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SECTION I 

 

THE MISSION 

 

 
 

 

 

 

 

 

 

 

“I do not care how dark the night, I believe in the coming of 

the morning.”   
Dr. Joseph Charles Price 

First President and Founder 
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COLLEGE MISSION STATEMENT 
 

 

Livingstone College is a private historically black college that is secured by a strong commitment to 

quality instruction, academic excellence, and student success. Through a Christian-based environment 

suitable for holistic learning, Livingstone provides excellent business, liberal arts, STEAM, teacher 

education, and workforce development programs for students from all ethnic backgrounds designed to 

promote lifelong learning and to develop student potential for leadership and service to a global 

community. 

***** 
 OFFICE OF THE REGISTRAR 

MISSION 
 

***** 
 

The mission of the Livingstone College  Registrar’s Office is to provide an effective and efficient delivery 

of services to our students, past and present; promote good human relations throughout the college 

community; and assist with the development of our students through cooperation with faculty, staff, and 

administration.  

 

The primary function of the Registrar’s Office is to maintain accurate and up to date records of all current 

and former students who matriculated at the College;  to organize, oversee, and facilitate the registration 

of students; to enforce the academic policies and procedures of the College which are established by the 

faculty, recommended to the administration, and approved by the Board of Trustees.     
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The goal of the Registrar’s Office is in compliance with the College’s mission, which states… “A private 

college with a public responsibility, Livingstone College also provides an environment suitable for 

learning.” 
 

SECTION II 

 

Staff 

Job/Position 

Descriptions 

 

 
STAFF 

In addition to the College Registrar, the institution employs at least two of the following positions in the 

Office of the Registrar: 
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 Administrative Assistant 

 Assistant/Associate Registrar  
  

OFFICE OF THE REGISTRAR 

POSITION DESCRIPTION:   ADMINISTRATIVE ASSISTANT 

 

FUNCTION:  To perform a variety of responsible administrative and clerical/secretarial duties in support 

of the day-to-day operations of the office.   

 

ACCOUNTABILITY: Reports and is responsible to the Registrar.  On occasion, performs functions for 

the Office of Academic Affairs and serves on College committees. 

 

JOB SPECIFICATIONS 

 

 Answer telephone calls and place calls for the Registrar. 

 Schedule and record appointments on calendar.  Maintain calendar for self and the Registrar. 

 On occasion assist with the preparation of federal, state, and local government and college documents; 

master course schedule and catalog materials (when necessary). 

 Proof correspondence and information to be mailed to students. 

 Prepare verification of enrollment notices. 

 Assist with the preparation of information needed for reports. 

 Maintain filing system:  Student files and active files. 

 Receipt incoming mail by date stamping; oversees that office mail is sent and incoming mail is 

distributed for action and/or information. 

 Greet students, faculty, guests, and alumni; direct them to proper College personnel, as needed. 

 Assist with the training of students and new faculty on the Jenzabar system. 

 Update student information in Jenzabar system. 

 Receipt verification rosters from faculty.   

 Mail grades to parents, as needed, provided a release form is on file. 

 Receive new student files upon receipt from Office of Admissions, for Assistant/Associate Registrar 

internal audit.   

 Make contact with College personnel and others on behalf of the Registrar as instructed. 

 Serves as public relations person in the office. 

 Process transcript requests when the office is not staffed with a Transcript Coordinator (See duties of TC). 

 Assist with registration, graduation, honors day and other College events.   

 

CLERICAL 

 Prepare requisitions; Order supplies; Reproduce material; Log material received in the office. 

 

GENERAL  

 Maintain standards of personal appearance and conduct appropriate to the Registrar’s Office and the 

position. 

 Performs other duties as they may be assigned. 
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OFFICE OF THE REGISTRAR 

POSITION DESCRIPTION 

TRANSCRIPT COORDINATOR/KEEPER OF RECORDS 

 

 

FUNCTION 

To maintain accurate information on official college records of students, past and present. 

 

ACCOUNTABILITY 

Reports and is responsible to the Registrar.  On occasion, performs functions for the Office of Academic 

Affairs. 

 

JOB SPECIFICATIONS 

 

ADMINISTRATIVELY 

 Maintain the academic record of students, past and present. 

 Assist with the evaluation of transfer students’ transcript.  Oversee that information is recorded onto 

the transcript. 

 Assist with the retention and disposition of student records. 

 Verify enrollment status and degree information of current and former students. 

 Prepare senior exit folders and forward to the proper College officials. 

 Notify junior and seniors of time to file Applications for Graduation. 

 Assist with registration, graduation, and other College events. 

 Prepare transcript transmittals for the Business Office and keep an accurate file of transmittals. 

 Process all transcript requests. 

 Notify persons of inability to forward transcript. 

 Maintain the confidentiality of all information at all times. 

 

CLERICAL 

 

 Assist with the answering of the telephone. 

 Receipt incoming mail, when necessary. 

 Answer requests for information in a timely manner. 

 Serve as the public relations person in the Office in addition to the Administrative Assistant. 

 

GENERAL 

 

 Greet visitors; direct them to proper College personnel when necessary. 

 Maintain standards of personal appearance and conduct appropriate to the Registrar’s Office and the 

position. 

 Perform other duties as they may be assigned. 
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OFFICE OF THE REGISTRAR 

 

POSITION DESCRIPTION 

ASSISTANT/ASSOCIATE REGISTRAR 

 

FUNCTION 

Primary function is to relieve the Registrar of certain assigned duties. 

 

ACCOUNTABILITY 

The Assistant/Associate Registrar reports to the Registrar.  Performs duties for other major areas and 

administrators within the College. 

 

JOB SPECIFICATIONS 

 

 Assist the Registrar with administering academic policies;  

 Maintain the accuracy and security of all student academic records;  

 Serve on College committees as appointed and attend conferences related to the profession;  

 Serve as a School Certifying Office (SCO) for Department of Veterans Affairs 

 Serve students in VAONCE. 

 Assist with maintaining up to date information for the web page as it relates to the Office and general 

catalog;  

 Work closely with others to solve problems or answer questions as it relates to student records, the Office, 

and the overall College;  

 Prepare, distribute, and receive senior folders for exit interview with faculty advisors. 

 Audit the new students’ folders once received from the Office of Admissions 

 Maintain update to date information on faculty for campusweb and other information as needed. 

 Record transfer work for transfer students onto transcripts in Jenzabar. 

 Assist with transcript processing in absence of AA/TC.   

 Daily update student info in system to include grade changes.   

 Prepare Enrollment Verification Rosters for Faculty. 

 Assist with the process of senior degree audits and graduation clearance for prospective graduates. 

 Assist with the retention and disposition of student records. 

 Supervise Office in absence of Registrar. 

 Maintain the confidentiality of all information at all times. 

  
 

CLERICAL 

 

 Assist with registration, graduation and other college events as assigned to the Registrar’s Office. 

 Help with the maintenance of academic records. 

 Serve as one of the public relations person in the office. 

 Assist with the answering of the telephone and inquiries of faculty, staff, and students. 

 

 

GENERAL 
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 Greet visitors; direct them to proper college personnel when necessary. 

 Maintain standards of personal appearance and conduct appropriate to the Registrar’s Office  

               and the position. 

 Performs other duties as they may be assigned. 

 

POSITION DESCRIPTION  

REGISTRAR  

  

FUNCTION:  To develop and manage a comprehensive and effective Office of the Registrar that will 

adequately address the needs of the college community (student population past and present, faculty, staff, 

and administration).   

  

ACCOUNTABILITY:  Vice President for Academic Affairs.  On occasions performs functions for the 

senior level administrative offices.  

  

JOB SPECIFICATIONS  

  

• Record, preserve, and disseminate with discrimination, all academic records.  

• Provide academic certification for students, including candidates for graduation in consultation 

with department and deans of schools.  

• Plan registration process and procedures with the assistance of an orientation- registration 

committee.  

• Assist with the preparation of the catalog and other material pertaining to the educational program.  

• Maintain data input of the Jenzabar EX system as it relates to the Registration Module in 

conjunction with the IT department.  

• Provide training for college personnel who have been authorized to use the Jenzabar EX system.  

• Serve on various college committees as requested and the following which are required:  Athletic 

Committee, Commencement, Scholarship and Honors, Admission and Retention, Curriculum and 

Catalog.  

• Prepare state, federal, and local government reports.  

• Evaluate transcripts of transfer students with consultation from major departments.  

