
Fall 2012

Summer: Business as usual at the Registrar’s Office
 

This newsletter is a product in the making and 
open to suggestions! If you have any questions, 
comments, concerns or just a new idea to share, 
please email awhitwell@brocku.ca

While most of us look forward to enjoying a well-
deserved week or two off during the summer months, 
it’s still business as usual in the Office of the Registrar.  
So what goes on in the Registrar’s Office over the 
summer months?   Here’s a rundown of what happens 
after that last graduate has crossed the stage with 
diploma in hand at Spring Convocation.

Student Information  
Verification of letters for incoming and returning 
students, scholarship plans, transcript requests, and the 
handling of registration issues.

Student Records 
Processing of Fall convocation applications, inputting 
of Spring/Summer session grades, change of majors 
requests and responding to inquiries through the 
registration help line.

Scheduling  
Updating of the Fall/Winter timetable, daily booking  of 
classroom requests, Spring/Summer exam changes, and 
processing of room usage reports.

Systems 
Testing newly implemented student access pages and 
degree audit pages, training staff and faculty (e.g. 
Academic Program Committee, Registration system, 
degree audit), and additional special projects as 
required.

Recruitment  
Production of the Brock Book, planning of the 
Fall travel schedule, training plans for new liaison 
officers, preparation for the Ontario University Fair, 
implementing Marketing and Communications plans, 
and performing Campus tours.

Academic Advising 
Meeting with new and returning students, presenting 
to IELP students, planning Summer Orientation for new 
part-time, mature and international students, preparing 
the Year 2 Student Session, updating publications, and 
assisting with degree audits for Fall Convocation. 

Undergraduate Admissions  
Processing late applications, receiving final grades, 
evaluating final transfer credits, admitting second 
degree students, processing requests for changes from 
part-time to full-time status, responding to emails and  
telephone calls.

Education  
Admitting In-Service/Adult Education students to 
meet summer application deadlines, getting new 
Teacher Education students registered into classes, and 
processing incoming documents to complete files.
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Providing exceptional service to the Brock community



CAUCUSS COUNCIL 
Spring Open House

The 2012 Canadian Association of College and 
University Student Services (CACUSS) conference 
was held in Niagara during the second week of June, 
and was hosted by Brock University and Niagara 
College. Brock’s campus was bustling with student 
service representatives as 696 delegates attended 
workshops and social events that showcased not 
only the campuses of Brock and Niagara College, 
but the greater Niagara Region as well.  CACUSS 
is a professional association that represents those 
who work in Canadian post-secondary institutions 
within Student Affairs and Services.  The conference 
focused on engaging digital citizens and offered 
a broad range of session topics for participants 
to choose from.  Troy Brooks, Academic Integrity 
Officer represented the Office of the Registrar as a 
presenter. 

Update from Records
Now that exams are over, students hoping to 
graduate this Fall Convocation are anxiously 
awaiting the news that they have met all of their 
requirements. The process of entering grades on 
the system is a huge task and the records area is 
working swiftly to accomplish this as the deadline 
approaches. 

In February, the process begins once again following 
the deadline for applications to graduate.  At this 
time, degree audits are printed and hand delivered 
to departments for review and adjudication.  
Once the grades are returned to the office, each 
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audit is double-checked and verified that University 
requirements have been met and then inputted into 
the system.

Between April and May, exams run and final grades 
are submitted.  Staff will work diligently to put 
grades on the system before the deadline. Last 
year, over 123,000 grades and grade changes were 
entered resulting in over 3300 graduates at Spring 
Convocation.

These numbers are carefully tracked and recorded for 
our annual report each year.  Numbers are kept by type 
and volume, program changes, add and withdrawal 
requests.

As the campus fills with the excitement of all the new 
arrivals, the Admissions unit will take a quick breath and 
then begin the process anew for the next academic year.  
That’s not to say that admissions for this year are not on-
going, as the team works to assist last-minute applications 
to Brock for this September.  The summer has been busy as 
the unit worked hard to process over 19,500 applications 
to the university, resulting in over 3,900 newly admitted 
and registered undergraduate students!  Especially 
encouraging is the growing number of students coming to 
Brock from high school with a 90% or higher average.  It is 
also exciting  to see the international population grow at 
Brock with about 180  students coming to St. Catharines 
from locations all over the world – Belize, Bermuda, China, 
Egypt, India, Saudi Arabia, and the United States to name 
a few.   Teacher Education also continues to be a popular 
choice at Brock, as the team assessed almost 4000 
applications for this professional area of study, ultimately 
welcoming 430 new Teacher Candidates to campus.  It’s 
wonderful to realize the tangible effects  of a bustling 
summer in the growing community at Brock.

Admissions update


