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[bookmark: _BLUF_(Bottom_Line]BLUF (Bottom Line Up Front): 
My name is Brandi Schaffer and I’m the Graduation Coordinator for Park University. I work in the Registrar’s Office and I’m the “last stop” on your students’ tracks to graduation. It is my job to ensure everyone who receives credentials from Park meets all the criteria for graduation (GPA, total hours, required classes, and several more). In doing that, I also provide program mentorship to coaches to guide their students to those goals. I’m a retired Master Sergeant (USAF), have been doing program management for organizations ranging in size from 15 to now more than 15 thousand for more than 20 years, stand upon by my program’s transparency, and will likely be the author of many (if not all?) graduation/conferral/degree-related email you receive from the Registrar’s Office.

I’m happy to assist in whatever capacity I can to help you settle in to your role … whether it be a new hire or an old position with new procedures and norms. If you have questions about the conferral process, graduation criteria, common challenges/short falls, how to read an audit, etc., please feel free to give me a call or send an email. You can reach me at registrar@park.edu or at brandi.schaffer@park.edu. 

In this manual, I will cover: 
(Ctrl + click any of the links below to go directly to that section in the manual. Ctrl + click “Back to BLUF” at the end of the section to return here.)
· Regulations that are better than “because I said so”
· Getting a student to graduation
· Success
· Audit
· Nuances
· What happens during conferral?
· Vocabulary
· Dip App
· Deadlines
· Weird things to know
· AutoMagic
· Military portals
· Reapplication vs DOM
· GPAs
Regulations:
If you hang around long enough or guide enough students through their educational trek to graduation, we will cross paths. I hope for nothing less than enjoyable interactions, but there are times I’m the bearer of unwelcomed news. In those times, I want you to know upfront 90% of my “bad cop” routine is scripted by academic compliance and regulation governance. So if you have questions, please ask. I love to explain “the why” … and if afterwards you have the urge to curse my name, please remember this is not Brandi being a jerk, but keeping the University in accreditation compliance. I don’t make the rules, I’m just charged with enforcing them.

There are three levels of authority when awarding a degree: 
Department of Education (DoE)
	Higher Learning Commission (HLC)
		Park University (Provost, Registrar, Deans, etc)
The United States DoE uses accrediting agencies to standardize education and training programs under the agencies’ accrediting authorities. The HLC is the accrediting agency that governs Park University programs. Staying within regulations is important because HLC accreditation allow us to award degrees; DoE compliance allows us to receive federal financial aid. The deans and faculty use those DoE and HLC guidelines to design the programs and credentials we offer at Park which are then published in the Park Course Catalog each year. What Park University is/is not allowed to do in regards to designing/awarding those programs is directly tied to minimum standards of compliance with the HLC and DoE. These standards are called “Assumed Practices”. If you want to research for yourself, the websites are below. If you don’t want to research (and I don’t blame you), just trust me if I say “because I said so.”
https://catalog.park.edu/content.php?catoid=16&navoid=4853&hl=%22HLC%22&returnto=search#accreditation
https://www.hlcommission.org/Accreditation/hlc-requirements.html
https://www2.ed.gov/admins/finaid/accred/accreditation_pg3.html

