Be sed 1o SEshy e ropuieme s

Déscinimer: '¥our poacemics and auhiencs digibliny must be oeriiied by the mempiiance offioe @t the KUK school you ore ranslarming .

13
TWO-YEAR TRANSFER GUIDE
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Planning To Go Division Il ::manse=

Conuinued From page 13

YOU HAVE NEVER ATTENDED A FOUR-YEAR 5CHOOL FULL TIME.

YOU GRADUATED FROM YOUR TWO-YEAR SCHDOL.

You are a qualifier or partial quallfier and
graduated from your two-year school.
Ar your two-year schoodl, did you:

1 Complere at least owo semesters or three quarters a8 3
full-time soudent? Summer school does nor coumr

2. Earn at least 25% of the credin hours needed vo fulfill che
degree requirement at the owo-year school awarding

your degree?
3. Earn ar least nine transferable credic hours during your
last full-time erm?

—Q o Q

¥ YES o all IFHD I ND o
guestion 2 only question 3 anly
- - - -
You can pracrice, PMease refer m You can You cannoc
ger an achletics the righe-hand pracrioe oompere
scholarship and calumn an and ger an il o
COMPELE 05 SO0 page 13 for dhe il sscressfully
a5 you mransfer. wramsfer oprion schelarship compleos
more closely 05 S00M S nine-semesEr
relaed m your you ransfer.  or sighe-pener
situarion. hours toward &
degres during &
Full-zime erm.

Yol TRy N WS RO Cn DD credit howrs of piysiosl SOuCsmion Scvity oourss o
Tullil b o] ki dogron croni and P, FoquinEments enics you an roling i
2 diogres: program requining physical cducanon Ecthviny ourses. Addioonal progres
wands- degres (PT0] MequINeMiants &L your iew nsiuion vill need 10 ba me for
aigibiliny pUFposE hased O The Doatamic ogon [Fugram you plan oo purse

Remadial English and mah classes may ot be wsol. Tronsfierabie English, mar and
marLrmli pibyeical Soence CoNses samed & provious bour-yoar milege mary be used

Discisimor: Your Beademics and ackiencs eligibilny mesz be cortifled by e pomplance oifion ax the NCAA school you 3 transtoing in

4
TWO-YEAR TRANSFER GUIDE

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

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.

' RECORDS RETENTION AND DISPOSITION SCHEDULE
LIBRARY OF VIRGINIA GENERAL SCHEDULE NO. GS-111
Archives, Records, and Collections Services
800 E. Broad St., Richmond VA 23219 ALL STATE AGENCIES

(804) 692-3600
College and University

EFFECTIVE SCHEDULE DATE: 2/9/2017

RECORD SERIES AND DESCRIPTION SERIES NUMBER SCHEDULED RETENTION PERIOD  DISPOSITION METHOD
Registration: Academic Action Notifications 101134 10 Years after graduation or withdrawal Confidential Destruction

This series documents the notification of students about their
academic probation, dismissal or other action or status
changes. This series may include, but is not limited to:
notification correspondence.

Registration: Application for Virginia In-State Tuition 101159 3 Years after graduation or withdrawal Confidential Destruction

This series documents a student's verification of Virginia
residency. This series may include, but is not limited to: copies
of driver licenses, utilities bills, and tax filings.

Redqistration: Commencement Records 101070 Permanent, In Agency

This series documents commencement activities. This series
may include, butis not limited to: program and schedule of
events.

Registration: Course Action Records 200241 1 Year after end of semester Confidential Destruction

This series documents actions associated with undergraduate

and graduate student's enroliment in a course. This series may

include, but is not limited to: registration, drop/add requests,

permission to audit course to take as passffail, course transfers,

and grade disputes.

Registration: Disclosure of Information 101143 3 Years after last action Confidential Destruction
This series documents receipt for requests for personal

information on students, such as those made by the military,

federal government, and potential employers. This series may

include, but is not limited to: request and response.

Registration: Holds or Encumbrances 101152 0 Years after no longer administratively Confidential Destruction
useful

This series documents violations that result in a non-financially
related hold being placed on a student's grades, transcripts, or
graduation. This series may include, but is not limited to:
carrespondence and hold information.

130f 17
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' RECORDS RETENTION AND DISPOSITION SCHEDULE

LIBRARY OF VIRGINIA GENERAL SCHEDULE NO. GS-111
Archives, Records, and Collections Services
800 E_Broad St Richmond VA 23219 ALL STATE AGENCIES

(804) 692-3600
College and University

EFFECTIVE SCHEDULE DATE: 2/9/2017

RECORD SERIES AND DESCRIPTION SERIES NUMBER SCHEDULED RETENTION PERIOD  DISPOSITION METHOD
Registration® International Students 200242 10 Years after graduation or withdrawal Confidential Destruction

This series documents the completion of proper visa and
immigration records for international student attendance. This
series may include, but is not limited to: visa applications,
permanent residence card, and asylum documentation

Registration: Program Modification 101157 1 Year after graduation or withdrawal  Confidential Destruction

This series documents student requests for changes in
programs, major, or degrees sought and actions taken in
response. This series may include, but is not limited to:
advanced placement records, documentation of transfer credits,
request for degree audit, and applications for degrees or
graduation

Registration: Schedule of Classes 101093 Permanent, In Agency

This series documents the classes offered in each semester.

This series may include, but is not limited to: course

descriptions and faculty course assignments.

Reaistration: Student Record 101154 Permanent, In Agency

This series documents the history of a student’s academic life at
the college or university. This series may include, but is not
limited to: courses taken, grades, transcripts, and degrees
(major and minor) received

Reqgistration: Transcript Requests 101163 1 Year after last action Confidential Destruction

This series documents the receipt of and filling of a transcript
request. This series may include, but is not limited to:
comrespondence.

Redgistration: Withdraw or Leave Authorizations 101167 10 Years after last action Confidential Destruction
This series documents formal withdrawal or temporary leave by
students for reasons such as military orders or medical leaves.

This series may include, but is not limited to: documentation,
approval of the requests, and reimbursement requests.

14 of 17

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 1 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.
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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
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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:
v Allowing a student to enroll in a course that is full

v Allowing a student to enroll in a course that is a repeat of a prior course

v Allowing a student to enroll in a course without the proper prerequisite

v Allowing a student to enroll in a course without the proper corequisite

v Allowing a student to enroll in a course without the authorizing signature

v"Allowing a student to enroll in a course who has an official stop code or hold

v Allowing a student to enroll in a course who has not been properly pulled from
admissions

v Allowing a student to enroll in a course that has a time conflict with another course

v 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.
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Schedule action forms will be accepted only for a certain period of time once the semester has
begun. Course additions are accepted for approximately 7 week after the term has begun. Course
drops are accepted for approximately 7 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.

[ student Registration |'
Registration Student 1D / Other Details
+ Student { Course || ID#| 131661 Hoe Cool Tester

S5N: PO-OO-OOOO Division: |UG  Classffication: |FR

Manage l Control  Registration l Reports l

Courses Student Reaistrations for 0810 / SP
PT/FT

=I- 0910:5P Courses
D - ACC-2020-0 Status: Credits: | 0.00 Number: I_Z Credits: | 4.00
g 2&%—_22[;25[3&-%11 || Course Code Short Title Status Diiv Credits | Cr Type | Grade | Re
H - SEN-100225 I_EEE-I
H : S0C-1100-01 _| |Po.CC -2020-01 |PRINCIPLES OF A |Dn:upped |UG | BCHJFZR

: g: gig’; [ [ENG2050-01 VOCABULARY | [Dropped G | 200ER | |

+ : =

4 0209:SP _| |SEM-‘I[H}2—25 |FRESHMAN SEMINA |Hi=ztor1.r |UG | 1.DDFZR IW |

+]- 9993:9% E' |SOC-11ﬂ'D-ﬂ‘I |I NTRODUCTION TO |Hi=ztor§.r |UG | B.MFR IW IX

3 ' >
Notepad | Add Action | Add Mote | Generate Charges | FPrint Schedule |

Controls for Adding Registrations

Select Courses for Registration

=B

Year/Tem: |D51 o |SP
Record Type: |Local Detail
Organization: [LOCAL J

+ Course

[ o

Course Code

[Remove] [ oo | |

Credits | Credit Type | Division

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



Choose the Manage Tab.

—_— =

r‘: Mudent Kegstiration
Fmgaiten Sucdert D/ e Dty p—
& Sudert ™ Couse | D& 7547 [Flica Dl Ackirs S5 NN [vviscn: |G Ossheson: [0

1o Fetneved Recoes
Herwr St &-lﬂ-h-| :hh-m ™ Mk Statuni 1o Dropeead, Wonliber D Pl i Dt
o 1 Dot Recerd From Siodert Course History
FRistvirved Fassords for 0510 7 5P

[ |rams I Nk | Cumert St New St Coursa Code Date
I I | :

| Pogster Sudertisin spother Coune | CgerSions | Hotepad | Adddcen | add e

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

) Stusdent Registration
Feggraton Souddert D/ O Diatls —
= Suaderd [~ Coursa l}#] !ﬁﬁ-mm SSH:FEH“::’.E_ m:ﬁ

Maruge | Cortel | Ragtation | Raports |

] ]
:@—l e Satis (T Sk St Copped, Ut Do g and Dt Ino.

[~ Diebete Record From Student Course Hstory Cetnt
[istaeved Flecornds fr 0910 / 59

[ Mame 10 Murber Curent Status __ Herw Status Course Code

| Regmer ot At Coumve | Cpwemnn | tteoad | Ageasen | pssnen |

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



[ Stusdem Rigistration
Fepgman Shusdent 1) / Cther Dutnia

& Sudent ™~ Coume || D] 57543 ik Dareen Adkira SSNMEIRIR: Dresien G Classhessen B0

Mansga | Corind | Rngitrason | Reperts |
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Click "Update Registrations” button in the lower left corner of the dialogue box and
another dialogue box will appear — "Drop Course Settings”.
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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.)
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Drop Course Settings

Enter Drop Aag and Drop Date |

Drop FAag: Drop

Drop Date: 1/15/2010
Last Date Attended: 01/15/2010

v Hppiyto sl Drop/Del Courses:

cos |

In Student Registration window, “New Status” should change to blanks and “Current
Status” will change to “Dropped”. Click the Save button.
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Regigration Soudent 1D/ Cther Detads
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When the “Registration” tab is chosen, the student credit hours should say “0”
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Procedure for Deleting Student Courses
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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.

Delete Course : Charges

Charges have been generated for this course. I you delete this course, manual adjustments
may be needed for this student's bill. Please provide the appropriate information to your
accounts receivable office.

v Ppply to all courses to be deleted:

Check the Application Log File for all ID Mumbers with the "Charges already generated: notify
accounts receivable” message.

Continue Deletion | Skip Deletion of Course |

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:

e Admissions to Registration Transfer

e Classification Update/Rules Based Update

e 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.
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Admissions to Registration Transfer |Z| |E|[g|

Transfer Profile: |EIET | Clear Profile Criteria |

Select Candidates l Transfer Process l

Select Candidatels)

{* By Query: |d_ad_le_transfer_uvcw_nodeg j Customize
Retrieve Candidates

" ByCandidate: | |

Query Options Selected ltems
Query Criteria Year | Tem Begin Date | End Date | Description |

+ Years and Terms
i Stages

" Divisions

" Degrees

™ Programs

i Locations

™ Candidacy Types

Query Results
(" Selected Candidates

Change...

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.

B Admissions to Registration Transfer

Tranzter Profile: |HYEDNESE

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.
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3 Admissions to Registration Transfer

Seloct Canddates | Transr Process |
Select Canddateis)

N e |

Transer Profle: [<New Profiey v]  Saehs.. et

@ ByCanddate: [ 131667 [ioe Cool Tester

Query Options Selected kems

Queey Creesia Year | Temn Begin Date | End Date | Description |
@ Years and Tems
© Stages
¢ Drvisions.