• Assist with the certification of athletes in consultation with the Faculty Advisor.  

• Keep adequate year to date enrollment information and course offerings.  

• Recommend operating budget to the Vice President for Academic Affairs and allocate approved 

budget.  

• Supervise employees.  

• Serve as the School Certifying Official for the institution.  Prepare all enrollment certifications 

through the VAONCE system.  Keep update and accurate records of all veterans and/or dependents of 

veterans.   

• Prepare the Enrollment Report and upload to NSC per stated schedule.    

• Perform various other duties associated with the position and as assigned.  
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SECTION III 

 

OFFICE 

PROCEDURES 

 

 

 

 

 

 

 

 

 

COMMITMENT 
 

The Registrar’s Office is committed to providing quality service and promoting good human relations 

throughout the College community.  Employees are expected to adhere to all policies and procedures 
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outlined in the Employee Handbook published by the Office of Human Resources.  All policies are to be 

followed in accordance with the College catalog as it relates to enforcing the rules and regulations of the 

institution.   

 
SERVICE 

Students are served on a “first come, first serve” basis and should be helped as quickly as possible.  

 

Students may also complete a “Need Help Form” in the Registrar’s Office or email the office 

registrar@livingstone.edu.  This access allows all office employees to handle the inquiry or request in a 

timely manner.   

 

OFFICE HOURS 

Normal office hours are consistent with those of the College 8:00 am – 5:00 pm, Monday – Friday.  The 

Office should be opened promptly at 8am and employees ready to begin work.  

 

WORK LOAD 

It is suggested that employees make a daily “Things To Do List” to facilitate organization and to ensure 

that work will be completed in a timely manner. 

 

PEAK PERIODS in the office are considered as:  registration and pre-registration, together with 

drop/add; graduation; and on occasion, the annual convocations of the College (August 15-August 31; 

December 5-15; January 5-15; May 1-10). 

 

EQUIPMENT 

Equipment must be respected and should not be misused or vandalized.  Computers and copier should be 

turned on and cabinets opened upon arrival.  All equipment should be completely turned off when the day 

ends and files cabinets locked.  The College seal should be locked in the file cabinet daily and removed 

upon arrival the next business morning. 

 

The file cabinets are to be locked at the close of the day and the College seal placed in the fire proof 

cabinet.  The file cabinets are to be opened and the College seal removed from the drawer upon arrival for 

work.   

 

MAIL 

Daily mail for the office is delivered by mail services.  Mail should also be picked up from the Office of 

the Vice President for Academic Affairs daily.  All mail should be handled accordingly.  Requests for 

transcripts should be given to the Administrative Assistant for processing.  Outgoing mail should be 

ready for mail services to pick up by 3:45pm no later than 4:00pm.   

 

COPYING 

Due to the College’s policy on network copying and confidentiality of records, only office personnel 

should copy student records.      Material that is of a general nature and requires more than 50 copies may 

mailto:registrar@livingstone.edu
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be processed in the Blue Bear Publication center.  Employees should use good judgment in determining 

what information may be copied outside of the office. 

 

 

FORMS 

For accessibility, all forms are to be maintained in the multiple mailbox located on the countertop and the 

wooden organizer on the door.  The mailbox and organizer should be kept full at all time.   

 

FILING 

Due to the volume of information received in the office, it is recommended that filing be done at least one 

hour each day or a day set aside in each week.  This is to ensure that all information concerning a student 

is in a student’s file. 

 

A copy of each traditional program (i.e., convocations, baccalaureate, commencement, honors day) should 

be kept in the notebook in the office.   

 

 
ACADEMIC CALENDAR 

The academic calendar is prepared by the VP for Academic Affairs in conjunction with the VP for Student Affairs 

and the Registrar.   Final approval is granted by the President and then the Board of Trustees.  Each semester 

consists of 15-16 weeks.  The summer session consists of six (6) weeks with classes Monday-

Thursday.   

 

DRESS CODE 

Office personnel are expected at all times to adhere to acceptable business standards of neatness in 

personal appearance and dress.  On some occasions, the supervisor may designate a “casual day” in order 

to do housecleaning.  Even in such instances, the attire must still be presentable. 

 

OFFICE BREAKS  

Employees have two fifteen (15) minute breaks, one in the morning and one in the afternoon.  Breaks are 

not cumulative and cannot be used with the lunch hour.      

 

LUNCH HOUR 

Lunch is one hour and should be staggered.  The office is to be staffed with at least one person at all 

times, or two people when the office is staffed with three employees, especially during the normal 

academic year.   The office should not be closed due to personnel on break or lunch, unless in the case of 

a meeting.  Lunch hours are to be respected.  Employees should return from lunch, in a timely manner or 

within the hour, to relieve the next employee. 
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ATTENDANCE  

Personnel should maintain a regular attendance record.  If an emergency arises, the employee is expected 

to telephone the supervisor with respect to the absence and/or tardiness.  The supervisor will notify the 

Vice President for Academic Affairs and Human Relations of the absence.   

 

LEAVE  

Office personnel desiring to use annual and/or sick leave must input the leave time in the ADP system 

according to the policies of the human relations office.  In cases where an emergency arises, the form 

must be completed the following date.  Employees, if possible, should complete and submit a leave form 

at least five (5) days in advance.  Employees must use good judgment in requesting leave due to the 

severity of peak times in the office.    

TRAINING 

Faculty new to the College must be trained on the computer system during the orientation sessions for 

new faculty members.  

 

New office personnel must be trained on the Tracking System by personnel in the CIS department.  In 

accordance with the policy of the institution’s software server, when time permits, personnel new to the 

college may be trained by the Jenzabar personnel when a turnover occurs.   Otherwise, training occurs on 

a day to day basis or as needed.  Employees must also take the initiative to learn the system by completing 

the free webinars offered by Jenzabar.   

 

REQUEST FOR INFORMATION 

Faculty and staff who desire specific reports/information from the office must submit a request by email 

to the Registrar.  The request should be processed within two-three business days; during peak periods in 

the office within 5-10 days.   

 

COLLEGE CATALOG 

The College Catalogs serves as a contract between the institution and the student.  The college reserves 

the right to make changes in its rules and regulations, curricula, fees, academic calendar, and other matters 

of policy and procedure as it may consider appropriate.  Students are responsible for complying with and 

staying informed of the policies of the institution.   

 

Each faculty advisor is responsible for informing the advisee of the accessibility to the college catalog and 

assisting in making sure the advisee has clarification of policies and curriculum requirements.   

 

During the Holistic College Power Week sessions, new students are informed of the location of the 

catalog and how to access on the website.  Effective fall 2019, the Office of the Registrar will issue a 

formal electronic notification to all enrolled students of the location of the catalog(s) and how to access as 

well as how to request a printed copy.  Students desiring a printed copy should make a formal request to 

the Vice President for Academic Affairs.   

 

The Registrar’s Office and the Office of Academic Affairs share the responsibility of the archival of the 

academic catalog.  A printed copy of past catalogs is maintained in the registrar’s office and a CD is 

created and filed in the office’s fire proof file cabinet.   
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Former students may obtain access to a former catalog through the college’s website or by visiting or 

contacting the Office of the Registrar by phone or email.   

 

Students are notified of changes to course offerings or the requirements through monthly major 

departmental meetings.  In cases where changes have occurred in the general education requirements, the 

chair of the Curriculum and Catalog Committee should notify the college community through electronic 

notification.     

 

It is recommended that six months to one year of the expiration of the current catalog, the Catalog and 

Curriculum Committee, together with the Office of the Vice President for Academic Affairs, designate the 

date of the next publication of the new catalog.  This date is then communicated to the entire college 

community through electronic media.   

 

COLLEGE CATALOG continued: 

A calendar of deadline dates should be established for the submission of updates/corrections and provided 

to the college community.  

   

A draft of the catalog must be made available at least three months before the official publication date.  

Prior to the publication date, the Vice President for Academic Affairs must obtain the formal approval of 

the College President before official release.  Members of the Board of Trustees should receive a printed 

copy of the catalog before official release. After the approval, the Office of the President releases the 

catalog to the college community.      

 

TELEPHONE CALLS 

The telephone must be answered on the first ring, but no later than the third ring.  All telephone calls must 

be returned immediately or within 24 hours of receipt.   

 

In instances where a caller needs to be placed on hold, he/she should not remain on hold longer than 30 

seconds.  Although the College does not dictate a standard telephone greeting, the normal greeting for the 

Office of the Registrar is: 

 

Good morning/Good afternoon! Office of the Registrar 

This is _____________________.  How may I help you? 

