STUDENT RECORDS AND
REGISTRATION

Student Records and Registration (https://www.csuchico.edu/sro/)
Student Services Center 110

530-898-5142

530-898-4359 (fax)

Email: registrar@csuchico.edu

Assistant Registrar. Michelle C Holmes

Contact Information

It is critical the University has accurate address, phone, and emergency
contact information in the event the University needs to contact you,

a family member, or other designated individuals. It is important that
students update their contact information whenever there is a change

in order to receive timely information from the University. Updates can
be made in their Student Center via access through the Portal (https://
portal.csuchico.edu/uPortal/f/u18I1s4/normal/render.uP). Students may
also inform the University of changes to their contact information by
completing a Student Information Update form.

Email Communication

California State University, Chico considers email to be an official method
for communicating University business with students. Each student

is provided with a campus WildcatMail (https://www.csuchico.edu/
google/) account. We strongly urge you to review the contents of

your WildcatMail account on a frequent and regular basis. Critical
notifications from the University related to enrollment, academic status,
fees, holds, and financial aid will only be sent to your WildcatMail
account. Students may forward messages from this account to an
address used regularly.

Student ID Number

You will be assigned a nine-digit Chico State ID Number that will be used
as an identifier for all of your student records. These records may include

. Application and admission records;
. Registration records;

. Enrollment/transcript records;

. Financial aid records;

. Alumni records; and
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. Records maintained by other University programs.

Use of Social Security Number

Applicants are required to include their correct Social Security numbers
in designated places on applications for admission pursuant to

the authority contained in Section 41201, Title 5, California Code of
Regulations, and Section 6109 of the Internal Revenue Code (26 U.S.C.
6109).

The university uses the Social Security number to identify students

and their records including identification for purposes of financial aid
eligibility and disbursement and the repayment of financial aid and
other debts payable to the institution. Also, the Internal Revenue Service
(IRS) requires the university to file information returns that include

the student’s Social Security number and other information such as

the amount paid for qualified tuition, related expenses, and interest on
educational loans. This information is used by the IRS to help determine
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whether a student, or a person claiming a student as a dependent, may

take a credit or deduction to reduce federal income taxes. The Financial
Aid and Scholarships Office will also use it to report Federal Work-Study
earnings to the Federal Department of Education.

Students who do not have a Social Security number at the time of
enrollment will be required to obtain a Social Security number and submit
it to the University within 60 days. Failure to furnish a correct Social
Security number may result in the imposition of a penalty by the Internal
Revenue Service.

Enrollment Verification

Student Records and Registration verifies enrollment for insurance
companies, banks, scholarships, employment, etc. The Financial Aid and
Scholarship Office (https://www.csuchico.edu/fa/) verifies enroliment for
students applying for its financial aid programs.

Most verifications of enrollment require a certification for full-time or part-
time student status. You are a full-time undergraduate student if you are
enrolled in at least 12 semester units. You are considered half-time if

you enroll in 6=11.9 units, and part-time if enrolled in 1-5.9 units. If you
enroll in extension course work at Chico State, you must inform Student
Records and Registration of this fact when requesting an enrollment
verification if you plan to use the extension units in determining full-time
or part-time status.

You are a full-time graduate student if you are enrolled in at least eight
graduate-level semester units (courses numbered 400—699). Courses
numbered 100 through 399 do not count full value towards the eight
graduate-level semester units required for full-time status for graduate
students. Regularly enrolled graduate students employed half-time or
more as graduate assistants, research assistants, or part-time faculty
may use the employment as the equivalent of up to four semester hours
in determining full-time status. Verification of this must be obtained
through the Office of Graduate Studies.

Enrollment verification requires your written consent before it will be
released and should be requested two weeks before needed.

CSU Immunization Requirements

The CSU (https://www.calstate.edu/attend/student-services/Documents/
immunization-requirements-and-recommendations.pdf) Immunization
Requirements policy (https://www.calstate.edu/attend/
student-services/Documents/immunization-requirements-and-
recommendations.pdf) applies to undergraduate and graduate students,
students matriculated in self-support degree programs, and K-12 students
participating in concurrent enrollment courses entering the California
State University (CSU) in or after fall 2023.

Immunization and Screening, Recommendations and Requirements
are adopted from the American College Health Association (ACHA)
Immunization Recommendations for College Students (https://
www.acha.org/resource/immunization-recommendations-for-college-
students/) and the California Department of Public Health (CDPH)
Immunization & Screening Recommendations for College Students
(https://www.cdph.ca.gov/Programs/CID/DCDC/Pages/Immunization/
School/college.aspx).

