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Aid Eligible Decision Codes

Decision Description
Code
45 Full Acceptance
AF Admit, Fully
AU Admit, Fully (Create SGASTDN)
BF Admit, Full
BU Full Admit, Upgrade
cC Admit, Official
CF Admit, Official
CR Status Revised -Official Admit
CT Official Admit -Registration Exists
CYy Status Revised -Official Admit
FA Fully Admitted
FF Degree Candidacy
FY Fully Admitted (Registration EXists)
HX Accept - Full
JE Fully Admitted
JG Fully Admitted(Registration Exist)
L3 Admit, Summer
L6 Admit, Full
LA Admit, Full
LB Admit from AAMPLE
OF Full Admit
SC Admit, Complete
SZ Admit, Complete (Registration EXist)
VC Admit, Complete
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Family Educational Rights and Privacy Act (FERPA)

The Family Educational Rights and Privacy Act of 1974 (FERPA), also known as the Buckley Amendment,

afford students certain rights with respect to their education records. These rights include:

The right to inspect and review the student's education records within 45 days of the day the University
receives a request for access. Students should submit to the Registrar's Office written requests that
identify the record(s) they wish to inspect. The Registrar's Office will arrange for access and notify the
student of the time and place where the records may be inspected.

The right to request the amendment of the student's education records that the student believes is
inaccurate or misleading. Students who believe that their education records contain information that is
inaccurate or misleading, or is otherwise in violation of their privacy or other rights, may discuss their
problems informally with the University Registrar. If the decision is in agreement with the students'
requests, the appropriate records will be amended. If not, the student will be notified within a reasonable
period of time that the records will not be amended, and will be informed by the Office of the University
Registrar of their right to a formal hearing.

The right to consent to disclosures of personally identifiable information contained in the student's
education records, except to the extent that FERPA authorizes disclosure without consent. One exception
that permits disclosure without consent is disclosure to school officials with legitimate educational
interests. A school official is a person employed by the University in an administrative, supervisory,
academic or research, or support staff position (including law enforcement unit personnel and health
staff); a person or company with whom the University has contracted (such as an attorney, auditor,
collection agent, loan servicing agent, or the National Student Clearinghouse); a person serving on the
Board of Trustees; or a student serving on an official committee, such as a disciplinary or grievance
committee, or assisting another school official in performing his or her tasks.

The right to file a complaint with the Family Policy Compliance Office, US Department of Education,
400 Maryland Avenue, SW, Washington, D.C. 20202-4605 concerning alleged failures by Nova
Southeastern University to comply with the requirements of FERPA.

Nova Southeastern University hereby designates the following student information as public or "Directory
Information." Such information may be disclosed by the institution for any purpose, at its discretion. Please know,
however, that Nova Southeastern University's directory information policy is to never release this information to
any third-party vendors.

Disclosed info may include:

Student name

Local and home address
Telephone numbers

Major field of study
Participation in Sports

Place of birth

Dates of attendance

Degrees, Honors and awards received
Enrollment Status

Year in School

Anticipated Graduation Date
E-mail address

Release of Student Information
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Students can give consent to permit Nova Southeastern University to discuss and/or release personal identifiable
information to a third party such as a spouse, a parent, a guardian, etc. This consent must be provided in writing
with the student's signature. To provide a written consent, complete the Authorization for Release of Information
form.

Students may also withhold directory information (as defined above) by completing the Request to Prevent
Disclosure of Directory Information form. Students are warned; however, prior to making a decision to withhold
personally-identifiable data, that undesirable consequences frequently occur. Names of students on the Dean's List
are not published, names are not listed in commencement bulletins, requests from prospective employers are
denied, and the student cannot be communicated with over the telephone. After completing the form, submit it to
the University Registrar's Office, 3301 College Avenue, Fort Lauderdale, FL 33314.

Deceased Student Records

Records of deceased students will be made available to the parent(s), spouse, or executor/executrix of the
deceased student and other authorized parties upon written request. The request must include the need for the
records; must identify the requestor's relationship to the deceased student; and must be accompanied with an
official record certifying authorization to receive the student records (i.e., assignment as executor/executrix). An
official copy of the death certificate must accompany the request, if the university does not have prior notice of
the student's death. The university reserves the right to deny the request.

For further assistance on this matter, students should contact the University Registrar's Office.
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Authorization for Release of Information
in accordance with Family Educational Rights and Privacy Act (FERPA)

Student Name:; MSU ID: N

Last name, frst name, midgie Wil

1. Authorization
| authorize Mova Southeastern Uiniversity (MSU) to release information as indicated below.

Name of Person Relationship to Student

1.

Last name, first name

Teiephons number emall

2

Lzt name, It name

Teigphone number emall

List twa Individuals on this fomm QMUY I you Intend to grant them the same type of Information acoess. Cfherwis, please complete @ separate
farm for each Indvidual,

Type of information access Dates of permitted access (if any)

O Academic: (incl. but not limited fo) grades, grade point average, fram: ta:
enrollment level, course selection

O Financial aid: (incl. but not limited to) satisfactory academic progress, fome o
Free Application for Federal Student Aid information, award amounts

O Student account: (incl. but not limited to) account balances, account from: o
charges, billing, payment

PLEASE NOTE: N5U eBill allows sfudents fo autharize others to view their account and pay their bills. For mare
information on NSU eBill, visit werw.nova eduwbursar.

O Disahility-related: {incl. but not limited to) type of disability,
accommadation needs, auxiliany aids

from: tor

0O Disciplinary-related: (incl. but not limited to) academic disciplinany
processes, sancions

from; to:

It is the student's responsibility to indicate dates of permitted access. Failure to indicate dates of restriction means the
student is granting permanent access. Please note that NSU will not release information past the date of permitted

acoess.

2. Certification
| understand that this authonzation may be withdrawn by me at any time through submission of a new
Authorization for Releaze of Information Form (alter dates of permitted access accordingly.)

Student Signature: Date:

Mailing Address:

Street, CHly, Siale, Zip Coge
Page 1of2
Authar'zstion for Reiezsa of Irmation - confnues-
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Instructions and General Information

Please complete the front of this form and submit the completed form

by mail: M3, Office of the University Registrar, 3301 College Avenue, Fort Lauderdale, FL 33314-7706
OR
in person: One-Stop Shap, Hondtz and Terry Administration Buildings on the main Fort Lauderdale campus

The Family Educational Rights and Privacy Act (FERPA) is a federal law that protects the privacy of student education records. ¥With
limited excaption, Mova Southeastern University (MSLY) is required to receive written consent from students befiore personal identfiable
informiation can be discussed or released to any thind party (e.g., spouse, parent, employer, etc. ) This Authorization for Release of
Information form allows students to grant others access to their necords.

FERPA affords students rights as follows:
+ The right to inspect and review their education record maintained by NSLU.
Stwdents who wish to inspect and review their education record(s) should submit a writien request to the Office of the Universiy
Registrar that identifies the reconds) they wish to inspect. NSLU is not required to provide copies of reconds, unless, for reasons such
as great distance, it is mpossible for the student to review the record. The Office of the University Registrar will respond to reguests
within 45 days and notify the stwdent of the time and place where the record(s) may be inspected.
The right to request an amendment to an education record.
Stuedents may request an amendment to their education recond which they believe to be inaccurate or misleading. Concems may be
infoemially discussed with the University Registrar. If the University Registrar agrees with the student's concems, the appropriate
records will be amended. If the University Registrar finds the student’s concems to be unfounded, she will notify the student within a
reasgnable period of time that the student's records will not be amended. The University Registrar will then inform the student of his
or her right to a formal hearing. After the hearing, if NS still decides not to amend the record, the student has the night to place a
statemnent with the record setting forth his or her view about the contested information. Students who wesh fo request an amendment
to theair education record|s) should contact the Office of the University Riegistrar.
Generally, NSU must have written permission from the student in order to release any information from a students
education record. Howewer, FERPA allows schools to disclose those records, without consent, to the following parties, or under the
fiollowing conditions:

o MWEU officials with legitimate educational interest,
other schooks o which a student is transfeming:
specified officials for audit or evaluation purposes;
appropriate parties in connection with financial aid to students;
organizations conduciing certain studies for or an behalf of the school;
accrediting crganizations;
to comply with a judicial order of lawfully issued subpoena;
appropriate officials in cases of health and safety emergencies; or

o state and local authorities, within a juvende justice system, pursuant to specific state law.
The right to file a complaint, conceming alleged failures by NS to comply with the regquirements of FERPA, with:
Family Policy Compliance Office, U5, Department of Education, 400 Maryland Avenue SW, Washington, D.C. 202024605
N5SU may disclose, without consent, “directory” information. NSU designates the following student information as public or
“directory infommation.” Such information may be disclosed by NSU at the university’s discretion.

O o oo o oo

o Student name o Dates of attendance

= Local and home address = Degrees, honors, and awards recaived
= Telephone numbers = Enroliment status

o Major field of study o Yearin school

=  Participation in sports o Anticipated graduation date

= Place of birth = Email address

Students may request that N5U withhold directory information by completing a Request to Prevent Disclosure of Directory Information
Form (located on the Registrar's Web site at wwaw. nova. edwlregisirar). The form should be submitted to: NSLU, Office of the University

Regsirar, 3301 College Avenue, Fort Lauderdale, FL 33314-7786. Please note: Once a student has filed a Request to Prevent
Disclosure of Directory Information Form, the Office of the University Riegistrar will not release the student’s directory information to
anyone, incuding for such purposes as publication on the Dean's List, lstings in commencement bulletins, and requests from
prospective employers. ]

+ The right to be nofified of students” rights under FERPA annually.
The University Registrar's Office sends a FERPA notification via email to all students each fall.

RO, REW. 11114 Page 2 of 2
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Request to Prevent Disclosure of Directory Information

Pursuant to the Family Educational Rights and Privacy Act of 1974 and amendments
thereto, you have the right to prevent the disclosure of “Directory Information,” which
otherwise may be released for any purpose at the discretion of Nova Southeastern
University (NSU). The items listed below are presently designated by NS as Directory
Information:

Student name Dates of attendance

Local and home address Degrees, honors and awards received
Telephone numbers Enroliment status

Major field of study Year in school

Participation in sporis Anficipated graduation date

Place of birth Email address

NSU reserves the right to change the categories of Directory Information at any time.

Flease Mote: Consider very carefully the consequences of your request to not disclose
Directory Information to persons or organizations outside NSU. NSU shall comply with
your request, except as otherwise required by law. NSU shall not be liable or
responsible for honoring your request.

Student 1.0, Student's Name:

Last First 7]
Permanent Address (Mallng Addvess, Cfy, State Zip) Phane Numbzr
Student's Signature: Date;

Sign and submit to the One-Siop Shop on the main campus (Homviiz and Temy
Administration Buildings) or mail to NSU, Office of the University Registrar, 3301
College Avenue, Fort Lauderdale, FL 33314.

FOR OFFICE USE ONLY

Entersd by Date:

REW.6/13
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Motice to Students B lrdil;_g Rates of Graduation
of First-time in Col ull-time Freshmen

The Siudent Right-to-Know Act requires colleges and universities throughout the United States to inform students
reuamiicljﬁagradualjm ratas for full-ime undargraduates entaring collega for the first time. The utility of graduation rates is a
compl d and much dabated izsue in higher education. It s important for prospectve students and paranis to be as
knowledgeabls a5 possible about the university and the particular undergraduate programis) of intarast. It is hoped that the
informeation provided will be helpful.

How is success in college measured?

Success in college and university endeavors is maasured in avariety of ways depanding on the neads of the student, Not
all students antaring callege intand to compjate a degree program. Success for soma sfudants is achieved when sufficient
knowledge or skill has been attained from a cowrse or sanes of coursas that will provide qualifications for inifial )
employmant or that will enhance skills needed for advancament in their current job. Other students may enter collage with
the goal of demonstrating a level of achievemant in college courses that will allow tham to transfar o @ more salectve
collega or university, or a less axpansive state institution. At yet anather level, success may be defined as degres
attainment. This last measwre relates directly to reporting of rates of graduation, whila the other measuras describod
above are nof taken into account when measuring rates of graduation.

Some factors to consider in interpreting rates of graduation

[tis difficult 0 make valid comparisons of the graduation rates of individual institutions. In order to do so, one must ba able
to idantify institutions with very similar institutional and student charactaristics. Institutions vary considerably in thair
missions, the types of students sarved, racial/ethnic diversity, selactivity (Le., admissions standards and requiremants), the
availability of remedial and'or acadamic support servicas, efc. Tharafore, the reader should be cautious in attempting fo
gvaluate the performance of a particular institution, or to compare institutions without this essential contextual information.
The tarm grivate (indepands ntl:l college or university sometimes elicits in the public visions of elite universities, such as
Harvard, Yale, Prncaion, efc. [t is spmetimes assumed that all or most privale institutions are highly seleciive, elite
institutions. In fact, the highly selectiva institutions are only a small percantage of the indapandent institutions nationally.

Genarally speaking, institutions with the highest or most salective admissions standards/requirsments will have the highast
rates of graduation. For E:(al'ﬂlgﬂ. students with high SAT scores and GPAs usually are the best preparad to attend collega
and sucboed. Therofora, a college that admits primarily high achieving students will likely have high rates of graduation.

In contrast, institutions with more libaral admissions criteria place the emphasis on access and opportunity, and tand to
have lower ratas of graduation comparad to their more selective countarparts. Typically, entering students with lower levals
of achisvemeant in high school require a lot of academic support services to succead in collega.

The definition of gradualion rate used here is ona prescribad by the federal government which assanw follows & group
of first-tima in collega full- ime freshmean from entry through six years io doaterming how many IHLa_dua . Superficially, this
maasure offers the advantage of baing easily communicaled and easily compared across instiufions (but seo factors o
consider above). However, an important adjunct io data on graduation rates |5 data on the number of students who leave
bofore graduation to transfer to anather institufion, or whose educational goals did not require degree attainment. In other
words, Not all students who do not graduate from a particular institution have failed to achieve their goals, or have
abandoned higher education Entlrﬂlﬂ‘. Other measures of success such as those discussed above ara neadad. This year,
WS was abla to gather accurate and reliable data on students who transfar to other institutions and completa degrées
gﬂkslmhare from the MNational Student Clearinghouse. This additional measure of student succass is included in the tables
oW,

It also is important to note that graduation rates for first-time in college freashmen generally do not reprasent the overall
productivity of an institution's undergraduate programs. First-time in college full-ime freshmen represanted 52 percant of
all entering full-tima, undergraduates at NSL'in fall 2014; therefore, their rates of completion are not a good measure of
the rate of graduation of umrgtrraﬁlduates in general. Moraowvear, rates of graduation of small circumscribed groups of
undergraduatas might sugoast that NSU produces small numbers of bachelor's degree recipients. In fact, ovarall
yroductivity on an annual basis is quite substantial. Whils only 237 of 514 mambers of the fall 2002 entering class of fulk
ime first-tima freshmen graduated within six years, in academic year 2013 2014, NSU awarded 1,376 bachelor's degrees.
Tfr‘ﬂrggﬂra._ tha total number of bachelor's degrees awarded during a 12-month period is a more comprehensive measure
of productivity.

Whila the matters relating to rates of graduation are complax, itis hoped that the information provided will be valuable to

yﬂu.ﬁang that you will keep in mind the complexities briefly addrassed hara when analyzing and interprating the data
providad.

July 2015 Mowa Southeastern University — Student Right to Know Disclosure Page | 1
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Disclosure of Graduation Data in Compliance with the Federal Student Right-to-Know Act

Hova Southeastern University

+  Atotal of 1,376 bachelor's degrees were awarded botween July 1, 2013 and June 30, 2014.

s Fifty-four parcent of full-ime, new undargraduate stedents entering MSU in the fall of 2008 graduated with a
bachelor's dagree within six years.

+  Fifty-nine percant of full-fime fransfer siudents entering NSU with an associate’s degree in the fall of 2011
graduated with a bachelor's degree within three years.

+  Fory-six percent of first-time in I:D"E'%[E. fulk-tima freshmen entering NSU in fall 2008 graduated with a bachelor's

degres within six years (seo bolow).

he average graduation rate over the past four cohorts for this group s 43%.

+  Thirly-one parcant of first-time in college, full-time freshmen receiving athletically-related aid antering NSU in fall
2008 graduated with a bachelor's degres within six years (see below]. The average graduation rate over the past
four cohorts for this group is 50%.

Rates of Graduation and Persistence Within 150 Percent of Normal Time

Fall 2002 Cohort of Degres-Seaking

First-time in College Fulktime Entering Freshmen

Transferrad to Graduatad or
Original Cohort Graduated anether Institution Transferred
Mo. Mo. | Raie Mo. | Rate No. | Rate

Gender
Man 181 71 38% B4 46% 155 BE%
Women 333 166 50% 135 41% 301 a0%

Race/Ethnicity
Amarican Indian or Alaska

Mative ' : ' ' ' ' '
Asian 45 32 T1% 11 24% 43 Q6%
Black or African Amearican 105 Bl 30% 57 54% 88 B4%
Hispanic 138 B3 46% B1 445, 124 0%
Mora than Ona ! ' ! ! ! ! !
Mative Hawaiian'Pac.

Islandar : : : : : ! :
Mon-Resident Alien 16 13 81% 1 B 14 88%
Unknown 30 13 43% 13 43% 26 B
Whita (Mon-Hispanic) 173 B 47% 74 43% 155 A%

Type of Financial Aid
Pell Grant 185 83 42%, 87 445 170 B5%
Subsidized Stafford Loan, no

Pall 83 39 47% 40 48% 78 95%
Maither Pall Grant mor

Subsidized Stafford Loan 232 115 B0% g2 40% 207 BE%

Total 514 237 48% 218 43% 456 BO%

Seven of the cohort members who did not graduate were still enrolled six years after entry, making the overall perststence rate 47
percent and the persistence phes students who transierred to other instifutions rate 90 percant.

*In accord with federal regulations, groups are not reported when they consist of five or fewer students.

July 2015

Nova Southeastern Unlversity — Student Right to Know Disclosure

Page | 2
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Rawes of Graduation and Persistence Within 150 Percent of Normal Time
Fall 2008 Cohort of Degree-Secking
First-time in College Full-time Entering Freshmen Athletes Receiving Athletic Aid

Transfarred to Graduated or
Original Cohort Graduased another Institution Transferred
No. Mo. | PRawe Mo. | Rate No. | Raw

Gender
Wan 18 1 5% 16 84% 17 B9
Women Je 16 445 15 42% N BE%:

Race/Ethnicity
Amarican Indian or Alaska

Mative 0 0 A 0 MA 0 MA
Asian ] i} HNA 0 A 0 HA
Black or African American E i 17% 3 50% 4 BT
Hispanic g 1 11% 8 89% g 100%
Mora than Ona ] 0 HA 0 A [4] MNA
Native HawailanPac.

Izlandar ] 0 HA 0 MA a A
Mon-Rosidont Alien : b 5 ‘ ' ¢ B
Unknown - - :

Whita (Non-Hispanic) a7 13 35% Fi 19% 20 5%

Type of Financial Aid
Pall Grant 15 8 33% 8 53% 13 BT
Subsidizod Stafford Loan, no

Pall 11 [ 55% 4 36% 10 1%
Maithar Pall Grant nor

Subsidized Stafford Loan 29 & 21% 19 B6% 25 BE%:

Sport
Bazaball 11 1] i 10 291% 10 1%
Baskatball 5 2 409 2 40% 4 B0
Cross Country 0 0 A 0 MA 0 MA
All Other Sporis 39 15 38% 19 48% 34 B

Total 55 17 3% N 58% 48 B7%

*In accord with federal regulations, groups are not reported when they consist of five or fewer students. This ks also why
race/ethnicity, and gender are not reported by sport.

July 2015 Nova Southeastern University — Student Right to Know Disclosure Page | 3
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Banner Form Job Aide

10

11

12

13

14

15

SPAIDEN

SPACMNT
RHACOMM

SAASUMI

SAAADMS

SGASTDQ

SGASTDN

SOADDRQ

SPATELE

GOAEMAL

SFAREGS

ROAUSDF

SFASRPO

SFARHST

SFASTCA

Student's name, address, phone number, email, old
names, biographical information, confidential
indicator, and emergency contact.

Student comments are stored here
Financial Aid comments are stored here.

Admission application summary is where all
applications can be viewed for the applicant.

Admission application form displays one application
at a time.

Lists all terms and the student records tied to each
term.

By leaving the term blank all student records will be
displayed. By entering a specific term only that
student record will be displayed.

Address summary form to view all of a student's
addresses.

Telephone form to view all of a student's phone
numbers.

Email address form to view all of a student's email
addresses.

This form is where a student is registered for each
term.

Fields 346 to 350 records the date and time stamp
of when a student completed the SEA.

Registration overrides.

A student's registration history can be viewed here.
A grade on this form is the original grade entered. If
a change of grade has been submitted, it would be
found on SHACRSE.

Registration audit information is found on this form.
Every registration/drop/grading action which
happens within a term is maintained here with who
made the update, the date and time stamp.
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16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

SFASLST

SFAALST

SHACRSE

SHATERM

SHAINST

TSAAREV

SSASECQ

SSASECT

SIAINST

SIAASGN

SOAHOLD
SCACRSE

SCADETL

SCARRES

SCAPREQ

Class roster where the original grade the instructor
posted through the web is maintained.

Class roster where the LDA can be viewed for
students that never or stopped attending.

All of a student's graded courses are stored here. If
a change of grade has been processed, it will show
here and not on the class roster or on the
registration history form.

Displays a student's GPA information by level. The
first page gives the overall GPA and the second page
breaks it down by term.

By term, this form displays the status of a student's
academic status.

All charges and payments are maintained on this
form.

By filling in the term, subject, and course number
and do a search function, all CRNs will be displayed.

CRN creation is done on this form. The dates,
meeting days and times, and the instructor are also
located here.

Create a faculty and advisor record here.

Assign faculty to a roster or to view all of a faculty
members classes for a term.

View all holds on a student's account.
Base course information.

Co-regs, Equivalents, Attributes, and Course
Description. If the data is in the form before the
CRN is built, it will roll into the sections on SSADETL.

View course restrictions here. If the data is in the
form before the CRN is built, it will roll into the
sections on SSARRES.

Pre-reqs and test scores. If the data is in the form
before the CRN is built, it will roll into the sections
on SSAPREQ.
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31

32

33

34

SSAXLST

SGAADVR

SGASADD

GEIIDFN

Where courses that are cross listed are tied
together.

Advisors tied to a student's record are located here.
Cohort codes and student attributes.