Park University – though governed by the DoE via the HLC – is allowed to alter course requirements for majors and liberal education. 
· Waivers and exceptions to policy (ETP) for core requirements (meaning classes in the major, minor, or concentration) can be approved by the department. 
· Waivers and ETPs for liberal education requirements can be approved by Dr. Scott Hageman. 
· Waivers, ETPs, and approved substitutions are processed using either the GRADUATE or UNDERGRADUATE Transfer, Sub, and Waiver Request from on MyPark  Resource tab  Registrar link  Registrar button and scroll down to Registrar Forms.
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· Send approvals to registrar@park.edu and evaluators@park.edu so the Registrar’s Office (RO) can make those changes to the student’s audit; we will upload the documentation to the student file. Without documentation, the waiver does not exist and the student will remain responsible for that course/requirement.
Park University is NOT allowed to alter any assumed practices. 
· Minimum GPA for the degree, 120sh total credits required (122sh for BSW), 30sh Park Residency hours, and mandatory Upper Division hours are all “Assumed Practices” and thus non-negotiable. 
· The one gray area is the 36sh of Upper Division. The HLC requires students to complete UD coursework towards a 4-year degree; Park picked 36sh (it used to be 45sh UD). If you have a student who exceeds all other degree requirements, but falls 1-2sh short of the UD hours required for their program, the student can ask for an ETP from the Dean’s Council. That request goes to the Dean of the student’s college. If approved, send that approval to registrar@park.edu. 
(Back to BLUF)
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[bookmark: _Off_and_Running:]Off and Running:
Set your Student up for Success. I shouldn’t have to say it – I probably don’t need to say it – but I’m going to say it. Please make sure your students are familiar with MyPark and the resources contained therein. 
· Students need to know where to find their park.edu student email and they need to check it regularly. Any updates or communication I send regarding a student’s degree, degree completion, grades, transcripts, etc will go to their park.edu email without exception. “This is not Brandi being a jerk …” because FERPA compliance requires Park University provide secure email channels for student information which is why everyone gets an email address on the park.edu domain. An address is assigned to EVERY student and is available to him/her forever, so I will not independently verify the personal email addresses of thousands of students. That’s crazy talk; and who has time to do that anyway?
· Students need to know where to find their audit in MyPark. I know the audit takes some practice to read, but students – with the assistance of their advisor – need to understand the audit’s requirements, where they are in pursuit of those targets, and be able to make informed-decisions on next steps to achieve their academic goals. “This is not Brandi being a jerk …” because it is outlined in the Park Course Catalog under “Academic Advising” where it says the responsibility for academic decision-making and meeting each graduation requirement for the University rests ultimately with the student. 
· Students need to know where to find their transcripts and they need to review them each term. The transcript is the official record of academic history, and whatever is reported to the RO as a final grade is what is recorded on the transcript. Regardless of what Canvas says; regardless of what a screen shot shows; regardless of what an email discussion with someone in the advising chain predicts, the final grade as reported from the department is what goes on the transcript. Does that mean the grade reporting process is perfect and we never mess it up? Absolutely not … if the student believes his/her grade is something other than what is reported on the final transcript, there are grade appeal and grade change processes. The student’s responsibility here is to alert the advising chain of discrepancies, work with the instructor to correct the error (if necessary), and monitor their information as they continue their educational pursuit. This includes knowing how many Park credits the student has earned, how many transfer credits the student has been awarded from outside institutions, and what the student’s Park Residential GPA is. These pieces of information are also reflected on the audit, but GPA may vary slightly. If there is ever any question, the transcripts is the official record. “This is not Brandi being a jerk …” because official records are outlined in the Park Course Catalog under “Academic Records and Registration.”
· Students would benefit knowing where to find the Park Course Catalog (for their specific catalog year) so they can research their individual degree/major requirements. This will allow the student to cross-reference information that is on the audit and the transcript, and provide a starting point should there be questions about what is recorded on either. Because this is more involved that “click this button in MyPark”, advisors need to know where to find this information as well. The current catalog can be found at www.park.edu/catalog. Digital catalogs from the last few years are here as well. Archived older catalogs can be found on the RO page in MyPark. I’m a sympathetic ear and solution-oriented advocate for most situations, but I hold a strong line of personal accountability and point to documentation often. “This is not Brandi being a jerk …” although probably the reason I’m the villain in some stories.  
· Advisors need to know where to find the RO page. Go to MyPark  Resources tab  Registrar menu (under Academic Support)  Registrar button. Scroll through this page; there is a boatload of information you can use. There are archived undergraduate and graduate catalogs (on the left). There are Registrar forms to include Remain in Older Catalog and Graduate Substitute Request Form (on the right). There is a link to a work aid that breaks down the transcript evaluation process and answers questions about a transcript’s “journey through evaluation” (i.e. read this before contacting our office to see if a transcript has “been evaluated yet” … the work aid is further down on the right). And at the very bottom is the Graduation Coordinator section. I created this public space, easily accessible to all, to put information for advisors to use to supplement and improve the advising services for your students. 
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Reading the Audit. One of the most common questions I get from an advisor is, “What does this student need for <fill in the blank area>?” Great question; complicated answer. Any time I view a student’s audit, I pull it from CX (not MyPark). This will change as our new auditing system comes online, but for now pull the audit from CX for all students in the UG23 and older catalogs. Pull the audit in Stellic if you have a student in the UG24 catalog year. Your student can easily follow along with their audit from MyPark.

For a student to be graduation-eligible, that student must meet the minimum requirements for all parts of the degree or certificate. Falling short in any one area will halt the entire process. These areas include:
· total credit hours (120sh for BS and BA degrees, 122sh for BSW [HLC Assumed Practice])
· Park Residency hours (no less than 30 [HLC AP], but could be higher if the student is pursuing a second degree with Park)
· Park Residential GPA (this is the GPA for the Park classes only; transfer work does not count towards Park Res GPA [in Park Course Catalog])
· Upper Division hours (must be at least 36sh, could be 45sh if the student is in an older catalog [HLC AP*])
· CORE requirements for the major [in PCC]
· CORE requirements for any declared minors or concentrations [in PCC]
· Park Res GPA in the minor if one is declared [in PCC]
· professional writing and English requirements for Bachelor programs [HLC AP]
· liberal education requirements [in PCC]
· any other requirements listed on the audit
Remember, the audit is the "Cliffs Notes" of curriculum requirements set by the department and outlined in the course catalog. If you or the student have a question of what an item on the audit means, look in the corresponding course catalog year ... then feel free to ask if you are still unsure. The current catalog can be found at www.park.edu/catalog and archived catalogs can be found on the RO page in MyPark.
 