See the CSU (https://www.calstate.edu/attend/student-
services/Documents/immunization-requirements-and-
recommendations.pdf) Immunization Requirements policy (https://
www.calstate.edu/attend/student-services/Documents/immunization-
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requirements-and-recommendations.pdf) for more information regarding
additional authorized discretionary requirements, academic programs,
fieldwork or clinical placement requirements, or immunization access.

(Note: Any revisions of the CDPH recommendations for colleges
and universities as of February 1, each year, will be reflected in CSU
recommendations for the subsequent fall academic term.)

Exemptions

A student may be exempted from any requirements in this policy as
described below:

Medical Exemption: due to a medical condition for which an Approved
Vaccine presents a significant risk of a serious adverse reaction. Any
medical Exemption must be verified by a certified or licensed healthcare
professional.

Religious Exemption: due to either (i) a person's sincerely held religious
belief, observance, or practice, which includes any traditionally
recognized religion, or (ii) beliefs, observances, or practices which an
individual sincerely holds and that occupy a place of importance in that
individual's life, comparable to that of traditionally recognized religions.

Required Immunization

Hepatitis B (Hep B) — Ages 18 and younger as per California law (HSC
sections 120390-120390-7), enrollees who are 18 years of age or younger
are required to provide proof of full immunization against the hepatitis B
virus prior to enrollment.

Immunization and Screening Recommendations

The CSU recommends that students are current for the immunizations
listed below. Immunizations and screening recommendations, and
immunization schedules are linked above. Campuses should link to this
policy to provide students with detailed immunization and screening
recommendations.

Recommended Vaccines to Reduce Outbreaks

. Influenza Vaccine

. Measles, Mumps and Rubella (MMR) Vaccine

. Meningococcal Conjugate (Serogroups A, C, Y, W-135) Vaccine
. Serogroup B Meningococcal Vaccine

. Tetanus-Diphtheria-Pertussis (Tdap) Vaccine
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. Varicella (Chickenpox) Vaccine
Other Vaccines Recommended for Adults

. Hepatitis A (Hep A) Vaccine

. Hepatitis B (Hep B) Vaccine — Ages 19 and older
. Human Papillomavirus (HPV) Vaccine

. Pneumococcal Vaccine
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. Polio Vaccine
Recommend Screening
1. Tuberculosis Screen/Risk Assessment (TB)

The above are not admission requirements but are required of students
as conditions of enrollment in CSU.
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Proof of Inmunization

To avoid a hold being placed on your registration that may result in delays
or denial of access to registration, you must secure proof of immunity
and be prepared to present it as required to the Wellcat Health Center
(https://www.csuchico.edu/healthcenter/services/immunizations/
immunization-requirements.shtml/). Proof of immunizations may

be obtained from your high school records, personal physician, your
county health department, or the WellCat Health Center (https://
www.csuchico.edu/healthcenter/index.shtml/) on campus. See CSU
Immunization Requirements (https://calstate.policystat.com/
policy/13152298/latest/) for more details.

Privacy Rights of Students in Education
Records

The federal Family Educational Rights and Privacy Act of 1974 (20 U.S.C.
1232g) (FERPA) and regulations adopted thereunder (34 C.F.R. 99) set out
requirements designed to protect students' privacy in their educational
records maintained by the university. The statute and regulations govern
access to certain student records maintained by the university and the
release of those records. FERPA provides that the university must give a
student access to most records directly related to the student and must
also provide an opportunity to correct the records if the student believes
the records are inaccurate, misleading, or otherwise inappropriate. The
right to petition to correct a record under FERPA does not include the
right to challenge the appropriateness of a grade determined by the
instructor. In addition, FERPA generally requires the university obtain a
student's written consent before releasing personally identifiable data
pertaining to the student. The university has adopted a set of policies and
procedures governing the implementation of FERPA and its regulations.
Copies of these policies and procedures may be obtained from the Office
of the Registrar, SSC 110, or

Office of the Registrar

400 West First Street

Chico, CA 95929-0720

Among the information included in the university statement of policies
and procedures is:

1. The student records maintained and the information they contain.
2. The university official responsible for maintaining each record.

w

. The location of access lists identifying persons requesting or
receiving information from the record.

. Policies for reviewing and expunging records.
. Student access rights to their records.
. Procedure for challenging the content of student records, and
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. The student's right to file a complaint with the Department of
Education, which enforces FERPA. The Department of Education has
established an office and review board to investigate complaints
and adjudicate potential FERPA violations. The designated office
is: Student Privacy Policy Office, U.S. Department of Education, 400
Maryland Avenue, SW, Washington, D.C. 20202-5920.