To view the status of a student's commencement
invitation.
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How to Determine the Status of a Transcript

Transcripts for admissions must be sent directly to Enrollment Processing Services (EPS) at 3301
College Avenue — P.O. Box 299000, Fort Lauderdale, FL. 33314-9905.

e Transcripts
o Official (doc type OTRAN)
= Printed on school’s official paper and has the following:

e School’s name

e Student’s name

e Issued To Student

e School’s seal

e Registrar or authorized signature

= Emailed from a transcript service provider or from a school that transmits
electronically to NSU. These transcripts are downloaded daily by EPS or
received daily in an email that requires a password to open the document.
Transcript service providers include Docufide, National Student Clearinghouse,
Scrip-Safe, SMART (Navy and Marine), and AARTS (Army)

= Submitted in a school’s sealed envelope (i.e. the envelope is glued closed)

e A student can submit a transcript that was mailed from the institution to
the student in a sealed envelope and has no signs of tampering.

e A student can pick up and submit an official transcript from an institution
in a sealed envelope and has no signs of tampering.

e Atranscript is still considered official if it is stamped Issued to Student (as
long as it meets the criteria listed above).

o0 A transcript is not official if it is stamped “Student Copy” or has a
watermark printed across the page indicating “Student Copy”

= Official foreign credentials from schools which are accredited by a United States
regionally accrediting body will be accepted without an evaluation and coded as
an OTRAN.

o Unofficial (doc type UTRAN)
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Stamped, written, or has a watermark stating “Student Copy” or “Student Copy”
is printed across the page.

Does not have the school’s seal. The seal does not have to be a ‘raised’, it can be
printed on the transcript, like our (NSU) transcript

When the student has opened the transcript before submitting it
A transcript that was faxed or emailed

Emailed by the institution without using a secure process through an approved
agency

Document received through secure portal but does not meet our official document
criteria.

Transcript says “Copy of Official Transcript”
Not on school’s official transcript paper (printed on white paper)
Has school’s name, but states “Unofficial Transcript”

Opened off campus or by someone other than an EPS staff member. If the
transcript is opened in error, it needs to be sent to the University Registrar’s
Office with the envelope it was received in and with an explanation of why it was
opened instead of being submitted directly to EPS.

o0 Unofficial Academic Record is an undefined document (doc type UAR) that can be used
for academic advising, but cannot be used for admissions purposes as an unofficial
transcript.

Looks like a college transcript, but there is a URL at the top or bottom of the page
which signifies the student printed it from a self-service student portal.

Academic History and/or Advising Report (like our CAPP report)

My BC, My Academic, or any “My” report which signifies a self-service student
portal.

Document called a “report” and not a “transcript”.

Foreign Credentials without an evaluation

e Foreign Credentials—NSU may accept the evaluation of foreign credentials from agencies
recognized by the Department of Education, the United States Immigration and Naturalization
Service, National Association of Credential Evaluation Services (NACES), and other recognized
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governmental and private agencies that are approved by NSU’s Executive Administration.
Official foreign credentials from schools which are accredited by a United States regionally
accrediting body will be accepted without an evaluation and coded as an OTRAN.

o Official (doc type ODEVAL)
= Evaluation which are prepared based on official / original academic credentials.

= Evaluations performed by companies recognized by the National Association of
Credential Evaluation Services (NACES) or approved by the Registrar.

o Unofficial (doc type UDEVAL)
= Evaluation with no reference to official documents.

= Evaluations performed by companies not recognized by the National Association
of Credential Evaluation Services (NACES).

Service Applications

o HPD Service Applications for HPD Professional Programs (SAPP doc type) — all
transcripts are verified by service provider and are considered official

o0 LAW Service Applications — All transcripts received from ACES are verified by the
service provider and are considered official.

The Official and Unofficial transcript stamp will no longer be accepted. If the envelope is
opened or the seal is broken, the transcript will be considered unofficial. Prospective and current
students are to send all admission-related documents to NSU’s EPS mail code/address and not to
individuals or individual departments. (Exception UGA and OIA staff on approved list/memo)

HS Transcripts
o Official (doc type OHSTR)
= Printed on school’s official paper and has the following:

e School’s name

e Student’s name

e Issued To Student

e School’s seal

e Registrar or authorized signature

= Emailed from a transcript service provider or from a school that transmits
electronically to NSU. Submitted in a school’s sealed envelope (i.e. the envelope
is glued closed)
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e A transcript that was mailed from the institution to the student or parent in
a sealed envelope and has no signs of tampering.

e A student can pick up and submit an official transcript from another
institution in a sealed envelope and has no signs of tampering.

e A GED document received in a sealed envelope

e Transcripts or Reports received from Schools, Technical Schools, or
Training Centers that have courses with grades are considered transcripts
if school seal and signature are present or documented in writing as
official by the issuing institution.

e Home School documents when accompanied by official government
acknowledgement. (Does not need to be sealed)

e Foreign Credentials that are regionally accredited.

e Transcripts issued by a high school that includes a URL from a county
website.

o Unofficial (doc type UHSTR)

= Documents that meet criteria for OHSTR but not received from issuing HS and/or
not received sealed.
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Continuing Education Unit (CEU)

A Continuing Education Unit (CEU) is a generally recognized measurement of a student’s
educational experience in continuing education/professional development programs to
maintain professional membership, certification, and/or licensing (IACET, n.d.). One CEU unit is
generally defined as ten contact hours in a recognized continuing education program (American
Association of Collegiate Registrars and Admissions Officers, 2003).

Not all NSU continuing education/ professional development courses will have CEUs attached.
Only programs that have been recognized to offer courses for CEU credentialing should indicate
that a course provides instructions that lead to CEUs. Courses with CEU designation will appear
on a N5U transcript duly note.

Enrollment and Student Services (ESS) manages all Flexible Registration (Flex Reg) and Banner
Setup:

1. College: CE (Continuing & Professional Development)
2. Level: W1 (Continuing Education)
3. Program: CONTED (Continuing Ed/Professional Development)
4. Uses Banner for Continuing Education Application, registration, and credentialing
5. Full academic year: July 1 - June 30
6. No Parts-of-Terms
7. Catalogs
»  Specific to colleges and programs
* Additional profile questions — specific to a catalog
8. Base Course and Course Registration Number
* Registration periods tied to the course
* Additional materials can be incorporated in the registration process
9. Payment Process
* CE students must pay at the time of registration

= Discounts (flat or %)
* Coupons
* Purchase orders (flat or %)
10. Application and Registration process
* CE students log into Flex Reg as new or continuing students
* Select the CEU and submit with payment

* Banner creates all necessary Banner records for new students or continuing
students and registers the CE student.

* Banner also records the charges and inserts payment for the CEU.
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Course Inventory Maintenance/Transmittal Form

e
NSU NOVA SOUTHEASTERN
UNIVERSITY
University Registrar's Office

| Course Inventory Maintenance/Transmittal Form

Page 1 of 1

Your NSU Email Username l: Email Password l:
College Info
| ]
| * College: | [select a College v|
* Departi t l ISaIect One... v| |
* Division: [Please Select v
|
e
For questions or assistance please
contact:
Jamilah Thomas
Coordinator of Term Scheduling &
Course Maintenance
Telephone: (954) 262-7440
Email: jt1181@nova.edu
http://www.nova.edu/cwis/egi-bin/nsu-only/bannercourse/ 7/18/2015
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Course Inventory Maintenance/Transmittal Form Page 1 of 2

e

NSU NOVA SOUTHEASTERN
UNIVERSITY

University Registrar's Office
Course Inventory Maintenance/Transmittal Form

Originator's Contact Information (in case there are questions about the information)
G. Elaine Poff pofi@nsu.nova.edu Ext 27261
Course Info The Office of the Registrar must approve new course prefix prior to usage or listing in catalogs.
ABRAHAM §. FISCHLER COLLEGE OF Educational Leadership & School
EDUCATION Admin

Doctoral
Subj/Prefix; *

Course Number: *

Add/Change/Inactivate

Course: Please Select v

(Add is only selected for new
courses)

Effective Term: * [Select a term v/

Description of

Change Request:

(If change required is not on
drop down, choose other &
please enter description of
change)

[Please Select if this is a Change v|

‘Other' Request
Description

Equiv Subj & Number
(Is this course equiv to any
other existing course(s)?)

Full Course Title:
(Limit to 100 characters

including spaces)

Abbreviated Title:
(Limit to 30 characters
including spaces.)

Credit Hours Min: Max:
Billing Hours Min: Max:

Repeat Details: Repeat Status:
(Is this course repeatable? If yes, please complete the
Limit & Max Hours)

Limit:
(Amount of times a student can take the course)

http://www.nova.edwnsu-only/bannercourse/unique.cgi 7/18/2015
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Course Inventory Maintenance/Transmittal Form

Maximum Hours:

course)

Course Attributes:
(i.e BBH- Blackboard Hybrid
FTIM-Full Time Enrollment)

CIP:

(Classification of Instructional
Programs)
http://nces.ed.gov/ipeds/cipcade
Level(s):

Grade Mode:

[ Lecture: Ft. Lauderdale Only

Schedule Type: Onl
(Select all of the different Ellli Y
formats the course will be #

offered.) [ Lecture/Lab

[ Facilitated Course: Online
Catalog Description:
(A description is required for
all new courses. The

description can be copied &
pasted here.)

Learning Objectives:
(Each objective should be
numbered. i.e. 1), 2), 3),ect.
URL:

Pre-Requisites:
Co-Requisites:

Save for Review

(Maximum amt of hours student is allowed to take

[J Lecture: Hybrid, Ft. Lauderdale

Page 2 of 2

[J Facilitated course

[J Distance Education: Instructor
Present

[ Distance Education: Internet
[ Distance Education: Other
Technologies

http://www.nova.edu/nsu-only/bannercourse/unique.cgi

7/18/2015
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Procedures
Manual

How to complete the online
interactive course
maintenance form

Office of the University Registrar

N
NOVA§J§IIE£WRN
UNIVERSITY

0000000000000 000000000000 0000000009090

Page 26 of 136

G000 0000000002000 00000000000000900000000000%0000%0%0
COPPCP GO0 0 0000000000000 0000000000000 000000000000 0000



The Login Page

THE LOGINPAEE ...eveiiiiiiie ettt ettt e e e st e e e e ette e e e e bte e e e e atae e e eateeeesabteeeeasbaeeeestaeesanseneeenns sennrees 3
The Course MainteNaNCe FOMM ... cooiiii ittt ettt sttt esbeesbe e e sabeesabeesbbeesbbeesabeesbeeesaseenns 4
The Confirmation Page and EMail.........coiiiiiiiiiiiie sttt e st e st e e e s aaae e e s abaee s 8
The Modification and APProVal PAZE ....ccoccuiiii ittt ettt e e st e e sare e s s stae e e sabaeeesanaeees 9
Submitting Course Maintenance Form for Continuing Education COUrses ........cccccouvveevcvveeeciiveeeeennnenn. 10
Frequently Asked QUESEIONS (FAQY) ....c.veeiiiieiiee ettt ettt etee e e et e e e tte e e e atte e e e abae e e e ateeeeennraeeeennees 11

e Who has access to the online form?

e Whatif | don’t see my selection in a drop down box?

e What should | enter in the Equivalent Subject & Number field?

e What is the Classification of Instructional Programs (CIP) Code?

e Whatis the URL field used for?

e  Why can’t | submit the form myself?

e What should | do if the authorized approvers are not available?

e How many people can review and edit the form before it is submitted for processing?

e Canlview or edit a form that has been approved and submitted for processing?

e How long will it take for my request to be processed by the Registrar’s Office?

e How will I know when my request has been processed?

e Whatshould I do if | need to cancel a request that | submitted that has not been processed by the
Registrar?

e Canl cancel a request that was already processed by the Registrar?

e What should | do if the Registrar’s Office requests further review for a form that was already
submitted?

e Who should | contact if | need more information about completing the CIMF form?
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The Login Page

o ]
G _|\§1 hitpawwwonoa.eda cwis'cge-bindnsu - ool bannercourse P Course lnventory Maintens.. I_' . f-'-lf i :}

:\5 I : NOVA SOUTHEASTERM
NSU DR eksrmy o TERs

University Registrar's Office I 1
Enter your M5L
I password

Enberyour N5U
Course Inventory Maintenance/Transmittal Fod email usemame

e

L Ll I — M

Callege Info

* College: | Sedoct 8 College vl
_—- Click the drop
" Department: |Sedect One... v| A T
* Division: Please Select [ make your
. zelections.
[ Continua ]

For quéstions of assistance pléase conlacl:
Cowse Reguests
Tiffany Gordon Johnson
Email: courseraquasis@novaedu

Procedures:
1. Openyourinternet browser and go to the website address:
www.nova.edu/cwis/cqi-bin/nsu-only/bannercourse/
2. Enteryour NSU Email Username and Email Password, and then press the Tab key.
*hint* do not enter the domain (@nova.edu) when entering your Username.
3. Usethe drop down arrows to select your College, Department, and Division.
4. Presscontinue

NOTE: For questions and assistance, please contact:

Tiffany Gordon Johnson
Coordinator of Course Maintenance
Telephone: (954) 262-7440
Email: courserequests@nova.edu
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The Course Maintenance Form

Your name, email, extension, as well as the college, department, and division you selected on the login
page will automatically populate at the top of the form.

NOTE: If your phone extension s incorrect, you may enter the correct one. This will not change your
entry in the NSU online directory. That will need to be modified by following the steps on the directory
website.

<A Course Inventory Maintenance/Transmittal Form - Microsoft Internet Explorer, E|E|rg|
File Edit Wiew Favorites Tools Help ,"'
eBack M > | Iﬂ @ _l\J Pl ) Search ‘g_:(Favorites {‘3 ' \/’- _J ﬁ 3
Address |$§1 http: e novea, edufnsu-onlyfbannercoursefunique, cgi V| G0 Links >*
-~
S 2

NSU NOVA SOUTHEASTERN
UNIVERSITY

University Registrar's Office
Course Inventory Maintenancei/Transmittal Form

Ext |27238

UNDERGRADUATE Bachelors
SubjiPrefix: =
Course Number: =

AddIChangeilnactivate
Course:

Effective Term: = | 200820: Fall 2008 v

Description of Please Selectifthis is a Change v|

Change Request: Desctibe you change request here | ‘Other Request Description

Equiv Subj & Number
[l= this course equiv to any existing
Course(s)?) 2

L& Daone & Internet

Procedures:
NOTE: The fields with the red asterisks (*) are required fields.

1. Usethe downarrowto select your Subject Prefix. (If the prefix is new to Banner, you will need to
send a request to setup the new prefix to Elaine Poff via email at poff@nova.edu)

2. Enterthe Course Number. A zero must go before all 3-digit numbers, e.g., 0598

3. Selectwhetheryou are adding a new course, changing an existing course, or inactivating a
course that will no longer be offered and should not appear in the course catalog.

4. If youneedto change a course, select whatkind of change it is. If your change is not in the drop
down list, or if there are multiple updates required, choose other & use the comment field to
describe the change/s needed.

5. If you arereplacing a course that already exists in Banner with a new course prefixand number,
enter the old prefixand number in the Equiv Subj & Number field. See additional detailsin the
FAQs on page 12.
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The Course Maintenance Form continued

p’j Course Inventory Maintenance,/Transmittal Form - Windows Internet Explorer provided by Nova Sout — IEIIEI
@;_q/ i I\EA hikep: f femans nova, edu/nsu-onlybannercourse/unique, cgi j @ *2 /| % ﬁ Google 2 |-

File Edit “iew Favorites Tools  Help

<7 Faverites | 9 €] Web Slice Gallery =

3>

[ |

& Course Inventory Maintenance/ Transmittal Form | | i’:}T ~ [ - =) o= ~ Page - Safety - Tools - '@'*

Full Course Title: |

(Limit to 100 characters including =paces)

Abbreviated Title: |

(Limit to 30 characters including spaces.}

Credit Hours I.1in:| l.1ﬂx:|

Billing Hours win: | Max |
Repeat Status:
I (lz thiz course repeatable? If yes, please complete the Limit & Max Hours)
Limit:

Repeat Details: I (Amount of times a student can take the course)

Maximum Hours:

I (Maximum amt of hours student iz allowed to take courze)

Course Attributes:
(i.e BBH- Blackbkoard Hybrid FTIM-Full Time I
Enroliment)

CIP:
(Classification of Instructional Programs) I
hittp-/inces ed goviipeds/cipcode

Level(s): | [
| [ [ [ [ [ [ trustedsites lva - [®io0w - 4

Procedures:

1. Enterthe Full Course Title. This field is limited to 100 characters including spaces. This field must always
be completed for all requests.

2. Enter the Abbreviated Title. This field is limited to 30 characters including spaces. (You do not need
to abbreviate the full course title if it less than 30 characters, just re-enter the full course title in the
abbreviated title field.)

3. Enterthe Minimum and Maximum Credit Hours and Billing Hours. All fields need to be completed
even if they are the same.

4. Enter Repeat Detailsfor the courseif applicable.

5. Enterall Course attributes that should be assigned to this course (e.g., BBH, BBF, FTIM, etc.)

6. Enterthe CIP code. Thisis used for government reporting purposes. Codes can be found online at
http://nces.ed.qov/ipeds/cipcode.

7. Enterthe Level code(s)that should be assigned to this course.
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The Course Maintenance Form continued

(’j Course Inventory Maintenance, Transmittal Form - Windows Internet Explorer provided by Nova Southe i ]

@:—‘j' I«'L hktp: ) v, nova edufnsu-only fbannercoursefunique, cgi j @ 20| X

4 coogle B

File Edit View Fawvorites Tools  Help

{3 Favorites | {.:‘5 £ | 'Web Slice Gallary =

= Course Inventory Maintenancel Transmittal Form

>3

| | & - &l - é; = Page -~ Safety - Tools - .@n

[~
Grade Mode:
[ Lecturs [" Distance Education: Instructar Present
Schedule Type:
(Select all of the different formats the course [T LectureiLab ["| Distance Education: Internet
will be offered.)
I Faciltated course [" Distance Education: Other Technolegies
- -]
Catalog Description:
(4 description iz required for all new courses.
The description can be copied & pasted here.) _I
-
: - -]
Learning Objectives:
(Each objective =hould be numbered. i.e. 1),
2}, 3)ect.
=
URL:
B
Pre-Requisites:
=
[
Co-Requisites:
=
Save for Review I =
|
| ’_ ’_ [ Trusted sites [“a - [®100% -~

Procedures:

NOTE: If you do not know level or grade mode codes, contact the program office for assistance.

1. Enterthe Grade Mode code

Select each of the Schedule Type formats that apply to this course
Enter the Catalog Description. Include any prerequisite requirement at the end of the catalog

The URL field is optional. The URL must be valid and directly related to the course.
Enter Pre-Requisites, if applicable. Use parentheses () to clarify, if necessary.
Enter Co-Requisites, if applicable. Use parentheses () to clarify, if necessary.

2.
3.
description.

4. Entereach Learning Objective usinga numbered list.
5.

6.

7.

8. Click the Save for Review button.
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The Course Maintenance Form continued

NOTE:

1. Usersthat do not have Approval Authority will not be able to submit the form to the Registrar for
processing. You will need to check your email account for the Course Maintenance confirmation
email and then forward that email to the individual within your center that is the designated
Approver.

2. Userswith Approval Authority may save and submit the form immediately to the Registrar for
processing if the form does not require additional review by other individuals.
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The Confirmation Page and Email

Uponsaving the form, you will automatically be redirected to the confirmation page, which gives you
the form’s tracking number. You will receive a similar notification in your email inbox.

2 Course Inventory Maintenance/Transmittal Form - Microsoft Internet Explorer,

File Edit Yew Favortes Tools Help b

eBack = J Iﬂ Ig _;j /I._\J Search \i\?Favnr\tes 6‘3 <] - :’; _J ﬂ 'ﬁ

Address |€| hittp: v nova, edu/nsu-only fhannercoursefunique .cgi v| Go Links **

NS NOVA SOUTHEASTERN
UNIVERSITY

Course Inventory Maintenance/Transmittal Form

Thank you for completing the form.

Your transmittal form tracking number is: UG_MM42143
Your form has been saved for review

A link of your form has been sent to your email at gkandeicgnsu.nova.edu.
You may forward the link to anyone in your center for their review.

B Course Transmittal Review:HUMN-1000(200920) UG_MM42143 - Message (HTML)

i Fle Edit Wiew Insert Format  Tools  Actions  Help

£ CjaReply | (@Replytoal | cpForwerd | 0| B ¥ |G X [e- oA 0

From: courserequests@nava, edu Sent:  Tue 7/1/2008 3:06 PM
To: gkandeic@nsu, acast.nova. edu
Ce:

Subject:  Course Transmittal Review: HUMN-1000{200920) UG_MM42143

T

The email 3\\%
subjectshows || NSU RIS ™7
the subject,
prefix, the Course Inventory Maintenance/Transmittal Form
effective term,
and the Thank you for completing the form.
tracking
number Your transmittal form tracking number is: UG_MM42143

Your Course Inventory Transmittal Form has been saved for review.

The link to access and modify your form is:

hitp:/fwww.nova.edu/nsu-only/t course/modify.html <€ c“Cthe activelink
to review the form,

After clicking on the link enter your NSU Email Name and Password and Tracking # UG_MM42143

Forward this email to the designated Approver within your program. You may also use the link to
update errors before sending it for review/approval. Each time you save the form, you will receive a
new confirmation email with the same tracking number.



The Modification and Approval Page

When you click the link to access the form, the tracking number will automatically populate on the
modification/approval page. Enter your username and password and click continue.

A Course Inventory MaintenancefIransmittal Form - Microsoft Internet Explorer

Eile Edit ew Favorites Iools  Help
© RNE G| Oww from @ -2 @ -JE B

Address @ hittp: { feovae.nova. edufnsu-only/bannercourse/unique . coijUG_MM42143

o

~]| Go | Links »

NV 2
™T (‘\‘ﬁ SOUTHEASTERN

Course Inm :;\}m/{/r ittal Form

N'St] NOVA SOUTHEASTERN
UNIVERSITY

Tracking Number UIG_hAbA42143

Procedures:

1. Review or edit the form as necessary
2. If youare notthe Authorized Approver, click the SAVED FOR PROGRAM REVIEW radio button.

Check your email for the confirmation and forward the email to the Approver.
3. Ifyouarethe Authorized Approver, select the option to SUBMIT TO REGISTRAR and click PROCESS

REQUEST.
4. Whenthe formis submitted, you will automatically get redirected to the confirmation page

(below) and you will receive a copy of the submitted form.

A Course Inventory MaintenancesTransmittal Form - Microsoft Internet Explorer

File  Edit Miew Favorites Tools  Help
A

Qo - © - [¥) [@) @b D sewn frrwvomes €| £3- Ik K =3

Address | 4] hEtp: f e, nova. edu/nsu-onlybannercoursefunique . cgi

~| Go Links >>

NV Z
5\\\% ncefTransmittal Form
NSU NOVA SOUTHEASTERN
UNIVERSITY orm.
Your tr ittal form tracki is: UG_MM42143

Thank you for completing the form.

Your form has been submitted to the Registrar's Office for processing. You will not be able to make further
edits to this form. The Registrar's Office will notify you when this r has been




Submitting Course Maintenance Form for Continuing
Education Courses

Procedures:

1. College Code: Always select CE: Continuing Education/Professional Development

2. Division: Non-academic Course/Continuing Education

3. Department: The academic department to which the course belongs.

4. Prefix: Should include C or CE in the prefix to differentiate that it is continuing education, e.g., OPCE

would indicate Optometry Continuing Education. Since these will be new prefixes that need to be set
up in Banner, please send the request to set up the new prefix to Elaine Poff via email at

poff@nova.edu.