Catalog Nuances (or is it Nuisances?). When training advisors, it’s easy to point to documentation like the catalog and say, “Everything you need is right here.” But let’s be real honest … some situations defy documentation and can only be learned by experiencing. This section will talk about some of those. 
	Old Catalog or New Catalog Standards. Like every training program on the planet, Park programs evolve over time. Some programs expand; some programs retire; some courses get back to basics; and some courses become more stringent to meet career field norms and ensure student success. When these changes happen, the changes are recorded in the course catalog. But what if you have a student completing a program today but started years ago? Do they follow the new program standards? Do they follow the old program standards? Great question; complicated answer. A student’s degree requirements are dictated by the student’s individual catalog year, but the courses are live and the course requirements are dictated by the current catalog year. What does this mean?
	Let’s say you have two students … both pursuing a Bachelor of Science degree majoring in Management (BS MGT). Student A is in the UG17 catalog; Student B is in the UG21 catalog. 
· Student A (pursuant to the requirements listed in the UG17 catalog) must complete 57sh in the major and is given the option of MA120 or MA171; the student must complete EN105/EN106 and a professional writing course; and must complete all liberal education courses.[image: ]
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· Student B (in the UG21 catalog) must also complete 57sh in the major and is given the option of MA120 or MA171; but the student has two Writing Intensive course requirements as well as EN105/EN106 and a professional writing course; and must complete all liberal education courses. 
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· For Student A and Student B, their course catalogs do not dictate a specific grade requirement for any class, so any passing grade (D or higher) will fulfill the audit requirement. Even though students pursuing a major in Management in the current catalog must complete their core classes with a C or higher, this current degree requirement does not apply to students in older course catalog years. 
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· HOWEVER, do not confuse degree requirements with course requirements. Remember: the courses are live and are governed by the current course catalog. In the current catalog, MG315 requires MA120 with a C or better as a pre-requisite to enroll in the course. Even though Student A and Student B have the option of MA120 or MA171 – and neither course required a specific grade – the student must complete MA120 with a C or better to take MG315 in the current term. If the student did not take MA120, or passed MA120 with a D grade, the student will need to retake the course to meet the pre-requisite criteria or request an ETP from the department before registering for MG315.
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Did I lose you? Do you need to read that again? It’s all good; I’m here if you have questions.
	Required Courses vs Required Hours. The course catalog dictates if a student needs to take a specific number of courses, or specific number of hours to meet the objective of a program. The audit will show you which is which. 
· Required number of courses is easier to identify because it looks like the rest of the audit; it shows a list of course numbers the student must complete. The Business Economics minor (below) states a student must complete six courses: three named courses (EC300, EC301 and EC303) plus any three from a list of electives. A student can reasonably expect to earn 18sh for these six courses, but because the minor requires a specific number of courses – not hours – a student could transfer credit from another institution that is 2sh for EC300 (for example) and still meet the requirement of the minor with 17sh. The minor is COMPLETE as long as the required number of courses (i.e. six) is satisfied. 
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· Required number of hours is shown on the audit as a selection of course possibilities the student may take to complete the minimum hours required, but there are no individually identified courses for the minor. Art History minor (below) states a student must complete 18sh and provides a list of possible course options. A student can reasonably expect to earn 18sh by completing six classes, but if the student transfers credit from another institution that is 2sh for AR115 (for example), the student would only have 17sh at the end of six classes. The requirement for the minor would not be met, so the student would need to take an additional course. The minor is COMPLETE only when the number of hours is satisfied. 
[image: ]
· Some minors – like Chemistry – are a combination of required classes and required hours. The Chemistry minor requires 4 named courses (CH107 and CH108 with labs) and then any number of CH**** electives to meet the 18sh - 20sh requirement for the minor. The minor is COMPLETE only after the required classes and the required hours are satisfied.
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	“Double dipping” courses on the audit. A student’s audit will show the courses and/or hours required to complete that particular section of the audit. Advisors should be well aware that some courses will satisfy more than one line of the audit and “double dip” towards the different degree requirements. For example: MG495 is a course all of our business majors will complete. MG495 will count as an Upper Division course, core course, Writing Intensive inside the core, and Ethics in liberal education. Though a course “double dips” four times on the audit, the student only needs to take the course once and will therefore earn only 3sh. This is an important detail to remember because an advisor might try to add up every LINE on the audit (instead of individual courses) or calculate total credits based on the credits of each section and then can’t make the math work. The numbers always come out wrong because MG495 will be on the audit several times and an advisor may count it for 12sh, but because of “double dipping”, it is actually just one class and worth 3sh.
	Elective credits. There may be elective credits recorded at the bottom of the audit labeled “electives” in CX and “unused electives” in MyPark. These are credits that have been evaluated and applied towards 120sh total credit requirement needed for a Bachelor degree (or 60sh for an Associates), but the credits are not a direct-equivalent for a required course listed in one of the sections on the audit (e.g. major, minor, concentration, liberal education, etc). These credits are “unused” because they do not fulfill a line on the audit, but do not confuse that with being unaccounted. These elective credits are still included in the overall total credits reported at the top of the audit. This is important to remember.
(Back to BLUF)
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[bookmark: _Conferral:]Conferral:
Common Vocabulary. Students and staff alike mix up graduation and commencement. Before we start this part of the manual, I want to point out that graduation and commencement are two separate actions governed by two separate processes. 
	GRADUATION happens when a student completes all the courses for a specific degree/certificate program and the Registrar’s Office verifies the student is done. This is a process called conferral and at the end of conferral, the student graduates from the respective program(s). Conferral happens five times a year and correspond with the end of each academic term.
Conferral takes into account the student’s total credit hours, Park Residency hours, Upper Division hours, Park Res GPA for the degree, GPA in the core, GPA in any minors or concentrations, core requirements in the major and any minors or concentrations, liberal education requirements, overarching Bachelor degree requirements, and that there are no pending obligations (e.g. contracts for Incompletes are done, all grades are posted, portfolios/comp exams/capstones are submitted and scores reported to the RO from the respective departments if applicable). If you are counting, that is no less than eight but as many as 14 criteria. ALL THESE THINGS must be met to graduate.
	COMMENCEMENT is the ceremony with the cap, gown, tassel, and stage. I get a lot of “crossed-wire” calls and email about graduation when the person actually means commencement. Commencement is the event; graduation is the process. Some things to keep in mind when dealing with the two are:
· A student’s participation in a commencement ceremony is 100% a personal preference and not mandatory to graduate. 
· Participation in a commencement ceremony does not mean the student has graduated.
· A student can graduate in a previous term and wait to participate in a commencement ceremony at a later date. 
· A student can participate in a commencement ceremony before they actually graduate the program. We require the student to be within 12sh UNDG (3sh GRAD) of graduation to do this.
· A student’s financial standing with the University (i.e. if they have a balance due for unpaid tuition and fees) has zero bearing on the student’s graduation-eligibility. A student will graduate when the requirements are met regardless of financial standing. Additionally, a student may participate in commencement with a balance due, but will not receive a diploma or official transcript until the balance is paid.
· In short … 
	Conferral = Graduation
	Commencement ≠ Graduation
Application for Diploma and Commencement Ceremony. None of it – conferral, graduation, nor commencement – will happen without an application for diploma (dip app). Dip Apps are found on MyPark  Student Tab  Academic Information icon  Application for Diploma and Commencement Ceremony is a link on the left. As stated in every course catalog and on the top of every student audit, a dip app is required in the term(s) leading up to the student’s anticipated degree completion. This allows the student, advisor, and RO to identify any unmet requirements that would keep a student from graduating well before the student’s “final term.”
	Paid Application. The vast majority of our students want an official copy of the diploma. And many of those students also wish to participate in a commencement ceremony. Both of these actions require a paid application for diploma ($75 UNDG, $125 GRAD). If a student wants to walk in a commencement ceremony, he/she will select the specific ceremony location/date during the application process. Park University will provide a cap and gown for any student participating in a commencement ceremony at no additional charge. However, if a student selects “no” to participating in a ceremony but would still like a cap and gown, the RO can arrange shipment directly from the vendor, but this requires prior coordination with the RO and commencement team. 
	Free of Charge Application. Because a student cannot graduate without submitting a dip app and because the RO doesn’t want to hold any degrees “hostage” should a student be unwilling or unable to pay the graduation fee, I created an application that is of no charge … but for conferral only. The free of charge application uses the same online process, but the student will select “NO” when asked if he/she wants an official copy of the diploma. The free of charge application will signal the RO to review the student audit and confer the degree/certificate as appropriate. There is no diploma (physical or digital) and no commencement ceremony … thus no charge. However, if a student changes his/her mind and decides they would like a diploma and/or to participate in a commencement ceremony, the student can contact the RO at registrar@park.edu for next steps.
	Annotations on Dip App. Regardless of the type of dip app the student submits, the dip app comes to the RO via a daily COGNOS report. Using this report, I access the dip app in Filenet (P8) and check the application, program enrollment, and audit to determine the student’s proximity to graduation. I make an annotation of any classes for which the student has enrolled and any remaining requirements above/beyond those enrolled classes. I save the dip app to the student’s P8 file and make a copy of the dip app to send directly to the student at his/her ID@park.edu student email. I include the academic advisor, faculty advisor and/or campus center as well. Sending degree completion notifications this way casts a wide net upon the entire advising team and eliminates any “single point of failure” communication traps. Additionally, because everyone in the advising chain (student, SSC, CCD, FA, RO) has access to the student’s audit and degree requirements, I do not re-review the application unless there is a significant change in the degree plan (e.g. DOM to add/drop a major or change degrees completely).

