New Faculty Orientation

Registrar Information Session



Session Overview

* Banner
— Faculty Class List
— Attendance Verification
— Midterm Grades
— Final Grades
Incomplete Procedures
Grade Changes
Drop vs. Withdrawal
FERPA
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W}(Attendance Verification
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Drop Roster Maintenance

Students Eligible to be Dropped

Student Name < Current Registration < Action Last Attended Date Email
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Verification of attendance/participation

Financial Aid funds cannot be released to VSU or excess funds to students until
attendance has been verified by faculty.

Fall 2025 Entry Period- Aug 25-29



Attendance Verification

Click Submit Click Confirm




Grade Entry Process
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Midterm Grades

z= * Only 1000-2000 level
= | courses
= . y ” * Not for PE activity
courses

| e Fall 2025 Entry Period:
I] — = ~ Sept 29-Oct 8

— These grades are not a part of the
student's official record.
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Final Grades
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. Fall 2025 Grade Entry: Dec 8-Dec 15
. Final Grades Due Dec 15th at 11am

. Please remember, you must enter a last date of attendance for any student you
assign a grade of “F” per Financial Aid regulations.

. After the grade entry deadline, you must submit a Change of Grade Form.
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Valdosta State University
Office of the Registrar (229) 333-5727
ww.valdosta.edu/academics/registrar

REQUEST FOR ASSIGNING A GRADE OF INCOMPLETE / Academic Affairs > Grading System

A report of “I” (incomplete) indicates that a student was doing satisfactory work at the end of the term but, for non-
academic reasons, was unable to complete all requirements for the course. A report of “I” requires the
subsequent completion of all course requirements within a time limit specified by the instructor, not to exceed one
calendar year from the end of the term in which a grade of incomplete is assigned, regardless of the student's
enrollment status during the period specified for completion.

Students are responsible for making arrangements with their instructor for completion of course requirements
within the time specified, in accordance with this regulation.

If an “I” is not changed to a letter grade within one calendar year, it will be changed to the grade F

The request for assigning a grade of incomplete should be completed before final grade submission by the
instructor and submitted to the Registrar's Office. If possible, the student should continue attending class until the
incomplete is approved

Section A: Student Biographical Information

INCOMPLETE GRADE REQUEST
PROCESS & FORM
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Valdosta State University
Office of the Registrar (229) 333-5727

INCOMPLETE GRADE REQUEST

hitp:/ w.valdosta.edu/academics/registrar P ROC ESS & FORM
Section C: Course Grade Status - To be Completed by Instructor
Instructor Date the “I" Request was Received In-Progress Grade at

Time of Request
|:| YES |:| NO - Did the student have a passing grade at the time of the request?
|:| YES |:| NO -Do you agree to the student’s request for the incomplete?

*CONTINUE ONLY IF THE ANSWER TO BOTH QUESTIONS IS YES

If the request for an incomplete is approved, please do not re-register for the same course again as it could have
adverse effects on your academic record. Contact the Registrar’s Office for further explanation.

PROVIDE ALL REMAINING ASSIGNMENTS TO BE COMPLETED, AND TIMELINE / DATES FOR COMPLETION:
(Include/attach additional documents as needed):

Last Name First Name Middle Initial
| |
VSU ID Number Department Major Advisor
| |
VSU Email Phone Alternate Phone
| | |
Mailing Address City State Zip Code

Section B: Course Information

CRN PrefixNumber Section Course Title Credit Hours

|

Semester Year Instructor

NON-ACADEMIC REASON FOR REQUESTING AN INCOMPLETE (include/attach additional documents as needed)

ASSIGNMENT TIMELINE / DUE DATE
Student Name (Type/Print) Student (Signature) \ Date
Instructor Name (Type/Print) Instructor (Signature) Date

Version: 5/6/20

Department Head / Director Name (Type/Print) Department Head / Director (Signature) Date

Version: 5/6/20




Grade Changes

» Why would I need to change a grade?
e Incorrect grade entered on-line...student discovers it days later.
e Student was assigned an “I”” or “IP”
e (Grade not reported in time...student receives “NR”.

» What’s required to complete grade change form?
e Student Name & ID Number
e Course information and Term & Year
e Current grade and new grade
e Reason for change of grade
e Instructor signature and dept head signature required.
e Dean and VPAA signature required for grade changes that involve “W” grades.

» How do I know the grade has been changed?
e Patrick McElwain processes all grade changes and will mail you the yellow copy of the
multi-part form. Students can check their on-line transcript to view the change.

» Restrictions?
e Students are not allowed to handle Grade Change Forms. Forms delivered by students
will not be processed.
e The form is not available online. It can only be obtained from the Registrar’s Office.
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Drop vs. Withdrawal

» Dropping Classes

O

Students “drop” classes on-line during active
registration.