Course Number: The protocolis that graduate or professional level courses are numbered between
50 and 99.

Effective Term: This is set up as a full year term only; e.g., 201400, or 201500, etc.
Credit Hours: Should be filled out only if the course has CEU credits tied to it.
Billing Hours: No billing hours for Continuing Education courses.
Course Attributes: Include on form if applicable to the course.
Level: Indicate W1 if no CEU credits or W2 if there are CEU credits tied to the course.

Grade Mode: Either P/F (pass or fail) or NG (no grade). Please Note: Course should indicate P/F if
there are CEU credits tied to it.
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Frequently Asked Questions [FAQ]

Who has access to the online form?
Any current NSU employee can login with their email username and password.

Whatif | don’t see my selectionin a drop down box?
The data from the following fields are retrieved directly from Banner: College, Department,
Division, Subject/Prefix*, and Effective Term. If your selection is not there and you feel that it
should be, contact your supervisor or the Program Director.

*All new subjects and prefixes must be approved by the Registrar. Send your request with a
description of the subject or prefix to Elaine Poff via email poff@nova.edu.

What should | enter in the Equiv Subj & Number field?
Only use this field if you are converting a course that already exists in Banner to a new prefix
and/or course number. For example, if you would like to change MGMT 1001 to MGT 2500. You
will enter the new course as an addition, and enter the old course MGMT 1001 in the Equiv Subj
& Number field. The new course will be added and the old course will be inactivated. You will
need to send a separate form to inactivate the old course (you will use the Equiv Subj & Number
field to enter the equivalent new course subject and number).

What is the Classification of Instructional Programs (CIP) Code?

The CIP is a coding scheme of the various degree programs that is used primarily for
governmental reporting of postsecondary degree completions by major field of study using
standard classifications that capture the majority of reportable program activity (e.g., 512306 -
Occupational Therapy/Thrpst). The code corresponding to the course can be found via the
government website http://nces.ed.qov/ipeds/cipcode.

What is the URL field used for?

This field provides a place to capture the URL for web-based course content or course materials
and will be displayed to students in the Web for Students product as an active link.

Why can’t | submit the form myself?

Your Dean has designated the individuals who have the authority to review and ensure that
the information on the form is correct before submitting it to the Registrar’s Office for
processing.

What should | do if the authorized approvers are not available?
You should contact your supervisor to find out these procedures. All program Deans are
also authorized approvers.

How many people can review and edit the form before it is submitted for processing?
An unlimited amount of users can view, modify and save the form until it is ready to
be submitted. A new email will be sent to the user each time the form is saved.
You will also see the tracking updates on the bottom of the form detailing who
has modified the form with a date and time stamp.
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Frequently Asked Questions [FAQ] continued

Can| view or edit a form that has been approved and submitted for processing?
No, once the form is submitted for processing, it can no longer be viewed or edited.

How long will it take for my request to be processed by the Registrar’s Office?
Allow up to 72 hours for processing.

How will | know when my request has been processed?
You will receive a confirmation email from the Registrar’s Office.

What should I do if | need to cancel a request that | submitted that has not been processed by the
Registrar?
You will need to forward the confirmation email with the tracking number to
courserequests@nova.edu requesting setup cancellation. The Registrar will
then send notification that the cancellation request was received.

Can| cancel a request that was already processed by the Registrar?
No, you will need to submit a new request to make changesto the previous request.

What should | do if the Registrar’s Office requests further review for a form that was already

submitted?
The form will need to be corrected, reviewed, approved, and re-submitted to the Office of
the University Registrar for processing.

Who should | contact if | need more information about Course Inventory Maintenance/

Transmittal Forms (CIMF)?
Contact the Office of the University Registrar at x-27225 or email courserequests@nova.edu.
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News and Announcements

' Catch the SEp wave

sudentEnoliment et

New Student Enroliment Agreement Requirement

Al students must complete the new Student Enroliment Agreement (SEA) form in order to
register for classes. The SEA requires students to agree with NSU standards and policies
regarding course registration and withdrawal, financial responsibility, a release of liability,
and more. Students registering for courses will be prompted to complete the form as part of
the registration process on Sharklink and Webstar.

To complete the SEA, follow the steps below once registration has opened:

o Log in to SharkLink.
o Locate the Records & Academics section on the student tab and click on Course

Information.
o Select Registration-Add/Drop.
o After selecting the appropriate term, you will be presented with the SEA.

Students must complete the SEA or course registration will not occur.

For more information, please view a copy of the SEA or see our FAQs.
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Student Enrollment Agreement

Student Enrollment Agreement

Para la version en espafiol, oprima aqui

All Nova Southeastern University (NSU) students are responsible for reading the
information contained in this Agreement. Please read carefully and print a copy for your
records before accepting the terms herein and enrolling for courses. If you have any
questions regarding this Agreement, contact the Office of the University Registrar at (954)
262-7200.

In addition to all Nova Southeastern University academic standards and policies, | hereby
agree to comply with the terms and conditions specified in this Enrollment Agreement in
order to enroll in courses at NSU. If | am a financial aid recipient, | understand that | am
responsible for adhering to all of the Terms and Conditions set forth by the financial aid
administering agency/agencies. If | am attending school on either an F1 student visa or a J1
exchange visitor visa in the student category, | understand that | am responsible for
maintaining a full course of study each semester/term in order to maintain my legal status. |
also understand that information pertaining to the above statements can be found on the
NSU website and it is solely my responsibility to read this information. | will abide by the
Conditions of Use listed on the Blackboard portal for online courses. | also agree to abide
by all rules and regulations described in the NSU Academic Course Catalog, Academic
Course Catalog Addenda and the NSU Student Handbook. (Check with your academic
program as addenda vary by program.)

Registration and Registration Changes

Course Add/Drop and Withdrawal Procedures

| understand that | must be officially registered by the start date of course(s) in order to
participate in and receive academic credit for the courses. | understand that | am required to
attend each of my courses during the first week of the course in order to maintain
enrollment. If | do not attend my courses, | can be dropped from the courses. | am
responsible for knowing and complying with any and all registration deadline dates. All
requests to change, add, drop, or withdraw course registrations must be in writing and be
received by my academic advisor and/or my academic program office within 20 days of the
end of the semester/term. | understand that notifying my professor does not constitute a
withdrawal. | also understand that if | do not attend my classes, | am responsible for
ensuring that | officially withdraw myself from the courses. | understand that | am
responsible for reviewing my registration and academic record each semester/term for
accuracy prior to the above 20-day deadline.

| understand that drops and withdrawals may affect my Satisfactory Academic Progress
(SAP) standing as set forth by the U.S. government. If | drop all of my courses in a
semester/term, | am considered withdrawn for refund purposes. | understand that
application fees and seat deposits are non-refundable. My tuition will be refunded to my
NSU student account according to the refund percentage schedule published in my NSU
Academic Course Catalog (NSU complies with state refund requirements). If | am a
financial aid recipient, | will be subject to the Return of Title IV Funds Calculation
regulations.
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Financial Liability Statement

| agree to pay all NSU charges pursuant to NSU policies. | understand that the university is
advancing value to me in the form of educational services and that my right to register is
expressly conditioned upon my agreement to pay institutional costs including, but not limited
to, tuition, fees, housing, meal plan, and any additional costs, when those charges become
due. It is my responsibility to view my charges in NSU SharkLink or NSU eBill.

| understand that a past due student account balance will result in a financial hold, which
prevents future registrations as well as other services being offered in accordance with
university policy (see below: Suspension of Services). Delinquent student account balances
may be reported to a credit bureau and referred to collection agencies or litigated. | agree to
pay any costs associated with the collection of unpaid charges, including attorney fees and
court costs. This agreement shall be construed in accordance with Florida law, and any
lawsuit to collect unpaid fees may be brought in the appropriate court sitting in Broward
County, Florida, regardless of my domicile at the time of bringing such action.

Suspension of Services

| understand and agree that NSU will withhold grade reports, transcripts, diplomas, and
other services if | fail to pay tuition, fees, and other institutional charges, or fail to abide by
the provisions of this agreement. NSU will prevent me from further registration activity until
all outstanding balances on my student account have been satisfied in full before the
registration deadline.

Change in Name, Address, or Phone Number

| am responsible for updating my NSU records with any changes in my name, address, or
phone number within seven (7) days of any such change. Address and phone number
changes can be updated via NSU WebSTAR, NSU SharkLink, or NSU Data Change Form.
Requests for a name change must be submitted with official documentation (copy of a court
order, divorce decree, marriage certificate, etc.) along with the NSU Data Change Form.

Communications

| understand that NSU SharkLink and NSU email are the university's official means of
communication. | am responsible for reading the information | receive electronically from the
university. | also understand and agree that NSU and third-party agents acting on behalf of
NSU may utilize all of my contact information for official university business.

Enrollment Agreement Renewal

| understand and agree that this Agreement is executed at the time of my enroliment for
each semester/term at NSU. | further understand that the university will notify me in writing
(electronically) to provide me with a copy of any changes or modifications NSU makes to
this Agreement during a semester/term in which | am enrolled.

Notice of Combined Annual Security Report and Annual Fire Safety
Report Availability

NSU is committed to assisting all members of the NSU community in providing for their own
safety and security. The annual security and fire safety compliance document is available
on the NSU Public Safety Department website at
www.nova.edu/publicsafety/forms/campus_safety _handbook.pdf. In addition, the
Annual Security Report and Annual Fire Safety Report are contained in the Public Safety
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Campus Safety Handbook, which may also be obtained at the Public Safety main campus
office located in the Campus Support Building or by calling Public Safety at (954) 262-8999.
The Campus Safety Handbook is also available at every Public Safety office, Public Safety
building post, and regional campus.

The website and booklet contain information regarding campus security and personal safety
including topics such as: crime prevention, fire safety, university law enforcement authority,
crime reporting policies, disciplinary procedures and other matters of importance related to
security and safety on campus. They also contain information about crime statistics for the
three previous calendar years concerning reported crimes that occurred on campus; in
certain off-campus buildings or property owned or controlled by NSU; and on public
property within, or immediately adjacent to and accessible from the campus.

This information is required by law and is provided by The Nova Southeastern University
Public Safety Department.

Disclaimer/Release of Liability

| understand that by enrolling at NSU, | am not guaranteed a degree. | agree that
should | be dismissed for any reason, NSU's liability for any such dismissal would be
limited to present damages consisting of lost tuition and any costs associated with
attendance at NSU. In no event shall NSU's liability exceed the total amount of fees
paid to NSU, nor shall NSU be liable for incidental or consequential damages of any
kind. | specifically understand and agree that | will not be entitled to seek future
damages for losses incurred as a result of the failure to obtain a degree.

Acknowledgements

| understand that disclosure of any criminal conviction is a continuing duty and | must report
to Nova Southeastern University's Office of the University Registrar any such conviction that
occurs after filing the admission application or during enroliment at NSU. | understand that
by checking the | ACCEPT box below, | am agreeing to all terms and conditions set forth
herein above and agree to the incorporation of any other related documents. | enter into this
Enrollment Agreement with full knowledge of its legal implications and without coercion
and/or promises made to me by the university. | also agree and acknowledge that prior to
agreeing to this Enrollment Agreement, | had the right and option to discuss the terms and
conditions herein with a private attorney at my sole expense.
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Student Transaction Form

N NOVA SOUTHEASTERN
UNIVERSITY

Encollment and Student Services

Office of the University Registrar

330] College Avenue * Fort Lauderdale, Florida 333147796
(954) 262-7200 = 800-541.6682 » Fax (954) 2623256

This form is ONLY to be used for registration or withdrawal requests that cannot be completed in real time through SharkLink, for instance, after the
drop/add period has passed. Please note that beginning with the Spring 2014 term, all students registering for classes MUST complete a new Student
Enrollment Agreement (SEA) each semester.

To complete the SEA, follow the steps below within three days:

¢ Log in to SharkLink.

+ Locate the Records & Academics section on the student tab and click on Course Information.
« Select Registration-Add/Drop.

+ After selecting the appropriate term, you will be presented with the SEA.

Please allow three business days for your request to display in SharkLink (or on your record). Please note that requests submitted will not be
processed if you fail to complete the mandatory SEA.

Semester

Select one semester per Student Transaction Form. To submit another request for a different semester, please complete a new Student Transaction
Form

SEMESTER
|201620| Fall 2015 v|

M Courses to Add

Please enter a valid Course Reference Number and click inside the "subject" box to start your search. Most of your course information will pre-
populate with the exception of the credit hours, which must be entered manually.

COURSE

REF. NO SUBJECT COURSE NO, SECTION COURSE TITLE START/END DATE CR. HRS.

Reset Add Form

O Courses to Drop or Withdraw

Comments

Only click the submit button once.

https://www.nova.edu/webforms/ess/student-transaction-form/unique.cgi 7/18/2015
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Registering a student with Course Restrictions

When you see a message on the Student Course Registration Form (SFAREGS) or the
Student Course Registration Audit Form (SFASTCA) for a course like Closed Section,
Time Conflict, Class Restriction, Missing Co-Requisite or Pre-requisite an advisor or
Program Director must enter an override code on the Student Registration Permit-
Override Form (SFASRPO) to permit a student to register for the course.

If the code has been entered on SFASRPO, you can view it by entering the term, student
ID and then using the next block function to view the ‘Permit’ code. You can also see
the user name of the person that entered the override and the activity date. There is a
different code for each type of override, which can be viewed by double clicking in
‘Permit’ field.

Once the override has been entered on this form, the student can go online and register
his/her self.

AN SN SR G N N SN N N SN AN SN AN SN SN SR N S SN SN S NS AN N
Flle Edit Options Block fem Record Query Tools Help b
@l Ba 5% B A & & @ X %

tudent Registration Permit-Overnde: SFASRPO §4.0.1 (PROD) o
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1)

2)

&

Eile Edit Options Block Item Record Query Tools Help DRACLE

Procedure to Add an Advisor or Faculty Member
Before a person’s record can be coded, they must be identified in Banner with a General Person
Record (SPAIDEN). HR does this for all new employees.
On SIAINST the person is coded as a faculty member, an advisor or both. On the first page, the ID
number and term is entered. Then page down and enter the Status of AC for Active, depending on
their responsibilities click the Faculty and/or Advisor button, click on the Category button and
select one, then enter Full Time (FT) or Part Time (PT) for Staff Type. Save the record.

Oracle Developer Forms Runtime - Web: Open > SIAINST |Z”E|g|

EEE R w W

or Informatic

ID: [no014s523 [+ [Faculty, Mary Term: |201230 [~

I
5.1

Faculty Data From Term; press DUPLICATE RECORD to copy the data. |
Recaord: 1/1 | | | | | <osC>

Faculty Member Base Details

From Term: Maintenance @ To Term: caa999

Status: ac [>]active Status Date: 02-SEF-2008 (&
v Faculty
v Advisor Appointment Date:

[ Owerride Process Rule Security

N

Override User ID: ‘ Override Activity Date:

Category: ASPROF EAssocwate Professor Activity Date: 11-3JUL-2011
Staff Type: FT [=]Full Time User ID: [stPoFF
Workload Rule: E[

3)

Page down to go to the second page. Here the College and Department are entered and Saved. If
the codes are not known, click on the button for a list of codes.

& Oracle Developer Forms Runtime - Weh: Open = SIAINST

File Edit Options Block Item Record Query Tools Help ORACLE

= EEEE T EE@EeE &S [« [ &5 (@ (@1 O [ X

SIAINST 2.5.1 (PROD)

- Information

201230

NOO145529 ¥ Faculty, Mary Term:

ID:

%8 Faculty Contract, College and Department El5eal {RIRISIEH) St i A s S D S T A A e A

Faculty Contract

From Term: Z01230 Maintenance f@_ To Term: 999999

Type Rule

=1 =]
[ Default Indicator =
[pefault Indicator .
CDefault Indicator B
[ pefault Indicator -

Faculty College and Department

From Term: [200150 Maintenance & To Term: [s99993

Home College Department Percentage

& -

4 co Farquhar College of Arts & Sci LBUS Farquhar - Bus & admin Studies

1 PL Farquhar College of Arts & Sci UBUS Farquhar - Bus & Admin Studies

= [ [ ]

= [ [

= [ [

= [ ] [ ]

Contract Type Code; press LIST forvalid codes.
Record: 111 | | | List ofwalu | | <0g5C=
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REGISTRATION AND DrROP CODES

The date of a request to register, drop, or withdraw a student determines what code should be used. The
codes in the system are tied to specific start and end dates (see the Administrative Dates spreadsheet) for
each code. Codes that are available can be viewed by going to the Status field on SFAREGS and
clicking on the Search button. Because specific dates are now tied to each code, the date at the top of
SFAREGS may have to be adjusted to permit the selection to be available.

£ Oracle Developer lorms Runtlime - Web: Open > STARIGS l_-H:‘E‘

T ldp i @

Sel Sl colliy | BEEEIIE - B s S

yate; | G -
LIST for sections, HELP for specific saction info, DUPITEM for CAPP area pre-reg errors. |
| ! | | <osc»

When a student is registered on SFAREGS the code will be RE, but if the student registers on the web,
the code would be reflected as RW. When dropping a course, most of the codes that are used represent
the percentage of tuition that will be reversed (i.e., for 75% reversal, the code is 75). Below are most of
the drop codes used by the university:

e DD-—reverses 100% of tuition and fees and is used indicating non-attendance.

e XD—the same as DD, but it indicates that the student attended at least one class.

e 75—reversal of 75% of tuition only.

e 50—reversal of 50% of tuition only.

e 25—reversal of 25% of tuition only.

e 73—any code that ends in an S means the drop was done according to a state’s drop policy.

e WD—indicates the student has dropped from the class with no tuition reversal. This can only be
used after all of the percentages have ended and up to three weeks before the end of the part-of-
term.

e DW-—this is only seen on the audit screen (SFASTCA) and indicates a 100% reversal of tuition
and fees by a drop through the web.

e DC—this is only seen on the audit screen (SFASTCA) and indicates the student dropped for a
percentage through the web.
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Review Committee

Approved Denied
I/
5}\‘4{;— Reviewed by Date
NS NOVA SOUTHEASTERN
UNIVERSITY

Enrollment and Student Services

Office of the University Registrar’s Office

3301 College Avenue * Fort Lauderdale, Florida 33314-7796
(954) 262-7200 * 800-541-6682 * Fax (954) 262-3256

ADMISSION APPLICATION AND REGISTRATION APPEAL FORM

Student Name NSU ID# N
Academic Program Major
Campus Semester

Advisor Name

Type of Appeal: Admission Application [[] Registration []

Reason for Appeal: (attach all supporting documentation)

Student Signature Date
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Continuing Education Unit (CEU)

A Continuing Education Unit (CEU) is a generally recognized measurement of a student’s
educational experience in continuing education/professional development programs to
maintain professional membership, certification, and/or licensing (IACET, n.d.). One CEU unit is
generally defined as ten contact hours in a recognized continuing education program (American
Association of Collegiate Registrars and Admissions Officers, 2003).

Not all NSU continuing education/ professional development courses will have CEUs attached.
Only programs that have been recognized to offer courses for CEU credentialing should indicate
that a course provides instructions that lead to CEUs. Courses with CEU designation will appear
on a NSU transcript duly note.

Enrollment and Student Services (ESS) manages all Flexible Registration (Flex Reg) and Banner
Setup:

College: CE (Continuing & Professional Development)
Level: W1 (Continuing Education)
Program: CONTED (Continuing Ed/Professional Development)
Uses Banner for Continuing Education Application, registration, and credentialing
Full academic year: July 1 —June 30
No Parts-of-Terms
Catalogs
* Specific to colleges and programs
* Additional profile questions — specific to a catalog
8. Base Course and Course Registration Number
* Registration periods tied to the course
* Additional materials can be incorporated in the registration process
9. Payment Process
* CE students must pay at the time of registration
* Discounts (flat or %)
* Coupons
* Purchase orders (flat or %)
10. Application and Registration process
* CE students log into Flex Reg as new or continuing students
* Select the CEU and submit with payment
* Banner creates all necessary Banner records for new students or continuing
students and registers the CE student.
* Banner also records the charges and inserts payment for the CEU.

NouswNeE
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N2

NSU NOVA SOUTHEASTERN
UNIVERSITY
Enrollment/Degree Verification Request
(Please Print)

Name of Student:

Name of Student while attending NSU:

SSN/NSU ID:

Student Address:

Student Contact Number:

Is this a change in address or phone number? () YES ONO

Student Email:

Mail To:

Term(s) To Be Verified:

Fall Winter Spring Summer
Program:

Anticipated Graduation Date:

Comments/Special Instructions:

**This service is available to all NSU students/alumni whose accounts are fee from existing holds
and/or outstanding balances.**

Student Signature Date
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NOVA SOUTHEASTERN UNIVERSITY
NS Enrollment and Student Services
Office of the University Registrar
3301 College Avenue ¢ Fort Laudendale, Florida 33314-7796
(954) 262-7200 = 8B00-541-6682 = Fax (954) 261-3256 Date

Verification of Student Enroliment

To:

Name of Student: NSU/SSN:

The above-named individual is/was enrolled at Nova Southeastern University as follows:

Enroliment Enrollment Three-
start date end date Full time quarter Half time Less than Semester
(month/dayl/year) | (month/day/year) time half time hours

Date of graduation or anticipated graduation:

| certify the above reflects the official enroliment record from the Office of the University Registrar at Nova
Southeastern University.

School Code 001509

G. Elaine N. Poff, Director of University Registrar's Office

VSE, updated 11/14
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NATIONAL STUDENT
CLEARINGHOUSE ™™

Log Out

Student Self-Service Site

NOVA SOUTHEASTERN UNIVERSITY
I S S —

System Messages

{) Important Information : Transcript requestors may experience a delay in receiving automated emails, such as order confirmations,
on Sat., July 9, between 9 am-9 pm, ET, while we perform a system upgrade. You can place transcript orders during this time,
although you may experience intermittent interruptions obtaining enrollment certificates. We apologize for any inconvenience.

Welcome. This service is offered by the National Student Clearinghouse in cooperation with NOVA SOUTHEASTERN UNIVERSITY.
IMPORTANT: Do NOT use the browser forwardiback buttons. Log Out when you are done to protect the privacy of your records.

Please select from the following options

+ Obtain an enrollment certificate to print and mail to a health insurer or other company that requests proof of my enrollment.

® Current enollment () Al envoliment

¢ View the enrollment information on file with the Clearinghouse.

* View the student loan deferment notifications that the Clearinghouse has provided to my loan holders (lenders and guarantors),

* View the proof(s| of enrollment that the Clearinghouse has provided to my health insurers and other providers of student services or products.

* View specific information abnmmyrsmdenlluans,[m{“l Calll

To ensure the security and confidentiality of sensitive information being fransmitted over the Infemet, the Cleaninghouse protects its
customers by using Secure Socket Layer (SSL) technology provided by the VenSign Secure Site Program. SSL encrypts/unencrypls the
data before the Server/Client sends or receives fransmissions.