£ AD To RE Transfer

Select Years and Terms

Select tems to retum to

Avaiable (Years and Tems)

Selected (Years and Temns)

Yesr | Tem | BeginDate |EndDate  Descrition
10
0 FA T9/2003 1271172009 fral 200 =]
10 172008 [07/03/2009 [Summer
052 70772008 [0B/07/2005 [ouremer
1011 FA 873172000 1272272010 Fal Zi—
0T 172010 [07702/2010 [Summer
T 171172011 [05/11/2201 [opang 2
ol 52 7706/2010 10 [summer
itiz A 0070070000 [00/00/0000 Fal 201
i1z g2 0170175553 0170179559
I J00700/0000 [00/00/0000 [Spring 2
1121 0170175959 [01/01/5559 [oummer
1213 [5M [00/00/0000 [00/00/0000 [oummer
L I e
e — | _'lJ

I |

Yesr |Tem  |BegnOats |EndDate | Descrpton
0310 |57 01/13/2010 (Spring 2008

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

[ Admissions to Registration Transfer

Transfer Profile: [<Mew Profile> - Save As ... Delete Profile ...

Select Candidates | Transfer Process |

Clear Profile Criteria

Select C:
By Query [d_arl_re_tiansfer_uvew_nodeg =l custoniee
Retrieve Candidates
& ByCandidate: | 731661 loe Cool Tester
Query Optian: Selected fem
GQuery Crteria 1D Mumber Candidate Name
£ Years and Tems 3166
 Stages

2 Admissions to Registration Transfer

By Candidate

Transfer Profile: | <New Profile> - Save As .. Delete Profile .

Select Candidates | Transfer Process |

Clear Profile Criteria

" Selsct Candid
@ By Query: | d_ad_re_tiansfer_uvew_transter | Customize -
{Retrisve Cantidates.
C ByCandidate: | B
~Guery Options Selected tem:
Query Criteria 1D Number Candidate Name B
£ Years and Tems Amngton, Haley Brooke
£ Stages [Ashley. Jamed Michael
& Divisions Blevins, Jenniter Marie
® Eoes Bsiic, Dax Colay
e (Childs Burdette, Barbara Jean
£ Locations (Crosby. Fiyan Chrstopher
 Candidacy Types Deckereor Hlackin) ey
41346 Duffy, Hannah Maggan

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).
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[ Admissions to Registration Transfer

Transfer Profile: [FTF v|  Sevess.. | DelteProfie..| Cear Profle Crtera_ |
Select Candidates  Transfer Process |
Process Controls Student Division Master
[V Insert New Records [V Entry Date
[ Update Existing Records ¥ Expected Grad Year/Te:
[V New Row for New Divisio
Student Master - Degree History Degree History Insert/Update Options ;
[V Entrance Year and Term ¥ Entry Date » " Always Add Degree
¥ Location ¥ Degree " Update Existing, Add New Degree
[~ Resident Commuter Status [V Major / Cerification / Minor * Ignore Existing, Add New Degree
[ Depostt Information ¥ Expected Grad Year/Ter 1213 " Skip If Local Degrees Exist
¥ High School Grad Date [v Adv Institutional Req 1011 2010-2011 Academic
[V Previous College ¥ Make New/Updated Row Cument
Web Group Membership Student Session Assignment .
[V Student Web Group I Resident Commuter Status  Session:
[V Student Advisee Group
Candidacy Rules Based Update
[ Set Stop Transferto Yes Select the RBL Clusterto Rur{;

First Time Freshman Profile

2 Admissions to Registration Transfer

Transfer Profile: |{INEEE v Save As ... | Delete Profile ... | Clear Profile Criteria

Select Candidates Transfer Process |

Process Controls Student Division Master
[V Insert New Records [ Entry Date
[~ Update Existing Records ¥ Expected Grad Year/Tery
[¥ New Row for New Division
Student Master Degree History Degree History Insert/Update Options
[V Entrance Year and Term [V Entry Date 2/08/2010 & Aways Add Degree
[V Location [V Degree " Update Existing. Add New Degree

[~ Resident Commuter Status ¥ Major / Certification / Minor ™ Ignore Bxisting. Add New Degree

[~ Depost Information [V Expected Grad Year/Temy” [1213 FA (" Skip ¥ Local Degrees Exist

[V High School Grad Date [V Adv Institutional Req |6510 200%8-2010 Academic

[V Previous College ¥ Make New,/Updated Row Cument
Web Group Membership 1 Student Session Assignment

[ Student Web Group I Resident Commuter Status  Session:

¥ Student Advisee Group
Candidacy [~ Rules Based Update

[V Set Stop Transferto Yes Select the RBU Clusterto Run: ([ATRR Admission to RE RBU

Transfer Data

|
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.
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) Admissions to Registration Transfer

Transfet Profile: [NONDEG v|  Savess.. | Deete profie . | Clear Profie Creeda
Select Candidates Tmnmaa'
—Process Contrals——————| [ Student Division Master
¥ Insett New Records ¥ Entry Date [oze2010
[ Update Exsting Records ¥ Exected Grad Year/Tem [1213 [Fa
¥ New Row for New Division
- Studert Master | |~ Degree Hstory | Degree History Insert/Update Options
[V Entrance Year and Tem ¥ Entry Date Joz082010 % Mways Add Degree
¥ Location ¥ Degree " Update Bxisting, Add New Degree
[~ Resident Commuter Status ¥ Major / Certification / Minor " Ignore Existing. Add New Degree
[ Depost Information ¥ Expected Grad Year/Tem [1213 [FA " Skip F Local Degrees Bast
¥ High School Grad Date ¥ Adv Institutional Req [0510 20052010 Academic
[V Previous College [ Make New/Updated Row Cument
~ Web Group Membership Student Session Assignment AD to RE Transfer
V' Student Web Group [ Resident Commuter Status  Sassion: |
[ Student Advisee Group Transfeming information from Ad to R
2 Candidacy Fules Based Update To stop the process. click on the Stop button below.
¥ Set Stop Transferto Yes Select the REU Cluster to Run: @

How to process a Classification Update
Open Registration Module.
Choose Task>Miscellaneous Updates>Classification Update> Basic Update

tration
Task Actions Options Tasklist Tools Reports Window Help
Mame Entity
Student
Faculty
Course
Mon-Traditional

Registration 3
Grade 3
Transcript

Miscellaneous Updates Academic Standing Update
Motepad C tion Update
Prepare NSC Enrollment Data Rules Based Update Rules Based Update
Create / Edit NSC Transmittal Files Part Time,Full Time Update
IPEDS Reporting Class Rank Update

Astra Schedule Import Errors Generate Test ID

Academic Term Conversion
Recalculate Enrollment Counts
Recalculate Academic Record

Scholarship GPA Update
Scholarship Eligibility Update

Recalculate Highest Test Scores

The Classification Update window appears.
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assification Update

This process updates the Classification Code on the Student Term Summary by
Division, and ff selected, the Student Master and Student Division Master
tables. The year and term below is used to select students registered for that
year and term and detemines which Student Term Summary by Division
records will be updated. You should be sure grades are entered and updated
for the selected year and term before running this option. Select an Update
Type and Code combination and click OK button. You may select a different
combination and run the process again.

Update Ty

ar?d C:dey?e ‘:LW Classfication Definttion ﬂ
ear 0310

Tem: SP

D# | |

[v Start From This ID
v Update Student Division Master
v Update Student Master

- Cancel

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.

[ Classification Update

Classification Update

This process updates the Classification Code on the Studert Temm Summary by
Division, and ff selected, the Student Master and Student Division Master
tables. The year and tem below is used to select students registered for that
year and term and detemines which Student Term Summary by Division
records will be updated. You should be sure grades are entered and updated
far the selected year and term before running this option. Select an Update
Type and Code combination and click OK button. You may select a different
combination and run the process again.

Update Ty

anpd C:dEYPe FL1 Classffication Defirition

‘ear: 0910

Term SP

ID# | 131661 lJoe Cool Tester
l_

| Update Studert Division Master
v Update Student Master

oK Cencel |

This process updates the Classification Code on the Student Term Summary by
Division. and if selected. the Student Master and Student Division Master
tables. The year and term below is used to select students registered for that
year and term and detemmines which Student Term Summary by Division
reconds will be updated. You should be sure grades are entered and updated
for the selected year and term before running this option. Select an Update
Type and Code combination and click OK button. You may select a different
combination and run the process again.

Update Ty

ar?d(::dey?e |cL1 Classfication Definition =
Year 090

Term: SF

D# | [

v Start From This 1D
W Update Student Civision Master
v Update Student Master

oK Cancel |

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

Registration

Name Entity e | -
[ Swdent ¥
Faculty > Student Inquiry
Course » Degree History List and Update

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

[ student Information

(L | 131661 Jloe Cool Tester Baension | User..
Nam|m|ﬁmwh\meamum | Degree | Advising | Student e | Course Locations |

Division Third Party Biling A
Current: ] [i{ SA0: Noambir: I et Found!

Group: Billng Contrel Types Part Time/Ful Time

— Entrance Discount: | Most Recent Yr/Tm: [ 0910/5F
Year:  [0ST0 Tem: [FA Tution: | Record Status:  [History
Registretion/ Transcript Holds Other Student Information Part/Ful Tive Hor | 00
AR Hold: | Location:  [WISE UVaWise Main Campus PT/FT Status: [

Adm/FA: | Group Reg: | Tem Hours - [ 400
Reg: Address: | Term Courses: I F]

Stu Aff: Web Reg: 53 555 Students Support Services
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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.

Student Information E\E\E\
0#][ 131651 [Joe Cool Tester Extension User..
Name | Address | Biograph | Atrbute  Student ] Studert Division | Degree | Advising | Student e | Course Locations |

Division Third Party Biling ~
Curert:  JUG Undergraduate 1D Number: I [Net Found!
Ezip Biling Cortrol Types Part Time/Full Time
e Dicount: | | MostRecent YoTm: | 0S10/SF
Year  [o310 Tem: [FA Tade: ||| Recod Stmius Fistory
Registration,/ Transcipt Holds Other Student Information Part/Full Time Hor 0o
AR Hold Location:  [WISE UVa-Wise Main Campus PT/FT Status
Adm/FA: | Group Reg: | e A5 <]
Reg: | Address: | Tem Courses: 2
Stu AF Web Reg: [SS5 555 Studerts Support Senvices
Lbrary, | Residency. | e
Advisor: | District: [ Depost: | @
Curent Update Information E"D‘T;"‘E"‘ 1dd Srudert

ale Iomaten 5 — Add|
Honors ° Fetum Eiigibilty
Probation: [PR Academic Probation [ Athletic Team Member ¥ Eigble
Class - Date 30/00/0000
High Schod DE Dually enoled s
Date FR Freshman llege Previously

IR Jurior - Undergrad

: [Not Found!

e 0D Hon-Dears [ || et £

50 Sophomore - Undergrad

R Senior - Undergrad

_

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:

24.

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.

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:
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GRADAPP DUE FEB2020 | FOR | DEC2020 MAY2021 $12021 $22021

SCHEV DUE FOR | S12019 $22019 DEC2019 MAY2020
AUG2020

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.
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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 1% of each year. Notifications are sent via J1 (Notepad >
Communication Management) three times prior to the application deadline

1°* Notice (e-mail) — Sent first week of February. --- TIME TO APPLY TO GRADUATE
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https://my.uvawise.edu/ICS/
https://www.uvawise.edu/academic-affairs/college-catalog
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https://www.uvawise.edu/after-graduation/alumni

2" 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.

3" 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)

= v » This PC » Registrar (\\regsvr) (R:) » scans » GRADUATION » @@GRADUATION (UNDERGRADUATE) INFORMATION BY TERM (NEW)
Mame Date modified Type Size
FALL (DECEMEER) 2024 4/9/2024 10:48 AM File folder
SPRING (MAY) 2025 /9/2024 11:17 AM File folder
SUMMER 2025 4/9/2024 11:17 AM File folder
TEST FALL 2024 4/10/2024 10:41 AM File folder
B (UG) GRADUATION APPLICATION INFORMATION (COMPLETE LISTING BY TERM ON TAB) xlsx 4/10/2024 10:40 AM Microsoft Excel W...

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.
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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.