Deadlines. Any given term …
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· Every Park term ends on a Sunday.
· Final grades are due to the RO by 11:59pm Tuesday night. 
· Conferral begins Wednesday morning following the end of the term. 
**Conferral is a manual process and can take 5-7 business days to finish. 
· RO keeps an extended conferral window open for 3 weeks for transcripts/documentation.

At the end of any given term, the first 5-7 business days after grades are due is the immediate conferral working window. During this time my team and I review each student’s academic record, post degrees and update transcripts. Beyond the immediate conferral working window, the RO holds an extended conferral window open for 3 weeks. 
We created this 3-week window to protect our students from missing an opportunity to graduate “on time” by giving time for any student who completed a CLEP/DSST or class at another institution to get that official transcript to Park University to add to his/her audit. This 3-week window is also a time for departments to report to the RO the outcome of any Comprehensive Exams, Portfolios, or Capstones required for certain degrees. COMPs/PORTs/CAPSTONEs are many times independently reviewed and reported separately from the class’ final grade. 
HOWEVER, there are some very important details to point out!
· Remember: “This is not Brandi being a jerk …”? The conferral process falls within our Academic Compliance reporting and the RO carries a responsibility to report graduation statuses to national and federal reporting agencies. When the RO grants a graduation date, we are putting our name on an official document that verifies the student has met every requirement for his/her degree by the graduation date. There are times when a student’s degree will be deferred to a different term for conferral/graduation because of dates and smaller details.
· Any CLEP/DSST, Capstone, Portfolio, Comprehensive Exam must be complete BEFORE the last day of the term. Anything taken or submitted AFTER the last day of the term will defer the student’s graduation to the following term. EXAMPLE:  If the Park term ends on 1 AUG but the student takes a CLEP or submits a Capstone on 2 AUG, the student was not done by the end of the term and thereby ineligible for a 1 AUG graduation date. This student’s degree will be conferred at the end of the next term (i.e. end of F1A/F1P, October).
· Any course taken with another institution and transferred to Park University for credit must be finished BEFORE the last day of the term. I check academic calendars of all kinds of colleges and universities to find this information. Any transcript from a college or university whose term ends AFTER the last day of Park University’s corresponding term will defer the student’s graduation to the following term. EXAMPLE:  If the Park term ends on 1 AUG but a student submits transfer credit from another institution and the other institution’s term doesn’t end until 14 AUG, the student was not done by the end of the term and thereby ineligible for a 1 AUG graduation date. This student’s degree will be conferred at the end of the next term. 
· Any waivers, substitutions, or ETPs made by the department that change a student’s degree requirements must be made and approved BEFORE the last day of the term. Anything arranged or decided upon AFTER the last day of the term will defer the student’s graduation to the following term. EXAMPLE:  If the Park University term ends on 1 AUG but the department approves a core requirement waiver on 18 AUG, the student ended the term with requirements remaining. Therefore, the student’s degree will be conferred in the next term. 
· Any Declarations of Major (DOM) to change the student’s Program Enrollment must be submitted BEFORE the last day of the term. Any DOM submitted AFTER the last day of the term – and that DOM then completes the audit – will defer the student’s graduation to the following term. EXAMPLE: If the Park University term ends of 1 AUG but the student submits a DOM on 4 AUG to drop a minor that is not required for the major, the student ended the term with requirements remaining. Therefore, the student’s degree will be conferred in the next term. 
· Official transcripts for CLEP/DSST or transfer work at another institution must be in the hands of the Park University RO no later than the last day of the extended conferral window (i.e. 3-week mark from the end of the term). Since every term ends on a Sunday, this 3-week window also closes on a Sunday. Anything arriving to our office AFTER that 3-week date will defer the student’s graduation to the following term. EXAMPLE: If the Registrar’s Extended Conferral Window closes on 22 AUG but a student’s official CLEP/DSST transcript does not arrive until 27 AUG, the student’s degree will be conferred in the next term regardless of the CLEP/DSST completion date.
· A student can submit an Application for Diploma at any time up to – but no later than the last day of the extended conferral window and receive a conferral date in the current term. Any application received AFTER that 3-week date will defer the student’s graduation to the following term. EXAMPLE: If the Registrar’s Extended Conferral Window closes on 22 AUG but a student submits an application for diploma on 23 AUG, the student’s degree will be conferred in the next term regardless of the date/term in which the last class was completed.
TL; DR? I got you … 
Wait, I CAN’T graduate this term?
1. Waivers must be in by EOT to receive that term’s grad date
2. Substitutions must be in by EOT to receive that term’s grad date
3. ETPs from the dept, Dean’s Council must be in by EOT to receive that term’s grad date
4. If your student decides to complete the final requirement for a Park degree with another institution, the EOT for that other institution must be before EOT at Park for the student to receive Park’s term’s grad date