VERIFY)
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S

NSU isgpesms

Eﬁrnl1mgn1 am;. sﬁ-dcnl Services

CHANGE OF GRADE FORM

|STUDENTICOURSE INFORMATION

THE STUDENT AND COURSE INFORMATION REQUESTED BELOW IS
NECESSARY TO COMPLETE THE CHANGE OF GRADE. THE INFORMATION
CAN BE RETRIEVED ON THE BANNER SYSTEM OR THE COPY OF THE GRADE
ROSTER. INACCURATE AND/OR INCOMPLETE INFORMATION WILL DELAY THE
PROCESSING OF THE CHANGE OF GRADE,

STUDENT NAME (LAST, FIRST, M.l

STUDENT IDENTIFICATION NUMBER

TERM CRN

COURSE PREFIX/NUMBER/SECTION

COURSE CREDITHRS
COURSE COURSE
START DATE END DATE

PRINT NAME OF ORIGINAL INSTRUCTOR

REASON FOR GRADE CHANGE

THE CHANGE OF GRADE FORM IS TO BE INITIATED BY THE INSTRUCTOR
TOREPORT A GRADE FOR THE STUDENT DIFFERENT FROM THE GRADE
ORIGINALLY SUBMITTED ON THE GRADE ROSTER. OTHER THAN CHANGES
FOR INCOMPLETE GRADES, THE UNIVERSITY ASSUMES SUCH CHANGES
WILL OCCUR RARELY AND WITHIN A REASONABLE TIME PERIOD (SEE
CATALOGHANDBOOK).

PLEASE CHECK A REASON (14) OR WRITE A BRIEF EXPLANATION IN
NUMBER 5.

1. "I"INCOMPLETE TO A GRADE
2. "NO GRADE' TO A GRADE
3. FINAL GRADE CALCULATION ERROR

4. OTHER ERROR IN ASSIGNING GRADE

5. OTHER
PRESENT GRADE NEW
ON BANNER GRADE

THE DEAN/CENTER DIRECTOR AND THE DESIGNEE.

REQUIRED SIGNATURES. TWO SIGNATURES ARE REQUIRED TO VERIFY AND VALIDATE THE GRADE CHANGE AS INDICATED BELOW:

1. INSTRUCTOR AND DEAN/CENTER DIRECTOR OR DESIGNEE; OR, 2, IN THE EVENT THE ORIGINAL INSTRUCTOR IS NOT AVAILABLE,

1. INSTRUCTOR AND DEANICENTER DIRECTOR OR DESIGNEE,

(al

INSTRUCTOR SIGNATURE DATE
B

DEANICENTER DIRECTOR OR DATE
DESIGNEE SIGNATURE

OR

2. DEAN/CENTER DIRECTOR AND DESIGNEE.

(A

DEAN/CENTER DIRECTOR SIGNATURE DATE

()

DESIGNEE SIGNATURE DATE
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Repeated Course Form
Only One Course Per Form

Some Programs within Nova Southeastern University will allow students to repeat courses in order to improve
their academic record. However, GPA credit toward graduation will be granted only once. Once this form is
completed, both grades will appear on the transcript yet only the higher grade and GPA credit will be applied
towards fulfilling graduation requirements,

Last Name First Name M.I NSU Student Identification Number

Excluded Course Information

Course Prefix: CRN#
Course Number: If more than one attempt was made
on the above CRN# please list
Course Title: additional CRNs below
Grade (E): CRN#
CRN#
Banner Term Code: CRN#
CRN#

Included Course Information

Course Prefix: CRN#

Course Number:

Course Title:

Grade (I):

Banner Term Code:

Adviser Signature Date
Adviser Name Phone Extention:
Please Print

For Security Purposes Both Signed and Printed Names Are Required In Order To Have The Form Processed

When completed please chose one of the following:

Interoffice To: Fran Densmore - REG
Fax To: Fran Densmore x3256

RegForm RepeatedCourses.xls Form Creation: 12/15/05
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Data Entry

All inquiries are to be emailed to DEQC@nova.edu. Please do not give students this email.
Please refer students to the Call Center, nsuinfo@nova.edu or their program office. All requests
are printed and imaged into the student record therefore please submit one student per request.

Name Change

Nova Southeastern University requires official documentation to make a name change. Please
submit a Data Change form with the previous and current names, the NSU ID number, and
official documentation to studentupdates@nova.edu.

Important Note regarding name changes: International students must submit a valid copy
of their passport in order to complete a name change.

Acceptable documents verifying a name change are:

e Marriage license

o Certified Abstract of Marriage (another name for a marriage license)

o Divorce decree

e Driver's license

o Certificate of Naturalization papers

o Permanent or Conditional Permanent Resident card

e Resident Alien card

e Passport (Book or Card)

e Court Order (Final Judgment of Name Change or Final Judgment of Change of Name)
e Uniformed Services Military ID card

e F-1orJ-1 Student Visa or Permanent Resident card

« Birth Certificate (Birth certificates are acceptable only for correcting spelling errors)
o Bureau of Vital Statistics card (this is used the same as a Birth Certificate)

Not acceptable documents:

o Petition of Name Change
e Social Security card

o Petition for Naturalization
o Employee ID card

e Professional License card

To change a married name back to a maiden name, legal documentation other than a birth
certificate must be provided.

Students may also write a letter requesting the change of name and include a certified copy of a
required document listed above to:

Page 58 of 136



Nova Southeastern University
Attention: Data Entry

Office of the University Registrar
3301 College Avenue

Fort Lauderdale, FL 33314

Students that submit a name change without the necessary documentation needed for Data Entry
to make the change will be emailed requesting documents needed to make the essential changes.

An NSU employee must go to the Human Resources website to process a name change.

Students will be given 48 hours to respond to the email. If the student does not respond within 48
hours they will be called to follow up and request the needed information. Students will be given
24 hours to respond to the phone call and submit the information needed. If the student does not
respond within 24 hours data entry will follow up with a letter mailed to the student's current
address in SPAIDEN requesting the information needed.

Social Security Number of Date of Birth Change

Students that submit a request to change the social security number or the date of birth are
required to submit copies of official documentation. To change your Social Security number, the
student must submit a Data Change Form along with a copy of the signed social security card.
To change a date of birth, the student must submit a completed Data Change Form along with a
copy of one of the following documents:

Birth certificate

Driver’s license

Certificate of naturalization
Permanent resident card
Passport

Uniformed service military ID

The student can submit these documents via facsimile to (954) 262-2915; via email to
studentupdates@nova.edu, or regular mail to:

Nova Southeastern University

Attn: Data Entry

3600 South University Drive

Fort Lauderdale-Davie, FL 33314-7796

Gender Change
In order to process a gender change request the student is required to submit a data change form

along with a court order verifying the change. The student can submit these documents via
facsimile - (954) 262-2915, via email - studentupdates@nova.edu, or via regular mail:
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Nova Southeastern University
Attention: Data Entry

Office of the University Registrar
3301 College Avenue

Fort Lauderdale, FL 33314

Address Change
Students wanting to update Demographic information (address, phone number, etc.) will need to:

a) Use SharkLink

b) contact the Call Center via phone or email
c) submit a Data Change form

d) submit a signed letter stating their request

Currently-enrolled students have the ability to change their address on the NSU website. This
can be accomplished through SharkLink and will require their email username and password. An
NSU Identity can be obtained by going to the link at www.nova.edu/resources/nsuidentity.html.

Notification can also be submitted to the University by completing a Data Change form, via
facsimile - (954) 262-2915, via email - studentupdates@nova.edu, or via regular mail:

Nova Southeastern University
Attention: Data Entry

Office of the University Registrar
3301 College Avenue

Fort Lauderdale, FL 33314

The letter and Data Change form must indicate both the old address and new addresses.
Encourage and direct students to update their own information in SharkLink
International Address Change

In accordance with Federal regulations, all F-1/J-1 international students must notify the Office
of International Students and Scholars (OISS) and the U.S. Citizenship and Immigration Services
(USCIS) of any legal change of name or address, within 10 days of the change, either in person,
via email, or through their SharkLink account. NSU is bound to enter this information in the
Student and Exchange Visitor Information System (SEVIS) within 21 days of notification by the
student. Any new address provided must be the actual physical location where the student resides
and not merely a mailing address or P.O. Box.
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ROVA SOUTHEASTERN UNIVERSITY
NSU Enmallerent and Snadenr Services
ifioe of the Universty Bt
lerckae, Floelda 13314-77%

LR Callege Avenie ® 1
{954} Z62-T200 = BO0-3H1-6682 = Fax (#34) 262-2913

DATA CHANGE FORM

Student Name: NSU ID: N

Please make the following changes to my records:
[ JName* [ JAddress [ |Phone [ |Email [ ]Social Security" [ |Date of Birth* [_]Other

*Requires copies of official documentation

Hame change
Submit a copy of one of the following along with your completed form: mamiage license, divorce decree, drivers license,
certificate of naturalization, permanent resident card, passport, court order, or uniformed service military 10,

Social Security Number Change
Submit a copy of your signed social secunty card along with your completed form.

Date of Birth Change
Submit a copy of one of the following along with your completed form: birth ceriificate, driver's license, cerificate of
naturalization, permanent resident card, passport, or uniformed service militany (D,

Submit your request in person to one of the One-Stop Shops located in the Horvitz and Terry
Administration Buildings, by email to studentupdates@nova.edu, by fax to (954) 262-2915, or by mail
to:

MNova Southeastern University
Attn.: Data Entry

3600 South University Drive
Fort Lauderdale, FL 33314

MSU employees must go to the Human Resourcas Web site
www. nova. eduwhrforms/ichange of name.pdf to process a name change.

Student Signature: Date:

BEM. 112013
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Curriculum Change Form

Diate:
Student Name: | } Student 10
Authorizing Individual: MEL Email: Phone #:
Effective Term of Dhang-:: (o o paurrdowla’ grpar ol o e o P XD o Corrsn o Fut e ferm,

Trwdent EZratws:
A S ppaen? Sfotwr I fon g ueolafe o' to e o ot ST b ars sndic ot Eitd drop ol Sraroe, Se Sedod Trm deadimdc Stopoding urdots mer
adrp i p s ars,
withdrawal Reasan:

End of Term Academic 3tanding:
A artudiet r oo oo 5P onolin g Ir foun g update o fo o Lt or o, dirmaees ol ororwepaes oo nosoe pie areorcde o o 2508 ol o oS aroe aboie,

Frogram Catalog Term:  Current Walue: Mew YWalue:
Program Code: Current Walue: Mew Yalue:

Major, Concentration, andlor Misor Changes:

Field of Ztudy Type: Ackion: Code: Catalog Term®™:
Field of Ztudy Type: Ackion: Code: Catalog Term®™:
Fizld of Ztudy Type: Ackion: Cade: Catalog Term®™:

" e Catadog Ferm for Mlajoer, Concontrationr, apd it ieone Lol fe dedawiie d te the Cadadng Ferm adFiats Sttt Frogram Coole - vedier
Dt e b S e Maspr, o st atiog, or Mheor code par created after therfudient e Frogram Code ot adog Ferm, fhe Catadlog
Firame Lol e G audta o' fp tbha e o DFSEF cra o PiDE,

Campus Code: Current value: Mew value:
Carriculum Priority Elila Eleare Sororids Rocsrrary Shavdos

Learner Outcome [ZHADEGR]) Updates:
All curriculum changes listed above will automatically be updated to SHADEGR, if applicable.  [F prior curriculum
updates are nok currently reflecked in EHADEGR, pleaze indicate what updates are necezsary,

Course Level Updates:
Do some courses ak the current student level need ko be moved ka3 different lewel?  Oves o
Do zome courses ak the current student level need bo be added to anather level [Internal Transfer of crediv)® 0025 M3
If ¥EZ b cither question abaove, please list the courses and the action necessary.

CurrentLewel Ackion dditional Leveld HEU Equivalen

Zubject  Mumber  Torm  Lewsl  Moweltdd  Zubjeck Mumber  Lowel

1T andebithonal coursas s
bmi oo o dabelind, s
1l in tha Additiona

sl il en seclasn elom

Additional Information:
Dezcribe any additional changes that must cocur with the academic record.
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NOVA RV o
O of Ervolifan! & Stiden Safvion Crametn ‘
3301 Collage A, PO Box 200000 CenterProgram

Fart Lauds idabe-Dirst, FL 33394-TT08

064 A EOGBORED Fan: (0S4) S-S5 Buiget Aporovir Signature:

Batch Transcript Request

Narma:
Departrment:
Extangicn:
Email Acddress:
[aguesd bo:

Request to be:
i) Picked Up at EFS
i) Deliver to (Main Campus Only):
Bldg Marme: Foom #

Request to be printed at EPS: (Please fill out account information)
l:l (Oifficial Transcripts (M5U wanscilpt pager] iﬂ]lp-:rp:ge
{0 Official Transcripss jwith snwops] 5100 per page
{0 Unofficial Trarscripts jwhits paper] 5. 10 per pame |minkmumn 50 stodents g regusit]

Values required for requesting batch transcripts:

ANl Bieids may not be reguired by every program 1o be filked out. Please indicate the dals
Sy nefsssary o I'EE.IHJI'_F the students,

College Code

Level Code

Block Code

Program Code

Graduate Status Code (o087
Admit Terrn Code

Rate Code

Graduation Date

Degres Code

Overall GP High value Lows value
Curmulative Hours Earmed

Additional Information:

EFS Internal Use OMNLY:

Request Received Date
Request Cormpleted Date

Picked Up Date Marrs Signature
Dalivered To Date Narma 5.||:| nature
Lt Upmted 1434
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NSU MOWA SOUTHEASTERN
UNIVERSITY

Enroliment and Student Sendces

Oifice af thie Univarsity Ragistrar

330 College Avanus = Forl Laugerdale, Flonda 33314-T7 66
(954) 262-7200 » BO-541-6862 = Fay (954) 2624662

Bulk Rate Transcript Request

Please print clearly. You must complete ALL information requested.

vTranscrpts will not be released with existing hold(s) on recond

+Transcrpts will not be released until all accounts are paid in full.

*Include dates of enmollment in the space provided

*You can either mal this form to the above address or fax it to
(BE4) 2624862

+ IMPORTANT: Al bulk transcripts will cny be maled to one address. Each
transcript will be enclosed in a separate envelope - with no address
indicabed on it. Al franscipts will then be placed in one envelope.

Present Mame

= Mondegres Program Major
< Undengraduate Program Major
= Master's Program Major
- Ed. Specialist Program Major
2 Law Program Major
= Doctoral Program Major

- Health Professions  Program Major

Dates of Enrollment to

Murnber of transcripts requested

#of Transcripts  Chame

Mame used at Mova Southeastern University 11t 20 F110
211040 170
41 wad 5200
N5U IDVS5M 81 or more 5250
There is a §10.00 charge for ech additional transcript over
Address 100
Enter total charge based upon # requested 5
City State Jp
Method of payment
Telephane
2 Credit Card O Check O Cash®
Email Address | hereby authaorize a charge to be made to my credit card:
Signature (required) Account number
Select one below:
Expiration date
Mail Transcripts to:
Amount
MHame
Signature Data
Address
*iCash can only be accepted at the One-Stop Shop.
City State Ap FOR OFFICE USE OMLY

Haold franscripts for pick-up at the One-Stop Shop

Email me when ready at

email address

Call me when ready at _| )
fefephone numbser

Transcript fee 2021
Amcumtdue: &
Amcuntrec’d: ¥ By:
Creditbalref.  §
Ciate lssued: By

——
BULK-TR/ REV. 1/14
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MNOVA SOUTHEASTERN UINIVEREIT Y
Enrallmani and Sudent Servizes
QEfre of tha Unevarsity Raglsérar
3501 Colleps Avanua « Fost Landerdale Florlda 33514-7708

(5543 2527200 « B00-541-5280 = Fax [954) 252-4862

Please print clearly.
You must complete all information requested.

= Charge is $10 per transcript. Exact payment must accompany
each reguest unless the transcript is for NSU intermal uss.

= For muliple requests, complete a transcript request form and
sttach a list containing the name and mailing sddress far
each addressee

= Fees arz subject to change without notice.

= Transcript will not be released with any exdsting hald(s)
on record.

= Transcript will not be released until all accounts are paid
in full. Student is responsible for comect mailing address
print=d below. Any address correction charges incurred by
the university will be charged back to the studsnt.

» Inzlude dates of enrollmiznt in the space provided.

= iou can either mail this form to the sbove address or fax
it to (BE4) 202-4382.

Miami-Dade County Schools only
O Include tuition reimbursementFT 1 form for termm.

Print name and address clearly

Fres=nt Mams

e used ot Mo Ectheastern Unhversky

Address

City A ZIP

B IOVBEM

Tei=phons

Mail transcript to (If internal, indicate N5U program.)

[arme

15t Etr=et Addness

ind Sir=st Address

City A ZIP

Farrber of Coplex HELU Program

Sigrature [reguirsd)

Mote: The academic franscript is a student's official and
complete record of all courses taken at Nova Southeastern
University, regardless of the number of degrees attempted or
conferred. Partial records will not be released.

Transcript Request

DATE OF REGUEST p

Social Security Mumber to be printed on the transcript
Print 2 masked S5 [ 2000 H-1234)

Print full SSN

Special instructions

[] ! will pick up the transcript. Transcrpt will be stamped:
Official franseript issued to student.

Motify me &t | )]
] Hold for degree conferral
Depree Ariizipated Corfemal Date
[] Hold for grade changs
Course Dozt Geace
[] Mail transcript [] Other
[] intenal transcript (MSU Fragram )

[] Comestic Express Cvernight Delivery (no PO Box sddress)
{39 plus 10 per transcript)

[ international Express Defvery (no PO, Bog address)
(324 plus $10 per transcript)

Method of payment

[ Cash {only accepted 3t One-Siop Shop)

[ Cradit Card [] Check or money order payable to MSLU
[] Mo charge (transcrpt for MSU internal use only.)

| hereby authorize a charge to be made to my credit card
[QwsA [ MssterCard [[] American Express

Account Humber

Expiration Dage Amount

Checkikionay Drder Mumbes

Signature {nequired) Cai=

FOR OFFICE USE OHLY

Transcript fes 2120

Amount due § Please remit 3

Armount res. § By

Coredit Bal.fref. 5
Date imsuad
By
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Apostille Instructions for Student Records

Depending on the document you are looking to be apostilled, here are the links for the NSU Transcript
Request Form (www.nova.edu/reqgistrar/forms/transreq.pdf) and Replacement Diploma form
(www.nova.edu/reqistrar/forms/dupdiploma.pdf) that should be completed and faxed back to the
Registrar’s Office for processing (please mark on the form(s) that you need the document notarized for

Apostille).

We will notarize the document(s) at no charge and return it to you. A transcript should take no longer
than two working/business days to process; allow a week-10 days for a replacement diploma.

Upon receiving your document(s), mail it (a transcript must remain in its original sealed envelope) along
with a check (drawn on a U.S. bank) or money order in the amount of $10.00 per document and made
payable to the Department of State to:

Using U.S. Postal Service - Using courier service (e.g., FedEx. UPS, etc.) -
Department of State Division of Corporations
Division of Corporations Clifton Building, Apostille Section
Apostille Certification 2661 Executive Center Circle
P.O. Box 6800 Tallahassee, FL 32301
Tallahassee, FL 32314-6800 Phone: 850-245-6945

Include a cover letter that states:
“I am requesting the Apostille for this (transcript or diploma) for the country of
(e.g., Panama).”

Also enclose a self-addressed stamped envelope for returning the document(s) to you. When using
oversized envelopes, please insure the proper postage is affixed.

The processing time varies and requests are completed in the date order they are received. Allow at
least five (5) working/business days (Monday through Friday) for processing. Walk-in requests are
completed while you wait and there is no appointment necessary.

For more information on certification by the Florida Secretary of State in Tallahassee, visit
http://notaries.dos.state.fl.us/notproc7.htm.

There are also several commercial companies in the South Florida-area that can handle this process for
you, including:

DocuRapid Corp. Gestion Consular

300 Aragon Avenue-Suite 110 1101 Brickell Avenue-Suite G-1
Coral Gables, FL 33134 Miami, FL 33131

Phone: (786) 552-5011 Phone: (305) 373-1107

Fax: (786) 552-5013 Fax: (305) 373-1135
www.docurapid.com www.gestionconsular.com

Note that these companies are for your information only and do not imply endorsement by Nova
Southeastern University.
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Office of the University Registrar | NSU Page 1 of 2

Degree/Diploma Application
for

In the space below, type your current legal name EXACTLY as you want it to appear on your diploma. If the name you list
below does not include your first and last name as it appears above, you must complete and submit a Data Change Form with
official documentation of the change prior to submitting this form.

First, Middle, Last Name, Suffix

I

NOTE: If special punctuation such as tildes (n) or umlauts (3) is required, please call this to our attention by emailing us at
diplomas@nova.edu .

x:’l?irg;'::laert; Lvr::irrhlfcehgg: requirements:

Degree | Major:* [Master of Science/Management Information Systems V|
Minor: L l

Concentration: |_ —I

2nd Major: | |

2nd Minor: | |

2nd Concentration: I |

Daytime Phone #:* | |
(Include Area/International Code)

Please indicate the address where your diploma is to be mailed

(If this address changes after you have submitted this form, not only should you update your address in SharkLink, you must
also send an email to diplomas@nova.edu to update this record.). Please provide your NSU ID number in all carrespondence. )
We cannot ship to a P.O, Box or APO/FPO address.

Address Line 1:* | _I

Address Line 2: I |

City:* | |

https://www.nova.edw/sbin/dapp/degreeapp.pl 7/22/2015
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Office of the University Registrar | NSU Page 2 of 2

State:*(U.S.Addresses)

Province (Mon U.5.addresses): I l

Country: [United States v]
Phone #: | |

PLEASE VERIFY THAT ALL INFORMATION IS ACCURATE AND CORRECT PRIOR TO CLICKING
THE "SUBMIT REQUEST" BUTTON.

Submit Request “ Reset Form

© 2010 Nova Southeastern University | Contact Us | Using Our Site
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SHADEGR Institutional Courses, Honors Designations, & Curricula Verification
Policies & Procedures
Policy

Prior to the final conferral of a degree, the institutional courses must be reviewed to ensure that all
courses applicable to the degree sequence have the Apply to Learner Outcome indicator checked.
Likewise, all courses that are not applicable to the degree sequence must have this same indicator
unchecked. This is necessary to ensure the student’s degree record is accurate.

A student who has earned the appropriate center’s honors designation must also have this distinction
noted in the student’s record.

Finally, the record must indicate the student’s correct degree and attached major(s), minor(s), and
concentration(s).

You will need to have the BAN_ST_DEG_CONF security group added to your Banner access to update
the following forms.

Procedure

Institutional & Transfer Courses - Upon receipt of the degree application the appropriate college
designee, who may be different than the degree approver, must review the SHADEGR record to ensure
that the appropriate courses have the Apply to Learner Outcome indicator appropriately checked.