Student Information
ID# 131661| Joe Cool Tester

MName  Address Biograph  Attribute

Degree Eamned At:

D Current Degree D Active
Division: GR. Degres:
Major 1:
Major 2:
Honors:

Application Date:  DL/BN0000
Date Conferred:  00ADMVI00D
Degree Earned At: "LOCAL

R.O. staff manually enters the appropriate stage(s) on the Grad

Student

B

Student Division

Degree  Leave of Absence

Degree Summary

Curent Degree [ Non-Degree Seeking

[ Active

Division: UG Undergraduate

Cegee BS BacheloroiSoemce
Place Eamed: “LOCAL ...| UVa-Wise formery CVC
OPE ID of Place Eamed:

Date Conferred: (00000000 Transcripts |

Passport/UCGS:
SCHEV Degree: |AAS  Association of Arts anc

Degree Programs ~ Graduation  Graduation Stage
Commencement
Graduation Application Date: 08/01/2022
Program Area 1:
Program Area 2:
Latin Honars:
MAJ DEPT 1:
MAJ DEFT 2:
Diploma
Diploma Name: test 2
Diploma Dates

Degree M%dem Life Course Locations

Degree Dates
Entry Date: 10/10/2001
Re-entry Date 00/00/0000

Expected Grad Year: _
Expected Grad Tem: SERNIN

Withdrawal Date: _
Exit Date: 00/00/0000
Exit Reason:

Print on Transcript

Degree Period:
Graduation Year: 2627
Graduation Term:  SP
Response Intent YT
Response Intert Tm:

NSC Degree Period:

Order Date: [INOO0NO00D Ficked up cap/gown: NONND00E Recrdered Diploma: |00.00/0000

[ In Absentiz [] Diploma Pick Up  Walking:|Y

&

Gown Size 45

T-Shirt Size (XL

(=] 2 sl

Degree Lock: Waming

n Stagechluding&

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.
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Student Information

ID# | 131661|Joe Cool Tester =)
Name  Address Biograph  Atibute  Student Student Division Degree  Advising Student Life Course Locations
Degree  Leave of Absence
Degree Summary Degree Dates
Current Degree || Non-Degree Seeking Ertry Date:
[ Active Re-entry Date:
Division: UG Undergraduate Expected Grad Year _
Dogee:  BSNBSChERAISSERSMM  Eecid God Ter: SEN
Place Eamed: ~ [LOCAL  |[..| UVa-Wise fomery CVC ~ Withdrawal Date:  [HOVO0/D000
OPE ID of Place Eamed: Extt Date: E/DDIDDDD
Date Confered:  [00/00/0000) Transcripts l Exit Reason: |
Degres 2 of 2 Passpot/UCGS: | | Print on Transcript
[ Curent Degree [ Active SCHEV Degree:  AAS  Association of Arts ana
Division: GR Degres:
Major 1: Degree Programs  Graduation Graduation Stage
Major 2:
Honors: Stage Review Date | Status
Appication Date: 00/100/0000 (000 Grad Attachments & Info - (App,Wa/00/00/0000 |0 Attachments (App, Subs, Waivers( |
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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.

Registrar =

This form is initiated by the Graduation & D

Administrator after receiving the graduation application from a student. It is a reminder indicating petential course(s) needed for degree completion. This infermation IS NOT
graduation approval.
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Graduation Review (Student Course Needs)

Review Date: *

tudent Information]

Student ID #: (or last.first) * 2]
Student Name: Student Email:
Advisor Name: Advisor E-mail:
Degree Major Type
Major: 2nd Major (if spplicab
Minor ifa; 2nd Minor fif applicable):
Hours Earned (incl
Hours In Progress
Cultural Activities Completed: O Yes If not complete, please enter # of Cultural Activities Needed to
O No fulfill the requirement:
Liberal Arts Core Coursework: Major(s) Coursewark:
Is Liberal Arts Core Coursework Complete: * O Yes Is the Major(s) Coursework Complete: * O Yes
O No O No
Liberal Art Core Courses Needed (Leave blank if Major(s) Courses Needed (Leave blank if
courses are completed): courses are completed):

Minor Coursework & Additional Comments:

**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" ***

UVA Wise Graduation Application Revie

.k
Review Date: 04/02/2024 =

tudent Information:
Student ID #: (orlastfirst) * | 454064 =]
Student Name: Tester, Joe Cool Student Email nnb3h@uvawise.edu
Advisor Name: Marda Porter Advisor E-mail: nnb3h@uvawise.edu
Degree Major Type: BS

Major: BUSBS 2nd Major (if zpplicable):

2nd Minor fif g

Minor gifag

Hours Earned fine|

0.00

Hours In Progress: 3.00

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

1% Review (Summer — Fall): Prior to last day to add a class for Fall term
2" Review (optional if time allows): After last day to drop a course
3" 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
2" Review (optional if time allows): After last day to drop a course
3" Review: Prior to sending to department chair for approval (potential graduate list)

Summer Graduates

1st Review (Spring-Summer ): Prior to beginning of Summer | courses
2" Review: End of Summer |
Department chairs are informed of 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.
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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
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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.

"

Student Information EIE

ID # 131661| Joe Cool Tester o B User...

Mame Address  Biograph  Attrbute  Student Student Division ~ Degree  Advising Student Life Course Locations

Degree  Leave of Absence

_ E-L-‘-. Astive Degree Summary Degree Dates
MINIETRATION Cumert Degree [ | Mon-Degree Seeking Entry Date: 10/10/2001 Degree Lock: Waming
[ Active Re-entry Date: 00/00/0000
Division: UG Undergraduate Expected Grad Year: _
Degee:  BSNBSchEGrORSEGMMM  Evecied Grad Tem: SRR
Place Eamed: “LOCAL ...| UVa-Wise formerdy CVC ~~ Withdrawal Date:  (/O0/O000
OPEID of Place Eamed: Exit Date: 00/00/0000
Date Confered:  00/00/0000 Transcripts J Exit Reason:
Passport/LUCGS: Print on Transcript
[] Curent Degres [ Active SCHEV Degree:  AAS  Association of Arts ang
Division: GR Degres:
Major 1: Degree Programs  Graduation ~Graduation Stage
Major 2:
Honars: Stage | Review Date | Status
oo/00/0000
Application Date: 0/00/0000 000 Grad Atachments & Info - {,ﬂpp.Wa|DDfDDfDDDD 0 Attachments (App, Subs, Wal\rers(:'_'J
Date Confemed:  00/00/0000 100 Graduation Application Received |DD,-"DD,-"DDDD 9 Complete Cd
Degree Eamed At: "LOCAL mmduaﬁon Application in Processi w 9 [
( 959 Grad Hold (On Hold. No Update/R¢00/00/0000 |2 Contacted: Info Needed/Missing.
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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).

Jenzabar One

File Edit Actions Options Tools Go Window Help

HHB & H Lxmm

Mhetieel

Passport/UCGS
SCHEV Degree: |AAS Association of As ang

Degree Programs  Graduation  Graduation Stage

Degree Programs

ﬁ Student nformation =
ID# 131661 loe Cool Tester Fa=3 User...
Name Address  Biogeph  Attibute  Student  Studert Divison  Degree  Advising  Swdenilfe  Course Locations

At Degree  Leave of Absence
Tl EE“”“ Degree Summary Degree Dates
degree.
Cument Degree ] Non-Degree Seeking Entry Date: 10/10/2001]  Degree Lock: MNone
Re-entry Date 100/00/0000]

Division: UG Undergraduate Expected Grad Year: ESZENNN
Degres Expected Grad Term: SERIIN
Place Eamed:  |"LOCAL UVa-Wise formedy CVC ~ Withdrawal Date:  O/DO/D000]

Date Confanes: | 03001000 OPE ID of Place Eamed: Exit Date: 00/00/0000]

T e Date Corfemed: ~(00/00/0000 Exit Reason

Prit on Transcript

s

ate: 0801

femed:  0O/DOVODD0

Degree Eamed At: *LC

3 4
Eieivre 1 Horors: -
3 4
Minors 1 2.
3 4
Concentrations: 1 2
3 Pre-Professional Track: [
Degree Honors: 1. | o 2 3
Other Honors:  1.|CH College Henors Program ~ 3
cu Cum Laude hic Plan Start Year/Tem:
D Departmental Honors student's plan from the beginning tem
WA Magna Cum Laude
Resticted Progran Mo honors [ Reverse Transfer Degree
RH Research Honors. -
<
Student Life Charges
Vehicle Management
Work with Candidates
Student Information
D# 131661 Jos Cool Tester ] =
Name Address Biograph  Atibite  Student  StudentDivison Degree  Advising  Studentlfe  Course Locations
Degree  Leave of Absence
e s Degree Summary Degree Dates
Segree
Current Degree [ Non-Degree Secking Entry Date: 10/10/2001  Degree Lock: None
Active Re-ertry Date 00/00/0000
Divisian. UG Undergraduate Expected Grad Year: ZE2TNNIN
Degree Expected Grad Tern: SRR

SCHEV Degree: AAS Association of Ats anc

Degree Programs  Graduation Graduation Stage

Degree Programs

Place Eamed:  ‘LOCAL UVa-Wise formerly CVC  Withdrawal Date:  (HO/D0/0000]
OFE ID of Place Eamed: Exit Date 100/00/0000
Date Confered:  00/00/0000) Exit Reason:

Passport/UCGS: Print on Transcript

Majors 1T E

3
Certffications:

1
3
Minors 1
3

Concentrations: 1.

Degree Honors: 1

Restricted Program Admission:

4

Horors.

[N

3
3
Academic Plan Start Year/Tem:
[] Assign student’s plan from the beginning term

Pre-Professional Track: [N

[ Reverse Transfer Degres
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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.
*#xxx+*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 **
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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 25" — 30", Order
digital diplomas around the same time.

27. Withdrawals

Students who want to withdraw from all classes need to complete the Request to Withdraw from
UVA Wise form located within their student portal at my.uvawise.edu.

Complete this form to request to completely withdraw from UWVA WISE. You will be contacted by someone in the Off

Request to Withdraw from UVA WISE

The form is located under the section Electronic Student Forms. Once the Withdrawal Form is
complete, the Office of the Registrar personnel will contact the student and 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.

This information is entered into the Student Information System (Jenzabar) on the Degree Tab in
the Withdrawal Date, Exit Date, and Exit Reason fields. Two fields on the Degree Dates section
have been recently updated (4.18.2025) to increase accountability and compliance with federal
financial aid regulations. The Withdrawal Dte field was updated to Withdrawal Dte (FD) to
indicate the date the withdrawal form was filed while the Exit Date was updated to Exit Date
(LDA) was updated to reflect the LDA (Last Date of Attendance). These updates will more clearly
communicate accurate dates via the National Student Clearinghouse (NSC) Enrollment
Transmission process.

Studert Division ~ Degree  Advising Student Life Course Locations

Leave of Absence
= Summary Degree Dates
mert Degree || Non-Degree Seeking Entry Date: 08/01/2025  Dearee Lock: |None
tive Re-entry Date: 00000000
n: UG Undergraduate Expected Grad Year:
BA Bachelor of Ats Expected Grad Tem:
Eamed: “LOCAL ... | UVa-Wise formery CVC Withdrawal Cte (FD): _
) of Place Eamed: Exit Date (LDA): _
‘onfered:  [00/00/0000 Exit Reason: D Deahinfamly
at/UCGS: Prirt on Transcript

mic Degree: AAS  Association of Arts anc
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It is also updated on the Student Division Tab in the Exit-Related fields.

Exit
Date: 01/01/,2025
Reason: D Death in family
Transfemed To: Mot Found!
Verified: Email Motifica [03/21,/2022
Verfied By: nnbah Marda Porter

Motes

Student had an unexpected loss.

