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Mission Statement 

The mission of the Registrar’s Office is to maintain permanent academic records of students upon 
enrollment at Gordon State College and to support teaching and learning by upholding the academic 
policies of the college.  The primary responsibilities of the Registrar’s Office include:  creating class rolls 
and grade reports, determining graduation lists, providing academic transcripts and enrollment 
verifications, processing requests for transient study, assisting students with Veteran Benefits 
administered by the Veterans Administration, and readmitting former students to the college after an 
absence of one or more semesters. 

 

Unit Outcomes Assessment Results Report 

2014-2015 

Goals 

1. Ensure efficient records retention schedule 
2. Implement online submission of Registrar’s Office forms 
3. Implement Planner component of Degree Works 

Outcomes 

1. Revise and implement records retention schedule for hard copy backup of student records 
stored in Banner Document Imaging 

2. Provide online submission of Veteran Benefits form and Request for Transient Permission 
3. Assist students and academic advisors in planning coursework required to complete degree 

requirements and graduate from Gordon State College 

Review of Outcomes 

1. Reviewed USG records retention guidelines; surveyed hard copy paper records in storage; 
developed records retention schedule 

2. Researched online submission of forms at other USG institutions; determined that online 
submission of Veteran Benefits form is not viable at this time 

3. Attended USG and Ellucian Planner training; installed Degree Works upgrades 



Evidence of Improvement 

1. Paper withdrawal forms scanned, indexed, and shredded in-house; destruction of paper records 
at end of retention cycle begins fall 2015 and will be ongoing 

2. Posted a fillable PDF version of Veteran Benefits Form on website.  Development on an online 
Request for Transient Permission is in progress. 

3. Testing and implementation of Degree Works Planner is in progress.    
 
 

2013 - 2014 

Goals 

1. Implement INGRESS 
2. Convert paper student records to electronic format 

Outcomes 

1. Complete USG INGRESS training and required Banner set-up 
2. Launch INGRESS following USG guidelines and timeline 
3. Identify additional paper student records to be converted to electronic format 

Review of Outcomes 

1. Completed requirements for INGRESS implementation 
2. Identified paper graduation applications and faculty grade reports to be converted to electronic 

format and transferred records to Advanced Data Solutions, Inc. (ADS) for conversion 

Evidence of Improvement 

1. Launched INGRESS spring semester 2014 
2. Received graduation applications and faculty grade reports from ADS in electronic format 

 
 

2012 - 2013 

Goals 

1. Implement Degree Works 
2. Convert paper student records to electronic format 

Outcomes 

1. Complete Ellucian and USG staff training  and required Banner set-up 
2. Launch Degree Works following USG guidelines 



3. Secure bids and select vendor for records conversion 
4. Develop format for electronic records and plan for delivering student records to vendor 

Review of Outcomes 

1. Completed requirements for Degree Works implementation 
2. Selected Advanced Data Solutions, Inc. (ADS) for conversion project 
3. Transferred student paper files and microfilm records to ADS 

Evidence of Improvement 

1. Moved Degree Works into Production database January 2013 
2. Conducted Degree Works training sessions for faculty and staff spring semester 2013 
3. Received student paper files and microfilm records from ADS in electronic format  

 

2011 - 2012 

Goals 

1. Participate in launch of Georgia Transfer Articulation Cooperative Services (GATRACS) portal on 
GAcollege 411 

2. Fill Transfer Evaluator position 
3. Implement improvements identified through student Survey of Expectations 

Outcomes 

1. Submit Gordon College data to GATRACS by required system deadline 
2. Advertise Transfer Evaluator position; screen and interview candidates; fill position 
3. Review Survey of Expectations results; update New Student Handbook in areas identified for 

improvement in survey; place updated handbook on Gordon College website   

Review of Outcomes 

1. GATRACS data submission deadline met 
2. Transfer Evaluator candidates selected and interviewed 
3. Survey of Expectations results reviewed 

Evidence of Improvement 

1. GATRACS portal opened to public through GAcollege411 
2. Transfer Evaluator position filled 
3. Additional information incorporated into New Student Orientation from Survey of Expectations 

results.  New Student Handbook and website posting dropped.  

 