1. Enter SHADEGR.

2. Enter the student’s NSU ID number.

3. Click the search arrow to obtain the correct record (degree sequence) for which the degree is
being awarded.

Dcgree Scquonce: I

S e = Al EEr=e Flalgielia izl Eleli= N N s =

EI Graduation Holds: I Override Hold: |_E|

Tivivwe Currenl/ Active Curricula

Iremster ikl rses | dEs-Errse Ak ErRihEs SthrEiEEs

I carner Ourcorme Tnformarion

- - =

4. SHADGMQ will open.

radiarian Tnfarmarian |

5. Determine which Sequence is to be reviewed and double click on the number. This will bring the

data back to SHADEGR (the status should be PN).

r— e ER— —— ! == . S ! - .
Term: [7 Program: [7 Field of Study Type: F Field of Study Code: [7
Learner Qutcome Summary
Learner Outcome
Sequence Outcome Record Bulletin Completion Dual Graduation Graduation Graduation
Number Status Term Year Term Degree Term Status Date Diploma Name
] [~] ] [~] (-] [~]
PC |z00520 [z008 | I AEM | | =]
1 A [zo0520 [zo0s [zo06z0 m 200620 con  [s1-DEc-zoos |
| | | = | |
| | | O | |
| | | = | |
| | | = | |
| | | O | | =)
Curricula Summary - Primary
Priority Term Program Catalog Level Campus College Degree
[t [e00520 | [miBA [z00520 Masters - SBE Huizenga Schoal - Busi  Master of Int!l Busi | —
B
Field of Study Summary
Priority Term Type Field of Study Department Attached to Major E
1 |200520 |MAJOR International Business Huizenga School - Masters (= |
[ [ .
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6. Perform a Next Block Function.

Please Note: Even if the user has security access to update the form, certain fields cannot be
updated by center representatives and may be either designated by “***” or are not displayed (as shown
below). Additionally, the navigation through the form may result in sections not being refreshed
correctly. Click on another tab or perform a Next Block function.

Lview Lurrent Acuve vurricuia

Learner Outcome Curricula Dual Degree Honors Institutional Courses Transfer Courses RNon-Course Work Course Attrbutes
Learner Qutcome Information
[ ] [*] Pending Degree Conferra Graduation Information

Student Record Term: lzooszollid Graduation Term: [=] Graduation Year: =]

Bulletin Academic Year: 2005 B B Advisorappred, W ait4Mol

Degree Completion Term: EI @

Graduation Application Date: 19-NOW-2004 @ Fee Charge: r Fee Term: EI

Calculate GPA @ Fee: EI
Fee Amount: Fee Date: Fee Indicator: |—
T — e ———

7. Click on the Institutional Courses tab.

8. Review all courses. Click the Apply to Learner Outcome indicator for courses that are
applicable to the degree and uncheck the indicator for courses that are NOT to be applied to the
degree.

NOTE: If the Level of the course is different than the level of the degree sequence, EPS data entry
must be contacted to add/change the level of the course. Regardless of the Apply to Learner Outcome
being checked, courses at different levels from the degree sequence will not count towards the degree.

9. Save the record (F10)

Learner Outcome Curricula Dual Degree Honors =Sl eIl Transfer Courses  Mon-Course WYork  Course Atiributes

Institutional Courses

Apply to Repeat

Learner Part of Grading Course

OQutcome Term Level Subject Course Section Title Hours Grade Term mMode Indicator Campus CRMN
l? zonszo ,? |amrr s005 W [tntroductary Marketing 3.000 A ,B_ |2— |— ,Y_ W =
= zooszo | [B1 [GmP 5114 MEZ | [21st Century Management 3.000 B+ B [2] [ [tmc [ze13s -z
I~ zooszo | [B1 [GMP 5117 [MB=  [superior customer walue 3.000 a8 B [ [1tme [ze141 -
= zooszo | (Bl |GMP s11s [Mez  [Legal,Ethiesl,Social valuess|  s.000 B B [z [ [tme [ze1an
= |zoosze  [e1  [emPF |01 wiod | [Introductory Acc 3.000 s e | [2] [ [r [26523 —

| Section Attributes

10. For Transfer Courses, click on the Transfer Courses tab.
11. If the student has transfer courses, perform steps 8 & 9 as indicated above.

Cl¥iew Current/Active Curricula

Learner Qutcome Curricula Dual Degree Honors Institutional Courses REEEL Mon-Course Wark  Course Attrbutes

Transfer Credits

Apply to
Learner Count Grading Repeat Attendance
Outcome in GPA Level Term Subject Course Title Hours Grade Mode Repeat System Institution Period

m| ¥ |02 [cooe20 [recH [rass |prior Learning in Technolog | 3.000 | ™4 [ [ Bl P

o o [JC JC JC T 00 0O [ [
S T o e § e e e A o R N B

12. To verify the correct credits have been applied to the degree sequence, click on the Learner
Outcome tab and Calculate GPA button (Y ).

13. Once the degree has been awarded, fields on this form can no longer be updated.
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Institution:

Attempted Passed Earned GPA
Hours Hours Hours Hours Quality Points GPA
[ 4z.000 4z.000 az.ooo | 160.20 | 3.81
Transfer: | oo | .000 .000 oo | oo .00
42.000 az.ooo | 160,20 | 3.81

Total: [ az.ooo | 4z.000

II. Honors — If the student has met the requirements for an honors distinction, the record must be updated

to reflect this distinction.

1. Click the Honors tab.

2. Under Institutional Honors, enter the honors Code* (if unknown, click the Search arrow for a
listing). The Print on Transcript and Print on Commencement indicators will default

automatically.
3. Save the Record (F10).

CI¥iew CurrentfActive Curricula

Learner Outcome Curricula Dual Degree Institutional Courses Transfer Courses MNon-Course Work  Course Stbribites

Departmental Honors

Print on Print on
Code Description Transcript Commencement Report
4
’7 O O =
’— O O -
Institutional Honors Print on
Institutional Honors Print on Commencement
Code Description Transcript Report Default EDI
. ~
HHOMR Highest Honaors D [w? ] ]
,7 | O O =

* Not all programs at NSU utilize Institutional Honors. Please refer to your college’s catalogues to
determine which Institutional Honors are offered by your centers.

Ill. Review of Degree and Majors, Minors, & Concentrations

Center representatives are also responsible for determining that the student’s degree and attached
major(s), minor(s), and concentration(s) are correct.

1. Click on the Curricula tab.
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Lirarnss Cuslgomi m I:.l:.llll Carou Herwrn Inttutional Cournes '|:rﬂl'|l.ll! Caunes lljli{mlrunw!:ni
TR rooic of Gty

Cusrrieulunm Record |1 of 1 =l B

Curranl: v Replace: & Wipdate: & Duplicaie: 8|

Activity: s CTiv .

User ID; |SRDCH]

ey Seguenis i Actkvlty Data 17 AkH 2007

Torm: Ty | Fall 3004 Shart Dale;

Catabag Term! e = Fall 304 il Dvate:

Priorlty: u

Program; =000 #eees r

Level: Cr |™ Maakers - 5C15

LTI TP ¥ = Programe Okl

Callege! c4 | ™ Grad ek Campfirfarm 52

[ELETE TR ME_CIS | ™ Magtar of SonnE

R T T T T T T P Pt
2. Ensure that the degree name is correct.

Please Note: On this form, the Program code can not be viewed.

3. Click on the Field of Study tab.

[J'¥iew Current/Active Curricula

Learner Outcome Dual Degree Honors Institutional Courses  Transfer Courses  Mon-Course Waork  Cource Atrbutes

Curriculum

Curriculum

Current:|? Activity: |ACTIVE Term: 200220 Key Seq: |1
Priority: |1 Program: |BS_DEV Catalog: |zoo7zo Level: uz Campus: [1MC  College: |cD Degree: |BS_DEWY

Record ,1_ of ,1_@@

Field of Study Attached Concentrations: £} Inactivate: [§]

Current: |? Type: MAIOR [T F Business Administ Start Date: [_ =
Activity: | 3 Priority: (1 Department: WF Farguhar - Bus & £ End Date: ,7[_ :'
Status:  [SOUGHT F Catalog: 200720 F Attached to Major: I—F User 1D: ’W
Term:  |zo0zz0 [¢ End Term: 5 Full or Part Time: | [+ Activity Date: [18-JaN-2007

Current: |? Type: MINOR [7 F Entrepreneurship  Start Date: [_
Activity: ’WF Priority: ’1— Department: I—F End Date: ’7[_
Status: ’WF Catalog: WF Attached to Major: I—F User ID: M %
Term: 200220 ¥ End Term: [*] Full or Part Time: I_F Activity Date: |16-1aN-2007

Current: |? Type: MINGR F F Sociology Start Date: [_
Activity: |ACTIVE F Priority: |2 Department: F End Date: [_
Status:  [SOUGHT F Catalog:  |zoo7zo F Attached to Major: F User ID: Wi _LISER Bl

4. Ensure that any attached major(s), minor(s), and concentration(s) associated with the degree are
correct.

NOTE: The Field of Study code will not be visible, but the description will be. If further information is
necessary, review the student’s Learner Record (SGASTDN)

5. If the degree, major(s), minor(s), and/or concentration(s) are not correct, a Data Change Form
must be completed and submitted to EPS. Additionally, the degree application must be updated
with a permanent note indicating the correction(s) to be made.
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Transcript Example of Institutional Courses Being Applied Incorrectly to the Degree Sequence

The student’s degree sequence is for the MIBA. However, the MBA capstone has the Apply to Learner
Outcome checked. As such he has total earned hours of 50. The GPA is not affected in this instance as

the capstone course is P/F.

Miami Beach, FL 33139
Izzued To: For Internal Transcript Review
Course Level: Masters - SBE
Current Program SUBT Mo, COURSE TITLE CRED GRD TS R
College : Huizenga School - Business
Major : Business Administration Institution [nformation continuved:
Bhrs: 12.00 GBA-Hrs: 11.00 OQPts: 48.10 GPAR: a.70
Conments :
Academic Requirements Completed: 0%/30/05
. Spring 2005
Degrees Awarded Master of Business Admin. 31-DEC-2008 GME 5110 Effective Resume Writing 0.00 P 0.00
Ehrs: 44.00 GPA-Hrs: 40.00 QPLg: 145.30 GPRA: 3.6} GME 5113 Interviewing Techniques 0.00 P 0.00
Primary Degree GMP 5150 Economic Thinking .00 A 12.00
College : Huilzenga School - Buainess GMP 5160 Aocounting For Declslon Makers 3.00 A- 11.10
Major : Business Adminigcyarion aMP 5170 Managerial Marketing 3.00 B °.00
Bhra, 9.00 CPA-Hrs: 9.00 OPts: 32,010 GPA- 3.56
pDegrees Awarded Master of Int'l Busi Admin
Ehrs: 50.00 GPA-Hrs: 40.00 QPts: 145,30 GPA: 3.63
PFrimary Degres Summer IL 2005
College r Huizenga School - Business GMP 5104 Value Integration Capstons 4.00 P o.o0
Major : International Business GMP 5180 Applying Managerial Finance 3,00 A 12.00
GMP 5190 Strategic Thinking 3.00 A- 11.10
BUBT  NO. COURSE TITLE CRED GRD PTS R GMP 5195 Operations, Systems Management 3.00 A 12.00
Ehra: 131.00 GPA-Hrg: 9,00 QPLs: 35.10 GPA: 3.90
When the capstone course is unchecked, the Earned Hours is now correct!
Issued To: For Internal Transcript Roview
Course Level: Masters - SBE
Current Program SUBJ NG, COURSE TITLE CRED GRD BTS R
College @ Huizenga School - Busineass
Major Business Administration Inptitution Informaticn continued:
Ehrs: 12.90 GPA-Hrs: 13.00 OQPts: 48.10 GPA: 3,70
Comments :
Academic Requirements Completed: 09/30/05
Spring 2005
Peqrses Awarded Master of Businesa Admin., 31-DEC-2005 GMP 5110 Bffective Resume Wribing 0.00 B 0.00¢
Ehra: 44.00 GPA-Hrs: 40.00 QPts: 145.30 GPA: 31.63 GMP 5112 Interviewing Technigues o.00 P o.00
Primary Degree GME 5150 Economic Thinking 300 A 12.00
College : Huizenga School Business GMP 5160 Accounting Fer Deciszion Makers 3,00 A- 11.10
Major : Business Administration GMP - 5170 Managerial Marketing 3.00 8 9.00
Ehre: 9. 00 OPA-Hrs: 9.00 QPEs: 32.10 GPA: 1.56
Dagrees Awarded Master of Int'l Busi Admin )
Ehrg: 46.00 GPA-Hrs: 40,00 QPts: 145,30 OPA: 363
Primary Degres Summsy IT 2005
College : Huizenga Schocl - Business GHMP 5104 Yalue Integration Capstone 4.00 P .00
Ma jor International Businegs GMP 5180 Applying Managerial Finance 3.00 A 12.00
GMP 5190 Strategic Thinking 1.00 A- 11.10
SUBJ  NO, COURSE TITLE CRED GRD PTS GMP 5195 Operations, Systems Management 3.00 A 12.00
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Degree Conferral

Application for Degree/Diploma

All inquiries are to be emailed to DAQC@nova.edu. Please do not send email directly to the
degree conferral staffs' direct email — this will ensure all inquiries are processed in a timely
manner. Please do not give this email to students. Please refer students to the Call Center or their
program office.

« Programs will be responsible for approving degree applications through the new
automated system in UPO. All approvals must be done through the system.

Programs must have access to UPO/DA in order to process degree applications. If you require
access and do not have access, visit the EPS website [www.nova.edu/epscenter] click on Forms
then select UPO Access Request Form. Print and submit the completed form to Evelyn Tejada
via fax or interoffice. If you have any questions in regards to completing the form, please contact
her at ext 7448.

o Tell all students to submit their degree application using the online interactive degree
application page. This form may be obtained by visiting
http://www.nova.edu/registrar/instructions.html.

o If a student submits wrong information, notify them that they will need to submit another
degree application request due to incorrect information. The EPS is able to delete the
incorrect degree application from the work flow.

o Do not send files to the attention of Degree Conferral.

« Send all student files to Attn: EPS/Storage in the regular inter-office envelope. Make sure
files are purged (no paper clips, Banner screen prints, and any other unnecessary
documents). EPS will comment in SPACMNT the location of the file for future retrieval.
Please address any questions regarding file storage to epsstorage@nova.edu or utilize the
storage request form found on the EPS Intranet Site.

Hold for Balance Owed

o A hold appears on the degree applicant’s account if they have a balance exceeding $0.00.
This may include money owed for a future program. The hold is placed in SOAHOLD by
the Bursar’s Office (using SHBURSAR Banner account) and is released by the Bursar’s
Office, currently by the Collections staff.

« Federal Regulations state the conferral of a degree must be reported within 60 days after
the completion of requirements which means a balance owed, cannot prevent a degree
from being approved and conferred. Therefore, the hold must be overridden to review
SHADEGR for the final approval.

e The diploma and final transcripts will be held until the balance has been paid.

o Degrees are not backdated except: July LAW and HPD Programs. Conferral dates will
be determined by the Registrar’s office.
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e eArmyU should have a comment made in SPACMNT by the program so that we are
made aware that these degree/diploma applicants are to have their fee waived and balance
owed bypassed.

o Exceptions for the $100 degree application fee:
o Law graduate students
o eArmyU students

Banner Degree Application Status codes:

SO—Sought (no degree application has been submitted by student)
PN and DR—Application Pending

PC and AEM—Waiting for End of Month

AW and CON—Degree Conferred

AC and CON—=Certificate Conferred

Degree Application Discrepancies

Students that submit degree applications with address and/or name discrepancies will be emailed
a letter requesting the needed information to update their records.

If the student does not respond a degree conferral team member will follow up with an email to
their NSU email account requesting the needed information. If the student does not respond to
the email, a degree conferral team member will follow up with a postcard mailed to the student’s
current address in SPAIDEN requesting the information needed.
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NOVA SOUTHEASTERN
UNIVERSITY

NSU Replacement Diploma Request

Complete the information below and click "Submit Information™ to request a replacement diploma. The
cost is $30.00 per replacement diploma.

Replacement diplomas will be sent via FedEx. Diplomas will be mailed in the order in which the
applications are received, but typically within a week, once all necessary paperwork (if applicable) has
been received.

Please email any questions to diplomas@nova.edu.

Number of Diplomas (@ $30.00 each): *I 0 :I' Please select number of diplomas.

NSU ID # (Lookup your NSU ID): *I A value is required.
Invalid format.

First Name: *I A value is required.

Last Name: *I A value is required.
Email: * I A value is required. Invalid format.

Legal name EXACTLY as you want it to appear on diploma, including special characters: *

I A value is required.

For detailed information on acceptable name variations, please visit the registrar’s website, click on
“Diplomas” and review the “Diploma Name” section.

Does your diploma require notarization or apostille? For special instructions on apostille, visit the

registrar's website or, email diplomas@nova.edu. *| - ~IPlease select an item.

Graduation Date: *I A value is required.

College: * | - select-- -] Please select
college.

- - Select - -

Degree: *I LIPIease select college.
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Major: * A value is required.

Street Address for delivery of diplomas (no P.O. Boxes): * I A
value is required.

Address 2 (Apt. number, suite, etc.): I A value is required.

City: *I A value is required.
State: *I jPIease select an item.
Zip Code: *I A value is required.

* I Select Country

Country: LI Please select an item.

Telephone: *I A value is required.Invalid format.

I - - Select - -

Has your name changed since graduation? * JPIease select an item.

Document Policy for Name Changes for Diploma

If your name has changed since graduation and you wish to have your new name on your diploma you
must provide legal documentation, such as a copy of your driver license, marriage certificate, divorce
decree, or passport. Please be advised that diplomas with new names cannot be created until acceptable
documentation has been provided. Please note that Social Security and voter’s registration cards will not
be accepted as legal documentation. Legal documentation must be submitted in one of the following
ways:

1. By email to diplomas@nova.edu

2. By fax to (954) 262-3256

3. By mail to:
Nova Southeastern University
Office of the University Registrar
Attn: Diplomas
3301 College Avenue
Fort Lauderdale, Florida 33314-7796

I will be submitting the following legal documentation: xf --select-- jPIease
select an item.

- - Select - -

I will be forwarding these documents via: * LIPIease select an item.
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™ | have read and understand the Document Policy for Name Changes for Diploma.
You must agree to the policy to submit request.

Would you like your student record to reflect the above mailing address information? ™ Yes

If you would like your student record to be updated with your new name, you must submit a
completed Data Change Form along with appropriate documentation.

Outstanding Balance Policy

Be advised that all outstanding balances with the university must be satisfied before a replacement
diploma is issued. All monies submitted to the university will first be applied toward any outstanding
balance. If you are unsure if you have an outstanding balance on your student account, contact the Office
of the University Bursar at 800-541-6682 ext. 25200.

™ I have read and understand the Outstanding Balance Policy
You must agree to the policy to submit request.

Total Amount Due: I

Submit Information

Reset Form |
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Certificate Conferral Review
crdlilp

1D:  Nooo (R

Last Name:

Date Generated:

Jl232N

First Name:

College/Program Code cs

/ CERT18

Degree Seq Z

Major Admin. of I;f&?ﬁa;ﬁ:?sﬁr__lt\t_ Program Begin Term: 201150
Applyto  Course Course
Outcome? Term: _ level CRN _ Subject Number Course Title TR Spree
] 200910 €2 11512 Mmis 0501 Intro to Java Programming
[ 200920 C2 26047  MMIS 0620 Management Info Systems
= 200920 €2 26042 MMIS 0610 Survey of Computer Languages
[} 200930 €2 32305  MMIS 0660 Sys. Analysis & Design
) 0003 2 3282 mwis 04z Data Warehousing
[ 200940 €2 40460  MMIS 0630 Database Systems
] 200940 €2 40466  MMIS 0627 __Enter Info Sys, Tech, & Infra o
@] 201020 €2 22961  MMIS 0621 Info. Syst. Proj. Mgl.
[E] 201020 €2 22969 MMIS 0680 Human-C Interact -
[E] 201030 €2 31921 MMIS 0653 Telecom & Comp Niwkg
- [—_| 201030 Cc2 31968 MMIS 0685 Information Security Gov
_I:| 201050 2 51607 MMIS 0683 Fundamentals nfSé(urHv Tech -
= 201050 €2 51588 MMmIs 0654 Elec Com On The Internet -
B 201150 €2 51897  MMIS 0684 Information Security
= 201220 €2 24101 MMIS 0686 nf 1 Systems Auditing B
U 201250 c2 52429 MMIS 0687 Information Security Project

Authorization

Requirements Met Date:

Program Begin Term (if different frem above):

Reviewed By:
Print N_a-n:{é

Signature

T
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ECEr‘tificatE Conferral

MU ID Date:

iLaEt Mame: First Mame
EI:-:-IIe-gi l

iEurricqurrF'n:-gram Code: Frogram Begin Term:
i"-'1.ai-:-r Code Major Description:

Courses Applicable to the Certificate:

Coarse Te CRHN Subject  romrse | Title

1]

2]

3]

4]

]

E]

7]

8]

3

10]

Authorization

Fequirements Met Dat

Reviewead By:

Print Mame

Fignature Diake

Return to: diplomas@nova edu
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PoLiIcY FOR THE AWARD OF POSTHUMOUS DEGREES
JuLy 2002

Definition:

A posthumously awarded degree can be conferred if a student has substantially completed the
requirements for the degree and was in good standing with the university at the time of death.

General:

The request for a posthumous degree must be submitted in writing to the Dean of the program
the student was attending within six months following the student's death, and must be
accompanied by a copy of the student's death notification (i.e., death certificate, newspaper
article, funeral service program). The student's family, a faculty member, a student advisor, or a
university-affiliated student organization may initiate requests.

Special Circumstances:

Cases that do not meet the above criteria may also be considered on a case-by-case basis when
special circumstances prevail. In these cases, the request for degree must be reviewed by a
committee consisting of the Dean of the program, the director of the program, and at least one
faculty member who was involved in the student's academic career. Upon review of the student's
academic records, this committee will forward their recommendations to the President of the
University, who will make the final decision.

Procedures:

Upon the receipt of a petition for a posthumous degree, the dean of the program /center will
request a review of the student's records by the director of the program.

The director will ensure that:

1. The student has met the minimum academic criteria as determined by each
program/center (i.e. number of credits, GPA)

2. No monies are owed. If the student owes the University monies, the program office must
decide whether to bill the deceased student's family, or write the monies off as a program
discount.

3. No grades are missing from the student's transcript. If the student was in the process of
taking a course, the professor can issue a grade based on coursework completed, a P for
passed may be posted, or the student can be withdrawn from the course by notifying the
Registrars Office via a student transaction form indicating that the student is deceased.

4. A Posthumous Degree Application is completed on behalf of the student and signed by
the Dean. (The program office will pay the $30.00 application fee by providing an
account code on the form for the fee to be charged.)
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The director of the program will then submit his/her findings to the Dean for final approval at the
center level. Once the dean has approved the posthumous conferral, all documentation (i.e., a
Posthumous Degree Application, the transcript used for review, any grades that need to be
posted, any drop/withdrawals) will be forwarded to the Director of the Registrar's Office for
review.