Degree Dates Update Entry Date Update NSC Special Status Information
Student Division Master: 00,/00/0000 i -

Entry Date: 08/07/2025| Degree Lock: |None vdent Hvision Hlaster | Special Status:
Re-ertry Date: 00/00/0000 PereeiEayy [ [b0/00/0000 Special Status Beg Date: [] 00/00/0000
Expected Grad Year: Ertering Degree/Certificate-Seeking Student Special Status End Date: [] 00000000
Expected Grad Tem: e T

.D ; [l (®) Firstime in postsecondary institution Update Bxit Information
Withdrawal Cte (FD): _ () Transferdn first4ime in this institution

; . . . Student Division Master: 02/05/2023
Exit Date (LDA): 02/05/2023 () Neither firstime in postsecondary nor transferin

Exit Reason:
Print on Transcript

Entering Firsttime, Transferin Year/Tem: O Egmaiimy 1] 002000000

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 & Il) 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 Il term is complete. Beginning with
Spring 2024 graduates, one free digital diploma order is to be given to each graduate. Students

64



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.

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”.
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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:
e In-Office Expedited Processing (pick-up only): $25.00 per copy (official)
e Online Request & Electronic Delivery: Starting at $3.85/copy electronic processing fee
through Parchment.
e 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
(Hold, Warning, View Unofficial Transcript Online)/Hold Grade Report (Hold, Views Grades
Online)

Hold Setup E=3E=R|
@ Howdo I setup Holds?

Hold Type Hold Type Access  Hold Defintion

Code | Description Hold Type, Defauk Descrption for Students Instructions to Resolve Hold Show On | Active| _ Hold
Wk

O [ O Hod
EX  |REG - Expuision from College RE Registration Hold [3/5tudent expelled from College and may not retum Student is expelled from the College and may ot retum. Hold

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
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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):

e Academic Expulsion

e Academic Suspension

e Academic Probation

e Academic Warning

e Disciplinary Expulsion

e Disciplinary Suspension

e Medical Withdrawal

e 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]."
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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
(BVAC40-31-140) 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.
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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 Definition Credit Hours per Specifics

Delivery Contact Hour

Design A course requiring visually  |1.5 contact hour = 1 Design labs or studio classes

Lab/Studio focused work where studentsicredit hour present environments for
have "hands on” students to engage in creative
experimentation or practice or artistic activities. May require
of a subject or discipline more faculty/instructor

engagement than a defined lab.

Independent A course requiring students |Variable contact hours  |[Expectation of specific contact
Study (May not  to experience individualized, and variable credit hours with the faculty member
be used for independent, directed, or  |earned. Student or qualified representative in
internships, guided studies led by a contract for independent|addition to the individualized
practicums, or  faculty member or qualified |study must include work.

undergraduate  |representative. contact hours with the

research.) faculty member.
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Instructional Definition Credit Hours per
Delivery Contact Hour

Internship, Field |A course requiring students |9 contact hours = 3

Experience, to participate in experiential |credit hours -- 18
Practicum, learning under the contact hours = 6 credit
Undergraduate supervision of an employee |hours -- 27 contact
Research of an external entity, or a hours = 9 credit hours
university expert (faculty .
member.) Ind|V|duaI. departments
may require more
internship contact hours
as determined by the
faculty and the
Undergraduate Studies
Committee (USC)
Lab A course requiring scientific |3 contact hours = 1
or research focused "hands [credit hour
on” work
Lecture A course led by an expert or |1 contact hour = 1 credit

qualified representative in  |hour
the subject or discipline

Specifics

Internship, Field Experience,
Practicum, Undergraduate
Research

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

Recitation A course requiring 1 contact hour = 1 credit [*no more than 50 minutes per

supplemental or expanded hour
discussion of the content of
a specified lecture.

Seminar A course structured in 1 contact hour = 1 credit
support of student hour
conversation, shared
experiences, shared
readings, and led by faculty.

week

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
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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 Contact Hours Weeks
Week F2F
1 Credit Hour 1 Day 50 Minutes 15 Lecture/1 Exam Week (17
Hours)
2 Credit Hours 1 Day 1 Hour 40 15 Lecture/1 Exam Week (17
Minutes Hours)
2 Credit Hours 2 Days 50 Minutes 15 Lecture/1 Exam Week (17
Hours)
3 Credit Hours 1 Day 2 Hours 30 15 Lecture/1 Exam Week (17
Minutes Hours)
3 Credit Hours 2 Days 1 Hour 15 15 Lecture/1 Ex15 Lecture/1 Exam
Minutes 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 15 Lecture/1 Exam Week (17
Minutes 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
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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 | begins the THIRD Monday after Commencement.

2. Summer |l 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.

72



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

as of 11/16/2023
YEAR SPRING SPRING SPRING SPRING 51 BEGINS 51 ENDS 52 BEGINS 52 ENDS FALL FALL BREAK FALL FALL
BEGINS BREAK CENSUS EXAMS EXAMS EXAMS BEGINS CENSUS EXAMS
Sep 26,27
2024 17-lan 11-Mar 10-Feb 6-May 28-May 28-Jun 8-lul 9-Aug 21-Aug | Oct 23 Nov 14-Sep 9-Dec
4.5 Now 27-
Sep 25,26
Oct 22 Nov
2025 15-lan 10-Mar 8-Feb 5-May 27-May 27-Jun 7-lul 8-Aug 20-Aug 13-Sep 8-Dec
3,4 Nov26-
28
Sep 24,25
Oct 28 Nov
2026 14-Jan 9-Mar 7-Feb 4-May 26-May 26-Jun &-Jul T-Aug 19-Aug 2.3 Nov 25- 12-Sep 7-Dec
26
Sep 23,24
Oct 27 Now
2027 13-lan 8-Mar 6-Feb 3-May 24-May 25-Jun &-lul B-Aug 13-Aug 1.2 Nov 24- 11-Sep 6-Dec
26
Sep 28,29
Oct 25 Nov
2028 12-lan 6-Mar 5-Feb 1-May 22-May 23-Jun &-Jul S-Aug 16-Aug 9-Sep 4-Dec
6,7 Nov 22-
24
Sep 27,28
Oct 24 Nov
2029 17-lan 12-Mar 10-Feb 7-May 29-May 29-Jun B-Jul 9-Aug 15-Aug 5.6 Nov 21- 8-5ep 3-Dec
23
Sep 26,27
Oct 23 Now
2030 16-lan 11-May 9-Feb 6-May 23-May 28-Jun 8-lul S-Aug 21-Aug 45 Nov 27- 14-Sep 9-Sep
29
. . .
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.
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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:

e 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.

e 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.

e 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
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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
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. Each time a grade is entered in
the system, an automatic recalculation is processed to update the student record. Faculty who
do not report grades may receive a NR for each student who does not have a grade entered in
the portal. NR represents “not reported.”

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 without
appropriate approvals. Faculty may use the Grade Change Forms on the Faculty Portal to make
changes within the first year of grade entry. This initiates a digital workflow process that goes to
the appropriate approver. Once approved, the Office of the Registrar will make the appropriate
grade change in the student information system. Beyond the permanent grade and associated
links in the system, any external documentation is destroyed after one year of grade entry.
Changes after one year may only take place with approval from the Provost of the College and
must be based on extenuating circumstances.

If an outstanding grade or grade error is discovered and the instructor of record is no longer
available for consultation, the appropriate Chair of the Department will determine best steps for
correcting or updating the final grade. In such cases, the Chair may depend on the expertise of
the faculty in the department and may consult with the Registrar and Provost as necessary.
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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. This creates a student information system workflow
that stamps approvals and process for documentation purposes.

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.

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.

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.

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.
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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

uIM

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 Provost's
Designee 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.

Sample Spreadsheet Snip

The spreadsheet will have the following information included:

Course Code - SIS example — Prefix = MTH, Course Level = 3010, Section Number = 01
Course Title — The official title of the course — Foundations of Economics

Course Frequency (if different) — offered in spring, fall, both, or other

Course Enrollment Capacity — determined by room size or pedagogical approach

77



e Credit Hours — most often static number but may be different if the course is an
internship, practica, etc.

e Instructor of Record Name — the official instructor of record, may be changed by the Chair
only

e Location -- campus

e Days - M=Monday, T=Tuesday, W=Wednesday, R=Thursday, and F=Friday

e Begin and End Time — Course length in hours and minutes

For documentation purposes, this initial spreadsheet serves and the official approval and record
that establishes the key variables listed above and how they relate to the student information
system record. After the final course schedule is entered and approved, the Chair of the
Department will use the appropriate form to change any specific course details. If there is a
change of instructor, the email from the Chair will be used to document that change. Once
published, any course additions to the schedule will be processed with the appropriate form
submitted through the Faculty Portal (my.uvawise.edu).

Forms Available for Course Schedule Changes

To request a student be administratively withdraw from a course. (Use this form)

Administrative Withdrawal Reguest Form

To submit a change of grade for a course(s) on a student's academic record. (Lise this form). This form should not be used to change an
incomplete (1) grade.

Change of Letter Grade Form
To declare a minor and advisor within a dept. for a student (Submitted by faculty member) (Use s forrm) (fleass note Ltilizing Mozila Firefi 15 NOT
RECOMMENDED when submitiing Workdlow forms)

Declaration of Minor Form

To request an extension on the 45-day Incomplete deadline. (Use this form) o

forms)

hzang Mozl Firafow 15 NOT RECOMMENDED when submitting Worklow

Incomplete Grade "I" Extension Request Form

To update/change a grade of "I® on a student's record to a letter grade. (Use this form). (eleass Note: Unitzing Moziils Firefoe 1§ NOT RECOMMENDED when

submitting WorkFlow forms)

Incomplete Grade Update Form

To request a class be taught as an independent study during a particular term. (Use this form)

Independent Study Request Form

To request books from the library for your class to be used with class materials. (Use this form)

Library Book Request Form

“**ORIENTATION USE OMLY*™*This is form used OMLY during Orientation for Transfer Students to allow them to declare a major.
ORIENTATION FORM: TRANSFER STUDENT DECLARATION OF MAJOR FORM

To request to add a new course to a term (ie., after the course schedule deadline). (Use this form) =*D0O MOT USE FOR INDEPEMDENT
STUDY COURSES™

Request to Add a New Course Form

To request a classroom change or reserve a room for a specified date/time. (Use this form). (oesse note: Ueitzing Mozills Firsfax 15 NOT

submitting WorkFlow forms)

Room Reservation / Room Change Request Form
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Course Schedule Spreadsheet - Sample

CRS CODE
CsC 101001
CSC 101001
CsC 110001
CsC 118001
CSC 118001
CSC 118002
CSC 118002
CsC 218001
CsC 218001
CSC 224001
CSC 230001
CSC 318001
CsC 326001
CsC 411001
CSC 420001

ARS AR AR A

CRS TITLE

INTRO TO PROGRAMMING IN PYTHON
INTRO TO PROGRAMMING IN PYTHON
COMPUTER LITERACY

FOUNDATIONS OF PROGRAMMING C/C++
FOUNDATIONS OF PROGRAMMING C/C++
FOUNDATIONS OF PROGRAMMING C/C++
FOUNDATIONS OF PROGRAMMING C/C++
DATA STRUCTURES

DATA STRUCTURES

PROGRAMMING IN PYTHON

SOFTWARE ENGINEERING
INTRODUCTION TO ALGORITHMS

INTRO. HUMAN COMPUTER INTERACT
ADVANCE DATABASE SYSTEMS
PROGRAMMING LANGUAGES

PAFTUAMARE AR/ AT BEALAATRICLIT

FREQ CAP CRHR INSTRUCTOR NAME

25
25
15
18
18
18
18
14
14
14
18
20
14
14
14

An

2w W W W W RE AR PR PR R R QR A

Carter
Carter
Edwards
Frazier
Frazier
Hatch
Hatch
Somervell
Somervell
Somervell
Frazier
Frazier
Somervell
Carter
Hatch

[Ep—.

