
Registrar’s Office Staff Responsibilities by Job 
 
Academic Certification for Organizations ...........................Patricia Nelson, 4129 
Address Changes .................................................................Pam Goforth, 5171 
Advanced Placement & International Baccalaureate ..........Donna Haley, 5169 
Athletes ...............................................................................Nancy Hipp, 5426 
Biographical Information ....................................................Steve Benton, 5168 
Calloway Students ...............................................................Steve Benton, 5168 
Course Exceptions and Substitutions ..................................Jean Kimmer, 5170 
Course Repeats ....................................................................Jean Kimmer, 5170 
Course Schedules .................................................................Jeannette Rork, 5208 
Degree Audit Review...........................................................Donna Haley, 5169 
Degree Audits (Setup & Maintenance).................................Jean Kimmer, 5170 
Discrepancies (Grades)......................................................... Nancy Hipp, 5426 
Discrepancies (Rosters)........................................................Jeannette Rork, 5208 
Divinity School.....................................................................Donna Haley, 5169 
FERPA (Family Educational Rights & Privacy Act) ..........Patricia Nelson, 4129 
Freshmen with College Work ..............................................Sharon Payne, 3725 
Grade Changes ....................................................................Nancy Hipp, 5426 
Grades – Midterm and Final Grades ..................................Nancy Hipp, 5426 
Graduation ...........................................................................Donna Haley, 5169 
Immunization ......................................................................Steve Benton, 5168 
Instructor Changes .............................................................. Jeannette Rork, 5208 
Labels and Reports **  .........................................................Steve Benton, 5168 
Late Drops/Late Adds……………………………………. Susan Carlton, 5172 
Major/Minor Mass Declaration ...........................................Susan Carlton, 5172 
Major/Minor Changes ..........................................................Susan Carlton, 5172 
Medical Priorities… ............................................................Nancy Hipp, 5426 
Name Changes .....................................................................Pam Goforth, 5171 
NCAA Certification .............................................................Nancy Hipp, 5426 
Non-Standard Student Enrollment .......................................Susan Carlton, 5172 
Phi Beta Kappa ....................................................................Jean Kimmer, 5170 
Readmits ..............................................................................Sharon Payne, 3725 
Registration ..........................................................................Jeannette Rork, 5208 
Registration Processors ........................................................Steve Benton, 5168 
Repeats…..............................................................................Jean Kimmer, 5170 
Social Security Number Changes .........................................Pam Goforth, 5171 
Study Abroad – Non-WF Programs .....................................Sharon Payne, 3725 
Study Abroad – WF Programs .............................................Jeannette Rork, 5208 
Summer School Elsewhere ..................................................Susan Carlton, 5172 
Technical...............................................................................Steve Benton, 5168 
Transfer Students..................................................................Sharon Payne, 3725 
Transcripts.............................................................................Pam Goforth, 5171 
Verifications .........................................................................Pam Goforth, 5171 
Withdrawals .........................................................................Susan Carlton, 5172 
 
**For labels, reports, or grade changes, send an email to registrar@wfu.edu  
    with your request.            May, 2008 
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