The Director of the Registrar's Office (or designee) will review all records to ensure that all
academic criteria have been met, and will then forward the documentation to the Bursars office
for review of the financial records. Upon approval of the Bursars office, the Director of
Registrars will then forward the request to the office of the President for final approval.

With the President's approval, the posthumous diploma will be ordered. The diploma and
transcripts will indicate that the degree is being awarded posthumously. The Director of the
Registrar's Office (or designee) will notify the Dean of the program office that the diploma has
been ordered. The Dean will then notify the family of the deceased student.

The deceased student's family will determine how they wish to receive the diploma. The Dean
of the program (or his designee) may present the diploma personally to the family, or the
diploma may be mailed to the family with an appropriate letter from the Dean (director).

The student's name may be listed in the next commencement program book if printing deadlines
can be met. In addition, if the family so desires, one member of the deceased student's family
may participate, upon approval, in the commencement ceremony in which the deceased student
would have been eligible to participate.
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NS_ NOVA SOUTHEASTERN
UNIVERSITY

NSU Commencement Notification

Congratulations! .
Commencement Check List

You are invited to attend the Nova Southeastern University Step 1: RSVP for Commencement
Undergraduate Commencement Ceremony for Traditional Day and Order Regalia
Students from the Abraham S. Fischler College of (April 15, 2016 Deadline)

Education; College of Arts, Humanities, and Social Sciences; .
. . ) Step 2: Print your 2016
College of Engineering and Computing; College of Psychology; Commencement Handbook

H. Wayne Huizenga College of Business and Entrepreneurship;

and the Halmos College of Natural Sciences and
Oceanography on Friday, May 13, 2016, 10:00 a.m., at The Arena at the Don Taft University

Center (UC) on the NSU main campus in Fort Lauderdale, Florida.

RSVP for commencement by completing a Commencement Participation Form (CPF), ensuring your
place at the ceremony. You will need your NSU SharkLink username and password to access this form.

The CPF is different from a Degree Application, which must be submitted before your degree is
conferred. Visit the NSU Registrar's website for information.

After you have submitted your CPF, you will automatically be directed to the NSU Bookstore website for
ordering your NSU approved academic regalia (cap and gown). The purchase price of undergraduate
regalia is $51.00 (plus tax) and they are yours to keep. Only regalia ordered from the bookstore are
acceptable wear at NSU Commencement. Email the NSU Bookstore or call (954) 262-4799 with any
other regalia-related questions.

Click here to RSVP by completing your Commencement Participation Form

The deadline for submitting your CPF and ordering regalia online is Friday, April 15, 2016

2016 Undergraduate Grad Fair

The NSU Bookstore will host two 2016 Grad Fairs for undergraduate candidates on Friday and Saturday,
April 8-9 and Friday and Saturday, May 6-7 from noon to 6:00 p.m. at the Shark Store, located on the
main concourse of the Don Taft University Center on the main campus.

Cap and gowns ordered prior to April 1 will be available for pickup at the May event. Representatives
from Herff Jones and Balfour will be on site for personalized announcements and class ring orders. A
wide variety of diploma frames will be offered for purchase and representatives photographing candidates
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in academic regalia will be present. The portrait sitting is free of charge and picture proofs will be provided
with no obligation to buy.

Email the NSU Bookstore or call (954) 262-4799 for additional information.

Simulcast Locations

Guests will have the opportunity to view a live telecast of the ceremony via closed-circuit televisions at
three on-campus locations: the Flight Deck Pub and the Performing and Visual Arts Theater in the Don
Taft University Center and at the Rose and Alfred Miniaci Performing Arts Center in the Alvin Sherman
Library. Seating is available on a first-come, first-served basis. The sign language interpreter is visible on
the live telecast screen. The simulcast viewing is not closed captioned.

PLEASE NOTE: The Flight Deck Pub offers a family-friendly environment conducive to guests with small
children who may become restless due to the length of the ceremony.

Your NSU Commencement ceremony will also be video streamed in real time. Visit the NSU
Commencement website and click on the “Commencement Ceremony Live” icon for access. All
commencement video streams are archived on the NSU Commencement website approximately one

week after the ceremony.

A0888 0101
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NSU Commencement Second Notice (Friendly Reminder)

Congratulations! .
Commencement Check List

You are invited to attend the Nova Southeastern University Step 1: RSVP for Commencement
Undergraduate Commencement Ceremony for Traditional Day and Order Regalia
Students from the Abraham S. Fischler College of (April 15, 2016 Deadline)

Education; College of Arts, Humanities, and Social Sciences;

Step 2: Print your 2016

College of Engineering and Computing; College of Psychology; Commencement Handbook

H. Wayne Huizenga College of Business and Entrepreneurship;

and the Halmos College of Natural Sciences and
Oceanography on Friday, May 13, 2016, 10:00 a.m., at The Arena at the Don Taft University

Center (UC) on the NSU main campus in Fort Lauderdale, Florida, but we haven't heard from you yet!

RSVP for commencement by completing a Commencement Participation Form (CPF), ensuring your
place at the ceremony. You will need your NSU SharkLink username and password to access this form.

The CPF is different from a Degree Application, which must be submitted before your degree is
conferred. Visit the NSU Registrar's website for information.

After you have submitted your CPF, you will automatically be directed to the NSU Bookstore website for
ordering your NSU approved academic regalia (cap and gown). The purchase price of undergraduate
regalia is $51.00 (plus tax) and they are yours to keep. Only regalia ordered from the bookstore are
acceptable wear at NSU Commencement. Email the NSU Bookstore or call (954) 262-4799 with any
other regalia-related questions.

Click here to RSVP by completing your Commencement Participation Form

The deadline for submitting your CPF and ordering regalia online is Friday, April 15, 2016

2016 Undergraduate Grad Fair

The NSU Bookstore will host two 2016 Grad Fairs for undergraduate candidates on Friday and Saturday,
April 8-9 and Friday and Saturday, May 6-7 from noon to 6:00 p.m. at the Shark Store, located on the
main concourse of the Don Taft University Center on the main campus.

Cap and gowns ordered prior to April 1 will be available for pickup at the May event. Representatives
from Herff Jones and Balfour will be on site for personalized announcements and class ring orders. A
wide variety of diploma frames will be offered for purchase and representatives photographing candidates
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in academic regalia will be present. The portrait sitting is free of charge and picture proofs will be provided
with no obligation to buy.

Email the NSU Bookstore or call (954) 262-4799 for additional information.

Simulcast Locations

Guests will have the opportunity to view a live telecast of the ceremony via closed-circuit televisions at
three on-campus locations: the Flight Deck Pub and the Performing and Visual Arts Theater in the Don
Taft University Center and at the Rose and Alfred Miniaci Performing Arts Center in the Alvin Sherman
Library. Seating is available on a first-come, first-served basis. The sign language interpreter is visible on
the live telecast screen. The simulcast viewing is not closed captioned.

PLEASE NOTE: The Flight Deck Pub offers a family-friendly environment conducive to guests with small
children who may become restless due to the length of the ceremony.

Your NSU Commencement ceremony will also be video streamed in real time. Visit the NSU
Commencement website and click on the “Commencement Ceremony Live” icon for access. All
commencement video streams are archived on the NSU Commencement website approximately one

week after the ceremony.

A0888 0102
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NSU Commencement Regalia Notification

The administration, faculty, and staff at Nova Southeastern .
) ) ) Commencement Check List
University are pleased that you are planning to attend

the Undergraduate Commencement Ceremony for Traditional Step 1: RSVP for Commencement

Day Students from the Abraham S. Fischler College of and Order Regalia
(April 15, 2016 Deadline)

Education; College of Arts, Humanities, and Social Sciences;

College of Engineering and Computing; College of Psychology; Step 2: Print your 2016
- Frint your £U10
H. Wayne Huizenga College of Business and Entrepreneurship; Commencement Handbook

and the Halmos College of Natural Sciences and

Oceanography on Friday, May 13, 2016, 10:00 a.m., at The
Arena at the Don Taft University Center (UC) on the NSU main campus in Fort Lauderdale, Florida.

Our records indicate that you have not ordered your cap and gown. You will not be permitted to
participate until completing this process (If you have already ordered academic regalia and have a
confirmation of your order, please disregard this email).

All candidates are responsible for ordering their caps and gowns directly from the NSU

Bookstore website. The purchase price of undergraduate regalia is $51.00 (plus tax) and they are yours
to keep. Only regalia ordered from the bookstore are acceptable wear at NSU

Commencement. Email the NSU Bookstore or call (954) 262-4799 with any other regalia-related
questions.

Please return to the Commencement Participation Form (CPF) and, after re-submitting your RSVP, you
will be redirected to the NSU Bookstore website to order your cap and gown.

If you have already ordered regalia and have a confirmation of your order, please disregard this

email.

Click here to resubmit your CPF and order NSU Commencement regalia

The deadline for ordering regalia online is Friday, April 15, 2016
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2016 Undergraduate Grad Fair

The NSU Bookstore will host a Grad Fair for undergraduate candidates on Friday and Saturday, May 6-
7 from noon to 6:00 p.m. at the Shark Store, located on the main concourse of the Don Taft University
Center on the main campus.

Representatives from Herff Jones and Balfour will be on site for personalized announcements and class

ring orders. A wide variety of diploma frames will be offered for purchase and representatives
photographing candidates in academic regalia will be present. The portrait sitting is free of charge and
picture proofs will be provided with no obligation to buy.

Email the NSU Bookstore or call (954) 262-4799 for additional information.

Simulcast Locations

Guests will have the opportunity to view a live telecast of the ceremony via closed-circuit televisions at
three on-campus locations: the Flight Deck Pub and the Performing and Visual Arts Theater in the Don
Taft University Center and at the Rose and Alfred Miniaci Performing Arts Center in the Alvin Sherman

Library. Seating is available on a first-come, first-served basis. The sign language interpreter is visible on
the live telecast screen. The simulcast viewing is not closed captioned.

PLEASE NOTE: The Flight Deck Pub offers a family-friendly environment conducive to guests with small
children who may become fidgety due to the length of the ceremony.

Your NSU Commencement ceremony will also be video streamed in real time. Visit the NSU
Commencement website and click on the “Commencement Ceremony Live” icon for access. All
commencement video streams are archived on the NSU Commencement website approximately one
week after the ceremony.

A0888_0150
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NSU Commencement Final Instructions

Thank you for completing the Commencement Participation )
) ) Commencement Check List
Form (CPF) and ordering your regalia for the Nova

Southeastern University Undergraduate Commencement Step 1: Print your

Ceremony for Traditional Day Students from the Abraham S. 2016 Commencement Handbook

Fischler College of Education; College of Arts, Humanities, and

Social Sciences; College of Engineering and Computing;

College of Psychology; H. Wayne Huizenga College of Business and Entrepreneurship; and the Halmos
College of Natural Sciences and Oceanography. The administration and faculty look forward to hosting
you and your guests at this year’s celebration of academic achievement.

Your commencement ceremony will take place on Friday, May 13, 2016, 10:00 a.m., at The Arena at the
Don Taft University Center on the NSU main campus in Fort Lauderdale, Florida.

Plan to arrive at 9:00 a.m. when the Arena doors open for candidates and guests.

Parking
Candidates and guests should park in the Public Library and Student Main Parking Garage located on
Ray Ferrero, Jr. Blvd (directly across from the Carl DeSantis Building). The NSU Arena is located 200

yards south of the parking garage. There are handicap accessible parking spaces located on every level
of the garage near the elevators and golf carts will be in operation before and after your ceremony to
transport special-needs guests to and from the parking garage and the UC.

Candidates should arrive dressed in their regalia and proceed to the main arena assembly area on the
second-floor RecPlex. Guests are not permitted in the student assembly area.

For questions regarding the pickup of your regalia and for any other regalia-related issues, email the NSU
Bookstore or call (954) 262-4799.

There is no rehearsal for commencement. Your ceremony will last approximately two-and-a-half hours.
Out of courtesy to all of your classmates, we ask that you remain for the duration.

Tickets & Seating: Guest tickets are not needed for commencement; however, seating in the NSU Arena
at the Don Taft University Center is limited and will be first come, first seated. Large groups of guests
wishing to sit together should arrive when the arena doors open, one hour prior to your ceremony. As a
courtesy to all candidates and their guests, the saving of seats is strictly prohibited.
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Line of March

When your program is called to the stage for the presentation of candidates for degrees, you will either be
directed left (toward the university President) or right (toward your Dean). Please follow the directions of
the stage attendants to ensure an orderly procession.

Special Needs
Click here about information for guests requiring special-needs accommodations. Any candidate with
special needs should contact Student Disability Services at (954) 262-7185.

Leave handbags and other personal items with your guests. The Don Taft University Center has no
facilities available for storing purses or other personal items that you may be carrying and neither the
university nor the Center is responsible for items left unattended.

Article of clothing that will be visible at the neck and below your gown should be in keeping with the
conservative style of the academic attire. There will also be periods of long standing and walking up and
down stairs. With that in mind, do not wear stiletto heels or tennis shoes/sneakers. The cap, which may
need bobby pins to stay on your head, is worn parallel to the ground with the tassel worn to the left.

Simulcast Locations

Guests will also have the opportunity to view a live telecast of the ceremony via closed-circuit televisions
at three on-campus locations: the Flight Deck Pub and the Performing and Visual Arts Theater in the Don
Taft University Center and at the Rose and Alfred Miniaci Performing Arts Center in the Alvin Sherman

Library. Seating is available on a first-come, first-served basis. The sign language interpreter is visible on
the live telecast screen. The simulcast viewing is not closed captioned.

PLEASE NOTE: The Flight Deck Pub offers a family-friendly environment conducive to guests with small
children who may become restless due to the length of the ceremony.

Your NSU Commencement ceremony will also be video streamed in real time. Visit the NSU
Commencement website and click on the “Commencement Ceremony Live” icon for access. All

commencement video streams are archived on the NSU Commencement website approximately one
week after the ceremony.

A0888_0155
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Commencement Participation Confirmation

Thank you for completing your Commencement Participation Form (CPF).
Once you have RSVP'd for your ceremony and ordered your cap and gown through the NSU
Bookstore website, final instructions will be emailed to your NSU SharkLink account approximately two

weeks prior to your ceremony.

All questions or information regarding your academic regalia, should be directed to the Bookstore.

Nova Southeastern University Bookstore Shark Store

University Park Plaza Don Taft University Center
3562 S University Drive 3301 College Avenue
Davie, FL 33328 Davie, FL 33314

Telephone: 800-509-2665 / (954) 262-4799
Email: regalia@nova.edu

Store Hours
Monday: 8:30 AM - 6:15 PM
Tuesday: 8:30 AM - 6:15 PM
Wednesday: 8:30 AM - 6:15 PM
Thursday: 8:30 AM - 6:15 PM
Friday: 8:30 AM - 6:15 PM
Saturday: 10:00 AM - 1:30 PM
Sunday: CLOSED

For complete NSU Commencement information, visit our website, follow us on Twitter, or email us with

your commencement-related questions.

Print a checklist and begin planning for your big day. Download the 2016 NSU Commencement
Handbook.

Confirmation
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MEMORANDUM

TO: Undergraduate Faculty and Administrators
FROM: NSU Commencement Team

DATE: July 21, 2016

SUBJECT: 2016 Undergraduate Commencement

NSU Commencement publically recognizes your graduating students for their hard work, intellectual
efforts, and academic achievements. Your participation is very meaningful to them and their families. It
demonstrates your positive support on this joyous occasion.

The 2016 undergraduate commencement ceremonies will take place on Friday, May 13 at 10:00 a.m.
and 4:00 p.m., in The Arena at the Don Taft University Center (UC) on the NSU main campus in Fort
Lauderdale, Florida.

Commencement Ceremonies will include the following candidates:

10:00 a.m. Traditional Full-Time Day Students

4:00 p.m. College of Health Care Sciences, College of Nursing,
and all Career and Non-Traditional (evening, online,
and off-campus) Students

All members of the processional should arrive one hour prior to the scheduled start time. Please
remember that as starting times draw closer, general parking will become more difficult.

In order to make this a memorable event for all, please become familiar with the following processes:

Regalia

Reserve your seat at commencement and order regalia online at www.nova.edu/commencement
/faculty/index.html. It is important that anyone who plans on attending commencement completes the
electronic Commencement Participation Form (CPF), even if you own your own regalia.

If you need regalia, after submitting the CPF, you will be redirected to the NSU Bookstore/Oak Hall Cap
& Gown website. Follow the prompts to complete the order for appropriate regalia. Write out your
degree (no abbreviations, please) to assist bookstore personnel in providing you with the correct color
hood. There is no cost to you at check out. The online regalia order deadline is Friday, April 8, 2016.
Regalia can either be delivered to your program office or picked up at the Shark Store on the main
concourse of the Don Taft University Center beginning on Monday, May 2, 2016.
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Parking
Faculty should park in the Public Library and Student Main Parking Garage located on Ray Ferrero, Jr.

Blvd (directly across from the Carl DeSantis Building). The Arena at the Don Taft University Center is
located 200 yards south of the parking garage. There are handicap accessible parking spaces located on
every level of the garage near the elevators. Golf carts will be in operation before and after the
ceremony to transport faculty with special needs to and from the parking garage and the UC.

Enter the Don Taft University Center through the north entrances directly across from the Alvin
Sherman Library and proceed to the faculty staging area — The Black Box Theatre.

The Black Box Theatre

The Black Box Theatre is located on the first floor on the north side of the UC, in the Performing and
Visual Arts (PVA) wing, directly inside the north entrance. Light refreshments, chairs, and full-length
mirrors will be available for your convenience. A bookstore representative will also be on hand for
regalia distribution

The academic procession consisting of the candidates and faculty are led into the arena by the grand
marshal.

Immediately following the ceremony, borrowed regalia can be returned to the NSU Bookstore table in
the Black Box Theatre. Borrowed regalia must be returned to the NSU Bookstore within seven (7)
business days of the ceremony.

Commencement Live Streaming

All Nova Southeastern University 2016 Commencement ceremonies will be streamed in real time as a
free service provided by the university for families and friends who are unable to attend the ceremony
in person.

Commencement guests will have the opportunity to view a live telecast of the ceremony via closed
circuit television at three on-campus locations: the Flight Deck Pub and Performing and Visual Arts
Theater in the Don Taft University Center and at the Rose and Alfred Miniaci Performing Arts Center in
the Alvin Sherman Library. Seating is available on a first-come, first-served basis. The sign language
interpreter is visible on the live telecast screen. The simulcast viewing is not closed captioned.

The Flight Deck Pub offers a family-friendly environment conducive to guests with small children who
may become fidgety due to the length of the ceremony, which should be about two-and-a-half hours.

NSU Commencement ceremonies are also video streamed in real time. Visit the NSU Commencement
website and click on the “Commencement Ceremony Live” icon for access. All commencement video
streams are archived on the NSU Commencement website approximately one week after the ceremony.

Commencement Information

The website to go for all information regarding Commencement is www.nova.edu/commencement. You
can also follow important announcements and updates as they occur on Twitter www.twitter.com
/nsucommencement.

Rev. 01/16

Page 96 of 136



Letter for Requesting Visitor’s Visa for Graduation Ceremony

Print All Information

Student Name

NSU ID# NSU Email Address Contact Telephone Number
N

Name of School/College/Center
Degree (Bachelor's/Master’s/Doctoral)
Major

Date of Completion of All Coursework Including:
Capstone, Thesis/Dissertation, Comprehensive Finals, IMPORTANT
or Rotations The Office of International Students will not

create an invitation letter unless all dates
are accurate. The letter will reflect the

exact circumstances of your graduation:
e.g. if you will attend the graduation

Date of Commencement Ceremony

ceremony and have not yet completed your
course requirements, the letter will reflect

this fact.

Please check one of the following:

lam [JanF-1 visa holder ID a J-1 visa holder | [a Permanent Resident | D a U.S. Citizen
If none of the above applies to you, please explain

Relative/Family Member Information

Title First Name Middle Name Family Name Relationship

(Dr., Mr.,
Ms., Mrs.)

Check one: [ One letter for all invitees [ Separate letter for each invitee
Letters may take up to 5 business days. We will contact you when the letter is ready.

City and Country of Embassy/Consulate

Student Signature Date

e 2k o sk s e ok ke s e sk ok sk ok e ok sk sk sk ok ok ok 3k ok 3k ok sk sk sk sk sk sk 3k ok ok ok ok ok ok ok kak ok ok ok ok 3k sk ok ke 3k ke ok Sk 3k ok 3k 3k Sk Sk o o ok ok ok e s sk 8 o 3k Sk 3k ok ok K oK s ok K oK oK ok ok ok ok o ok sk ok

Student informed that letter/s is/are ready By e-mail [J By phone [J Date
Letter prepared /Student contacted by

Date Student picked up letter Student signature

ragc 7 vi a9v
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NOVA SOUTHEASTERN UNIVERSITY
University Policy

Administrative Area(s): Administration and Academic Units

Applicability: Administrators, Deans, Directors, Department Heads, Faculty, and
Administrative Staff Responsible for Grades

Scope: Grading Policy

Date: August 2013 (Rev)

Publication Requirement: Faculty Handbook, Faculty Contracts, and the University Registrar’s
Policies

Purpose:

Due to Federal regulations regarding financial aid and to benefit Nova Southeastern University students,
some measure of academic progress, whether a valid grade, progress grade (PR), or an incomplete grade
must be posted to a student’s record in a timely manner. The timely posting of grades is imperative to the
application of the University’s Grading Policy for two reasons. First, grades and grading practices have a
significant place in the educational scheme. Second, the importance of grades and grading practices is
attached to scholastic standing for students. NSU students are entitled to the timely posting and
notification of their grade(s). The following grading policies must be adhered to in order to provide
accuracy and consistency of university records, to ensure adherence to the University’s accrediting body,
to guarantee compliance with federal and state audits, and to provide timely notification to students
regarding their academic progress in courses.

Federal Financial Aid Title IV Regulations Affecting Grades

I. Standards of Academic Progress (SAP) requirements: According to Statutory and Regulatory
Citations: Section 484B of the Higher Education Act of 1965, as amended, (Title IV, HEA) and 34 CFR
668.34 regarding satisfactory progress, “At a minimum, an institution must review a student’s
academic progress annually to correspond to the end of a payment period.”

II. Return_of Title IV Funds requirements: According to 34 CFR 668.22 regarding the timeframe for the
Return to Title IV Funds,

1) An institution must return the amount of Title IV funds for which it is responsible as soon as
possible but no later than 45 days after the date of the institution's determination that the
student withdrew. The timeframe for returning funds is further described in Sec. 668.173(b).

2) An institution must determine the withdrawal date for a student who withdraws without
providing notification to the institution no later than 30 days after the end of the earlier of the
(34 CFR 668.22 (j) (2)):
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a. Payment period or period of enroliment; or

b. Academic year in which the student withdrew; or

c. Educational program from which the student withdrew.
For federal audit compliance and other issues as documented in the section below, Rationale for Posting
Grades in a Timely Manner, it is critical that the institution understands the necessity for posting grades
in a timely manner. The timely posting of grades ensures that the standards of academic progress are
met by students and that the students without grades did not, in fact, withdraw from courses.

