
 

 

 

College Registrar MEETING MINUTES 
Admissions/Registration 

March 31, 2017 

1:30 p.m. – 4:30 p.m. 

Lake Worth Campus / SCA 127 

 

 

ITEM 1. Name Badges 

 

Discussion: Dr. Peter Biegel, Interim College Registrar discussed the cultural shift in wearing name 

badges.   

 

Data/data source:  n/a 

 

Action: Dr. Biegel stated that all staff should refer to student by name and having staff wear a 

name badge melts the tension, especially at the front counter.  Dr. Biegel also stated that 

staff name should always be given when speaking with a student via telephone.   

 

 

ITEM 2. Appeals  

 

Discussion: Dr. Biegel informed staff that Helen Shub, Assistant Dean of Enrollment Management and 

Sonia Ortiz, Enrollment Management Specialist will be attending the next cluster meeting 

to discuss and clarify the appeal process guidelines.  Dean Shub is in the midst of revising 

the Appeals form to include Financial Aid staff member signature.  Goal is to make the 

process more efficient. 

   

 

Data/data source: n/a 

 

Action: Dr. Biegel instructed staff to make sure full package is being submitted to the Appeals 

Committee to avoid delay with the student and process.  Incomplete packages may be 

returned by the Committee.  Dr. Biegel also mentioned that Campus Registrars may 

include their comments, if in agreement or not to assist committee with the full picture.   

 

 

ITEM 3. Dual Enrollment  

 

Discussion: Dr. Biegel informed staff he has been new appointed over Dual Enrollment. He also 

mentioned that test scores need to be updated on DE brochures.  

   

 

Data/data source: n/a 

 

Action: Dr. Biegel stated the test scores (screens) for Dual Enrollment students need to be updated 

and sent to Palm Beach County School District contacts.  He also suggested to avoid 

leaving test score conversions up to the HS counselors.  Dr. Biegel asked for staff to find 



out how many old forms are at service area schools; if not too many, discard.  Otherwise, 

will need stickers with updated information for the old (test scores) DE forms.  

 

ITEM 3. Record Merge Project  

 

Discussion: Dr. Biegel stated that (duplicate) records need to be fixed for ERP, 7 years past have been 

pulled.  Dr. Biegel will request deadline date(s) for clean-up from ERP.   

 

Data/data source: n/a 

 

Action: Dr. Biegel informed staff to continue checking for duplicate applicant names.  He also 

stated, David will send revised instructions to merge records and how to purge prospects 

records.   

 

ITEM 4.  “B” Visa (Tourist) 

 

Discussion: Francklin Laborde, International Admissions and Recruitment Manager addressed his 

concern of B Visa students taking college credit courses.  Additionally, Francklin is 

concerned how the students were able to register for such classes and asked if a hold is 

placed on the student record. 

 

Data/data source: n/a 

 

Action: Francklin suggested staff be conscious of “B” or “B2” Visa students taking college level 

courses.  David Garwood will run a report to determine the number of students with a B 

Visa and will inform Dr. Biegel of his findings.  David will also test the process to 

determine how the student(s) were able to register for college level courses. 

 

ITEM 5. Processing Applications 

 

Discussion: Dr. Biegel discussed his concern of the application queue and other processing center 

tasks.  Application queue is currently at 200+ applications.   

 

Data/data source: n/a 

 

Action: Dr. Biegel suggested that Gerri Romero, Associate Registrar reach out to Campus 

Registrars when assistance is needed to process new applications. He also suggested a mini 

audit with Gerri to discuss opportunities for the Information Center to help.  Dr. Biegel 

would like staff to audit the Admissions/Registration tasks – counter time vs. process.   

 

 

OTHER. 

 

2017-2018 Budget:   Campus Registrars were instructed to email needs and wants to Dr. Biegel, he will 

forward to Dean Zettler.  Dr. Biegel is unsure of deadline dates at this time, he will 

follow up with Dean Zettler.  

 

Assessment: Dr. Biegel suggested that assessment should be natural.  If training is working from 

department to department add assessment to (goal/accomplishments) reporting. 

 Mindful of behavior into qualifying numbers.  Dr. Biegel will create a chart of the 

various assessments we have to make sure all levels of assessment are tied together 

(related). 



 

Telephone System: Staff stressed concern with new telephone system menu options, messages, etc. 

 

Cross Training: Discussed Student/FA cross training. Short term idea, initially for peak summer 

time.  Not enough time to conduct extensive training before fall term.  Screens, etc., 

may be a good (quick) start. 

 

International DSO Certification: Michelle Williams, Belle Glade Campus Registrar completed 

certification process. Michelle is pending approval to access. 

 

Summer “A” Term: Discussion if High Seniors are eligible for Summer A term.   ENC 1101 and 

MAT1033 competency is sufficient for FA to award.   

 Question: Can a student that is not college ready come in without financial aid?  

 Answer: No definitive answer was given. 

 

Peak: Campus to shift incoming calls to Information Center during peak, April / May pre-

peak period set up documentation for Information Center staff, and instruct how to 

escalate while having someone on a line,  

 

Monkey Survey: Santrel Carries, Lake Worth Campus Registrar informed staff of survey the 

advising department attaches with emails. Santrel will forward link to Dr. Biegel. 

Michelle Williams, discussed she is going to being using the survey Santrel created 

when she was the Belle Glade Campus Registrar. Michelle will also share with Dr. 

Biegel. 

 

Collegiate High School (CHS): 

Ronnie Malavé, Palm Beach Gardens Campus Registrar informe staff that CHS is a  

new school choice option.  High School seniors only can apply and they are 

selected to attend.  Dr. Biegel stated he will set up a meeting with Associate Dean 

Dr. Robert Van Der Velde to learn more about CHS. 

 

Evaluating Foreign HS Transcripts: 

Paul Souza, Boca Raton Campus Registrar is seeking approval to purchase two 

books to assist with evaluating Foreign High School transcripts:  

NAFSA $11.99 members / $19.99 non-members 

AACRAO $45 members / $60 non-members  

Dr. Beigel would like additional information prior to approval.  David Garwood, 

Business Analyst is to provide Dr. Biegel with the number of out of country high 

school transcripts received yearly. 

 

 
 

Attendance: Dr. Biegel Santrel Carries David Garwood 

Francklin Laborde Ronnie Malavé Paula Souza Fred McGuiness 
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