 

Personal calls should be limited to no more than two (2) minutes and should not take office personnel 

away from their work.   

 

All office telephones must have a voice mailbox.  During periods in which personnel will be out of the 

office or the College is closed for holidays, the message on the telephone should include when the 

personnel will return and who to contact in his/her absence; for holiday breaks, the message should 

include when the college will reopen for business.  

 

If the office receives a telephone call for another office/employee, the call must be transferred and office 

personnel should stay on the line until there is an answer.  Before transferring, give the caller the 

telephone number of the college personnel whom he/she is trying to contact.   
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It is also helpful to take the person’s name and telephone number and email the information to the college 

personnel as a courtesy follow up. 

 

EMAIL ETIQUETTE 

The use of email should be in accordance with the college’s policy and procedures.   

 

KNOWLEDGE BASE HELP AREAS 

Personnel of the office are not to advise students in his/her curriculum.  Students should be directed to 

their faculty advisor and/or department/division chairperson, in that order.  New students should see the 

LRC (Learning Community Advisor) or Director of Success Center.  Students needing academic or 

personal counseling should be issued a “Referral Slip” and directed to the following college employees, as 

applicable:   

 

KNOWLEDGE BASE HELP AREAS continued… 

Personal – Campus Minister and College Counselor(s), College Nurse 

Academic- Faculty Advisor and Department Chairperson, Division Chairperson 

Tutoring- Various academic areas, College Survival Skills Office, TRIO, Student Success Center. 

 

Follow up telephone calls or emails to these areas on behalf of the student should be done no later than the 

next business day.    

 

     HEALTH NOTIFICATION 

Students who are not in compliance with the North Carolina Immunization requirements are issued a 

notice with the designated last date in which they are to be in compliance.  This notice is issued after the 

Office of Health Services provide the Registrar with the names of those students who are out of 

compliance.   

 

Students living in the residence halls are given five days after the receipt of the letter to move out of the 

residence halls.  However, suspension from classes and the College is immediate.   

 

Faculty is notified via a email and is instructed not to allow students to return to class until they have 

cleared health services.  A clearance notice is issued by the Office of the Registrar upon notification from 

the College nurse.  The administration is notified via email.   

 

NOTIFICATION 

It is the goal of this Office in conjunction with the Office of Vice President for Academic Affairs to give 

students as much advance notification as possible as it relates to the following: Academic Standing, Pre-

registration and Registration, Advisement, Graduation Status and Commencement Information.  The 

College academic calendar serves as the beginning notification of dates and deadlines.   
 

ROSTERS (VALIDATED) 

Faculty may view their class roster via the JICS portal throughout the semester for accuracy. The 

Registrar’s Office will issue a verification roster each semester at the end of the second week of classes 

for faculty to verify that a student has attended a class.  The roster(s) should be returned within three-five 

(3-5) days of receipt to the Office of the Registrar with noted discrepancies. The faculty member must 
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indicate a “P-Present” if the student has been attending class; “NS-No Show” for a student who has not 

attended. The roster should be signed by the faculty member and returned to the area administrative 

assistant for submission to the Office of the Registrar.    

 

The validation of class attendance may occur twice before midterm and once after midterm and/or before 

finals.   

 

At midterm, faculty should assign grades of “FA” if a student attended class at least once and did not 

return; “WN” if a student never attended class.  The “FA” grade is entered as a preliminary grade for 

midterm.  Students are still permitted to withdraw from the course or appeal the grade through the 

College’s Grade Appeal Process.   

 

 

SECTION IV 

 

MAINTENANCE/ 

SECURITY  

OF RECORDS 
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It is the goal of the Office of the Registrar to always maintain the privacy and confidentiality of our 

students, past and present. 

 
 

STUDENT’S ADMISSION/PERMANENT/RECORD/FILE 

A student’s file is originated in the Office of Admission/Enrollment Management.  The Office of the Registrar 

must provide a list of all new students at the end of late registration to the Office of Admission and designated 

College officials and the Internal Auditor, if staffed.     

 

The Office of Admission is to prepare the files according to the list and the files submitted to the Internal 

Auditor before being housed in the Registrar’s Office.    

 

The Internal Auditor conducts a review of the files before submission to the Registrar’s Office.  In the absence 

of an Internal Auditor, the Associate Registrar audits the files.  Any discrepancies are reported to the Registrar 

and Associate VP for Enrollment Management.  The Office of Admissions should correct discrepancies.   

 

The following items should be in the student’s file once it is received from the Office of Admissions and are 

considered a part of the permanent record: admissions application, acceptance letter, high school transcript with 

date of graduation and type award received (i.e., diploma), SAT/ACT scores, police record check, letters of 

recommendation (if applicable), and all official transcripts of colleges previously attended and cop(ies) of 

evaluations. These files are maintained in fireproof files and transferred to inactive, when a student leaves the 

institution; upon graduation, the file is prepared for permanent storage at off campus site storage site.     

 

Student files are housed in the Office for the duration of the students’ tenure.  After this time period, files are 

moved to off-campus storage for one year.  Following the one year, the student is sent a Disposal of Record 

Letter that the file is being destroyed.  The student has fifteen (15) working days from the date of the letter to 

respond.   

 

The academic record (transcript) prior to 1991 are stored in fire proof files and digital media.  Records 

beginning 1991 are maintained on computer and daily back ups are completed by the Office of Information 

Technology.  Backups are maintained onsite in fire proof file cabinets.   

 

PERSONAL ID & PIN  NUMBER (access code) ISSURANCE 

ID and PIN numbers for faculty members are assigned after verification of employment from the Office of the 

Human Resources.    

 

Faculty will receive their ID and PIN number, via email, together with a simple “quick study guide” on how to 

use the Campusweb/JICS system once they have been confirmed as an instructor of the college.    

 

Student ID and PIN numbers are issued by the Success Center during orientation.  The ID and PIN numbers are 

also sent directly to the student in the Office of Admission’s acceptance letter.  Although the ID# is assigned 

and issued by the Office of Admission, it is also included on the Confidential PIN Number Form, which 
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includes a “quick study guide” on how to use the campusweb.  This is issued to the student in the student’s 

advisement folder during the orientation session by the Success Center.   

PERSONAL ID & PIN NUMBER (access code) ISSURANCE 

The PIN number is not issued over the telephone.  If a student forgets his/her ID, the student must report to the 

Office of the Registrar, present picture ID, and complete an access code request form.  Office personnel will 

send the ID and PIN# to the LC email account.    

 

This personal ID and PIN number, allow the student to view grades, transcripts, schedule, business account, and 

personal profile via the campusweb.  Students are responsible for notifying the Registrar’s Office of any 

discrepancies.   

 

Parents and/or legal guardians, who desire to have access to their student’s grades and account, must have their 

son/daughter complete the Livingstone College Privacy Right Statement Form (Exhibit E).  This form is inside 

the Student’s Success Center folder presented at the time of check in and may also be accessed from the 

Livingstone College website and Office of the Registrar.  Students may revoke the Privacy Right statement at 

any time.   

 

Parents and/or legal guardians must also adhere to the same regulations as the student.  ID and PIN numbers are 

not issued over the telephone.  However, they may be mailed to the address stated as the legal home permanent 

address.  The ID and PIN# is only issued to the person stated on the form.     

 
 

CHANGE OF GRADES (COG) 

All grade changes should be processed by designated personnel of the registrar’s office..  Grade changes should 

occur, preferably on the date of receipt, or within 24 hours of receipt from the Office of the Vice President for 

Academic Affairs.   

 

Students who receive a grade change for the removal of incomplete are notified via their LC email account.  

The business office is copied on the email to the student so that the charge may be placed on the student’s 

account.   

 

CHANGE OF ADDRESS, CHANGE OF MAJOR AND DECLARATION OF MAJOR  

Change of Address, Change of Major, and Declaration of Major forms should be processed on the date of 

receipt or within 24 hours.  Copies of Change of Major forms should be distributed to the student, former 

advisor, new department chairperson and new faculty advisor.  
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SHARING OF INFORMATION 

Retention and Attrition is everybody’s business.  Therefore, the Office of the Registrar must make every effort 

to share information to different components of the institution to assist the student with matriculation and/or 

intervention. 