Under special circumstances, students can complete
the Late Registration Drop/Add form to drop classes
after registration has ended for the term.

Dropping classes can generate a complete tuition
refund for the course(s) and the course is completely
removed from the students’ academic record.

»  Withdrawing from Classes

O

After registration ends, students who decided they
need to get out of a course for whatever reason can
withdraw online through Banner. The withdrawal
must be completed prior to the published withdrawal
deadlines.

After the published withdrawal deadlines, students
are not allowed to withdraw except for medical or
documented hardships. This process is handled
through the Dean of Students Office (Student Affairs).



FERPA

The Family Educational Rights and Privacy Act (FERPA) is a Federal law designed to protect the privacy of
a student’s education records. This Act prohibits university officials from disclosing any records,
including grade reports, academic standings, transcripts of records, or any other records, files,
documents, and materials in whatever medium, which contain information directly related to the
student and from which the student can be individually identified.

Directory information: Valdosta State University publishes student information in the form of
directories, programs, etc. Under FERPA, "Directory Information" refers to student information that is
not generally considered harmful or an invasion of privacy if disclosed. Students who desire their
directory information not be released without consent should notify the Office of the Registrar in
writing.

¢ Student’s name

e Hometown

e Institution-assigned email address. Under this category, an institution-assigned
email address may be disclosed without consent only to other, current students. In
addition, students may not request email listings of the entire student body or
segments thereof, except for academic purposes.

* Major field of study

¢ Enrollment status (e.g., full-time, part-time)

e Participation in officially recognized activities and sports

e Dates of attendance

* Degrees, honors, and awards received

e Thesis/Dissertation title

e The most recent educational institution attended

¢ Height and weight of athletes

e Class level
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August 18
August 21
August 25-29
August 29
September 1
Sept 29-Oct 8
October 8
October 9
October 9
October 13-14
October 30
November 3
November 26-28
December 8
December 8-15
December 9-12
December 12
December 13
December 15
December 15

December 18-Jan 1

IMPORTANT DATES FOR FALL SEMESTER-2025

First Class Day for fall 2025

Registration for fall 2025 ends (11:59pm)

Attendance Verification for VSU courses that began on Aug 18
Attendance Verifications due at 9am

Labor Day Holiday (university closed/no classes meet)
Midterm Grade Entry for full-term VSU courses

Midterm Grades Due at 5pm

Official Midterm for fall 2025

Students View Midterm Grades

Fall Break (university open/no classes meet)

Withdrawal Deadline for full-term VSU courses
Registration Begins for spring and summer 2026 (by classification)
Thanksgiving Holidays (No classes meet/university closed)
Last class day for fall 2025

Final Grade entry begins for fall 2025

Final Exams

Graduate School Commencement Ceremony
Undergraduate Commencement Ceremony

Final Grades for fall 2025 due (11am)

Students View Final Grades in Banner after 6pm
University Closed

August 18
August 21
August 25-29
August 29
September 1
September 11

Important Dates for Short Sessions | and Il for Fall 2025

First Class Day for Short Session |

Registration for fall 2025 ends (11:59pm)

Attendance Verification for VSU courses that began on Aug 18
Attendance Verifications due at 9am

Labor Day Holiday (university closed/no classes meet)
Midterm Grades Due for Short Session | (11am)

September 25 Midterm and Withdrawal Deadline for Short Session |

October 9 Last Class Day for Short Session |

October 9- 15 Grades May be entered for Short Session | (grades not available to students)
October 15 First Class Day for Short Session Il

October 17 Registration Ends (11:59pm)

Oct 20-23 Attendance Verification for Short Session Il

October 23 Attendance Verifications due at 11am

November 7 Midterm Grades Due for Short Session Il (11am)

November 21
November 26-28
December 8
December 8-15
December 15

December 18-Jan 1

Midterm and Withdrawal Deadline for Short Session I
Thanksgiving Holidays (no classes meet/university is closed)
Last Class Day

Final Grade entry begins for all classes

Final Grades for All Classes due at 11am

University Closed
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Registrar’s Administrative Team

Office of the Registrar
Phone: 333-5727
Office Email: registrar@valdosta.edu

Who We Are:

Stanley Jones — Registrar
sjones@valdosta.edu

Karen Shepard- Assoc Registrar
kshepard@valdosta.edu

Patrick McElwain — Assoc Registrar
pmcelwai@valdosta.edu

Sabrina Daniels - Asst Registrar-Graduation
sdaniels@valdosta.edu

Christy Grimes - Asst Registrar-Graduation
cdgrimes@valdosta.edu

Veronica Graham-Asst Registrar-Operations
vegraham@valdosta.edu
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