Email Communication. I mentioned earlier the University complies with FERPA regulations and creates a secure email channel for every student, staff, and faculty member via the park.edu domain. For this reason, my email communications with ALWAYS go to ID@park.edu student email, always. And I send a lot of email, so help me foot-stomp the student’s obligation to monitor the park.edu email inbox. I may contact students and advisors at any time, but all should expect email at certain points in time. 
	After dip app submission. When a student submits a dip app and I complete the RO review, I will send an email to the student as well as the student’s advisor and faculty advisor/campus center with my annotations. 
	Middle of the term. I put eyeballs on every single student audit – for students who have a dip app on file – every term. I wait until after add/drop for the term passes before I start sorting who is/is not graduation-eligible in that term. When I pull the list of audits to review, it regularly includes 600 to more than 1,000 students and can take a couple of weeks to review them all. When that review is complete, I email SSCs, campus centers, faculty advisors with a spreadsheet that identifies students eligible to graduate at the end of the current term. The email has “conferral candidates” as the subject line and contains an A-P-C spreadsheet.
	End of the term. I send conferral candidates an email the last week of the term to let them know what happens between turning in the last assignment and receiving the diploma in the mail. The email is “What to Expect When You’re Expecting … a Diploma!” and outlines key dates, timelines, and expectations during the conferral process.
	After the term. Students in the conferral queue will receive updates on degree completion and diploma status. Timelines for email vary by topic, but are scheduled as below:
· You are conferred email will verify the degree is posted and let the student know where to find/how to order official transcripts. This email goes out approximately 5-7 business days after the end of term and will include additional key dates.
· You were not conferred for xyz reason email will go to any student and the advisor if there is something on the audit that requires additional attention. This email goes out approximately 5-7 business days after the end of the term and will list POCs and next steps to tie up loose ends. 
· You have a hold on your account email actually goes out twice. The first email is sent immediately following the “you are conferred” email to give students a heads up on accounting issues that must be resolved before I can order their diploma. A second email goes out about 3 weeks after the end of the term as a second notice for anyone who still has a hold.
· Your diploma has been ordered email goes out 4 weeks after the end of the term and the same day I submit the diploma order to Michael Sutter Company – our vendor for diploma printing and shipping. This email prepares the student for additional communication from our vendor when the printed diploma is put into the mail and the digital diploma available for download.
(Back to BLUF)
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[bookmark: _Weird_Things_to]Weird Things to Know:
We run on Dunkin’ and AutoMagic. In some circles, items add/change/update on the audit and in CX as if by magic. And that’s not a bad thing … we work really hard to create the illusion of seamlessness. But it’s not automatic, but rather AutoMagic. Our RO is a small but mighty team and we are very efficient at what we do given the thousands of data points per student over thousands of students in our system. How do we do this? We rely on heavy use of COGNOS reports. We use these reports to direct our daily tasks/priorities such as:
· Applications for diploma submissions
· Declarations of Major changes
· Reapplication to the University after graduation
· Reapplication to the University after CIWD
· Transcript holds that need to be lifted
· 4+1 enrollment and grades
· Transfer credit placed on audit
Actions taken by a student or advisor are recorded by SalesForce and MyPark throughout the day and compiled into its respective COGNOS report overnight. That’s why you won’t see a change of major immediately upon hitting the submit button. And a student won’t see an address change immediately after filling out the change screen in MyPark. The information for these reports are collected and delivered to the RO workflows in the morning. The workflow queues are first come/first served and while we work quickly, please allow 2-4 business days for regular inquiries. In emergency cases, you can contact the RO for a Fast Pass to the front of the line.
	Despite our killer program management skills, some things are NOT AutoMagic. Advisors may need to closely monitor and communicate with the RO on tasks such as: 
· Substitutions and waivers approved by the department (send approvals and follow up with registrar@park.edu)
· Exceptions to policy approved by the college of learning (send ETPs and follow up with registrar@park.edu)
· Transcript deliveries (transcripts go to regtrans@park.edu or mailed to the Parkville Campus, please see "How to Submit Official Transcripts and Its Journey Through Evaluation" on RO’s MyPark page for evaluation timelines and details)
· Student audit review to identify who is graduation-eligible (middle of the term)
· Student audit review to identify who is conferred (end of the term)
· Balances paid and Student Accounts hold lifted (send notification to registrar@park.edu) 