 

Livingstone College considers the following persons to be eligible to review the record of a student without the 

student’s consent: The President, Vice President for Academic Affairs, Vice President for Student Affairs, Associate 

VP of Enrollment Management, Chief Fiscal Affairs Officer/Business Manager, Executive Assistant to the President, 

Vice President of Institutional Advancement, Director and Assistant Director of Financial Aid, Director of Admissions, 

Director of Evening and Weekend College,  Director of Success Center. For prospective athletes, Director of Athletics, 

Associate Athletic Director, Dean of Students, the Faculty Athletic Representative, and Compliance Officer. 

Permission is granted through the use of the Jenzabar and/or JICS system.   

 

Persons not in the above positions must have the student present or written consent of the student.   

 

DISPOSAL OF DAILY PAPERWORK 

Information concerning a student must be disposed of in the office shredder.  No information should be placed 

in the regular trash. 

 

SUBPOENAS 

When subpoenas are received in the office, personnel must notify the Registrar immediately.  In the absence of 

the Registrar, personnel must make sure it is within jurisdiction of the court.  If the subpoena is from out of state 

and not federal court, then it is not necessary to respond.  However, for good business, a letter must be 

forwarded to the attorney stating the reason the institution is not responding.     

 

On issues of nondisclosure, a judge should initial the subpoena.    Make sure the subpoena states what is 

specifically needed.  If the office is to respond, only the requested material should be released.  Personnel may 

do this by contacting the attorney.   

 

A Subpoena Notification Letter must be sent to the student notifying him/her of the subpoena. This allows the 

student time to contact his/her attorney to determine if he/she wants to quash the subpoena.  In the cases of 

grand jury or criminal investigations, the court can restrict from notifying the student.  The student should be 

given seven to ten days to respond to the letter of notification.   

 

FAMILY EDUCATIONAL PRIVACY ACT (FERPA) 

The FERPA Act must be clearly posted on the bulletin board in the office and on the College’s website as a 

means to notify the students of their right of privacy.  Students may also receive a copy upon request. 

 

DIRECTORY INFORMATION 

Livingstone College designates the following student information as public “Directory Information.”  

Directory Information may be disclosed by the institution for any reason, at its discretion:  
 

 Student’s name, sex, address, telephone number,   

 date and place of birth,  

 major and classification 

 dates of attendance, degrees, honors,  

 most recent previous education institution 

attended,  

 participation in officially recognized activities, including intercollegiate athletics, name, weight, and height of 

participants on intercollegiate athletic teams. 
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STUDENT PRIVACY RIGHT STATEMENT 

Students who are currently enrolled may withhold disclosure of directory information as stated in the Family 

Education Rights and Privacy Act of 1974, as amended.  Current students must have on file a signed Student 

Privacy Rights Statement (SPRS).       
 

Any and all changes to the SPRS must be made before the last day of late registration.  

 

However, students may revoke the names of persons who are to receive information at any time.  This 

procedure requires that the student write a letter stating that they are revoking their SPRS and submit it to the 

Office of the Registrar.  The Registrar will then notify the persons in writing of the revocation. 

 

The SPRS are maintained in a notebook in the office.  Office personnel are to update the FERPA restricted box 

in the registration module when the student submits a SPRS. 

 

This check mark indicates that a form is on file and personnel need to check the notebook to see who the 

student has authorized the office to release pertinent information, such as the ID and PIN number.  

 

STUDENT FILES 

When it is necessary to remove a student’s file from the file cabinet, it must be done by office personnel only.  

A temporary file folder index card must be inserted in the location of the file indicating the file is currently out.  

The following information must be recorded on the file folder index card: 

 

 Out To (person who has file) 

 File name (name on the file) 

 Date (date the file was removed from the cabinet). 

 

The file must be returned to the file drawer before the close of business.  In an instance when a student has 

requested to review the information in his/her file, office personnel must remain in view of the student and file 

at all times.   

 

TRANSCRIPTS/TRANSCRIPT REQUESTS 

Students may purchase a copy of their transcript at a cost of $10. An official transcript has the raised seal of the 

college. It may be issued to the student; however, it must be in a sealed envelope with the stamped notation, 

“VOID IF SEAL IS BROKEN.”  Written consent from the student must be received before a transcript will be 

mailed to an outside agency/organization or individual. Official transcripts are not issued if a student has an 

outstanding obligation to the college. 

 

The following information should be requested and/or provided to insure that the correct transcript is processed: 

full name while in attendance, date of birth, social security number, dates of attendance, and or graduation 

date.  When this information is not provided and difficulty in retrieving the transcript develops, a Transcript 

Notification Letter or email must be sent or the person contacted by telephone immediately. 

 

Once remittance is received in the Registrar’s Office, it is transmitted to the business office/cashier.  A copy of 

the transmittal must be obtained until the original is returned with the student’s receipt.  If the business office is 

unable to accept the remittance, a notice to the requester must be sent immediately by mail and/or email.  All 

transmittals must be maintained in a notebook and kept up to date.   
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TRANSCRIPTS/TRANSCRIPT REQUESTS continued… 

Transcripts should be forwarded within two-three days (2-3 days) from the date of receipt from the business 

office, or three-four (3-4) days during peak periods.    

 

All transcripts must be accompanied by the transcript key that includes the following:   

 
 NOT VALID AS AN OFFICIAL TRANSCRIPT WITHOUT ORIGINAL SEAL AND SIGNATURE 

 FAMILY RIGHTS AND PRIVACY ACT STATEMENT.” 

 

The following items must be included with the official transcript: 

 Receipt card  

 Official embossed seal and signature 

 

A request for an official transcript to be issued to the requestor must in a sealed envelope with the notation 

“OFFICIAL TRANSCRIPT ISSUED TO STUDENT.  VOID IF SEAL IS BROKEN.” 

 

Graduating seniors, with no financial obligation, will receive a free copy of their transcript upon graduation  

and upon request.      

 

The receipt card must be stamped and filed in the index file box daily.   The receipt is to be kept for five years.  

It is recommended that the name of the person who receives the transcript be recorded in the system.   

 

The transcript request information must be recorded in the Jenzabar system.  The requestor’s address, 

destination of transcript, receipt number and dollar amount, name of the college’s approval official, number of 

transcripts requested should be recorded in the system before printing the official transcript.  Once the request 

has been processed, the sequenced request status must be changed from “pending” to “completed”. 

 

Transcripts request are maintained in the office for a period of one (1) year and then destroyed in the shredder 

located in the office.   

 

MIDTERM/FINAL GRADES  

Faculty is responsible for inputting midterm and final grades in the JICS portal.  

  

Midterm and final grades may be viewed by the student in the JICS portal.  Parents/Legal Guardians may 

receive copies of grades only if the student has completed a Student Privacy Rights Statement (SPRS) and upon 

request. However, the parent and/or legal guardian will receive the ID and PIN provided the student has 

completed the SPRS.  Parents/guardians may then view the grades via the JICS portal.   

 

Student Privacy Rights Statements are maintained in an office notebook and must be checked prior to 

discussing a student with a parent and/or legal guardian.   

 

A report of midterm and final grades is prepared by the Office of the Registrar at the end of each semester and 

forwarded to the following: 

 

Vice President for Academic Affairs, Academic Deans, Vice President for Business and Finance, Director of 

Financial Aid, Assistant Director of Financial Aid.  A report for department chairs upon request.   
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TRANSFER CREDITS 

Transfer credit is awarded in accordance to the guidelines in the college catalog (see college catalog).  Students 

desiring to receive transfer credit must have an official transcript from all colleges/universities attended and 

submitted to the Office of Admissions.  The Office of Admission will forward a copy of the official transcript to 

the Office of the Registrar for evaluation.  An evaluation is done in consultation with the academic discipline.  

The department have final rule over all transfer credits related to the discipline. Although elective hours may 

exceed the number of hours for a major, the major area determines what courses will be used toward the degree.   

 

Once the evaluation is complete, a copy is emailed to the Office of Admission for the student’s file; and a copy 

emailed to the student.  The evaluation includes the notation “please bring evaluation to academic 

advisement/registration.”  The evaluation is also made available to the major area and the Success Center.  

 

Transfer credits should be recorded on the student’s academic record no later than November 1 for the fall 

semester and March 15 of the spring semester.  A copy of the transfer work is also provided to the Office of 

Financial Aid.   

 

Military credit from a veteran’s DD-214 is reflected under “US Military” on the academic record.      

 

Transfer work is recorded as a “TR” on the transcript; “CL” for CLEP work; “AP” for advance placement.  

Official scores from the College Board must be received before advance placement work can be recorded onto 

the transcript.  Only grades of “C” or better on the collegiate level are accepted for transfer.   