GRADING POLICY

Grade Submission

All students are entitled to receive grades in a timely manner; therefore, grades must be entered at the
end of each semester or term. On the seventh day after the end of the semester or term, the
Registrar’s Office will notify the appropriate Dean, with a copy to the Provost, of any grades that have
not been posted.

Non-Passing Grades

An “earned” failing grade (F, NP, NPR, or <69) must be assigned by the instructor for a student who
attended the semester or term and earned a failing grade (not due to a change of grade).

Last Date of Attendance

If a student unofficially withdraws from a course (ceases attending the course or submitting
assignments), the instructor must record the last date of an academically related activity as the last date
of attendance (LDA) on the grade roster in WebSTAR. Academically related activity includes but is not
limited to:

e physically attending a class where there is an opportunity for direct interaction between the
instructor and students;
e submitting an academic assignment;
e taking an exam, an interactive tutorial, or computer-assisted instruction;
e attending a study group that is assigned by the instructor;
e participating in an online discussion about academic matters; and
e initiating contact with a faculty member to ask a question about the academic subject studies in
the course.
Academically related activities do not include activities where a student may be present but not
academically engaged, such as:

e reading the syllabus

e living in institutional housing;

e participating in the school’s meal plan;

e logging into an online class without active participation; or
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e participating in academic counseling or advisement.

If the last date of activity cannot be determined, the instructor should report the midpoint of the
semester or term for the course as the last date of attendance. The midpoint of the semester or term
will be used when the instructor enters hours attended greater than zero but does not provide a last
date of attendance. Students who do officially withdraw from a course are after the drop period will be
automatically assigned a grade of “W”. A student will only be permitted to petition and receive
consideration for a retroactive drop, withdrawal, or refund for a course no more than 20 days after the
end of the semester or term if he or she has extenuating circumstances and provides the appropriate
documentation (e.g., medical records, death in family, etc.).

Appeals Committee

Enroliment and Student Services will review petitions from the academic units on behalf of students
who failed to drop, add, or withdraw within the designated 20-day period. Documentation of the
extenuating circumstances that prevented the student from meeting the deadline must be submitted
with a Student Transaction Form (STF).

Nonattendance

Each faculty member must reconcile and validate the accuracy of his or her class roster within one week
of the first day of class as determined by the approved Nova Southeastern University Academic
Calendar. Refer to the Roster Reconciliation Policy. Roster reconciliation includes identifying students
who attended class but are not officially registered and students who are registered for class but did not
attend.

Incomplete Grades

At the instructor’s discretion, students who have not completed the required work in a course by the
end of the semester or term may be assigned an incomplete (1) grade. In order for an incomplete to be
assigned, the student must have completed a substantial portion (to be determined by the academic
program) of the course with a passing grade. The incomplete is not computed in the grade point
average. The time limit for changing the incomplete grade to the final grade may not exceed one
calendar year or graduation, whichever comes first. After the time period for a change of grade has
expired, the incomplete grade will be changed to an F grade by the Registrar’s Office.

Repeated Courses/Grade Replacement

Repeated courses/grade replacement allow students who have performed poorly in a course to
repeat the course and remove the weight of the earlier grade from the student's cumulative grade
point average (GPA).

The following applies to all repeated courses:
e |f a student repeats a course, then the highest grade will be applied to the cumulative

GPA calculation and displayed on the academic record. The lowest grade will be
displayed on the academic record but will not be calculated in the cumulative GPA.
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e |f a student repeats a course two times, then the highest grade will be applied to the
cumulative GPA calculation and displayed on the academic record. The two lowest
grades will be displayed on the academic record but not calculated in the cumulative
GPA.

e If a student repeats a course three or more times, then the two lowest grades will be
excluded (forgiven) from the cumulative GPA calculation and displayed on the academic
record. All other grades will be applied to the cumulative GPA calculation and displayed
on the academic record.

Only courses taken at NSU qualify for grade replacement. Students must gain prior approval for
the equivalency of the course before enrollment. In cases where students believe courses to be
identical, although the course number or title may differ, it will be necessary to obtain validation
from the academic unit offering the course.

Repeated coursework will be included when determining financial aid enrollment status with the
exception of a limitation on previously passed coursework. A previously passed course is
financial aid eligible for one time only.

If a student is receiving financial aid, please be aware that the Standards of Academic Progress
(SAP) is separate from the Grading Policy. Repeated coursework does affect SAP measures. All
repeated courses count toward attempted credits and could negatively affect the annual
quantitative, pace, and maximum timeframe for the student’s eligibility for financial aid.

The Veterans Administration will not pay for repeated courses if the previous grade met the academic
requirements for degree completion.

SUBMISSION OF GRADES

Due to federal compliance for enrollment verification, grades are no longer accepted and can no longer
be entered before the official course end date. Grading will open seven (7) days before the end of the
semester, term, or part of term and will close seven (7) days after the end of the semester, term, or part
of term. All grades submitted after this point will require an individual Change of Grade Form from the
instructor.

RATIONALE FOR POSTING GRADES IN A TIMELY MANNER

= NSU is required by the Department of Education’s federal regulations to determine Satisfactory
Academic Progress (SAP) for all students. The Office of Student Financial Assistance reviews SAP
yearly for qualitative, annual quantitative, pace, and maximum timeframe. If grades are not
posted in a timely manner, this will likely result in the student not receiving his or her financial
aid funds.

= NSU is required by the Department of Education’s federal regulations to return any unearned
financial aid funds no later than 45 days after the date of the institution’s determination that
the student withdrew or dropped. The institution must determine the withdrawal date for a
student who withdraws without providing notification to the institution no later than 30 days
after the end of the earlier of the payment period or period of enrollment, the academic year, or
the educational program that the student was enrolled in. The University’s Return of Title IV
Report identifies students who may have unofficially withdrawn. Failure to report grades in a
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timely manner prevents the ability of the Office of Student Financial Assistance and the
Registrar’s Office to comply with this federal mandate.

= Some students rely on tuition remission from their employers to continue financing their
education. Employers may require the submission of final and official grades as proof of course
completion prior to reimbursement. If grades are not posted in a timely manner, this could
cause unfair and unnecessary financial hardship for students.

=  There are military requirements (i.e., EArmyU) that mandate the submission of grades to the
specific armed services within 15 days after the end of the semester, term, or part of term.

= Students are entitled to the timely posting and notification of their grades.

Approved by: Stephanie G. Brown September 1, 2007
Associate Vice President
Student Financial Services and Registration
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University Policy
Astra Room Scheduling
Affected Area(s): Academic Units/Administrative Units/Technology
Applicability: University-wide
Effective Date: July 1, 2012
Scope: NSU Academic, Event, and Resource Scheduling
Publication Requirement: Astra Room Schedufing Procedures Manual

Rationale: Nova Southeastern University utilizes Astra to schedule classes and events in the 460 classrooms located
throughout the University’s campuses. There are over 3,477 classes (Winter 2012) offered by the 17 academic units.
Winter 2012 was selected because enrollment is traditionally higher. Currently, classroom space is being utilized at
an overall estimated average of 62 percent for classes located at the main campus. The following policy must be
observed in order to maximize classroom space at the university.

Astra Room Scheduling Policy

Responsibilities
The responsibility for the coordination and the oversight of’ Astra resides within Enrolliment and Student Services
(ESS). The academic units will identify course scheduling needs each semester or term based on the Course

Schedule Calendar below.

Course Reference Numbers (CRNs)

All course reference numbers (CRNs) must be created in Banner 150 days prior to the start of each semester or term
based on the Course Schedule Calendar below. All events can be scheduled in Astra after the course schedules are
finalized and a confirmation email is sent to all Astra scheduling administrators.

Building Prioritics
Priority order will be given to classes, events, and meetings scheduled within each building accordingly:
e Courses specific to the academic unit(s) housed in the building (e.g., law classes have priority in the Shepard
Broad Law Center).
e Overflow courses offered by other academic units.
o After all course scheduling necds are met, events, meetings, and other projects will be processed based on
the following order:
o Events, meetings, and projects sponsored by the academic unit(s) housed in the building.
o Non-academic events, meetings, and projects sponsored by NSU,
o Other community cvents, meetings, and projects not sponsored by NSU.

Course Schedule Calendar
¢ Fall — Academic units must submit the completed course schedules to ESS no later than March 1.

o ESS will send the initial course schedule with assigned rooms to the academic units for final review
on May 15.

o Final updates from the academic units are due to ESS no later than May 22.

= Requests to change room assignments will be immediately accommodated based on
classroom availability.

o Course schedules will be finalized on May 30, unless unforeseen circumstances arise.

o Rooms will be available for event, meeting, and project scheduling on May 31 and a confirmation
email will be sent to all Astra scheduling administrators.
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e Winter — Academic units must submit the completed course schedules to ESS no later than August 1.
o ESS will send the initial course schedule with assigned rooms to the academic units for final review
on October 15.
o Final updates from the academic units are due no later than Qctober 272.
*  Requests to change room assignments will be immediately accommodated based on
classroom availability.
o Course schedules will be finalized on October 30, unless unforeseen circumstances arise.
o Rooms will be available for event, meeting, and project scheduling on October 31 and a
confirmation email will be sent to all Astra scheduling administrators.

¢ Spring/Summer — Academic units must submit the completed course schedules to £SS no later than
October 1.
o [ESS will send the initial course schedule with assigned rooms to the academic units for final review
on January 15.
o Final updates from the academic units are due no later than January 22.
*  Requests to change room assignments will be immediately accommodated based on
classroam availability.
o Course schedules will be finalized on January 30, unless unforeseen circumstances arise.
o Rooms will be available for event, meeting, and project scheduling on January 31 and a
confirmation email will be sent to all Astra scheduling administrators.

¢ When creating the course schedules, the academic units must adhere to the following guidelines:
o Course offerings must be evenly distributed throughout the week (e.g., the vast majority of courses
cannot be scheduled on Tuesdays and Thursday at from 1:00 p.m. to 3:00 p.m.).
o Courses submitted for scheduling should be in a final schedule format.
= Exceptions: cancellations of courses or a one-to-one replacement that does not require any
further scheduling adjustments

DeSantis Building — Courtyard Pavilion
The Courtyard Pavilion is intended to serve as a multi-use gathering area with unrestricted access for students and

faculty. When classes are in session. no distributive equipment may be used in this location (e. g., no broadcast
microphones or performance audio systems).

External Requests
e Outside organizations and public representatives must contact NSU’s Facilities Management to request a

venue for community events, meetings, and projects.
¢ Once approved, Facilities Management will handle all liability requirements.
¢ Any fees associated with the request(s) must be coordinated with Facilities Management.

Approvals:
~ '.? ) ;/
c 7 ¢
; e - /,.f . " - L F _‘/’ s
v A VAN VW W e A )
P’req dent & L hief Exeeufive Oftzcer / Date )
\ ¢ ¢ \ [ ’ / - [
M%D\\, é: oy, Gl gl o
Ulil\ﬁJSEW Provoql ‘Executwe V,u::.; President Date
- g 7 ;," / e ¢ re -~
2 */’,1. R e el -
hxecutm cha President & Chief Operating Officer Date
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University Policy
Administrative Areas: Administration, Academic Units, Undergraduate Academic Advising
Applicability; Administrators, Deans, Directors, Department Heads, and Administrative
Staff
Scope: Transfer Credit for Undergraduate Students Who Have
Earned an Associate in Arts Degree or 60 Credits from
8 Postsecondary Institution Accredited by the Southern Association of
Colleges and Schools (SACS)
Effective Date: July 1, 2013 (For Winter 2014 Entering Transfer Students)

Publication Requirement: ~ Undergraduate Transfer Policy Manual

Purpose:

This policy sets forth the Undergraduate Transfer Policy that will apply to transfer students who

have earned an Associate in Arts Degree or 60 credits from a postsecondary institution accredited by

the Southern Association of Colleges and Schools (SACS). Transfer students from non-SACS accredited
institutions or students who have earned less than 60 credits will be required to meet the current
admission standards for transfer students.

Policy:

Nova Southeastern University (NSU) has established a universitywide undergraduate transfer
policy regarding admission and transfer credit for students who have attended a postsecondary institution

that is accredited by SACS.

Transfer students who have earned an Associate in Arts Degree or 60 credits from a SACS-accredited
institution and are in good academic standing, as defined by the transfer institution, shall be admitted to
NSU with junior standing.

Transfer students under this policy shall be governed by the graduation requirements published in
the NSU Catalog at the point of matriculation.

Transfer students may be required to complete additional courses at NSU prior to the awarding of

the baccalaureate degree. The additional courses may include general education requirements

and may result in students graduating with more than 120 credits. Should the maximum timeframe for
Satisfactory Academic Progress (SAP) be exceeded, their financial aid may be impacted.
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Transfer credit will be accepted for a grade of D provided credit has been earned and the student’s
academic program at NSU permits the grade.

Transfer credit will be accepted at NSU for students who have earned an Associate in Arts Degree or 60
credits from a SACS-accredited institution and are in good academic standing since the 1992 inception of
the Articulation Agreement between Independent Colleges and Universities of Florida (ICUF) and the
Division of Florida Colleges.

Transfer students under this policy will be charged the undergraduate flat-rate tuition.

-/ utive Vice Pres1dent & Chlef Operatmg Officer
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Undergraduate Transfer Equivalencies Determined by TES

According to a memo sent by Provost and Executive Vice President for Academic Affairs,
Ralph V. Rogers, Ph.D., to NSU Deans on June 23, 2015, all undergraduate transfer
equivalencies are to be determined by Transfer Evaluation Services (TES). Please see a copy
of the memo below:

MEMORANDUM

To:  NSU Deans

From: Ralph V. Rogers, Provost and Executive Vice President for Academic Affairs
Re:  Transfer Evaluation Services (TES)

Date: June 23, 2015

In an effort to reduce the timeframe to make a determination for course equivalency, the
following expedited evaluation of transfer credit will occur.

Effective immediately, all undergraduate transfer equivalencies will be determined by
Transfer Evaluation Services (TES). In the event TES is unable to make a determination about
transfer credit, the transfer equivalency liaison from the respective academic unit will be
consulted. Randi Miletsky, Assistant Director of TES will be reaching out to you to identify
your colleges transfer equivalency liaison.

Thank you for your continued support.
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Volume: APP/SPP
Chapter: C1
Responsible Executive: Vice President, Enrollment and Student Services

Responsible Office: Institutional and Community Engagement, Institutional
Effectiveness
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Date Last Revised: August 31, 2015
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STATEMENT OF THE POLICY

The application of the Transfer Credit for Graduate and Professional Programs Policy is to
ensure consistency in the assignment of transfer of credit at Nova Southeastern University.

REASON FOR THIS POLICY

The purpose of the Transfer Credit for Graduate and Professional Programs Policy is to ensure a
level of university-wide consistency in the assignment of transfer of credit. This policy applies
to all Nova Southeastern University (NSU) graduate and professional programs that accept
transfer of credit and is applied to degree programs. To ensure transferred courses are treated
equally within the same program, once an equivalency has been established, it will be added to
the Transfer Articulation System (TAS) database degree program. Misrepresentation of the
approved transferred courses jeopardizes NSU’s ability to accurately report at the federal, state,
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institutional, international, and accreditation levels and creates compliance issues for the

university.

INDIVIDUALS AND ENTITIES AFFECTED BY THIS POLICY

This policy applies to all students attending Nova Southeastern University at the Graduate and

Professional first degree levels.

WHO SHOULD KNOW THIS POLICY

Academic Affairs
Colleges

Administration

Enrollment and Student Services

Faculty
Students

EXCLUSIONS
There are no exclusions to this policy.

WEBSITE ADDRESS FOR THIS POLICY

https://www.nova.edu/portal/ess/policies.html

CONTACTS

Subject Contact Telephone E-mail/Web Address

Policy Registrar 954-262-7263 | reqgistraroffice@nova.edu

Clarification https://www.nova.edu/portal/ess/policies.html
DEFINITIONS

Responsible Executive — The administrator, Dean or Director/Chair in charge of a particular

area.

Faculty Review Committee — A committee appointed by the Dean of a College to review transfer

credit requests.

RESPONSIBILITIES

The Dean of each graduate college will establish a Faculty Review Committee.
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Each college will determine how old a transferable course can be, but it cannot exceed a
maximum time limit of seven (7) years.

PROCEDURES

Effective Fall 2016, Nova Southeastern University is adopting the following for transfer credit
for graduate and professional programs:

Southern Association of Colleges and Schools (SACS) Rule on Transfer Credit

e At least one-third of credits toward a graduate or a post-baccalaureate professional degree
are earned through instruction offered by the institution awarding the degree (Principles
of Accreditation, Section 3.6.3).
General Requirements

e For transfer credit at the master and specialist level, the number of transfer credits is 12
or less, as determined by the individual program or College.

e For transfer credit at the doctoral and professional levels, the number is limited such that
the total transfer credits do not exceed two-thirds of the required credits to complete the
degree program, or less as determined by the individual program or College.

Transfer Credit from Another Institution

e All applicable accreditation standards apply when accepting transfer students.

e The student must submit all documentation to the college that he or she is seeking
transfer credit.

e The student is required to submit the syllabus for the course from the transfer institution
that he or she wishes to have reviewed for transfer credit if an NSU course equivalency is
not in the Transfer Articulation System (TAS) database.

e The student may request the NSU course for which he or she is seeking credit.

e The course syllabus is reviewed by the Faculty Review Committee to determine if the
transfer course outcomes meet the required outcomes of the NSU course.

e If the request for transfer credit is approved by the Faculty Review Committee, the
transfer course information is forwarded to Transfer Evaluation Services (TES) so that
information is entered into the TAS database for tracking future equivalencies of graduate
courses.

e The student is notified by the college that his or her request for transfer credit has been
approved.

e The transfer credit is posted to the student’s academic record by TES.

e If the request for transfer credit is not approved by the Faculty Review Committee, the
denied transfer course information is forwarded to TES so that the information is entered
into the TAS database for future reference.

e The student is notified by the college that his or her request for transfer credit has been
denied.

e The student may submit additional substantial information to the college in order to
appeal the decision.

Transfer Credit for Work Experience
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e The student must submit all documentation to the college that he or she is seeking
transfer credit.

e The student must prepare and submit a portfolio of his or her work experience
challenging a specific NSU course for credit.

e The portfolio must include the following:

0 NSU course syllabus

0 Resume or vita

o Written skill inventory that compares the student’s work experience to the
equivalent course subject matter. The student’s work experience must match the
learning outcomes of the course.

o Documentation including certifications, licensure, trainings, and any other
relevant information must be provided.

e The portfolio is reviewed by the Faculty Review Committee to determine if the work
experience meets the required outcomes of the NSU course.

o If the request for transfer credit for work experience is approved by the Faculty Review
Committee, the transfer course information is forwarded to TES so that the transfer credit
can be posted to the student’s academic record.

e The student is notified by the college that his or her request for transfer credit for work
experience has been approved.

e If the request for transfer credit for work experience is not approved by the Faculty
Review Committee, the student is notified by the college that his or her request for
transfer credit for work experience has been denied.

e The student may submit additional substantial information to the college in order to
appeal the decision.

Internal Coursework Credit from NSU

e The credit from NSU coursework can be applied to the current degree as long as the
credit is degree-applicable.
e The quality points will not be calculated in the grade point average (GPA).

RELATED DOCUMENTS, FORMS AND TOOLS
Not applicable

HISTORY AND UPDATES

Date Approved: August 31, 2015

Date of Promulgation: August 31, 2015

APPENDIX

Not applicable
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NOVA SOUTHEASTERN UNIVERSITY
University Policy

Administrative Area(s): Administration, Academic Units, and Administrative Units

Applicability: Deans, Directors, Department Heads, Faculty, and
Administrative Staff

Scope: Credit Hour Policy (As Excerpted from the Southern
Association of Colleges and Schools — Commission on
Colleges)

Date: January 2, 2013

Publication Requirement: Office of the Provost/Academic Affairs and the
University Registrar’s Policies

Purpose:

This policy sets forth the universitywide Credit Hour Policy. Nova Southeastern
University is committed to ensuring that credit hours awarded for courses and programs
conform to commonly accepted practices in higher education. The university's credit
hour policy and practices are in accord with the stipulations contained in Federal
Requirement 4.9 (Definition of Credit Hours), as well as related stipulations contained in
Comprehensive Standard 3.4.6 (“The institution employs sound and acceptable practices
for determining the amount and level of credit awarded for courses, regardless of format
or mode of delivery.”). Academic credit has provided the basis for measuring the amount
of engaged learning time expected of a typical student enrolled not only in traditional
classroom settings but also laboratories, studios, internships, and other experiential
learning, and distance and correspondence education. Students, institutions, employers,
and others rely on the common currency of academic credit to support a wide range of
activities, including the transfer of students from one institution to another.

Policy:

Nova Southeastern University has adopted the federal definition of the credit hour,
below, as excerpted from the SACS-COC Credit Hour Policy Statement:

Federal Definition of the Credit Hour: A credit hour is an amount of work represented in
intended learning outcomes and verified by evidence of student achievement that is an
institutionally established equivalency that reasonably approximates
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1. Not less than one hour of classroom or direct faculty instruction and a
minimum of two hours out of class student work each week for approximately
fifteen weeks for one semester or trimester hour of credit, or ten to twelve weeks
for one quarter hour of credit, or the equivalent amount of work over a different
amount of time, or

2. At least an equivalent amount of work as required outlined in item 1 above for
other academic activities as established by the institution including laboratory
work, internships, practica, studio work, and other academic work leading to the
award of credit hours.

Nova Southeastern University’s Credit Hour Policy includes provision for flexibility in
interpretation, as follows, in accord with the federal guidelines that are incorporated into
the SACS-COC Credit Hour policy:

In determining the appropriate amount of credit hours for student coursework,
flexibility in interpretation is provided in accord with the following guidelines:

e Nova Southeastern University determines the amount of credit for student work.

o Every unit for which credit is given is understood to represent approximately
three hours of actual work per week for the average student.

¢ Nova Southeastern University’s definition of the credit hour does not dictate
particular amounts of classroom time versus out-of-class student work.

e In determining the amount of work a set of learning outcomes will entail, the
university may take into consideration alternative delivery methods,
measurements of student work, academic calendars, disciplines, and degree
levels.

¢ To the extent that complying with the federal definition of a credit hour is deemed
by NSU to not be appropriate for academic and other institutional needs, NSU
may adopt a separate measure for those purposes.