More than one credential, more than one dip app? As mentioned earlier, the student is ultimately responsible for the actions required to complete/receive thire degree (in PCC). This includes applying to graduate from each credential the student completes with Park. We allow students to enroll in more than one program at a time (i.e. AS and BS, BS and CERT, MBA and GRCT, etc) and we allow them to apply to graduate from more than one at a time. A student with more than one credential can list multiple credentials on a single dip app and pay a single dip app fee; this works best if a student is completing both credentials within the same calendar year. However, if a student’s credentials are more spread out, the student will apply for each credential as that particular program gets close to completion. However the student chooses to do it, the student must apply for each credential before the credential is conferred. 
To assist, I use some AutoMagic. I have a COGNOS report each morning that identifies every student who has applied and which of those students have more than one credential in the program enrollment (i.e. who has an AS and a BS, or BS and CERT, etc). When I find a student who is enrolled in more than one program but only applies for one and not the other, I do the student a solid and create an application for the missing credential on the student’s behalf. This puts the student’s “forgotten” credential in the queue so it is not lost. I do this because it’s easily identifiable information given the information I already get on my AutoMagic reports and it improves the student experience. When I take this action, I include the annotations for the additional credential on the processed dip app which I send to the student/advisor during the dip app review process. 
	I will then monitor each credential separately and confer each credential as the requirements are met. I have an AutoMagic report that lists all the students who have applied to graduate and for what credential. When a student graduates one of their programs, the student will receive an email from me to their ID@park.edu student email with information about the completed credential (“You were conferred” email) and what to expect in the next steps (“What to Expect When you are Expecting … a Diploma!” email). The conferred credential will fall off this particular AutoMagic report, but the second credential will remain. I will continue to monitor the second credential on the audit until the credential is complete or the dip app expires; which ever happens first. There isn’t anything a student needs to do other than complete courses and meet graduation criteria … and continue to monitor park.edu email. 
	All that goes to say that for the dip app process as a whole, each credential is conferred individually, requires its own application (but I try to hook people up as much as I am able), and are awarded as the requirements for that credential are complete. 

Military reporting of grades and degrees. No surprise, many of our students are military, military-affiliated, or VA beneficiaries. For those students, many require Park University to report grade and degree information back to the military service through their service’s educational portal. The RO does this for the student each term, in the 5-7 business day window after final grades post.
	We report final grades and degree completion with mix of manually entered data and COGNOS reports. Our Navy and Marine Corps students use the same education portal and the RO can upload COGNOS reports directly to the N/MC portal that contain final grades, degree completions, and any error fixes as needed. Our Air Force and Army students use a different format of education portal and the RO has to use IT to assist with direct input. IT will upload reports for final grades, but the RO must manually update missing grades and errors. Additionally, the RO must manually search AFVEC (for AF students) and Army IgnitED (for Army students) for each student to report conferral information and provide a degree completion letter in accordance with AF/Army education regulations. 
	Our military portal administrator completes these tasks (final grade reporting and degree completion reporting) for approximately 2,500 students each term. She is also helping me confer undergraduate degrees while uploading grades and drafting completion letters. It takes time to do these important tasks in order, correctly, and in efficient manner for all students, so please give us the time we need to satisfy those obligations. However, if you ever find one of your students missing grades in their education portal, please let us know. 