 

Evening & Weekend students who receive credit through portfolio will receive a grade of “PF” on the 

transcript once approved by the major area portfolio committee.   

 

Transcripts of students who pursue courses at other institutions during the summer reflect the actual grade 

received, hours attempted, hours earned, and quality points.   All is used in the calculation of the grade point 

average.  Summer school courses from other institutions must have a grade of “C” or better to transfer credit.  

An official transcript from the transferring institution must be sent to the Office of the Registrar at Livingstone 

College.   

 

 

********** 
 

 
VETERANS 

Veterans and dependents of veterans who are receiving benefits for school attendance are required to adhere to 

all regulations of the college as well as the Department of Veterans Affairs.  Recipients are certified via the 

VAONCE software.  A student is not certified until he or she has met all admission requirements and is 

officially enrolled in the college, has provided the letter of eligibility and completed the LC DVA Agreement.  

The LC DVA agreement must be signed each semester the student desires to receive benefits.   
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VETERANS continued 

Students are required to notify the Certifying Veteran Official (CVO) of all changes in enrollment (i.e., 

withdrawals, reduction in credit hours).  All changes that have a tremendous impact on the receipt of benefits 

must be reported to the DVA within 30 days via VAONCE.   

 

A separate notebook is maintained for each recipient with the following information:  application for benefits, 

letter of eligibility, semester certifications, NOBE, DD-214, 1999, and 1995, 5490, 5495, when applicable.   

Veterans who present a copy of their DD-214 should receive credit for Fitness and Wellness (PED 130).  This 

transfer work must be recorded on the academic record and a copy of the evaluation presented/mailed to the 

veteran.  VA records are to be kept for a minimum of five (5) years. 

 

VERIFICATION OF ENROLLMENT 

In cases where a student must prove that he/she is currently enrolled and/or must provide proof of previous 

enrollment, an Enrollment Verification Request must be completed.  This form may be obtained in the Office of 

the Registrar or online under the FORMS menu at the Livingstone College website.    

 

VERIFICATION OF DEGREE 

To verify the degree of a student prior to 1991, the transcript must be retrieved from the fireproof file.    

 

To verify degrees received from 1991 to present, the information is obtained from the computer in the 

registration module on the degree history tab.  Agencies/Organizations, etc., may also obtain this information 

through the National Student Clearinghouse.  It is the agency/organization’s responsibility to set up an account 

to be able to receive degree verification.  Only the following information can be released: 

 

Full name; 

Dates of attendance; 

date of graduation; degree received; major; and honors. 

 

The degree verification file on the NSC website must be checked and updated at least twice a day to void the 

delay of approval for employment for a graduate and/or student. 

 

DEFERRMENT FORMS  

The Office of the Registrar will complete a Deferment Form for a student who has received loans and are 

currently enrolled and need to have their loans deferred.  The forms may be obtained through the loan servicing 

center website or in the Office of Financial Aid and submitted to the Office of the Registrar.     

 

SATISFACTORY ACADEMIC PERFORMANCE STANDING 

The academic standing list is prepared at the end of each semester and submitted to the Office of Academic 

Affairs by the Director of the Success Center.  The VP/AA issues the letters to the students regarding their 

academic standing.  Letters are mailed to the student’s home address.  A student may be placed on the following 

status in accordance with the guidelines in the college catalog: 

 

                   ACADEMIC WARNING  ACADEMIC SUSPENSION 

                   ACADEMIC PROBATION 1  ACADEMIC DISMISSAL 

                   ACADEMIC PROBATION 2  ACADEMIC RECOVERY INSTITUTE 
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OFFICIAL WITHDRAWAL PROCESS 

In cases where a student must withdraw due to various reasons, he/she must complete an Official Withdrawal 

Form (OWF).  The forms are maintained in the Official Withdrawal notebook. 

 

The following steps are to be adhered to during the Official Withdrawal Process: 

1. Student completes the Official Withdrawal Request 

2. Student is issued an Official Withdrawal Request (The top portion of the form may be typed on 

behalf of the student by office personnel.)  

3. A copy is made of the OWF until the form with all signatures is returned.   

4. When the OWF has been returned, a copy is given to the student and copies are forwarded to the 

offices on the OWF. 

5. The Office of the Registrar notifies the following persons of the student’s intent to withdraw:  

President, VP/AA; VP Business and Finance; VP Student Affairs; Comptroller; Student 

Accounts; Residence Life; Bookstore; College Counselor; Financial Aid;  

 

The Registrar will notify college personnel via email when students are suspended for disciplinary reasons 

and/or incomplete immunizations.  The email serves as official notification.  A grade of “AW” (administrative 

withdrawal) is recorded on the student’s academic record.   

 

All withdrawal reasons are recorded in the Jenzabar system together with the exit date.   

 

Faculty are notified via email when a student withdraws.  The reason for withdrawal is not shared with the 

faculty member.  It is the responsibility of the student to share the reason with his/her instructor/professor and 

faculty advisor.   

 

Reconciliation with the Office of Financial Aid as it relates to official withdrawals is done monthly or on an as 

needed basis. 

 

********** 

ATHLETICS 

 

   
 

CERTIFICATION OF ELIGIBILITY FOR ATHLETIC COMPETITION 

The Registrar serves as one of the certifying officials for the eligibility of athletic competition in addition to the 

Head Coach, Faculty Athletic Representative (FAR), Director of Athletics, Compliance Officer.   

 

The certification process begins with the Compliance Officer and FAR.   

 

Copies of certification forms are maintained in the athletic notebook (by sport) for a period of ten years.  After 

which, the forms are destroyed.   
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SECTION V 

 

REGISTRATION 

 

 
 

 

 

 

 

 

 

 

The Registration Committee strives to  

stay in compliance with the College’s mission  

which states… 

”A private college with a public responsibility, Livingstone College 

also provides an environment suitable for learning.” 
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COURSE MASTER LISTING 

In preparation for preregistration, the Registrar’s Office sends to each Dean of the Academic Division, a 

course master listing during the month of October, but as early as September in excel format, of the 

courses offered during the previous academic year, to prepare the course offerings for the upcoming 

spring of the upcoming academic year and fall of the next upcoming years academic year.  The divisions 

are to make corrections within the excel spreadsheet and submit the report to the Vice President for 

Academic Affairs.  The VP/AA will review and send to the Office of the Registrar those course which 

have been approved to be offered in the designated semester.  When the courses have been entered, the 

Registrar’s Office notifies the major area to have faculty review on the JICS portal and report any 

corrections.  

 

In cases where a course must be added to the course master listing for a given semester, the department 

must complete a Course Change on Schedule Form and obtained the signatures of the department chair, 

division chair, and VP/Academic Affairs.  When the form has been properly executed, it is forwarded to  

the Registrar’s Office for processing.   

 

 

ACADEMIC ADVISEMENT  

With the implementation of the new web-based software, grades may be checked on the system as well as 

transcripts by the advisor.  For new students, the Registrar’s Office assigns advisors when the Director of 

Success Center has registered students in designated learning communities.  Department Chairs are 

responsible for notifying the Office of the Registrar in cases where a student has been reassigned within 

the department.   

 

The faculty advisor must be may view his/her list of advisees in the JICS portal.  Faculty advisors are to 

review the information and submit any and all corrections to the Registrar’s Office.  Faculty advisors 

should receive information only on the student they have been assigned to advise.       

 

A list of department chairpersons, must be visible in the registrar’s office.  This list is to be updated by the 

various departments in cooperation with the Office of the Registrar.   

 

PRE-REGISTRATION/REGISTRATION 

Semester notices regarding pre-registration/registration and advisement are forwarded to the students 

through technology, flyers to residence halls, announcement in classes, posted notices.  A preregistration 

brochure is prepared for students and issued by the Office of the Registrar.  The brochure is posted on the 

College’s website, Blackboard, as well as sent to the College community via email.   

 

Students are to adhere to the published instructions as it relates to academic advisement, preregistration, 

registration, validation, and enrollment.   

 

The Registration Committee meets at least twice a year (June and November) to plan for registration.  

