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NEW FACULTY RESOURCE 

In order to fulfill our mission of supporting the instructional goals of BridgeValley, 

the Office of the Registrar has created a Faculty Resources webpage at 

www.bridgevalley.edu/registrar-faculty-resources. 

Additionally, an informational newsletter will be circulated periodically and also 

placed on the web.  We ask faculty to please refer to these resources for the most 

up-to-date information and updates from the Office of the Registrar.  If you have 

suggestions for topics or would like information added, please contact the Regis-

trar at Roy.Simmons@BridgeValley.edu. 

IMPORTANT UPDATES 

The updated items below have been recently added to the Office of the Registrar 
webpage: 

 The Spring 2015 Final Exam Schedule; 

 Summer 2015, Fall 2015, and Spring 2016 Academic Calendars; 

 Transfer/Articulation Agreements; 

 Frequently utilized forms. 

GRADUATION APPLICATIONS NEEDED 

Please notify your classes that the deadline for spring graduation applications has 

passed.  However, the Office of the Registrar will accept late applications from the 

advisors with the preliminary grad checks until February 27, 2015.  Both forms 

must be completed and the graduation fee paid in order to be considered.  

A complete list of graduation applicants has been sent to the faculty from the 

Registrar’s email account.  Please check with your Academic Dean to ensure the 

list is complete. 
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“Degree Works is no longer functional.  The process to restore the system 
is underway.” 

The academic calendar contains most of the important dates to remember 

for the semester.  The academic calendar can be located on the Office of  

the Registrar webpage at www.bridgevalley.edu/calendars-schedules-and-

important-dates.  Please note that each part-of-term now contains infor-

mation on when grades are due. 

Some of the upcoming important dates include: 

 Friday, February 13—F5 classes end;  

 Friday, February 13—F8 withdrawal deadline; 

 Monday, February 16—F5 grades due; 

 Monday, February 16—S5 and S10 Classes begin; 

 Friday, February 27—F10 withdrawal deadline; 

 Friday, March 06—F8 Classes End; 

 Monday, March 09 through March 13—Spring Break; 

 Monday, March 16—S8 Classes Begin.  

** Follow the link at the top for the Part of Term designations.**   

DEGREE WORKS 

IMPORTANT DATES 

Degree Works (a.k.a. MyB Degree) is under con-

struction.  With the changes to the course desig-

nations and major codes, Degree Works is no 

longer functional.  The process to restore the 

system is underway. 

In the absence of Degree Works, all substitutions 

and/or waivers will be processed via the substitu-

tion and waiver form found on SharePoint server.  

The link to SharePoint can be found at 

www.bridgevalley.edu/faculty-and-staff.   

Degree audits and graduation certifications will 

be conducted utilizing the appropriate academic 

catalog curriculum page and using BANNER Self-

Service.  The process will be manual until Degree 

Works is restored. 

BridgeValley has assigned the task of restoring 

Degree Works to an internal working group.  

Working with Ellucian, the team will be working 

throughout the spring and summer of 2015 to 

complete the initial phases of the project.  

Testing will be conducted during the Summer and 

Fall.   

WHY  IS PROOF OF AT-

TENDANCE IMPORTANT? 

Faculty are required to report 

students who have never attended 

or stopped attending classes.   

In order to receive federal financial 

assistance or educational benefits 

from the Veterans Administration; 

a student must prove he/she has 

attended courses.   

Failure to report a student’s non-

attendance can result in: 

A student’s aid being revoked.  