When to Reapply? When to DOM? If you have a student who wants to change a part of their program enrollment or start a second credential, the student will need to either submit a Declaration of Major (DOM) or reapply to the University per Admission policies. But which is which? Great question; complicated answer. 
	Reapplication. First, Admissions is the office that decides when and under what circumstances a student is required to reapply to the University. I haven’t asked the Admissions office myself, but I would wager to guess that the reapplication is tied to maintaining accurate student enrollment information per HLC and DoE compliance regulations. Whatever the reason, according to Admissions policy, a student needs to reapply to the University to continue a degree path if the student academic status is CIWD (College Initiated Withdraw), GRAD (graduated), or NDEG (non-degree seeking):
· CIWD status: “If you have not attended Park University within the last 2 years, you are required to submit a New Admissions Application.” This also applies to any student who applied to and was accepted to Park, but did not begin classes within 12 months of admission. 
· GRAD status: “If you have already graduated or are near graduation you are required to submit a New Admissions Application to pursue another degree.”
· NDEG status: “Non-degree seeking students will have to submit a new application to become degree seeking.”
Declaration of Major. But if the student academic status is AC (Active) or any of the AC subcategories, the student can submit a Declaration of Major (DOM) to change the program enrollment. The RO manages the requirements for the DOM process, and according to RO policy a student must submit a DOM if they want to: 
· Change a selected degree/certificate, major, minor, or concentration
· Add a degree/certificate, major, minor, or concentration
· Drop a degree/certificate, major, minor, or concentration
Submitting a DOM formally changes the student’s program enrollment and in many instances will update the student’s catalog year … bringing all the degree and major changes with the current catalog. This is important for students and advisors to understand before signing and submitting a formal request. The RO – specifically the Evaluations Team – has a Standard Operating Procedure manual (SOP) they use to direct when to update a student’s catalog year and under what circumstance the student’s program enrollment can remain in the original catalog year. Per that SOP:
· “Update to the current catalog if student is making a ‘change’ or ‘addition’ to the major only.” 
· “Do not update the catalog year if a student is making a ‘change’ or ‘addition’ to a concentration, minor, or certificate as long as that program is available in that student’s catalog year.” 
· student wants to add CERT TRHS to BS CJBS in UG20 catalog
· student wants to change BS BUAD BAMG to BAMK in UG17 catalog
· student wants to add HEAL concentration (UG22) to BS FWR UG19 catalog
· “If the concentration, minor, or certificate is not available in the catalog year, update to the current catalog.”
· Update student from UG19 BS FWR to UG22 BS SPEX HEAL concentration
I mentioned above it is important for students and advisors to understand the changes that come with submitting a DOM. This is because changes to a student’s degree can impact financial aid, tuition assistance, VA benefits, anticipated graduation date, and current catalog year requirements. We do what we can to provide information and warnings to students of potential challenges and assume the student reads/understands the risks when they sign the form. The last line on the form says, “I understand submission of this form will change my degree requirements.” 
	[image: ] 

50% Rule. The RO implemented a policy effective 15 MAR 2021 that states a student must meet not only minimum credit requirements but also the expectation of new learning for Undergraduate and Graduate Certificate programs. The intention of this policy is to provide a path for students who want to graduate a certificate program with Park University to formally declare the certificate, complete at least half of the coursework with Park as new learning in pursuit of that credential, and apply to graduate. Some will ask, “Why can’t we retroactively grant certificates to a student who completed the classes years ago?” Or, “Why can’t we give credit for a certificate to a student who completed the same classes in a degree program they graduated previously?” 

Remember when I said, “Because I said so …”? 

Let’s go back to the section about regulations and HLC Assumed Practices; having HLC accreditation allows us to award degrees and certificates. For that reason, per RO policy – designed around HLC Assumed Practices – states: 
· “When a student submits a DOM to declare a certificate – or reapplies via Admissions after graduating a credential – the residency hours must be reviewed for approval to know if the student can complete the certificate.”
· “Student must have 50% of certificate core as new Park residency courses. If transfer courses or previously completed Park courses are falling (on the audit) and count for more than 50% of the certificate core, student is NOT ELIGIBLE TO DECLARE THIS CERTIFICATE.”
· “If the student is not approved, make note on the DOM and notify SSC of why this is not an option for the student to pursue.”

GPAs to watch. Every once and again during conferral season, I have to contact a student and the advisor to tell the student he/she did not graduate at the end of the term as expected because the Park Res GPA was too low. Overall Park Res GPA is easy enough to view and track – it’s a well-known, significant degree requirement and prominently displayed on the top of the audit and bottom of the transcript. But a student must also meet the minimum GPA for the major as well as any minor declared in the program enrollment. Certificates also have their own GPA requirements. For the most part, the GPAs for major, minors, and certificates offered at Park are 2.000, but there are a handful that require a 2.500 or better. I want to put THESE GPAs on your radar if they are not there already.  
	Major
	Minor
	Certificate

	Fine Art – 2.500
	Fine Art – 2.500
	Comp Network – 2.500

	Interior Design – 2.500
	Legal Studies – 2.500
	Diversity & Soc Justice – 2.500

	Public Admin – 2.500 (BPA)
	Org Comms – 2.500
	GIS – 2.500

	Social Work – 2.500 (BSW)
	Public Admin – 2.500
	Indust Org Psych – 2.500

	Education – 2.750 (BSE)
	Spanish – 2.500
	TRHS – 2.500

	History – 2.750
	History – 2.750
	UAS – 2.500

	Military History – 2.750
	Military History – 2.750
	*Concentrations do not have a separate GPA requirement, but are configured into and will affect the GPA in the major.

	Nursing – 2.800 (BSN)
	Philosophy – 2.750
	



Calculating a GPA. Last section and the biggest brain buster. I get calls and email often enough from students and advisors asking about the Park Residential GPA. I had to take it back to basics to understand how the applications we use for student advising (i.e. the audit and the transcripts) calculate these numbers that directly impact areas of student experience. A GPA can qualify/disqualify a student for financial aid; designate a student for Latin Honor recognition; put a student on academic probation or suspension; nominate a student for an honors society. I wanted to understand how grades earned (grade points) and the credits completed (grade point hours) become a grade point average. 
Although you will see GPAs annotated in more than one location, for this training purpose I will be using a student transcript from CX and referencing the TRANSCRIPT TOTALS section found on the last page and under the last term.  
[image: ]
In this training scenario, I will be talking about a student’s total grade points and grade point hours earned at Park (i.e. all Park courses taken ever), but you can apply the same math to any data set. You can use GPA math to find session and semester GPAs as referenced in letters for Academic Probation or Suspension; or section GPAs within the body of coursework as referenced in audits (i.e “in the major” or “in the minor”.)
Grade Point Hours. A student will earn a number of grade point hours that is equivalent to the number of credits assigned to classes with any grade other than a W or IP. This means that all of our 3sh classes will equate to 3 grade point hours. But be advised, some classes are 4 – 5 – 6+ sh thereby equating to 4 – 5- 6+ grade point hours; this will be an important factor when we talk about grade points. Also, a student will accrue grade point hours regardless of the grade he/she earns at the end of the class. This means that a student will still earn grade point hours even if a student earns an F or WF. 