FERPA authorizes that the university may release "directory information”
pertaining to students. "Directory information” may include the student's
name, address, telephone listing, electronic mail address, photograph,
date and place of birth, major field of study, participation in officially
recognized activities and sports, weight and height of members of
athletic teams, dates of attendance, grade level, enrollment status,
degrees, honors, and awards received, and the most recent previous
educational agency or institution the student attended. The university
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may release this "directory information” unless the university has
received prior written objection from the student specifying the
information the student requests not be released. Written objections
must be sent to:

Office of the Registrar
400 West First Street
Chico, CA 95929-0720

FERPA authorizes the university to provide access to student records
without prior student consent to university officials, employees and
others who have legitimate educational interests in such access. These
persons include those with legitimate reasons to access student records
to perform the university's academic, administrative or service functions,
and those with a reason for accessing student records associated

with their university or other related academic responsibilities. Student
records will also be disclosed to the CSU Chancellor's Office to conduct
research, to analyze trends, or to provide other administrative services.
Student records may also be disclosed without prior student consent

to other persons or organizations under certain conditions (e.g., as part
of the accreditation or program evaluation, in response to a court order
or subpoena, in connection with financial aid, or to other institutions to
which the student is transferring).

Records Security

The security of your academic record is our highest concern. Therefore,
it is extremely important for you to properly exit your student information
on the web by using the “Logout” button. Do not walk away from a public
computer while still logged in to your personal records without logging
out.

Planning Your Degree

Registration consists of two major activities: planning your overall degree
program and registering each semester for the courses you want.

Carefully identifying the courses you need is the most important thing
you can do to graduate on time. Advising assistance is available to you
throughout your college career through New Student Orientation and
Transition Programs (https://www.csuchico.edu/orientation/), in group
advising sessions, and from your major department advisor, Graduation
Advising (http://www.csuchico.edu/gradadvising/), and Academic
Advising Programs (http://www.csuchico.edu/aap/). Your advisors are
your best resource—plan to see your advisors every semester.

Degree Planner. You can also use Degree Planner to plan your career

at California State University, Chico. This interactive tool found in

your Student Center allows you to view academic requirements and
develop a semester-by-semester plan of specific courses to meet these
requirements. Once your Degree Planner is completed you can run

a Degree Progress Report with planned courses to ensure you have
planned appropriately for all degree completion requirements and import
this plan into Schedule Builder to assist with registration.

The Class Schedule. The online Class Schedule (http://
www.csuchico.edu/schedule/) is your principal guide to registration
procedures each academic year. A list of each term'’s course offerings
may be found in the Class Schedule.

Academic Calendar. The Academic Calendar (http://www.csuchico.edu/
apss/calendar/index.shtml/) contains an outline of all important dates,
activities and deadlines related to the registration, tuition fee payment,
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and financial aid process, and provides detailed registration instructions,
notices, and other information important to your successful registration.

Online Registration

Registration at Chico State is real-time and online through your Student
Center via the Chico State Portal (https://portal.csuchico.edu/). Students
may use their Student Center to add or drop classes through the end of
the second week of classes in the fall and spring semesters. Changes to
your class schedule are immediate.

Each semester students are assigned an enrollment appointment for
building their class schedule. Enrollment appointments are in order by
special groups and then by class level. Students who receive priority
registration opportunities include disabled students, veterans, students
participating in NCAA athletic teams, honors students, foster youth, and
others as determined by University policy.

Once you are allowed access to registration you may continue to make
changes to your schedule until the end of that registration period. (See
the Class Schedule (https://www.csuchico.edu/schedule/) for specific
dates).

During open registration and add/drop periods your access to registration
is on first-come, first-serve basis. Consequently, it is important to

prepare for your registration session early and to plan your class
requests carefully in order to make progress toward your degree. Before
your enrollment appointment begins, meet with your advisor to plan

your schedule. Additionally, use your Student Center to identify any
registration holds or To Do Items you may need to clear before being
allowed to access the registration system.

New/Transfer Student Orientation Registration Period

New students are highly encouraged to attend an orientation (https://
www.csuchico.edu/orientation/) session before registering for classes.
During orientation students are assigned an appointment time period for
registration which is aligned with the date of their orientation session.
Students are notified via New Student Orientation and Transition
Programs when enrollment appointments are established for an
upcoming term.