Karen
Karen
Clifford
David
David
Robert
Robert
Jacob
Jacob
Jacob
David
David
Jacob
Karen
Robert

L —

LoC
WISE
WISE
WISE
WISE
WISE
WISE
WISE
WISE
WISE
WISE
WISE
WISE
WISE
WISE
WISE

wannr

TIMES

F 10:00:00 AM
9:30:00 AM
2:00:00 PM

F 11:00:00 AM

11:00:00 AM
12:30:00 PM

F 12:00:00 PM
2:00:00 PM
2:00:00 PM

12:30:00 PM

F 12:00:00 PM

F  9:00:00 AM

F 10:00:00 AM

11:00:00 AM

F  3:00:00 PM

ALARLGAN TR

10:50:00 AM
10:45:00 AM
3:15:00 PM
11:50:00 AM
12:15:00 PM
1:45:00 PM
12:50:00 PM
2:50:00 PM
3:15:00 PM
1:45:00 PM
12:50:00 PM
9:50:00 AM
10:50:00 AM
12:15:00 PM
3:50:00 PM

AC.AN MR

Each term initial fall, spring, and summer courses are entered into the Student Information
System. After entry, the Department Chairs are asked to approved the final schedule prior to
publication. The following is an example of a typical course schedule entry and approval timeline:

Spring Term
e First Week of September -- Course Schedule (based on the previous fall term) is sent to

the departments for any needed changes.

e Third Week of September — Edits from Departments due back to the Office of the
Registrar

e First Week of October — Course Schedule is published prior to preregistration for spring.

Fall Term

e First Week of February -- Course Schedule (based on the previous fall term) is sent to the

departments for any needed changes.

e Third Week of February — Edits from Departments due back to the Office of the Registrar
e First Week of March — Course Schedule is published prior to preregistration for fall.

40. National Student Clearinghouse Submissions

Enrollment Reporting Schedule

The Office of the Registrar works 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 files are

uploaded at the end of May, the end of Summer terms, and the end of December.
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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 Il 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

1 = E—

This aption calculates the PT/FT hours and status for the National Student Clearinghouse
and creates a record in the NSC Reaqistration Transaction File.

Yearfor Update: 2122
Tem for Update: FA

D # 1/|Mat Found!

Start From Thig 1D
Do nat Show Wamings: Missing MSC Division-Term Definitions
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STEP 2: NSC Maintain Student Data Records

n MSC Maintain Student Data Records | = || (=] || X | ]
This option creates and updates student records an the National Student
Clearinghouse Student Master Table.

Process Controls
earfor Update: 2122

Tem for Update: FA

! [+|Create New Student Records
g |Update Existing Students
ff Update, Overwrte:

3 [JFICE Code []Branch code
1 [~Anticipated Graduation Date Foreign Student Status
[+]Graduate Level Indicator [+ Data Elock Indicator

t NSC Ethnicity and Race

Process |Deﬁne |Update Rules...

-

atratinn Nefintian

STEP 3: Create NSC Transmittal and Final Files

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

-

Create NSC Transmittal and Final Files EI@

Populate Transmittal Tables  Prepare Final Filels) View./Send Final File(s)
Selected Years and Terms NSC Create Criteria
Be FICE and Branch: pos7azio0 |
l Academic Tem: FA 2122l
b Certification Date: 12/01/2021
1 CIP Year: 2010 0
i @ Standard Report
H [] Graduates Only Report and Grad Date: 00/00/0000
E Address Priority and Report "FO" State, ..
E Address Priority: ~ DEFAULT
F Country is Not: ’E UNITED STATES OF AMERICA
b Student is a US Citizen
Change... if Country is: &UNITED STATES OF AMERICA

History File to Use for Compare —
7 [FICECode [Branch Code | Report Date | Academic Tem Popuiate Transmital Tablez]
{ [ooara7 Joo 2122.Fall

003747 00 |DBJ-"DBJ-"ZDZ1 2122:Fall

003747 00 |DB;-"D3.-"2{]21 2122:Fall v

Delete History...




Degree Verification Reporting

The process goes through these steps:

Io Send e repon
Io Finalize the file
Ie Ediit 0o,
Ie Collect memis,
lo Create Saits

Create and Send a Degree Verification Report

1.

Create a new batch:

a. Open the Degree Verification Data Collection and Transmission window. The NSC Records
Select Batch window pops up.

b.  Click the New Batch button.
The pop-up closes, and the NSC Degree Verification Data Collection and Transmission window
opens to the Collect Data tah.

Collect information:
a.  On the Collect Data tab, enter or select the parameters for collecting information.

b. Click the Populate NSC Tables button. This collects the information and puts it in the NSC
tables in the database and shows it on the Detail Records tab.

Edit the information:
a. Click the Detail Records tab, and verify the student information, and edit it as necessary.
To remove a student, right-click their row, and select Delete Row.
ii. Toadd a student, right-click anywhere in the datagrid, and select Add Row.

b.  Click the Header Records tab and the Trailer Records tab to review and edit the report header
and trailer.

Finalize:

a. Click the Prepare Final File tab.

b. Click the Create Final Transmittal File button.
Send:

a. Click the View/Send Final File tab.

b.  Click the Filepath icon Q , and browse to find the report file.
c.  If you wish, click View File or Open in Notepad to see the file before you send it.

d. Tosend the file, click Secure FTP.
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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 (Undergraduate)

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 Undergraduate Studies Committee (USC, formerly Academic Program Committee
(APC) Changed 2024) 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.

Each year, the USC 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 Curriculum. The
Office of the Registrar makes appropriate changes to the catalog based on these approvals by
April 1° 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 1*) 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

» USC Process — October to January 31st
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

YV V VYV

The Graduate Catalog is under the purview of the Director of Graduate Studies. That office
serves a two-year term. The faculty member over Graduate Studies will use a similar timeline.
Upon completion of edits to the graduate catalog, the director will share with the Office of the
Registrar by June 1 of each year, who will, in turn, finalize and publish the catalog on the college
website. Similar to the USC, the Graduate Studies Committee (GSC) has jurisdiction over all
academic matters at the graduate level. 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 graduate probation and honors and other aspects of
the graduate level as they pertain to the instructional mission.
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43. Remote Work, Flex Time, and Leave (Time-Off)

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. (See calendar example in Appendix F)

Leave is defined as when an employee requests time off for a variety of reasons: vacation time,
personal leave time, doctor's appointments, sick days, or emergencies. Staff have varying degrees
of leave time based on their work classification (University Staff, etc.). UVA Wise has Holiday
Calendars that publish holiday time off. Paid time off plans, Occasional time off, leave of absence,
volunteer leave, workers compensation, emergency event status are also examples of leave time.
Employees should refer to the Human Resources Website (https://hr.virginia.edu/time).

University Policy HRM-014: Standards of Conduct for University Staff Employees
(https://uvapolicy.virginia.edu/policy/HRM-014 ) guides the process for managing employee
conduct. The following except outlines the group offences

Policy Statement:

A University staff employee is expected to perform their job responsibilities in a manner that
reflects the highest ethical and professional standards of conduct and performance. The
University seeks to resolve conduct and performance problems in the most positive and least
formal manner possible, using such techniques as counseling, coaching, additional training, or
supervision. When a University staff employee does not meet expectations for behavior or
performance, and informal methods fail to result in improvements, the supervisor is required to
use the specific corrective action protocols and protections of staff rights set out in the Standards
of Conduct.

The Standards of Conduct for a University staff employee applies to any non-probationary
University staff employee. However, it is recommended that University schools/department/units
use this policy as a guide for evaluating the workplace conduct of an employee not specifically
covered by the policy such as a probationary or wage employee. (Refer to HRM-020:
Probationary Period for University Staff Employees.)

NOTE: Non-probationary law enforcement officers employed by the police department of any
public institution of higher education of the Commonwealth where such department, bureau, or
force has ten or more law enforcement officers also have access to the procedural guidelines of the
Code of Virginia § 9.1-500 Page 3 General Provisions Application — 507 and § 9.1-508 - 512,

84


https://hr.virginia.edu/time
https://uvapolicy.virginia.edu/policy/HRM-020
https://uvapolicy.virginia.edu/policy/HRM-020

respectively, in cases of investigation of work-related matters that could lead to the dismissal,
demotion, suspension, or transfer for punitive reasons of a law enforcement officer.

1.

University Staff Employee Standards of Conduct:
Minimum expectations for acceptable workplace conduct and performance include but
are not limited to:

Report for work dressed and groomed for your working conditions as outlined by
your school/department/unit based on their business needs.

Report to work as scheduled and obtain advance approval from the supervisor
for any changes to the established work schedule, including the use of leave and
late/early arrival and departure. (Refer to HRM-012: Workplace Flexibility.)

Utilize time off and related employee benefits in the manner for which they are
intended. (Refer to HRM-013: Available Leave Types for University Staff
Employees and benefit plan.)

Obtain approval from the supervisor prior to accepting, initiating, or continuing
external consulting if this activity is performed during your normal work hours.
(Refer to HRM-025: Professional Service and External Consulting for University
Staff Employees.)

Obtain approval from the supervisor prior to working overtime if non-exempt
from the Fair Labor Standards Act. (Refer to HRM-046: Overtime Management for
Non-Exempt Employees.)

Devote full effort to job responsibilities during work hours.

Work cooperatively to achieve school/department/unit goals and objectives.
Make work-related decisions and/or take actions that are in the best interest of
the University.

Review the University Code of Ethics and Mission Statement.

Report circumstances or concerns that may affect satisfactory work performance
to management, including any inappropriate activities (such as fraudulent, illegal,
unethical, or discriminatory action).

Report convictions involving any criminal offense (except for moving violations)
during the course of employment, within five calendar days, via the online
employee conviction disclosure form. (Refer to HRM-034: Background Checks,
Screenings, and Ongoing Responsibility for Employees to Disclose Criminal
Convictions, Section IX.)

Report any moving traffic violation within five calendar days of the citation.
(Limited to those employees whose responsibilities include the use of University-
owned vehicles, refer to policy PRM-014: Use and Management of University-
Owned Vehicles).

Perform assigned duties and responsibilities with the highest degree of public
trust in a manner that supports the University's mission.

Maintain the qualifications, certification, licensure, and/or training requirements
identified for the position.

Meet or exceed job performance expectations.

85


https://uvapolicy.virginia.edu/policy/HRM-012
https://uvapolicy.virginia.edu/policy/HRM-013
https://uvapolicy.virginia.edu/policy/HRM-013
https://hr.virginia.edu/benefits
https://uvapolicy.virginia.edu/policy/HRM-025
https://uvapolicy.virginia.edu/policy/HRM-025
https://uvapolicy.virginia.edu/policy/HRM-046
https://uvapolicy.virginia.edu/policy/HRM-046
https://www.virginia.edu/statementofpurpose
https://virginiahsd.co1.qualtrics.com/jfe/form/SV_9N3aOVngogZUh1j
https://virginiahsd.co1.qualtrics.com/jfe/form/SV_9N3aOVngogZUh1j
https://uvapolicy.virginia.edu/policy/HRM-034#Ongoing_Responsibility_to_Disclose_Criminal_Convictions
https://uvapolicy.virginia.edu/policy/HRM-034#Ongoing_Responsibility_to_Disclose_Criminal_Convictions
https://uvapolicy.virginia.edu/policy/HRM-034#Ongoing_Responsibility_to_Disclose_Criminal_Convictions
https://uvapolicy.virginia.edu/policy/prm-014
https://uvapolicy.virginia.edu/policy/prm-014

Demonstrate respect for the University, coworkers, supervisors, managers,
subordinates, students, suppliers, contractors, patients, and visitors.

Resolve work-related issues and disputes in a professional and respectful manner,
engaging with department management, utilizing University resources, and/or
operating within established business processes.

Refrain from publishing a person’s name or photograph with identifying
information with the intent to coerce, intimidate, or harass the individual (also
known as doxing).

Use University equipment, time, and resources judiciously and as authorized.
(Refer to PRM-011: Use of Working Time and University Equipment for Personal
or Commercial Purposes.)

Support efforts for a safe and healthy work environment.

Comply with the letter and spirit of any federal and state laws and regulations as
well as University policies pertaining to your job responsibilities.

2. Expectations for Supervisors and Managers:
Supervisors and managers are expected to serve as role models through compliance with
policies, protocols, and best practices in leading and communicating with their
subordinates. In addition to adhering to the above expectations as an employee of the
University, supervisors and managers are expected to:

Demonstrate interpersonal communications, leadership strategies, and personal
conduct that fosters a respectful workplace culture and models the expectations
established for a University staff employee.

Establish on-boarding and periodic communications with subordinates to inform
them of policies, protocols, and expectations specific to job duties.

Provide consistent and objective feedback, coaching, and instructional guidance
to a University staff employee regarding their performance, conduct, or
compliance with applicable policies and procedures prior to initiating corrective
or formal actions.