This can result in the student being 

dropped for nonpayment or 

turned over to collections; 

The college owing substantial 

money to the U.S. Department of 

Education or the Veteran’s Admin-

istration. 
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PRELIMINARY GRADUATION CHECK  

In an effort to provide more efficient services for faculty, the Office of the 

Registrar recommends: 

 Finding information located on the Office of the Registrar webpage; 

 Including the student ID, when referencing a student; 

 Including the CRN, when referencing a class; 

 Using email, when possible, to contact Office of the Registrar staff; 

 Using only the BridgeValley forms located on the Office of the Regis-

trar or SharePoint sites.  Please pay close attention to the instructions 

as some of the forms have different processes or instructions.  Old 

KVCTC and Bridgemont forms will no longer be accepted; 

 Watching for the emails from the Registrar account.  Emails are sent 

sparingly, but will contain important information when sent; 

 Being mindful of procedures and deadlines.  The Office of the Regis-

trar will make every attempt to ensure information is provided.  Lim-

iting exceptions and adherence to deadlines will be more strictly en-

forced now that the transition period is over; 

 Communicating to and from students only via the BridgeValley email.  

Also, do not copy students on internal emails.  They should only be 

copied on the result of the issue. 

WHY ARE MAJOR CODES 

ONLY CHANGED AT THE 

BEGINNING AND END OF A 

SEMESTER? 

Students can submit a Major Change 

form to the Office of the Registrar at 

any time.  However, the forms can 

only be processed through the first 

week of the semester.  Any form 

received after the first week is held 

and processed at the end of the term 

and is effective for the next term.  For 

example, a form submitted during the 

second week of a fall semester will be 

processed in November and will go 

into effect for the spring semester. 

Why not process it immediately?  The 

main reasons are outlined below: 

1. Financial Aid is based on the 

student’s major.  If a major is 

changed after add/drop, the 

student could lose aid; 

2. A student is assessed program 

fees based on his/her major.  

Changing  majors during the 

term could cause the student’s 

fee to miscalculate. 

 

Tips to assist when working with the Office of the Registrar 
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HELPFUL TIPS WHEN NEEDING ASSISTANCE 

The preliminary graduation check process was revised for the Spring 2015 Se-

mester.  The change was approved by Academic and Student Affairs leadership in 

an effort to help students understand his/her class scheduling needs and gradua-

tion requirements prior to preregistration for the spring semester.   

The new process involves a student meeting with an advisor, agreeing on a 

schedule for the final semester, clarifying the necessary catalog, and compiling 

pattern sheets and substitutions and/or waivers forms.  Once completed and 

signed by the student and advisor, the packet is sent to the Office of the Regis-

trar.    

With the new process in place, the need for last second paperwork issues should 

be greatly reduced.  After the transition period of the new process, there should 

be a more seamless process for students with less issues at the end. 
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THE OFFICE OF THE REGISTRAR 

The Office of the Registrar consults with and provides information and services to students, faculty mem-
bers, academic departments, administrative units and external agencies.  

Mission: 

Our Mission is to support the instructional goals of BridgeValley and to ensure the integrity of student aca-
demic records. 

Operating Principles and Values: 

 We are a service organization; 

 We uphold the integrity of student records; 

 We conduct ourselves in a consistent and ethical manner; 

 We are integrating the use of technology; 

 We strive to listen to – and to meet – the needs of the campus community; 

 We work as a team and take responsibility for our work and our department; 

 We trust each other to be honest and professional; 

 We are always striving to be innovative. 

Areas of Responsibility/Services Provided: 

 Maintain student academic files; 

 Maintain student registration status; 

 Maintain student academic standing; 

 Maintain student personal and academic records; 

 Articulate transfer credit; 

 Generate official student academic transcripts; 

 Provide enrollment and degree verifications; 

 Assist and provide support with BANNER; 

 Conduct graduation certifications. 

Contact Us 

For general inquiries related to the functions or services of the 
Office of the Registrar, please contact us via email at  
Registrar@BridgeValley.edu   

Vacant, Records Assistant III 

 Phone: 304.205.6700 (South Charleston Campus) 

 Fax: 304.205.6771 (South Charleston Campus) 
Registrar@BridgeValley.edu   
 

Jordan Atha, Associate Registrar 

 Phone: 304.734.6615 

 Fax: 304.734.6634 
Jordan.Atha@BridgeValley.edu 

 Roy Simmons, Registrar & Chief Records Officer 

 Phone: 304.205.6708 

 Fax: 304.205.6771 
Roy.Simmons@BridgeValley.edu 
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