This committee is responsible for the overall planning and execution of an efficient registration process 

and establishing registration procedures.  The current registration procedures are periodically reviewed 

and updated accordingly.   
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The Orientation-Registration Committee is normally comprised of the following: 

 

Associate VP for Enrollment Management  Athletic Director 

Assistant Director of Admissions   Director of Student Activities 

Registrar      Associate VP/Student Affairs 

Director of Financial Aid    Director of Bookstore 

Director of Housing     Director of Student Accounts 

Director of Success Center    Director of Information Technology 

Chief of Public Safety     Director of Bridge Program 

Director of Physical Plant    Director of Retention 

College Nurse 

 

Ex-officio:  Vice President for Academic Affairs; Vice President of Business and Finance; Vice President 

for Student Affairs. 

 

OFFICIAL REGISTRATION AND DROP/ADD  

Course selection begins with an advisement session in the Success Center and/or major department.  

Using the plan of study from the college catalog, the student inputs the schedule into the JICS portal and 

selects the box to send notification to the advisor indicating he/she has classes that need to be approved.  

Classes are held in “reserve” status until they are approved by the faculty advisor.  The classes do not 

appear in Blackboard until they have been approved by the faculty advisor and/or department chair.  

Faculty advisor may approve or deny courses as well as make corrections to the schedule, if needed.   

Courses that remain in reserve status for more than two days, the Office of the Registrar will send the list 

to the faculty advisor requesting that action be taken for the course(s) in “reserve” status.   

 

Students who need to drop/add a course, may do so through the JICS portal and send a notification to the 

advisor requesting approval.  In cases where the class is closed, an add form must be submitted to the 

Office of the Registrar with the appropriate signatures of the student; faculty advisor, and 

instructor/professor of the course.  The form will not be processed without these signatures.    

 

WITHDRAWAL FROM A COURSE 

A student who finds it necessary to withdraw from a course, must obtain an drop/add/withdrawal form 

from his/her advisor or the Office of the Registrar.  The form must be completed, signed by the student, 

the instructor/professor of the course and the faculty advisor and submit to the Office of the Registrar for 

processing.  A grade of “W”, “WP” or “WF” should be recorded/entered by office personnel onto the 

grade roster in the Jenzabar system together with the withdrawal date.   

 

The student is to be given a copy of the form.   

 

AUDITING 

A student who wants to audit a course, must complete the audit form, pay necessary fees, and submit the 

form to the Office of the Registrar to have the course entered in the computer. 
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INTERNATIONAL STUDENTS 

Livingstone College currently participates in a cooperative agreement with two universities in the country 

of India (Invertis and Lovely).  These students are International Exchange Students.  The IES are required 

to go through the same admission and enrollment process as a regular student.  Once the student has been 

accepted, registered, validated, and enrolled, the Primary School Official (PSO) must certify the student’s 

enrollment.  These students enter on a J1 Visa.  Students who are issued a F1 visa, will have their 

registration certified by the Designated School Official (DSO) (Registrar and/or Associate Registrar) 

through the SEVIS Homeland Security database.  When a student elects discontinue their education or fail 

to enroll in the upcoming semester, the student is terminated in SEVIS.  When a student completes his/her 

education, they are certified as completed in the SEVIS system.  All updates must be within the 

designated time frame dictated by homeland security.   
 

 

GREATER CHARLOTTE CONSORTIUM (GCC)  

Livingstone College is a member of the GCC.  The Consortium is comprised colleges/universities in the 

or near the Charlotte areas.  The consortium agreement is for the sole purpose of the ROTC program.    

 

Students may enroll in the ROTC program if he/she is a fulltime, currently enrolled student.    

  

All students are required to complete a GCC form.  The form may be obtained from the website of the 

University of North Carolina at Charlotte and must include the signature of the student, faculty advisor, 

the College’s Director of ROTC program, and/or Dean or Vice President for Academic Affairs.      

  

Students are required to meet all registration guidelines of the visiting college as well as be responsible for 

any fees incurred.    

  

At the completion of the course, the student must have an official transcript mailed to the home institution 

from the visiting college. Coursework is recorded on the transcript with the name of the college/university 

noted.  The grade, hours attempted, hours earned, and quality points are reflected on the transcript and are 

counted in the overall cumulative grade point average.    
 

The cooperative agreement and consortium agreement are housed in the Office of the President, Vice 

President for Academic Affairs, and Associate Vice President for Enrollment Management. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 



31  

 

 

 

 

 

SECTION VI 

 

GRADUATION 

 

 
 

 

 

 

 

 

 

We help to ensure that we have prepared our students for leadership in various ministries, vocations, and 

the global community.   

 

The Office of the Registrar, together with the Convocation and Special Events Committee, strives to 

ensure that the candidates for degrees receive memorable Baccalaureate and Commencement Exercises. 
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BACCALAUREATE 

The baccalaureate program is the traditional religious program of the institution held the evening before 

the graduation ceremonies in honor of the graduating seniors.  The speaker for this program is one of the 

Presiding Prelate of the Episcopal Districts of the AMEZ Church.  Graduates wear regalia for this 

event. 

 

COMMENCEMENT 

The commencement program is the traditional graduation ceremony of the institution and is normally held 

on the first Saturday in May at the conclusion of the spring semester of the academic year.   

 

 
GRADUATION 

Students who anticipate graduating in the upcoming academic year are encouraged to apply for graduation 

during the summer.  However, all prospective graduates must file an application before the deadline date 

on the academic calendar.   Students who have achieved 30+ hours in the associate degree program and  

84+ hours in the bachelor’s program are sent a Livingstone College Graduation Application Packet 

known as the “LC GAP” during the month of June.  This packet includes:  a letter from the Registrar 

regarding the exit interview, an Application for Graduation; Graduation Certification Statement;  Cap 

and Gown Order Form; Career Counseling Senior Profile, Defying the Odds Essay page (optional); 

and a Campus Involvement Form.  The LC GAP must be returned to the Registrar’s Office mailbox by 

July 1.   

 

When the GAP is received, a senior exit file is prepared for each applicant and forwarded to the Division 

Chair of the respective divisions for distribution to the faculty advisors.  This file includes:  an official 

transcript, a degree audit and/or curriculum sheet for the Senior Exit Interview, a copy of the application 

for graduation, a copy of the graduation certification statement, and a Graduation Certification Signature 

page.  Advisors are to conduct a senior exit interview with the applicant during the dates on the academic 

calendar.  Once this is completed, the file is forwarded to the Department Chair for review and then to the 

Division Chairperson.   

 

Following the review by the Division Chairperson, the file is returned to the Registrar’s Office and logged 

in by office personnel.  The Registrar conducts the final review and any discrepancies are reported back to 

the Advisor, Department Chair, and Division chair.  Students are notified of their eligibility for graduation 

through the major department.   

 

All candidates for degrees from the College are required to complete an exit clearance before graduation.  

The Senior Exit Card is issued by the Office of the Registrar after the senior exit file has been returned 

and picked up from the Office of the Registrar by each candidate beginning April 1 of the calendar year.   

 

This clearance involves the settling of student accounts and payment of the graduation fee, completion of 

questionnaires/surveys from the area/offices of institutional research, career counseling and placement, 

alumni affairs, and grant management, QEP/NelsonDenny test, security, conduct (student affairs), a 

financial aid exit interview/counseling, and College library clearance.   The dates for the clearance are 

published on the academic calendar.  Candidates who fail to complete this clearance will not receive their 

degree.   
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DEGREES 

College degrees are ordered through Josten’s via the gradtack.  The college’s customer number, login ID, 

and password are needed to place the order.   To insure that degrees are returned within a timely manner, 

the order should be uploaded in gradtrack by November 1 for December graduation and March 1 for May 

graduation.   

 

REPLACEMENT DIPLOMA 

A graduate of the College must complete a Replacement Degree Order Form to receive a duplicate degree 

and/or replacement.   There is a fee assessed with a replacement/duplicate and must be paid at the time the 

order form is received.  No replacement degree should be ordered without the fee. 

 

Signatures on the replacement diploma reflect the current administration.  The fee covers the cost of the 

degree, cover, and miniature, if available.   

 

 

 
 

HONORS CONVOCATION 

Honors Convocation is held each academic year in April.   

 

The Office of the Registrar is responsible for comprising the Honor Roll per semester; Dean’s List for the 

previous academic year; academic medals; list of Presidential Scholars; and obtaining the names of the 

recipients for the Institutional Award for this event.   

 

Nomination forms are sent to the Division Chairs in December of the current academic year and are to be 

returned to the Office of the Registrar no later than March 1 for the Institutional Awards.   

 

Once the nominations forms are received, ballots are prepared and sent to the faculty for voting.  The 

ballots are then returned and tallied.   

 

Certificates for the Institutional Award are prepared by the Office of the Registrar and are presented 

during the Honors Convocation. 