Document verbal counseling and retain corrective written counseling in
confidential supervisor files.

Maintain the confidentiality of the University staff employee’s performance,
disciplinary actions, and related documentation.

Seek guidance from UVA Human Resources prior to administering disciplinary
actions or removing a University staff employee from the workplace.

Under the guidance of UVA Human Resources, participate collaboratively in pre-
disciplinary investigations or disciplinary reviews to include identifying or
disclosing relevant documentation and witnesses or parties to the incident(s) of
concern.

Report all violations of law or University policy, without fear of retaliation for
reports made in good faith.

Investigate all concerns, determine corrective actions, and cooperate with all
investigations into suspected wrongdoing.

Review the University Code of Ethics and Mission Statement.
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e Treat every individual with kindness, dignity, and respect, regardless of position
or status. Collaborate with others in a positive and respectful manner. (Refer to
Civility in the Workplace and Respect@UVA.)

e Provide a safe and healthy environment for working, living, and learning.

e Participate in periodic training/education on this Standards of Conduct policy and
best practices.

3. Corrective Actions:
Corrective action may be taken by a supervisor or manager to address employment
problems (e.g., unacceptable performance, behavior, or conduct). Counseling is provided
by a supervisor or manager in the University staff employee’s reporting structure. It is
typically the first level of corrective action but is not required prior to the issuance of a
Written Notice. Counseling is appropriate for conduct and/or performance issues
resulting in minimal impact to business operations or that involve minor infractions of
policies or laws. Documentation regarding counseling should be retained in the
supervisor's files and not in the University staff employee's official personnel file
maintained by UVA Human Resources, except as necessary to support subsequent
formal disciplinary action or an unsatisfactory performance rating as part of the annual
performance review. A copy must be provided to the University staff employee.
Counseling may be verbal or written communication which conveys that a University
staff employee’s conduct or performance was improper and must be corrected.
a. Verbal Counseling:
Verbal Counseling should consist of private, confidential discussions between the
University staff employee and their supervisor regarding the desired course of action
to improve the University staff employee’s performance and/or conduct and what may
occur if the performance or conduct is not corrected. The supervisor should explain
that a summary of the conversation will be noted and placed in the supervisory file.
b. Written Counseling:
A written memorandum, Performance Improvement Plan, or Notice of Improvement
Needed form should be issued to emphasize the significance of relatively minor acts of
misconduct or unacceptable performance when facts and discussions with the
University staff employee demonstrate that verbal counseling has not corrected the
problem. It may also be issued as the initial means to address first instances of
misconduct or unsatisfactory performance. The appropriate documentation is
completed by the immediate supervisor during the performance cycle to capture
substandard performance and the need to improve. (Refer to HRM-018: Performance
Management for University Staff Employees.) Written counseling must be documented
by a letter, memorandum, electronic communication, Performance Improvement Plan,
or Notice of Improvement Needed form. It should not be documented via the Written
Notice form.
4. Disciplinary Actions:
When counseling has failed to correct misconduct or performance problems, or when a
University staff employee commits a more serious offense, management should address
the matter by issuing a Written Notice as promptly as feasible upon becoming aware of
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misconduct or unacceptable performance. (Refer to Section 5. Predetermination
Process/Due Process.) The Written Notice must include an advisory statement that an
active Written Notice may affect the University staff employee’s overall annual
performance evaluation.

A Written Notice may be accompanied by additional actions including:

e suspension

e ademotion or transfer with reduced responsibilities with a disciplinary salary

action

e atransfer to an equivalent position in a different work area

e termination
An employee may be retained in their current position and have their duties reduced, be
demoted, or transferred to a position in the same pay grade or pay range with reduced
job responsibilities in lieu of termination. The employee’s salary in each case may be
reduced by a minimum of 5%. In no case may an employee’s salary exceed the maximum
of the pay grade or pay range following a disciplinary salary action. The University has
the authority to transfer employees to equivalent positions as part of the disciplinary
process without a reduction in salary.

To assist management in the assessment of the appropriate action, offenses are
organized into three groups (Group I, Group I, and Group Ill) according to the severity of
the misconduct or behavior. (Refer to Examples of Offenses Grouped by Level which is
not an all-inclusive list. It is intended as examples of conduct for which specific corrective
or disciplinary actions may be warranted.)

Multiple offenses may be addressed through the issuance of one or more Written
Notices. Any offense not specifically enumerated in the Examples of Offenses Grouped
by Level, that in the judgment of the school/ department/unit head or their designee(s)
undermines the effectiveness of the school/ department/unit’s activities, may be
considered unacceptable and treated in a manner consistent with these provisions.

A short description of each Group Offense, respective active life of a written notice, and
suspension options are summarized below.

a.

Considerations for Group | Offenses:

Offenses in this category include acts of minor misconduct that require formal
disciplinary action. This level is appropriate for repeated acts of minor misconduct or for
first offenses that have a relatively minor impact on business operations but still require
formal intervention. Examples may include tardiness; poor attendance; abuse of state
time; use of obscene or disrespectful language; disruptive behavior; conviction of a
minor moving traffic violation while operating a state owned/leased or public use
vehicle; unsatisfactory work performance.

Considerations for Group Il Offenses:

Offenses in this category include acts of misconduct of a more serious and/or repeat
nature that require formal disciplinary action. This level is appropriate for offenses that
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seriously impact business operations and/or constitute neglect of duty involving major
consequences, insubordinate behaviors and abuse of state resources, violations of
policies, procedures, or laws.

c. Considerations for Group Il Offenses:
Offenses in this category include acts of misconduct of such a severe nature that a first
occurrence normally should warrant termination. This level is appropriate for offenses
that, for example, endanger others in the workplace, constitute illegal or unethical
conduct; indicate significant neglect of duty; result in disruption of the workplace; or
other serious violations of policies, procedures, or laws. A University staff employee who
is issued a Written Notice that would normally warrant termination but who is not
terminated due to mitigating circumstances should be notified that any subsequent
Written Notice for any level offense during the active life of the Written Notice may
result in termination. (Refer to Examples of Offenses Grouped by Level.) If the University
permits the University staff employee to resign in lieu of termination, this transaction
must be recorded in the Human Resources Management System (HRMS) as a resignation
in lieu of termination.

d. Active Life of Written Notices:
The active life of Written Notices as as outlined in the Examples of Offenses Grouped by
Level document is definite and may not be extended due to a University staff employee’s
absence. Notices expire when a University staff employee voluntarily or involuntarily
separates provided re-employment with the University or another State agency occurs
after a formal break in service (i.e., a break of at least 30 days from the date of
separation. Periods of leave with or without pay do not count toward satisfying this
break in service) and a new probationary period is required.

e. Mitigating Circumstances and Aggravating Factors:
The level of a disciplinary action may be reduced if there are mitigating circumstances,
such as conditions that compel a reduction to promote the interests of consistency,
equity, and objectivity, or based on a University staff employee’s otherwise satisfactory
work performance.

Aggravating factors may support a higher-level offense when the facts and circumstances
associated with the University staff employee’s actions negatively impact their credibility as a
supervisor/manager of subordinates, reveals a serious disregard for the safety and well-being of
self or others, or damages the credibility and reputation of the University. Repeat infractions of
the same or significantly similar offense may also be considered an aggravating factor.
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Appendix A

i RECORDS RETENTION AND DISPOSITION SCHEDULE

LIBRARY OF VIRGINIA
ARCHIVAL AND RECORDS MANAGEMENT SERVICES DIVISION
(Farm RM-2 July 2008)

GENERAL SCHEDULE NO. 111
ALL STATE SUPPORTED COLLEGES AND UNIVERSITIES
COLLEGE AND UNIVERSITY RECORDS

The schedule on the attached page(s) is approved with agreement to follow the records retention and disposition conditions listed below

APPROVED: W .M
(&)

EFFECTIVE SCHEDULE DATE

PAGE 1 OF 22 PAGES

CONDITIONS FOR RECORDS RETENTION AND DISPOSITION

1. This schedule is continuing authority under the provisions of the Virginia
Public Records Act, §§ 42.1-76, el seq. of the Coade of Virginia for the
retention and disposition of the records as stated on the attached page(s).

2.  This schedule supersedes previously approved applicable schedules

3. This schedule is used in conjunction with the Certificate of Records
Destruction (RM-3 Form). A signed RM-3 Form must be approved by the
designated records officer and on file in the agency or locality before
records can be destroyed. After the records are destroyed. the original
signed RM-3 Form must be sent to Library of Virginia (LVA).

4. Any records created prior to 1913 must be offered, in writing, o the LVA
before applying these disposition instructions. Offered recards can be
destroyed 60 days after date of the offer if no response is received from the

LVA_ A copy of the offer must be attached to the RM-3 Form when it is
submitted to the LVA.

5 Al known audits and audit discrepancies regarding the listed records must
be settled before the records can be destroyed.

6.  All known investigations or court cases invalving the listed records must be
resolved before the records can be destroyed. Knowledge of subpoenas,
investigations or litigation that reasonably may involve the listed records

suspends any disposal or reformatting processes until all issues are
resolved.

Offices of Presidents, Vice Presidents,
Provosts, Deans, Department Heads, and
Boards of Visitors

s_Accreditation Files - Final Accreditation
This series includes all records, including self study reports, which
documents formal accreditation of a college, university, school, or
program by a relevant educational accreditation body.

Offices: Accreditation Files - Supporting Documentation
This series documents formal accreditation of a college, university,
school, or program by a relevant educational accreditation body,

101132

101133

The relentions and dispositions listed on the altached page(s) apply
regardless of physical format, i.e,, paper, microfilm, audic-visual, electronic
storage, optical imaging, etc. Unless prohibited by law, records may be
reformatied at agency or locality discretion. All reformatting must be done in
accordance with The Library of Virginia Guidelines for Electronic Records and
Microfilm and with §§ 17VAC15-20-10, et seq. of the Virginia Administrative
Caode, "Standards for the © ning of Public Records for Archival
Retention " All records must be accessible throughout their retention period in
analog or digital format. Whether the required preservation is through
prolongation of appropriate hardware and/or software, reformatting or
migration, it is the obligation of the agency or locality to do so.

Cuslodians of records must ensure that information in confidential or privacy

i T 1 i isclosure through th
ultimate destruction of the information. Normally, destruction of confidential or

privacy-protected records will be done by shredding or pulping. "Deletion” of

-pr inform: mputer files or other
el 1 rage media is n table. Electronic records must be
“wiped" r i icall royed

Under the Virgima Public Records Act, (§ 42.1-79) the Library of Virginia is
the official custodian and trustee of all state agency records transferred to the
Archives, Library of Virginia. The Library may purge select records in
accordance with professianal archival practices in order to ensure efficient
access

Unless otherwise directed, files are closed out at the end of each calendar or
fiscal year as appropriate. Retention periods start at that time

Retain permanently in college or university

Retain 5 years after accreditation completed then destroy
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LIBRARY OF VIRGINIA

ARCHIVAL AND RECORDS MANAGEMENTSERVICES DIVISION
(Form RM-T Juiy 2008)

RECORDS RETENTION AND DISPOSITION SCHEDULE
GENERAL SCHEDULE NO. 111

ALL STATE SUPPORTED COLLEGES AND UNIVERSITIES
COLLEGE AND UNIVERSITY RECORDS

EFFECTIVE SCHEDULE DATE: March 23, 2009

_PAGE 12 OF 22 PAGES

RECORDS SERIES AND DESCRIPTION

SERIES NUMBER

SCHEDULED RETENTION AND DISPOSITION

Offices: Correspondence

This series documents the incoming and outgoing correspondence of
callege or university officials Includes but is not limited to letters,
memoranda, fax transmissions, and related attachments in any
physical form including paper or e-mail

Offices: Minutes
This series documents the proceedings of boards, councils,
commissions, committees, or other bodies

Offices Routine Administrative Re

This series documents the routine administration of any office
Includes, but is nat limited to. policy files, reports, subject files, public
relations. and FOIA files

Registration Records

Registration: Academic Action Notifications

This series cocuments the notification of students about their
academic probation, dismissal or other related actions, or status
changes.