Continuing Student Registration Period

Approximately two weeks prior to the beginning of the continuing student
registration period, the Office of the Registrar will send you an email
directing you to your Student Center via the Portal where you will find
your registration appointment. You may begin to access the registration
system on your assigned day and time through the end of the registration
period.

Open Registration Periods

Two weeks before the start of the fall and spring semesters, Open
Registration begins. This period grants all eligible students who have paid
their fees access to finalize their course selections before the semester
officially begins.

Add/Drop Registration Periods

At the beginning of both the fall and spring semesters, all eligible
students who have paid their fees are permitted to adjust their schedules
by adding or dropping courses. This option remains available until the
Friday of the second week of the semester.
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Manual Registration

The Class Add/Update Request form is used to register students

into courses that are not accessible via online registration. Non-
accessible courses may include Independent Study, Internships, Master’s
Study, and those designated by the department as requiring faculty

or department permission. These forms are available to students in
person at the Office of the Registrar (SSC 110) and online at Student
Records and Registration Forms (https://www.csuchico.edu/sro/forms/
index.shtml/). Courses requiring manual registration or the Class Add
and Drop Request Process (https://www.csuchico.edu/sro/registration/
class-add-drop.shtml/) will be indicated in the Class Schedule (https://
www.csuchico.edu/schedule/).

Late Registration: After the second week of classes during the fall and
spring semesters, all adds and drops are processed in the academic
department offices or by using the Class Add and/or Drop Request forms.
After the fourth week of classes all adds/drops are processed through the
Office of the Registrar (SSC 110).

Registration Fee Payment

If you fail to pay your tuition fees and/or accept financial aid by the
University’s established Registration and Tuition Fee Payment Deadline,
you may lose the classes in which you are enrolled. You will also be
assessed a late fee and will be unable to add classes until registration
and tuition fees are paid or financial aid confirmed. The most recent
information on registration and tuition fees can be obtained from Student
Financial Services (https://www.csuchico.edu/sfin/). For information
regarding electronic deposits, financial aid awards, and/or eligibility visit
the Financial Aid and Scholarship Office (https://www.csuchico.edu/fa/).

Registration Holds

Registration holds may be placed on your academic record for various
reasons. A registration hold will prevent you from registering for classes.

Check for any holds or other messages that may adversely affect your
registration in your Student Center. Holds may be placed anytime and will
bar your registration if not cleared prior to the start of your registration
period. Students are normally notified before a hold is placed.

Access to Grades

Students may access their grades through their Student Center.
Courses taken prior to fall 1993 are not available online. Alumni and
former students who no longer have a Portal account may access their
academic records by requesting an official transcript.

Transcript Requests

A California State University, Chico transcript shows only the academic
work attempted at Chico State.

Ordering options are online at Chico State Transcript Ordering
(https://www.csuchico.edu/sro/transcript/index.shtml/). Please

note that transcript processing can take up to 14 business days.
Unofficial transcripts are available in the Chico State Portal (https://
portal.csuchico.edu/uPortal/f/u18l11s4/normal/render.uP) for students
enrolled after summer 2004.

Copies of transcripts from high schools and other colleges become part
of your permanent record at Chico State and cannot be returned to you.
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If additional official copies are needed, you must make arrangements
directly with the institutions involved.

Transcript and Documents Fees

Costs associated with ordering official transcripts of your Chico State
academic record and other Office of the Registrar services are listed
below. For further information, visit or call the Office of the Registrar
(https://www.csuchico.edu/registrar/index.shtml/), Student Services
Center (SSC) 110, 530-898-5142.

Note: The fees listed are subject to change. The most up-to-date
information may be obtained from Student Records and Registration
(https://www.csuchico.edu/sro/index.shtml/) or Graduation Advising
(https://www.csuchico.edu/gradadvising/).

Official Transcript Request Fees

Number of Official Chico Amount You Pay
Transcripts You Request

Each Transcript $4
National Student Clearinghouse $2.90
(NSC) Fee

NSC Electronic Delivery Fee 81
NSC Paper Delivery Fee $.50
Rush (2-5 business days) $8
Express, US 817
Express, International $33

Unofficial Transcript Request Fees

Number of Unofficial Chico Amount You Pay
Transcripts You Request

First transcript $2
Each additional transcript each @ $2

Other Documents Service Fees

Type of Request Amount You Pay
Application for graduation $68

Refiling for graduation $8

Replacing a diploma $20

Submitting documents after a 810

published deadline (e.g., graduation
application, Class Add or Drop
Request forms or CR/NC petition)

Rush Services (e.qg., certification $8
of graduation, verification of
enrollment, petition to repeat with
academic forgiveness, transcripts,

etc.)
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