In the scenario below, the student took four 3sh classes … and earned 12 grade point hours.
[image: ]
Grade Points. Similar to grade point hours, a student will accrue grade points for each class. A student will accrue 1 grade point per letter grade (A=4pts, B=3pts, C+2pts, D=1pt, F=0pts) per grade point hour. For a regular 3sh class, a student can earn: 
12 grade points for an A (1 pt x A [4 pts] x 3sh = 12 grade points) 
9 grade points for a B
6 grade points for a C
3 grade points for a D
0 grade points for an F
     **in 4sh classes, those grade points would be 16A, 12B, 8C, 4D, 0F
     **in 5sh classes, those grade points would be 20A, 15B, 10C, 5D, 0F



In the scenario below, the student earned two As, one B, and one C. Putting pen to paper, you can tabulate that 12(A) + 12(A) + 9(B) + 6(C) = 39 grade points.
[image: ]
Grade Point Average. Divide your grade points by your grade point hours and you will get your grade point average. Here, 39 grade points / 12 grade point hours = 3.250 grade point average. 
[image: ]

Session and Semester GPA. Academic Affairs pulls a report every semester to monitor student performance. In this report, they tabulate the grade points earned in a semester’s timeframe (total of all classes taken in SP semester to include S1A and S2A; FA semester to include F1A and F2A). Any student who falls below 2.00 for any classes taken during the semester’s timeframe will receive official notification of Academic Warning, Probation, or Suspension in accordance with Academic Affairs policies and the student’s prior performance. 
[bookmark: _GoBack]The student’s session GPA is already tabulated on the transcript. Additionally, you can tabulate the student’s semester GPA by adding the grade points for all classes taken in a semester’s timeframe, and dividing that number by all the grade point hours accrued during the same timeframe. 

In the scenario below, the student took two classes in F1A19 and two classes in F2A19. The student earned three As and one C in the fall semester’s timeframe (session GPAs are 4.00 in F1A19 and 3.00 in F2A19). For the fall semester, the student earned 42 grade points and accrued 12 grade point hours, resulting in a 3.500 GPA for the fall semester. 
[image: ]
     12(A) + 12(A) + 12(A) + 6(C) = 42 grade points / 12 grade point hours = 3.500 GPA

The Easy Way. I won’t lie … nowadays I break out a pencil and paper to figure GPAs because it’s faster for me, but I started by getting help from an online GPA calculator. The one I use most often is https://gpacalculator.net/college-gpa-calculator/. The website is fairly intuitive and easy to use, just remember to annotate the correct number of credit hours per class (remember … 4, 5, 6+ credit classes will have different grade point allocations.)

Regardless if you use a pencil or the website, knowing how to tabulate grade point averages can help you assist your student when they ask: 
“Why did I get put on Academic Probation for having a less than 2.00 semester GPA when my overall GPA is above a 2.00?”
Answer: Your overall GPA is a tabulation of every class you have taken with Park University and every credit you have earned as a result of those grades. While you may be above a 2.00 GPA when looking at your entire Park University career, your academic performance in the last semester (i.e. the last 16 weeks which includes two terms) identifies you as falling below the 2.00 standard. 

“What will my GPA be if I retake MA120 and pass with an A (because I failed it last time)?”
Answer: If you earn an A for this 3sh class, you will earn an additional 12 grade points but no additional grade point hours. Therefore, look at your transcript, locate the total grade points and add 12 grade points to that total for your new grade. Your number of grade point hours will not change. Divide the grade points by the grade point hours … *boom* new GPA. 

“Just kidding, I earned a D last time. What will my new GPA be if I earn an A?”
Answer: Similar to above, you will earn 12 grade points for your new grade to replace the 3 grade points you earned previously. Your grade point hours will not change and your overall grade points will go up by 9 (12 grade points for the new A - 3 grade points for the old D = 9 new grade points). Divide your new grade points by your grade point hours … *boom* new GPA. 

“The Graduation Coordinator – she’s the worst – would not confer my degree last term because I didn’t have a 2.00 GPA in my major. What grade do I need to earn this term so I can graduate?”
Answer: Great question! Pull the student audit and look at the grades earned in the major. Go to the GPA calculator website I shared and enter the classes/grades from the audit and strategically increase grades until you get to 2.00. 
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But for my algebraic minded friends … you can break it down with a pencil and paper.
The audit shows 9 classes for a total of 27 grade point hours.
     (9 classes x 3sh = 27 grade point hours) 
To graduate the student needs at least a 2.00 GPA meaning a total of at least 54 grade points.
     (X grade points / 27 grade point hours = 2.00 GPA; X = 54 grade points) 
The student currently has 45 grade points; there is a 9 point deficit.
     (54 needed - 45 earned = 9 point gap) [image: ]
Therefore, the student needs to earn a total of 9 additional grade points above and beyond what they have already earned. There are a couple of combinations to get there raising more than one low grade by a letter grade or two, but the quickest would be to replace a D with an A. 
Ex: swap two Ds [6pt] for one B and one C [15pts] and make the gap
       swap one D and one C [9pts] for two Bs [18pts] and make the gap
       swap one D [3pts] for one A [12pts] and make the gap

(Back to BLUF)
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