Registration. Advan Placement Re
This series documents the request for advanced academic placement
and approval or denial of placement

Registration: Applications fe rees or
Tms serles documents the :eeelpt and approvnlldlsappruual of
ar 1s for deg or gr

Registration: Audit/No Credit Authonizations
This series documents requests 1o audit classes and

approval/disapproval

W

LIBRARY OF VIRGINIA
ARCHIVAL AND RECORDS MANAGEMENT SERVICES DIVISION
(Form RM-2 July 2043}

_EFFECTIVE SCHEDULE DATE March 22, 2008

101134

101135

101136

101137

Refer to General Records Retention and Disposition Schedule No.
GS-101, Administrative Records for retention guidelines

Refer to General Records Retention and Drsposf!jun_ Schedule No
GS-101, Administrative Records for retention guidelines.

Refer to General Records Relention and Disposition Schedule No
GS5-101, Administralive Records for retention guidelines.

Retain until next status change or 1 year after last dateof
attendance, whichever is least, then destroy in compliance with No 8
on schedule cover page.

Retain 1 year after graduation, withdrawal, or last attendance then
destroy in compliance with No. 8 on schedule cover page.

Retain 1 year after mtended award or graduation date then destroy in
hedule cover page.

Retain 1 year after last action then destroy in compliance with No 2
on schedule cover page

RECORDS RETENTION AND DISPOSITION SCHEDULE
GENERAL SCHEDULE NO. 111

ALL STATE SUPPORTED COLLEGES AND UNIVERSITIES
COLLEGE AND UNIVERSITY RECORDS

RECORDS SERIES AND DESCRIPTION

SERIES NUMBER

Registration: Changes of Class/Course Schedules
This series documents requests for class and/or course changes

after registration and actions taken. Alse called addsidrops or class
withdrawals.

Registration: Change of Status Requesis
This series documents the receipl of requests for changes to
academic status and actions taken in response.

Registration: Class Schedules - Student
This series documents the final student registration and assignment
of classes for the semester.

Reqistration' Continuing Education Students
This series documents the enroliment of students in special interest
programs and courses or professional certification programs

Registration: Caur. nroliment R:

This series decuments enroliment in specific courses including
course descriptions, course 1D, faculty assigned. datesftimes, and
students enrolled

Registration: ree Al

This series documents the request by students for an audit of their
completed minimum degree requirements and statement of
remaining requirements to be compleled and a copy of the response.

Ri tration: Di linary Acti
This series documents disciplinary actions taken against students.

Registration: Disclosure of Information - Requests for Information
This series documents receipt for requests for personal information
on students not requinng student or family approval and actions
taken in response

101138

101138

101140

101141

101142

101143

Retain 1 year after final action then destroy in compliance with No_ §
on schedule cover page.

Retain 1 year after final action then destroy in compliance with No_ 8
on schedule cover page.

Retain 1 year afler end of semester then destroy in compliance with
No. 8 on schedule cover page.

Refer to series 101154, "Registration: Permanent Student Records”
and 101162, "Registration: Temporary Student Records” and other
related series.

Retain 1 year afier end of course then destroy

Retain 1 year after graduation or last attendance then desiroy in
compliance with No_ 8 on schedule cover page.

Refer lo Student Affairs seclion of this schedule.

Retain 3 years after last action then destroy in compliance with No. §
on schedule cover page.
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LIBRARY OF VIRGINIA
ARCHIVAL AND RECORDS MANAGEMENT SERVICES DIVISION
{Form RM-2 July 2008

RECORDS RETENTION AND DISPOSITION SCHEDULE
GENERAL SCHEDULE NO. 111

ALL STATE SUPPORTED COLLEGES AND UNIVERSITIES
COLLEGE AND UNIVERSITY RECORDS

EFFECTIVE SCHEDULE DATE: March 23, 2008

RECORDS SERIES AND DESCRIPTION

SERIES NUMBER

S PAGE 14 OF 22 PAGES

SCHEGULED RETENTION AND DISPOSITION

Registration: Disclosura of Information - Student Directory
Exemptions

This series documents requests for non-listing in student directories
and actions taken.

Registration: Disclosure of Information - Wntten Consent
This series documents the receipt of written approvais by student or
parent to disclase personal information and actions taken.

Registration; Educational Placament Files

This series documents the creation of student/alumni placement files
Files may include letters of recommendations, credentials, and other
related material.

Registration: Enroliment Verifications - External
This series documents receipt of requests for verification of
enrollment from outside sources and the actions taken in response,

Registration: Enrcliment Verifications - Intemal
This series documents the sending of enroliment verifications to
students/parents or other college or university offices.

Registration: Grade Change Requests/ R
This senies documents the modification of grades previously entered
in a student record.

n; Grade R
This series documents receipt of course grades from instructors.

Registration: Graduation Lists
This series documents the names, degrees, and awards for
graduating students.

Reqistr. . Graduation R {s/) i
This series documents that students have met all graduation
requirements.

101144

101202

101145

101146

101147

101148

101149

101151

101150

Retain 3 years after graduation or las! altendance then destroy in
compliance with No. 8 on schedule cover page.

Retain 3 years after last action then destroy in compliance with No. 8
on schedule cover page.

Retain 5 years after last action then destroy in compiiance with No. 8
on schedule cover page

Retain 3 years after last action then destroy in comphance with No. 8
on schedule cover page.

Retain 1 year after verification then destroy in compliance with No. 8
on schedule cover page.

Retain untii student record adjusted then destroy in compliance with
Mo. 8 on schedule cover page.

Retain until grade transferred to student recards then destroy in
compliance with No. 8 on schedule cover page.

Retain permanently in college or university.

Retain 1 year after graduation then destroy in compliance with No. 8
on schedule cover page.
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EFFECTIVE SCHEDULE DATE. March 23, 2000

PAGE 15 OF 22 PAGES

_RECORDS SERIES AND DESCRIPTION

Registration; Holds or Encumbrances

This series documents receipt of notice of unpaid accounts or ather
violations that would require grades. transcripts, graduation. or cther
services be withheld.

Registration. Pass/Fail Requests
This series documents the request for enroliment in a course on a
pass/fail basis with no letter or numerical grades given and actions
taken in response to the request,

Registration; Permanent Student Recerd

This series documents the history of a student's academic life at the
college or university. Contents are prescribed by college or university
policy and normally include, at a minimum, permanent record card
(including admissions data, courses laken, grades, degrees and
awards) and other data necessary to prepare transcripts or verify
attendance. See records series 101162, “Temperary Student
Records” for non-permanent files.

Registration. Personal Data Forms

This series documents the creation of quick reference forms on each
student. Normally contains personal information, academic status,
financial eligibility, and programs selected.

Registration: Placement Testing
This series documents the performance and resuits of placement
tests.

Regislration; Program Modifications
This series documents a student request for changes in programs,
major, or degrees sought and actions taken in response

Reaqistration; Registr. nroll Form
This series documents receipt of student registration/enroliment in
courses and acceptance or denial of courses

LIBRARY OF VIRGINIA

ARCHIVAL AND RECORDS MANAGEMENT SERVICES DIVISION
(Ferm RM-2 July 2008)

__ SERIES NUMBER

SCHEDULED RETENTION AND DISPOSITION

101152

101153

101154

101158

1011585

101157

101158

Retain until encumbrance or hold is released then destroy in
comgliance with No. 8 on schedule cover page

Retain 1 year after the end of semester then destroy in compliance
with No. 8 on schedule cover page.

Retain permanently in callege or university.

Retain until relevant information is transeribed into student records
and also is no longer administratively useful then destroy in
compliance with No. 8 on schedule cover page.

Retain 3 years then destroy in compliance with No. 8 on schedule
cover page.

Retain 1 semester after graduation or last attendance, whichever is
greater, then destroy in compliance with Na. & on schedule cover
page

Retain 1 year after end of semester then destroy in compliance with
No. 8 on schedule cover page.

RECORDS RETENTION AND DISPOSITION SCHEDULE
GENERAL SCHEDULE NO. 111

ALL STATE SUPPORTED COLLEGES AND UNIVERSITIES
COLLEGE AND UNIVERSITY RECORDS

PAGE 15 OF 22 PAGES

RECORDS SERIES AND DESCRIPTION

SERIES NUMBER

Registration; Residency Status Documents
This series documents receipt of verffication of Virginia residency

Registration: Statistics

This series documents the reporting of various registration and
enroliment data. May include admissions, regisiration, grading,
degree, and student or alumni statistics

Registration: Temporary Student Records - Matriculated Studenis
This series documents the academic history of a student at college or
university. Includes those parts of the student academic record not
selected for permanent retention in accordance with college or
university policy, refer to series 101154 *Permanent Student
Records.”

Registration; T ral ident Records - Non-Credit or Non
This series documents the history of students admitted but never
completing classes or students taking only audit or non-credit
classes

Registration: Transcript Requests - From Students/Parents
This series documents the receipt of and filing of a transcript request
from students or parents.

Regi i nscript R sts - From Third Parties

This series documents the receipt of and response to requests for
transcripts from someone other than students, parents, or internal
offices.

Registration: Transter Credits
This series documents the receipt of requests for transfer credit,
evaluation of transfers, and the awarding cf credits, if any.

101159

101160

101162

101161

101183

101164

101165

Retain 3 years after graduation or last attendance. whichever is
greater, then destroy in compliance with No. 8 on schedule cover
page.

Retain 5 years or in accordance with college or university policy,
whichever is greater, then destroy.

Retain 3 years after graduation, withdrawal, or last altendance then
destroy in compliance with No. 8 on schedule cover page.

Retain 1 year after last activity then destroy in compliance with No. 8
on schedule cover page.

Relain 1 year after last action then destray in compliance with No.
on schedule cover page

Retain 1 year after last action or in accordance with college or
university policy, whichever is greater, then destroy in compliance
with No. 8 on schedule cover page

Retain 1 year afler graduation, withdrawal, or last attendance then
destroy in compliance with No. B on schedule cover page.
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ALL STATE SUPPORTED COLLEGES AND UNIVERSITIES
COLLEGE AND UNIVERSITY RECORDS

Registration: Veterans Administration Records

This series documents the interaction between the college or
university and the Veterans Administration in regards o tuition and
other VA assistance for students.

Registration. Withdrawal Authorizations

This series documents receipt of requests to withdraw from the
collzge or university and any related reimbursement reguests and
actions taken in response

- PAGE 17 OF 22 PAGES
SCHEDULED RETENTION AND DISPOS

SERIES NUMBER

101166 Retain 3 years after graduation, withdrawal, or last attendance then
destroy in compliance with No. 8 on schedule cover page

101167 Retain 1 year after last action then destroy in compliance with No. 8
on schedule cover page.

ON_
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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.

95



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
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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 (I1B), 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:

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

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

e 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.

e 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.
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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:
e Purpose and goals of a course e Delivery mode
e Learning outcomes e Supporting resources
e Content and topics e And other factors as appropriate

e Assessment

e C(lass level (undergraduate, upper
or lower division, graduate)

e Course type (lecture, lab, clinical,
studio, practica, etc.)

e Credits
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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.



Registrar’s Office/UVa-Wise Policy & Procedure

Appendix C

|| i l lVAWISE UVA Wise Curriculum Guide

for Majors, Minors,

Office of the Registrar
s Concentrations & Course

Types
Degree

UVA Wise offers three degree types:

e 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

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

e 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:

e Completion of all necessary courses within the major
e Any special requirements stipulated by the major such as average grade point
average
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Registrar’s Office/UVa-Wise Policy & Procedure

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

e 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.

e 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.

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

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

e 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.

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

e 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
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Registrar’s Office/UVa-Wise Policy & Procedure

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:

e 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).

e 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).

e 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.

e 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 fulfil 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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Registrar’s Office/UVa-Wise Policy & Procedure

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 1" 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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Registrar’s Office/UVa-Wise Policy & Procedure

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:

e One or more course objective(s) will be addressed by students in their ACE (Academic

Community Engagement) experience.
e The importance of community engagement is highlighted in the course syllabus.