The credzt hour definition is a minimum standard that does not restrict a program

m setting a highe: dardthatreqmres more student work per credit hour.
[‘ Ag [20/3
rge bury ]] Ph.D. Date
s Pregident & Chief Executi eOfﬁcer
/é// =
Date
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Ofacql/{wﬁne A. Travisao, MB.A. & CPA.
As Executive Vice President & Chief Operating Officer
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NOVA SOUTHEASTERN UNIVERSITY

University Policy
Administrative Area(s): Administration, Academic Units, snd Administrative Units
Applicability; Administrators, Deans, Directors, Department Heads, Faculty, and
Administrative Staff Responsible for Grades
Scope: Roster Reconciliation by Faculry
Effective Date: August 2013

Publication Requirement: Faculty Handbook, Faculty Contracts, and the University
Registrar's Policies

Purpose:

Nova Southeastern University is required by Federal Title IV Regulations to return any unearned financial
aid funds no later than 45 days after the date of the institution"s detcrmination that the student has
withdrawn, dropped, or stopped attending class{es). The institution must determine the withdrawal date
for a student who withdraws without providing notification to the institution no later than 30 days after
the end of the earlier of the payment period or period of corollment, the academic vear, or the educational
program in which the student was enrolled. If the last date of attendance or educational activity cannot be
determined, then the midpoint of the semester or term will be used as the withdrawal date. Failure to
report non-attendance, a withdrawal date, or the midpoint for students who have stopped attending classes
in a timely manner severchy limits the ability for NSU to comply with this federal regulation.

Policy:

Each faculty member must reconcile and validate the accuracy of his or her class roster within one week
of the first day of class as determined by the approved Nova Southeastern University Academic Calendar.

L Satisfactory Academic Progress (SAP) requirements — Section 4848 of the Higher Education
Act of 1965, as amended, (Title TV, HEA), and 34 CFR 668.34 regarding satisfactory
progress indicates, “At a minimum, an institution must review a student’s academic progress
annually to correspond 1o the end of & payment pericd.”

2 Return of Title IV Funds requirements — 34 CFR 668.22 regarding the time frame for the
Return of Title IV Funds:

A An institution must return the amount of Title IV funds for which it is responsible as

soon 45 possible but no later than 45 days after the date the institution determines that
the student has withdrawn,
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B. An institution must determine the withdrawal date for a sdent who withdraws
without providing notification to the institution no later than 30 days after the end of
the earlier of the:

i. Payment period or period of enrollment: or
ii. Academic vear in which the student withdrew; or

il Educational program from which the student withdrew,

/7«-'4-“!’ 3 2/3

L. ury II, Ph.D. i
Presi & Chief Executive Officer

ﬁ@%ﬂﬂﬁw g

e A. Travisano, MB.A. & CP.A.
As Exeeutive Vice President & Chief Operating Officer
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University Policy

Administrative Area(s): Administration, Academic Units, and Administrative Units

Applicability: Deans, Directors, Department Heads, Faculty and Administrative
Staff

Scope: Diploma Name Policy

Date: August 2013

Publication Requirement: Student Handbooks and the University Registrar’s
Policics

Purpose:

This policy sets forth the universitywide Diploma Name Policy and requires the
graduate’s name that appears on a Nova Southeastern University diploma must be his or
legal name.

Policy:

Variations from an official name requested at the time of submitting a Degree
Application are the following:

1. Middle names may be complete, initialed, or omitted, but must match the student
record. (¢.g., John Quincy Adams, John Q. Adams, or John Adams).

2. A legal middle name may be used in place of a first name if that middle name has
been recorded in the student’s record.

3. Suffixes such as Sr., Jr., III, etc., may be used if included in the student’s record
and documented on the student’s original application, transcript from another
school, or birth certificate.

4. Maternal surnames may be included if documentation is provided to the Office of
the University Registrar’s Office. Proper documentation is a copy of a birth
certificate indicating the maternal surname or the student’s original admission
application indicating the surname.
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University Policy

Administrative Area(s): Administration/Academic Units/Technology

Applicability: Deans, Directors, Department Heads, Administrative
; Representatives, and Faculty

Scope: Course Instructional Method Coding

Date: June 11, 2015

Rationale

The purpose of the Course Instructional Method Coding Policy is to ensure a level of university-
wide consistency in the assignment of instructional method codes within course sections. This
policy applies to all Nova Southeastern University (NSU) credit and noncredit courses.
Misrepresentation of the approved codes jeopardizes NSU’s ability to accurately report at the
federal, state, institutional, international, and accreditation levels and creates compliance issues
for the university.

Policy

Effective Winter 2016, NSU is adopting the following coding schema and definitions:

Course : Instructional ~ Course Type and
Course Type Instructional :
Type o Method [nstructional Method Campus
Description  Method e e
Code Description Description
_ Faceto Face = A ground based lab |
- : ‘ : | Any campus
; with course, with an |
B Lab FF e .| with labs,
Instructor | instructor present in ;
- ' not online
Present  the classroom ‘
| A ground based Apy e e
Face to Face y with
_ with combined lecture carilinei
C Lecture/Lab | FF and lab course, with
Instructor : lecture and
an instructor present
Present ’ labs, not
in the classroom i
= online
' Distance Off Campus A ground based
' DEF Education: DP with course not taught on | Off campus,
Instructor Instructor Ft. Lauderdale not online
Present Present campus with an
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DEI

PET

FO

LH

Distance
Education:
Internet

Distance
Education:
Other
Technologies

Facilitated
Course

Facilitated
Course

Lecture

Lecture

DI

DT

FF

D1

FF

DT

Web Based

Mixed
Media/Hybrid

Face to Face,
live
interaction
with
instructor
present

Web Based

Face to Face
with
Instructor
Present

Mixed
Media/Hybrid

instructor present in
the classroom

A course taught
through the web
with no ground
based or face to face
meetings

A ground based
course not taught on
Ft. Lauderdale
campus and uses
other technologies
Practicum/Thesis/
Independent
Study/Internship/
Rotation/Master's
Directed
Project/Video
Conferencing course
taught either
independently with
the instructor, web
based, or face to face
live with an
instructor present

A ground based
course taught on Ft.
Lauderdale campus
with the instructor in
the classroom

A ground based
course taught on Ft.
Lauderdale campus
with the instructor in
the classroom and
taught using a hybrid
format

Only online

Any
campus, not
online or Ft.
Lauderdale

Any
campus, not
online

Only online

Ft.
Lauderdale
campus only

Ft.
Lauderdale
only

Course sections that are offered through Blackboard must have a course attribute code of
BBF (Blackboard fully online) or BBH (Blackboard Hybrid) to have the Blackboard shell
created by OIIT.
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Administrative Area(s): Administration, Academic Units, and
Administrative Units

Applicability: Deans, Directors, Department Heads, Faculty, and Administrative Staff
Scope: Substantive Change Policy

Date: May 15, 2014

Publication Requirement: Provost’s Office/Academic Affairs
Purpose:

Accredited institutions with the Southern Association of Colleges and Schools Commission on
Colleges (SACSCOCCOC) are required to notify the COC of substantive changes, and when
required, seek approval prior to the initiation of changes.

Policy:

Nova Southeastern University (NSU) is responsible for compliance with the SACSCOCCOC
Substantive Change Policy.

Substantive change is a significant modification or expansion of the nature and scope of an
accredited institution. Under federal regulations, substantive changes include the following:

Any change in the established mission or objectives of the institution

Any change in legal status, form of control, or ownership of the institution

The addition of courses or programs that represent a significant departure, either in content or
method of delivery, from those that were offered when the institution was last evaluated

The addition of courses or programs of study at a degree or credential level different from that
which is included in the institution’s current accreditation or reaffirmation.

A change from clock hours to credit hours

A substantial increase in the number of clock or credit hours awarded for successful completion
of a program

The establishment of an additional location geographically apart from the main campus at which
the institution offers at least 50% of an educational program
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The establishment of a branch campus

Closing a program, off-campus site, branch campus or institution

Entering into a collaborative academic arrangement that includes only the initiation of a dual or
joint academic program with another institution

Acquiring another institution or a program or location of another institution

Adding a permanent location at a site where the institution is conducting a teach-out program
for a closed institution

Entering into a contract by which an entity not eligible for Title IV funding offers 25% or more of
one or more of the accredited institution’s programs

1. Responsibility
All members of NSU:

NSU has the fundamental responsibility to be generally aware of the substantive change policy, inform
the Executive Vice President for Academic Affairs and Provost at the earliest point possible of proposals
that may be considered a substantive change for the university, and provide any data, information, or
prospectus necessary to comply with SACSCOCCOC policy when requested.

Responsibilities of the Offices of Institutional Effectiveness:

All substantive changes will be coordinated through the Office of Institutional Effectiveness.

Responsibilities of NSU’s SACSCOC Liaison:

The university’s SACSCOC liaison will:

provide the executive leadership with information about the SACSCOC substantive change
policy. This includes, but is not limited to, sending information about substantive change to the
Assistant/Associate Provosts, Vice Presidents, Deans, and Directors at least annually;

work with the Director of Accreditation when necessary to determine whether proposed change
is substantive; and

coordinate with SACSCOC and the appropriate executive officer about any required follow-up
action.

Responsibilities of NSU’s Director of Accreditation:

The Director of Accreditation will:

work with the executive leadership to determine whether a proposed change is substantive;
determine what action with respect to SACSCOC is needed when a change is substantive;

file the appropriate notice or prospectus with SACSCOC;

provide a list of examples of substantive change on the Institutional Effectiveness website; and
coordinate with the university’s SACSCOC liaison about any required follow-up action.

Responsibilities of NSU’s Enrollment and Student Services:

Upon confirmation of the evidence of an instance of substantive change, the Vice President of
Enroliment and Student Services will:
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e update the electronic Program Participation agreement (PPA) with the substantive change(s)

e collect and submit the documentation, if required, to the United States Department of
Education (US ED)

e obtain the President’s signature for submission to US ED

2. Procedure
Notification of the University’s SACSCOC Liaison of Proposed Changes

If a change is substantive, NSU is responsible for notifying SACSCOC prior to implementation. Depending on
the change, and whether it is defined as Procedure One, Two, or Three, this notification may need to be provided
up to twelve months in advance. Once a proposed change is identified that may be substantive, the dean of
the unit proposing the change should notify either the Associate Provost for Academic Affairs or the Vice
President for Institutional Effectiveness.

Late Notification to University’s SACSCOC Liaison

If a substantive change has been implemented without notification of the university’s SACSCOC liaison,
the Associate Provost of Academic Affairs is responsible for notifying the university’s SACSCOC liaison
immediately. The university’s SACSCOC liaison is then responsible for notifying SACSCOC of the change as
provided in the SACSCOC Substantive Change Policy.

For additional information about the SACSCOC Substantive Change Policy, please visit

http://www.SACSCOCcoc.org/pdf/081705/Substantive%20change%20policy.pdf
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http://www.nova.edu/commencement/index.html
Az

NOVA SOUTHEASTERN

UNIVERSITY

Undergraduate ‘ Graduate & Professional | Academics ‘ Student Life [ Research ‘ Community ‘ About NSU

Commencement
Brochure

Commencement

= Candidates

® Parents and Guests
" Faculty

® Frequently Asked Questions

Commencement

Ceremony Live

Commencem

K & SR * L View the 2016 Commencement
. A A
Click here for live video NSU Home / Commencement L
streaming of 2016 NSU AbOUt Commencement
Commencement
ceremones. Commencement is a recognition and celebration of academic achievement and the lasting
o Commencement Video contributions that students have made to the university. Contact Us
piclives Have additional questions?
Da not confuse the degree/diploma application with commencement and your regalia Contact NSU's Office of the
purchase. These are two separate processes. University Registrar at (954)
262-7255 or 800-541-6662
Ceremony Location Although often used interchangeably, the words Commencement and Graduation are not ext 27255, Please provide

the same thing. It is important to understand that participating in a commencement
ceremony does not mean that you have completed your degree and actually graduated.

your NSU 1D number in ll
email correspondence.

Commencement is a formal ceremony for students who have been cleared to walk by their
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2016

Law (5/12/16)

Undergraduate - morning (5/13/16)

Undergraduate - afternoon (5/13/16)

Health Professions Division - morning (5/20/16

Health Professions Division - afternoon (5/20/16)

H. Wayne Huizenga College of Business and Entrepreneurship (MBA and MIBA) -
morning (6/10/16)

o H Wayne Huizenga College of Business and Entrepreneurship, College of Engineering
and Computing, Halmos College of Natural Sciences and Oceanography - afternoon
(6/10/16)

o College of Psychology/College of Arts, Humanities, and Social Sciences - morning

(6/17/16)
o Abraham S. Fischler College of Education - afterncon (6/17/16)

2015

Law (5/7/15)
Undergraduate - morning (5/8/15)

Undergraduate - afternoon (5/8/15)

Health Professions Division - morning (5/15/15)

Health Professions Division - afternoon (5/15/15)

H. Wayne Huizenga School of Business & Entrepreneurship (MBA and MIBA) -

morning (6/5/15)

o School of Business, Farguhar College, School of Computer and Information Science
Oceanographic Center - afternoon (6/5/15)

o Psychology; Humanities and Social Sciences; Institute for the Study of Human Service,
Health, and Justice - moming (6/12/15)

o Fischler School of Education - afternoon (6/12/15)

o Health Professions Division - College of Health Care Sciences and College of Nursing

(8/21/115)

2014

o Health Professions Division (8/23/14
o Fischler/CPS (6/21/14)
o Graduate/Professional (6/21/14
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Home

Message from our Vice
President

Regulations

ESS Summit

Offices and Departments
University Policies
Publications

Forms

Training

FAQs

Contact Us

FEEDBACK

Thank you for your feedback. All

colleagues providing feedback will be

entered into a special drawing to be
held at the next ESS Informational
Summit.

Your Name
Your Email

Enter your suggestion

https://www.nova.edu/portal/ess/index.html

NSU Home

o 4
WELCOME TO ESS COMMNlTY NET!

Thank you for visiting our new ESS internal website created especially for our NSU colleagues. We
are dedicated to keeping you abreast of federal and state regulatory updates as well as changes
within ESS. Our web pages are designed to provide you with pertinent resources, internal contact
information, and more.

We are eager to regularly update our content based on your questions and suggestions. Please let
us know how we can better serve you by submitting your feedback through our online
suggestions form.

ESS Vision

ESS will be recognized as the university's provider of innovative, high quality coordinated support
services from recruitment through graduation and beyond.

ESS Mission

ESS is committed to exceeding the expectations of the university community by fostering student
success through high quality coordinated services that support a diverse and student-centered
experience.

News and Announcements

2017 Parking Decals Now Available (posted 6/15/2016) >

Preregistration now open for the 8th ESS Informational Summit through
July 5 (posted 6/15/16)

NSU Introduces New Transfer Credit Equivalency Look-Up Tool for
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University Policies

Publications

Forms

Training Office of the University Registrar
FAQs Policies

Contact Us » Conferral of Degrees Policy

* Course Instructional Method Coding Paolicy

* Credit Hour Policy

* Diploma Name Policy

* Grading Policy

* Record Retention Policy

* Roster Reconciliation Policy

* Student Enrollment Agreement (SEA) - institutional, approved by NSU Executive
Administration
* Procedures for SEA Modifications

= Student Right-to-Know Act

Procedures

* How to Determine the Status of a Transcript
* SHADEGR Institutional Courses, Honors Designations, and Curricula Verification

Federal Regulations

* [ERPA - Family Educational Rights and Privacy Act

Student Employment

* Federal Work-Study Periods of Nonattendance Policy

Office of Student Financial Assistance

The following bullet points provide details on high-impact federal Title IV regulations:

* Authorization to Apply Title IV Federal Financial Aid Funds (form)
Note: Students also have the option of completing this form online.
* Professional jJudgment (form)
* Repeat Course Policv for Financial Aid -
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You are currently logged in,

Home | Community | My Tab (T8 Faculty | Employee | Alumni | Computing Help Desk

There are no announcements

Information & Resources

b Student Employment
FERPA
Student Disability Services
GradesFirst

Intemational Students &
Scholars

NSU Bogkstore

Campus Card Services

Shark Dining

Student Affairs

Student Handbook

Federal Election Commission
Undergraduate Student Success Portal

Technology ko

Looking for Help?
Subscribe to the Help Desk Tab!

+ Nebwork Resources
+ Emal Resources

b Software Downloads
+ Computer Discounts

Faculty

b Academic Services

+ Online Teaching Toolks

+ Online Course Development

OIIT Services

Visit the OILT website for more inforamtion on resources and
services for Employess,

b Request an Individual Email Alias

&

b Course Information

b Transcripts/Grades/CAPP Deqres Evaluation
b Graduation

View Holds
« Loan Deferments and Enrollment Verification

General Information

+ Apply for Financial Aid
+ NSU Financial Ald Forms

Types of Aid

« Scholarships
My Finandial Aid
Debt Management

« Deadline Dates & Planning Calendar
Satisfactory Academic Progress
Veterans' Benefits

+ Loan Deferment

Contact Us:

Phone: (954) 262-3380, Toll Free (300) 806-3580
Fax: (054) 262-3066

Email: finaid@nova.edu

View Libraries and Research Information

« Visit the NSU Libraries

Groups  Logout Help

July B, 2016

ol %

Click here to see your courses
Billing Account EER
b Pay My il ) s

¥ Important Payment Information
b View My Account
b Refunds

Health Insurance Requirements
1008-T Tax Form

Medical Student Resources EEE

é? Questions, Comments and Contacts

b Academic Advising

b AV Equipment and Tegrity

b Class Schedules

b Clinical Rotations

v Course Questions/Cancems

¥ ERAS

b Financial &id

b Registrar Functions

v Student Disabllity Services

b Student Personal Advising/Leave of Absences
b Student Organization Advisement
b Student Organization Processes

b TurningPaint

v WebCT/Rlackboard

é? Aeademic Resources

Academic and Career Advising
Applying to Residencies
« ERAS
COM Leave of Absence
M3/M4 Clinical Education Info.
+ Medical Education




NATIONAL STUDENT
CLEARINGHOUSE ™™

Log Out

Student Self-Service Site

NOVA SOUTHEASTERN UNIVERSITY
I S S —

System Messages

{) Important Information : Transcript requestors may experience a delay in receiving automated emails, such as order confirmations,
on Sat., July 9, between 9 am-9 pm, ET, while we perform a system upgrade. You can place transcript orders during this time,
although you may experience intermittent interruptions obtaining enrollment certificates. We apologize for any inconvenience.

Welcome. This service is offered by the National Student Clearinghouse in cooperation with NOVA SOUTHEASTERN UNIVERSITY.
IMPORTANT: Do NOT use the browser forwardiback buttons. Log Out when you are done to protect the privacy of your records.

Please select from the following options

+ Obtain an enrollment certificate to print and mail to a health insurer or other company that requests proof of my enrollment.

® Current enollment () Al envoliment

¢ View the enrollment information on file with the Clearinghouse.

* View the student loan deferment notifications that the Clearinghouse has provided to my loan holders (lenders and guarantors),

* View the proof(s| of enrollment that the Clearinghouse has provided to my health insurers and other providers of student services or products.

* View specific information abnmmyrsmdenlluans,[m{“l Calll

To ensure the security and confidentiality of sensitive information being fransmitted over the Infemet, the Cleaninghouse protects its
customers by using Secure Socket Layer (SSL) technology provided by the VenSign Secure Site Program. SSL encrypts/unencrypls the
data before the Server/Client sends or receives fransmissions.

VERIFY)
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Home | Community

Computing Help Desk

Alumni News & Events & 5 % W Alumni Connection of3l

Upcoming
Events

Past Event
Photos

Communications

e-Newsletter

rionzons
Magazine

Giving to NSU

03l

The depth and span of an
NSU education cannot be
covered by tuition alone, It
requires the generosity of NSU
graduates, friends and parents,

With your support, we can
enhance existing programs and
pursug new opportunities to focus

Alumni Chapters

Update Your Record

Find a Classmate

View your Directory Profle
View your Interest Profile
Update your Interest Profle

View Giving History
Transcripts

View Transcript
Order an Official Transcript

Status of Transcript Order
Tax Information (1098-T)

Select Tax Year

Tax Notification
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SU NOVA SOUTHEASTERN
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Welcome 6. Flaine Poff
8 b &
Groups ~ Logout Help

My Account

Content Lyout You are currently logged in.

July 8, 2016

| Home | Community | My Tab | Student Jz7s"\™ Employee | Alumni | Computing Help Desk

Faculty Dashboard Vi = 15 3 | My Courses 7 &4 W Faculty Roster Reconciliation

1112 (lick here to see your courses

Trainng (g NOVA 0105 Continsing€/Prov [0
Dev a

FACULTY ROSTER

/
— RECONCILIATION
Kkt 5 i [ braries & Research ¥ i //_D
View Libraries and Research /U m

Information

Visit the NSU Libraries

ACCESS ASTRA 7X

Faculty Grade Assignment

Committees, Councils, and Boards

o ot minirte Contct T | ing NOVA 0105 201112 ContiigErov v @

. b Academic Review Committee Final Grades v{Go
| b Administrative Student Services
Policies & Procedures ol | Counc
) Faculty Advisory Counil Training 0f
_ ) Institutional Review Board
S i } New Program Review ) Human Resources Training
Corporate Compliance Committee } Technology Training
Faclities b Qualty of Life Coundil ) Library Training & Workshops
Purchaging b Media Training
Risk Management } Employee Relations Committee
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ﬂsU NOVA SOUTHEASTERN
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Fcnlllarsnd xoel “Hwida ol Serieeex

From: Office of the University Registrar
Subject: Roster Reconciliation
Date: July 4, 2016

Dear Professor XXXXX: XXXXX@nova.edu

It is time to reconcile your 2016 Summer class roster(s). The university’s roster
reconciliation policy requires all instructors to reconcile rosters for each class taught
every semester/term.

You can find a link to your roster reconciliation in SharkLink on the right-hand side of
your Faculty tab. Use your SharkLink ID and password to log in. When you click on your
course CRN, carefully read the detailed instructions found at the top of the page before
submitting your roster.

Your roster reconciliation must be completed by Sunday, July 10, 2016.

Please reply to rostrec@nova.edu with all correspondence.

Thank you,

Office of the University Registrar
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From: Office of the University Registrar
Subject: Roster Reconciliation Receipt
Date: <<TODAY’S DATE>

Dear <<INSTRUCTOR_LAST_NAME>>:

Thank you for submitting the reconciliation of your roster for <SUBJ> <Course #> <Course Title> (<CRN>)
in the <Term Description> term, received <Date; Time Stamp>. You have indicated the following
students as not in attendance:

<NSU ID> <Last Name, First Name>
<NSU ID> <Last Name, First Name>

The students you have identified as not attending will receive an email informing them that they will be
dropped from the class. If a student contacts you about this matter and you wish to revise your
reporting, email the Office of the University Registrar at rostrec@nova.edu as soon as possible.

Thank you,

Office of the University Registrar
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UNIVERSITY
Frniines e nne Serken] Lerists

May 25, 2016

«STUDENT_FIRST_NAME» «STUDENT _LAST _NAME»
«STUDENT _ID»

Dear « STUDENT_FIRST_NAME»:

Your instructor, «INSTRUCTOR_FIRST _NAME» «INSTRUCTIOR_LAST _NAME», for
«SUBJECT»-«COURSE_NUMBER» (CRN: «CRN») in the 2016 Summer semester has
indicated that you are not in attendance. As a result, you will be dropped from this
course. If you believe this decision is an error, you must contact your instructor by this
Friday, May 27 at 3:00 p.m. and have him/her email rostrec@nova.edu with a request
to leave you in the class.

Please do not respond to this email. You must contact your instructor.
Thank you,

Office of the University Registrar
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