 

REGALIA FOR CONVOCATIONS 

The Office of the Registrar is responsible for obtaining regalia for members of the Board of Trustees and 

special guests of the President.  All regalia must be returned at the end of each event and/or academic 

year. Regalia is to be worn at Fall Convocation; Founder’s Day, Baccalaureate, and Commencement.   
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SECTION VII 

 

REPORTS 
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INTERNAL REPORTS 

During registration, a registration validation enrollment is prepared daily by the Registrar 

and provided to the following College officials:  President, Executive VP to the 

President, VP for Business and Finance; VP for Academic Affairs, VP for Student 

Affairs, Associate VP for Enrollment Management, Director of Residence Life, 

Director of Student Affairs, Director of Financial Aid, and Associate Registrar.    Each 

person is responsible for sharing the report with designated persons in their area.     

 

INSTITUTIONAL RESEARCH (IR) 

The Registrar’s Office works in conjunction with Institutional Research and Information 

Technology in collecting and preparing reports for internal and external surveys and 

questionnaires, federal and state reports, self-study questionnaires, statistical data, and for 

working cooperatively with all areas of the College. Notices of completion and 

submission are received in a timely manner from the IR office through email.   

 

The IR department prepares a signature page for the area directors responsible for 

verifying the data when data has to upload/sent to outside agencies/organizations.       

 

It is the intent of all offices to have reports to outside agency/organizations submitted in a 

timely manner, at least three-five (3-5) business days before the actual due date.   

 

ENROLLMENT REPORTS  

(formerly STUDENT STATUS CONFIRMATION REPORT (SSCR) 

Semester enrollment reports are transmitted every sixty (60) days to the National Student 

Clearinghouse (NSC) via the secured website and based on the scheduled transmission 

dates.  The degree verification 

 

DEGREE VERIFICATION REPORT 

The Degree Verification File is transmitted in December and May every sixty (60) days 

to the National Student Clearinghouse (NSC) via the secured website and based on the 

scheduled transmission dates.  The degree verification 

 

FINAL EXAMINATION SCHEDULE 

The final examination schedule is prepared by the Office of the Registrar during the 

month of July for fall exams and November for spring exams.  Faculty are to review and 

report any discrepancies by a designated date.   

 

TRANSCRIPTS RECEIVED THROUGH NATIONAL CLEARINGHOUSE 

Notification of an official transcript sent through NSC is sent to the Registrar’s email and 

Office of Admissions.  When notification is received, the transcript should be 

downloaded within 24 hours.  

 

A copy of the transcript should to be forwarded to the Office of Admissions for any new 

student. 
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LIVINGSTONE COLLEGE 

OFFICE OF THE REGISTRAR 

SALISBURY, NC  28144 

 

 

DISPOSAL OF RECORD LETTER 

 

 

DATE 

 

 

 

Name 

Address 

City, State, Zip Code 

 

Dear 

 

Please be advised that we have secured your file in the Registrar’s Office for a total of ten 

years.  After that time period, the file was moved to the storage area and housed there for 

a total of three years.  This letter serves as notification that your student file will be 

destroyed on ________________________________________. 

 

If there is any documentation that you would like to retrieve from your file, please notify 

us in writing by _______________________________ (should be fifteen working days 

after the date of the letter).   

 

Should you have any questions, please do not hesitate to contact us 704/216-6157. 

 

Thank you for your attention to this matter.  

 

Sincerely, 

 

 

 

Registrar 
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LIVINGSTONE COLLEGE 

OFFICE OF THE REGISTRAR 

SALISBURY, NC  28144 

 

 

 

 

 

SUBPOENA NOTIFICATION LETTER 

  

DATE 

 

 

 

 

 

Name 

Address 

City, State, Zip Code 

 

Dear 

 

This letter serves as notification that the Office of the Registrar of Livingstone College 

has been served with a Subpoena Duces Tecum, which has been issued by the 

Commonwealth of ____________________________, County of 

____________________, to produce and submit copies of your academic records while 

in attendance at the college. 

 

We have enclosed a copy of the subpoena for your review. 

 

In according to federal regulations, please be advised that we shall deliver the requested 

documents on (date named is seven – ten working days after the college received the 

subpoena), unless a motion to quash the subpoena is filed by your attorney with the Court 

before the above-stated date and a copy sent to me for your files. 

 

Sincerely, 

 

 

Registrar 

 

 

cc:  Student’s file 
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LIVINGSTONE COLLEGE 

Office of the Registrar 

701 W. Monroe Street 

Salisbury, NC  28144 

 

TRANSCRIPT NOTIFICATION LETTER  

 

 

 

T0:                

                      

           

                

DATE:          

 

 

Dear    

 
We acknowledge receipt of your transcript request.   However, we are unable to process your request due to 

the following: 

 

PLEASE PROVIDE: 

 

___Full name while in attendance:______________________________________________ 

___Date of Birth:____________________________________ 

___SSN:___________________________________________ 

 

___Fee of $10 (Please remit a money order or cashier’s check made payable to Livingstone College.) 

               

___Unfortunately, institutional policy dictates that we cannot accept personal checks.  Your personal 

      check is enclosed.   

 

___Overdue balance on account in the amount of $_____________.  (All financial obligations to  

       Livingstone College must be paid before transcripts can be mailed.)  Please contact the Business   

Office/Cashier (704/216-6083) regarding your account. 

 

 

Should you have any questions regarding this correspondence, please contact: 

 

Office of the Registrar 

704/216-6158 

 

Thank you. 

 

 

 

Wendy R. Jackson 

Registrar 

 

 
 

LIVINGSTONE COLLEGE 
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OFFICE OF THE REGISTRAR 

SALISBURY, NC  28144 

 

TRANSFER STUDENT EVALUATION 

 
EVALUATION: 1 of 1 

 

NAME:                            

MAJOR INTEREST:     

 

CLASSIFICATION AFTER EVALUATION:                            TOTAL HRS:    

TRANSFERRING SCHOOL:      

CBC: 

 

CALENDAR SYSTEM:      (       ) QUARTER            (    xxx    ) SEMESTER 

 

TERM 

TAKEN 

TRANSFERRING 

COURSE 

HE GRD LIVINGSTONE 

EQUIVALENCY 

HRS 

TRFD 

GRD DEF 

        

        

        

        

        

        

        

        

        

        

        

NOTE:  *Course equivalency to be determined by major department. 
STUDENT RESPONSIBILITY: 

All students are responsible for completing their academic programs, for satisfying the general regulations 

stated in the catalog, for maintaining the required grade point average, and for meeting all other degree 

requirements.  The College urges students to seek guidance from their advisors and other appropriate  

College officials concerning current policies and requirements related to their education at the College; 

however, the final responsibility for completing the requirements rests with the students.  Students are 

required to know and observe all regulations concerning campus life and student conduct, and they are 

responsible for maintaining communication with the College by keeping on file with the Registrar’s Office, 

at all times, their current address, including zip code and telephone number. 

 
HOURS EARNED CLASSIFICATION 

1-25 Freshman 

26-57 Sophomore 

58-90 Junior 

91+ Senior 

SIGNATURE OF REGISTRAR:___________________________________DATE:________________  

 

DATE  MAILED TO STUDENT:  _________________         DATE PICKED UP:________________ 

 
PLEASE BRING EVALUATION TO ADVISEMENT AND REGISTRATION FOR YOUR 

ACADEMIC ADVISOR. 

STUDENT PRIVACY RIGHTS STATEMENT  

                                                 OF LIVINGSTONE COLLEGE 
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Livingstone College recognizes the privacy rights of its students upon enrollment.  These rights are to be 

respected and executed according to Livingstone College’s policy that addresses the regulations stipulated 

in the General Education Provisions Act, Section 438, (Privacy Rights of Parents and Students/Family 

Education Rights and Privacy Act “The Buckley Amendment” 1974) as amended. Copies of the policy 

may be obtained on request from the Office of the Registrar. 

 

We recognize that students have the right to: 

1.  inspect and review your education records; 

2.  receive copies of your education records on payment of the institutional fee ($10.00 per copy) when 

copies can be made available for you to review and inspect; 

3.  receive a response from College officials to reasonable requests for explanations and interpretations of 

your educational records; 

4.  request that the college amend information in your records which you believe is inaccurate or 

misleading or violates your PRIVACY rights; 

5.  a hearing if the College decides not to amend your records; 

6.  place a statement in your educational records if, after the hearing, you are not satisfied with the 

findings; 

7.  grant or withhold written consent for disclosures of directory information* and personal identifiable 

information from your educational records. 