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

e 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 | (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 Il (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

N

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 L. .
] Definition Contact Hour Specifics
Design
Design A course requiring visually 1.5 contact hour =1 Design labs or studio classes
Lab/Studio focused work where students [credit hour present environments for
have “hands on” students to engage in creative or
experimentation or practice artistic activities. May require
of a subject or discipline more faculty/instructor

engagement than a defined lab.

Independent A course requiring students to Variable contact hours Expectation of specific contact

Study (May not|experience individualized, and variable credit hours with the faculty member
be used for independent, directed, or earned. Student contract |or qualified representative in
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Course N
. Definition Contact Hour
Design

internships, guided studies led by a faculty for independent study

practicums, or /member or qualified must include contact
undergraduate representative. hours with the faculty
research.) member.
Internship, A course requiring students to(9 contact hours = 3 credit
Field participate in experiential hours -- 18 contact hours
Experience, learning under the = 6 credit hours -- 27
Practicum, supervision of an employee of contact hours = 9 credit
Undergraduate an external entity, or a hours
Research university expert (faculty

member.) Individual departments

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

Lab A course requiring scientific |3 contact hours = 1 credit
or research focused “hands  hour
on” work

Lecture A course led by an expert or |1 contact hour =1 credit

qualified representative in the hour
subject or discipline

Recitation A course requiring 1 contact hour = 1 credit
supplemental or expanded  hour
discussion of the content of a
specified lecture.

Seminar A course structured in 1 contact hour = 1 credit
support of student hour
conversation, shared
experiences, shared readings,
and led by faculty.

Policy & Procedure

Specifics

addition to the individualized
work.

Internship, Field Experience,
Practicum, Undergraduate
Research

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

*no more than 50 minutes per
week

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 Contact Hours F2F Weeks
Week
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 Contact Hours F2F Weeks
Week
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
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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 2025

© UVa-Wise, 2025 Issue Date: March 2025

Author: Registrar’s Office Document Status: Final 111



Appendix E

Major Program of Study (34) Hours Degree and Department

Accounting 52.0301 CIP 60 Bachelor of Science Degree in Business Administration & Management, Department of Business and
Economics 52.0101 CIP

Accounting 52.0301 CIP 60 Bachelor of Arts Degree in Business Administration & Management, Department of Business and Economics
52.0101 CIP

Art 50.0101 CIP 50 Bachelor of Arts Degree in Liberal Arts and Sciences, Department of Visual and Performing Arts 24.0101 CIP

Biochemistry 26.0202 CIP 80-81 Bachelor of Science Degree in Natural Sciences, Department of Natural Sciences 30.0101 CIP

Biology 26.0101 CIP 62-64 Bachelor of Arts Degree in Natural Sciences, Department of Natural Sciences 30.0101 CIP

Biology 26.0101 CIP 72-80 Bachelor of Science Degree in Natural Sciences, Department of Natural Sciences al Sciences 30.0101 CIP

Business Administration 52.0201 60 Bachelor of Arts Degree in Business Administration & Management, Department of Business and Economics

CIP 52.0101 CIP

Business Administration 52.0201 60 Bachelor of Science Degree in Business Administration & Management, Department of Business and

CIP Economics 52.0101 CIP

Chemistry 40.0501 CIP 58-59 Bachelor of Arts Degree in Natural Sciences, Department of Natural Sciences al Sciences 30.0101 CIP

Chemistry 40.0501 CIP 73-74 Bachelor of Science Degree in Natural Sciences, Department of Natural Sciences al Sciences 30.0101 CIP

Communication Studies 09.0101 48 Bachelor of Arts in English, Department of Communication Studies 24.0101 CIP

CIP

Computer Science 11.0701 CIP 77-80 Bachelor of Science Degree in Computer Science, Department of Mathematics and Computer Science
11.0701 CIP

Criminal Justice 43.0104 CIP 42 Bachelor of Science Degree in Social Science, Department of Social Sciences 45.0101 CIP

Earth Sciences 30.0101 CIP 58-60 Bachelor of Arts Degree in Natural Sciences, Department of Natural Sciences al Sciences 30.0101 CIP

Economics 45.0699 CIP 60 Bachelor of Arts Degree in Business Administration & Management, Department of Business and Economics
52.0101 CIP

Economics 45.0699 CIP 60 Bachelor of Science Degree in Business Administration & Management, Department of Business and
Economics 52.0101 CIP

English 23.0101 CIP 36 Bachelor of Arts Degree in English, Department of Language and Literature 23.0101 CIP

Environmental Science 30.0101 CIP | 71-75 Bachelor of Arts Degree in Natural Sciences, Department of Natural Sciences al Sciences 30.0101 CIP

Environmental Science 30.0101 CIP | 79-84 Bachelor of Science Degree in Natural Sciences, Department of Natural Sciences 30.0101 CIP

Exercise Science 31.0501 CIP 68 Bachelor of Arts Degree in Liberal Arts & Science, Department of Education 24.0101 CIP

Foreign Studies 16.9999 CIP 48 Bachelor of Arts in Liberal Arts and Sciences, Department of Language and Literature 24.0101 CIP

French 05.0124 CIP 51 Bachelor of Arts in Liberal Arts & Science, Department of Language and Literature 24.0101 CIP




Registrar’s Office/UVa-Wise Policy & Procedure

Government 45.1001 CIP 36-42 Bachelor of Arts Degree in Social Science, Department of Social Sciences 45.0101 CIP

Health & Physical Education, 71 Bachelor of Arts Degree in Liberal Arts & Science, Department of Education 24.0101 CIP

Teacher Licensure 31.0501 CIP

Health and Wellness 31.0501 CIP 68 Bachelor of Arts Degree in Liberal Arts & Science, Department of Education 24.0101 CIP

History 54.0101 CIP 42 Bachelor of Arts Degree in History, Department of History and Philosophy 54.0101 CIP

Hospitality Tourism & Management | 60 Bachelor of Science Degree in Business Administration & Management, Department of Business and

52.0901 CIP Economics 52.0101 CIP

Interdisciplinary Studies 30.0000 48 Bachelor of Arts Degree in Liberal Arts and Sciences, Review Committee Appointed by Provost and Dean

CIP 23.0101 CIP

Liberal Arts and Sciences 13.0101 125* Bachelor of Arts Degree in Liberal Arts & Science, Department of Education 24.0101 CIP

CIP

Management Info Systems 52.1201 | 73 Bachelor of Science Degree in Management Information Systems, Department of Mathematics and

CIp Computer Science 52.1201 CIP

Mathematics 27.0101 CIP 48-49 Bachelor of Science Degree in Mathematics, Department of Mathematics and Computer Science 27.0101 CIP

Medical Technology/Clinical 92 Bachelor of Science Degree in Natural Sciences, Department of Natural Sciences 30.0101 CIP

Laboratory 51.1005 CIP

Music 50.0901 CIP 58 Bachelor of Arts Degree in Liberal Arts & Science, Department of Visual and Performing Arts 24.0101 CIP

Nursing 51.3801 CIP 66 Bachelor of Science in Nursing Degree, Department of Nursing 51.3801 CIP

Psychology 42.0101 CIP 51 Bachelor of Science Degree in Social Science, Department of Social Sciences 45.0101 CIP

Sociology 45.1101 CIP 42 Bachelor of Science Degree in Social Science, Department of Social Sciences 45.0101 CIP

Software Engineering 14.0903 CIP 80-85 Bachelor of Science Degree in Software Engineering, Department of Mathematics and Computer Science
14.0903 CIP

Spanish 05.0130 CIP Bachelor of Arts in Liberal Arts & Science, Department of English and Literature 24.0101 CIP

Sport Management 31.0501 CIP 68 Bachelor of Arts Degree in Liberal Arts & Science, Department of Education 24.0101 CIP

Theater 50.0501 CIP 51 Bachelor of Arts Degree in Liberal Arts & Science, Department of Visual and Performing Arts 24.0101 CIP

Master of Education 13.0101 CIP 30 Master of Education with Concentrations in Curriculum & Instruction, Library Media, and Special Education
13.0101 CIP

* 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
Music 21 Visual and Performing Arts
Philosophy, Policy, and Law (PPL) 18 History and Philosophy
Physics 18 Natural Sciences
Psychology 18 Social Sciences
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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

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
eratureC jor(LASC PK_6 Majors) Concentration 24 Eduecation

Matt s C jor-LASC RK 6-Majers) c - 2428 c -

: ISei c jor {LASC PK-6 Majors) c - 21 c -

i [SociatSei c lor (LASC PK_6 Majors) - - 21 £ -

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

Math & Computer Science

Systems
Biology Concentration Track (within Environmental Science major) Track 30-32 Natural Sciences
Chemistry Concentration Track (within Environmental Science major) Track 26-28 Natural Sciences
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
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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 Dual Degree Complete 90 hours at UVA Wise and History and Philosophy
(History Majors) apply for program
3 + 3 Government Dual Degree UVA Wise/Appalachia School of Law Dual Degree Complete 90 hours at UVA Wise and Social Sciences
(Government Majors) apply for program
3 + 3 Biochemistry Dual Degree UVA Wise/Appalachia College of Pharmacy | Dual Degree Complete 67 hours of prescribed Natural Sciences
biochemistry curriculum and general
education
2 + 2 Business Administration Online program for transfer students with Transfer 60 hours or less Business and Economics
completed Associate of Arts or Associate of Science degree Online Degree
Master in Education with Concentration in Curriculum & Instruction Graduate Completed or anticipated completion of | Education
(includes 4 + 1 Qualifying students seeking the Master’s degree in Bachelor’s Degree
Education)
Master in Education with Concentration in Library Media (includes 4 + 1 Graduate Completed or anticipated completion of | Education
Qualifying students seeking the Master’s degree in Education) Bachelor’s Degree
Master in Education with Concentration in Special Education (includes 4 + Graduate Completed or anticipated completion of | Education
1 Qualifying students seeking the Master’s degree in Education) Bachelor’s Degree
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
Elementary Education Pre-K-6 EDUC
Engineering 6-12 EDUC
English 6-12 LANG & LIT
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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 | (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 VCuU LONGWOOD VT RADFORD ETSU OobuU
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
COMPUTER SCIENCE 66 44 47 79 76 76
CRIMINAL JUSTICE 42 41 | N/A 56 42 51
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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 & PETEACHER 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
SPANISH 41 | N/A 45 | N/A 33 42
SPORT MANAGEMENT N/A 68 | N/A 66 76 63
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THEATER N/A N/A 45 | N/A 42 58

VCuU

Degree requirements for Foreign Language, Bachelor of Arts (B.A.) with a concentration in French- | used this for French

Degree requirements for Information Systems, Bachelor of Science (B.S.)- | used this for Management Info Systems

Degree requirements for Mathematical Sciences, Bachelor of Science (B.S.) with a concentration in applied mathematics- | used this for Mathematics

Degree requirements for Medical Laboratory Sciences, Bachelor of Science (B.S.)- | used this for Medical tech/Clinical lab

Degree requirements for Computer Science, Bachelor of Science (B.S.) with a concentration in software engineering- | used this for Software
Engineering

Degree requirements for Foreign Language, Bachelor of Arts (B.A.) with a concentration in Spanish- | used this for Spanish

LONGWOOD \ \

Visual and Performing Arts, BA; Art Concentration- | used this one for Art

History, BA; Public History Concentration- | used for History ‘

Visual and Performing Arts, BM; Education Concentration- | used this for Music

Kinesiology, BS- | usaed this for Sport Management

Radford

Exercise, Sport and Health Education- | used this for Exercise Science

Medical Laboratory Science, B.S.- | used this for Medical Tech/ Clinic Lab
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Flex Time Schedule Example
2025 JUNE MONDAY
CALEMDAR YEAR CALEN MONTH FIRST DAY OF WEEK
Monday Tuesday Wednesday Thursday Friday Saturday Sunday
01
TINA FLEX
(MAY)
02 03 04 05 06 07 08
ALYSSA FLEX ORIENTATION
TINA VACATION
09 10 11 12 13 14 15
MALISSA FLEX AMANDA FLEX
16 17 18 19 20 21 22
TINA FLEX ALYSSAFLEX
23 24 25 26 27 28 29
KIME FLEX AMANDA FLEX ORIENTATION
30
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