8.  file a compliant regarding alleged failures by the College to comply with the requirements of Section 

438.  Complaints should be addressed to: Family Policy Compliance Office, US Department of 

Education, 600 Independence Avenue, SW, Washington, DC  20202-4605. 

9.  authorize or not authorize the Office of the Registrar to allow your parents/guardians to review or 

inspect your personal/educational records 

10.  waive or voluntarily give up any or all of the above-mentioned rights.  Such waivers must be in  

       writing, specific, and signed by you.  You may revoke your waiver at any time, but your right of 

       privacy will apply only to entries made in your educational records after the revocation; 

 
*DIRECTORY INFORMATION: Student’s name, sex, address, telephone number, date and place of birth, major, class, dates of 

attendance, degrees, honors, most recent previous educational institutions attended, participation in officially recognized activities, 

including intercollegiate athletics, name, weight, and height of participants on intercollegiate athletic teams. 

PART A:  WAIVER OF STUDENT’S PRIVACY RIGHTS 

I have read my rights stated above and I, _______________________________________ (print name) 

 

______do not waive my rights given to me under Section 438 of the General Education Provisions 

Act, as amended 

______Will waive my rights to (indicate by number stated above) _________________________given 

to me under Section 438 of the General Education Provisions Act, as amended.      

PART B:  AUTHORIZATION TO RELEASE ID AND PERSONAL PIN NUMBER 

I authorize the Office of the Registrar /Livingstone College to release my ID number and personal PIN 

number to the persons listed below to view my grades and student account information via the campusweb.  

I also authorize Livingstone College personnel/officials to discuss my class attendance and class 

performance with the persons listed below.  (Please indicate below the name(s) and address(es) of 

parent(s)/guardian(s) who should receive the ID number and personal PIN number.) 
NAME 
 

NAME 

ADDRESS 

 

ADDRESS 

CITY/STATE/ZIP 
 

CITY/STATE/ZIP 

RELATIONSHIP TO STUDENT: RELATIONSHIP TO STUDENT: 

 

Signature of Student: __________________________________ID#________________________Date____________ 

 
Revised 1/2009 
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SECTION IX 

 

RECORDS 

RETENTION  

AND DISPOSITION 

SCHEDULE 
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OFFICE OF THE REGISTRAR 

RECORDS RETENTION AND DISPOSITION 

SCHEDULE 
 

DOCUMENT LENGTH IN 

OFFICE 

LENGTH 

IN 

STORAGE 

FINAL  

Athletic Certification Forms Active +10  Destroyed 

Catalogs Permanent  Permanent – Transferred to CD 

Drop/Add/Withdrawal Forms Active+1  Digitalized 

Enrollment Rosters Active on Computer  Computer 

Grade Rosters after 1991 Computer  Computer 

Official Registration Forms n/a  Digitalized 

Programs of the College Permanent  Permanent 

Student Permanent File (Non graduate) Active+1 3 years Destroyed 

Student Permanent File (Graduate) Active  Digitalized 

Veterans Files Active+4  Destroyed 

 

 
 

KEY 

  Active – can be viewed as a paper file in folder and/or notebook. 
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SECTION X 

 

INDEX 
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INDEX 

 
 

ACADEMIC ADVISEMENT ..........................................................................................................  

 

ACADEMIC CALENDAR ..............................................................................................................  

 

ADMISSION/PERMANENT RECORD FILE..............................................................................  

 

ATHLETICS – CERTIFICATION OF ELIGIBILITY FORMS ................................................  

 

ATTENDANCE ................................................................................................................................         

 

BACCALAUREATE ........................................................................................................................  

 

COMMENCEMENT .......................................................................................................................  

 

CHANGE OF GRADES ..................................................................................................................        

 

CHANGE OF MAJOR AND CHANGE OF ADDRESS ..............................................................   

 

COLLEGE CATALOG ...................................................................................................................        

 

COPYING .........................................................................................................................................          

 

DEFERMENT FORMS ...................................................................................................................  

 

DEGREES .........................................................................................................................................  

 

DIRECTORY INFORMATION   ...................................................................................................      

 

DISPOSAL OF DAILY PAPERWORK  .......................................................................................  

 

DISPOSAL OF RECORD LETTER ..............................................................................................  

 

DRESS CODE ...................................................................................................................................         

 

EMAIL ETIQUETTE ......................................................................................................................  

 

ENROLLMENT REPORTS ...........................................................................................................  

 

EQUIPMENT ...................................................................................................................................        

 

FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA) .....................................  

 

FILING ..............................................................................................................................................          

 

FINAL EXAMINATION SCHEDULE ..........................................................................................  
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FORMS..............................................................................................................................................  

 

GRADUATION ................................................................................................................................         

 

CHARLOTTE AREA EDUCATIONAL CONSORTIUM (CAEC) ...........................................  

 

HEALTH NOTIFICATION ............................................................................................................  

 

HONORS CONVOCATION ...........................................................................................................  

 

 

 

INSTITUTIONAL RESEARCH .....................................................................................................       

 

INTERNAL REPORTS ...................................................................................................................        

 

INTERNATIONAL STUDENTS ....................................................................................................  

 

JOB DESCRIPTIONS .....................................................................................................................                                 Appendix 

 

     Administrative Assistant .............................................................................................................  

     Assistant/Associate Registrar .....................................................................................................  

     Registrar .......................................................................................................................................  

     Transcript Coordinator  .............................................................................................................  

 

KNOWLEDGE BASE HELP AREAS ...........................................................................................  

 

LEAVE ..............................................................................................................................................          

 

LUNCH HOUR .................................................................................................................................  

 

MAIL .................................................................................................................................................           

 

MIDTERM/FINAL GRADES .........................................................................................................       

 

MISSION STATEMENTS  (COLLEGE AND OFFICE) ............................................................          

 

NOTIFICATION ..............................................................................................................................         

 

OFFICIAL REGISTRATION FORM AND DROP/ADD/WITHDRAWAL FORM ................  

 

OFFICIAL WITHDRAWAL PROCESS .......................................................................................  

 

OFFICE BREAKS AND LUNCH HOUR .....................................................................................  

 

OFFICE HOURS ..............................................................................................................................         

 

PEAK PERIODS ..............................................................................................................................  

 

PERSONAL ID & PIN NUMBERS ................................................................................................  
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PRE-REGISTRATION/REGISTRATION ...................................................................................     

 

RECORDS RETENTION AND DISPOSITION SCHEDULE ....................................................  

 

REGISTRATION PROCEDURES ................................................................................................  

 

REGALIA FOR CONVOCATIONS ..............................................................................................  

 

REPLACEMENT DIPLOMA ORDER .........................................................................................  

 

REQUEST FOR INFORMATION .................................................................................................       

 

ROSTERS (VALIDATED) ..............................................................................................................        

 

SATISFACTORY ACADEMIC PERFORMANCE STANDING ...............................................  

 

SHARING OF INFORMATION ....................................................................................................       

 

SENIOR EXIT CLEARANCE/CARD/SENIOR EXIT INTERVIEW 

    SENIOR YEAR GRADUATION BOOKLET ...........................................................................        

 

SERVICE ..........................................................................................................................................          

 

STAFF ...............................................................................................................................................          

 

STUDENT’S FILE ...........................................................................................................................         

 

STUDENT PRIVACY RIGHT STATEMENT (SPRS) ................................................................  

 

STUDENT PRIVACY RIGHT STATEMENT DOCUMENT .....................................................  

 

STUDENT STATUS CONFIRMATION REPORT (SSCR) ........................................................  

 

SUBPOENAS ....................................................................................................................................         

 

SUBPOENA NOTIFICATION LETTER ......................................................................................  

 

TELEPHONE CALLS .....................................................................................................................  

 

TRAINING (Faculty and Office Personnel) ..................................................................................  

 

TRANSFER CREDIT ......................................................................................................................  

 

TRANSFER EVALUATION FORM .............................................................................................  

 

TRANSCRIPTS/TRANSCRIPTS REQUESTS ............................................................................         

 

TRANSCRIPT NOTIFICATION LETTER ..................................................................................  

 

VERIFICATION OF DEGREE ......................................................................................................  



48  

 

VERIFICATION OF ENROLLMENT ..........................................................................................  

 

VETERANS  .....................................................................................................................................  

 

WORKLOAD ...................................................................................................................................  


