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Introduction:  The Academic Registry is the administrative arm of the University’s teaching operations.  The role of an Academic Registry is to provide all of the essential services that relate to enrolment, examination, graduation and welfare of students and to ensure the efficient delivery of courses, programs and degrees through publication of University and Faculty handbooks and teaching and examination timetables. Also, the Academic Registry ensures the provision of all necessary teaching spaces, teaching aids and resources and manages teaching and learning programs intended to enhance teaching quality of academic staff and the learning skills of students. Some effort has been made to identify key personnel, but it needs to be noted that these numbers represent the minimum number of staff required. Actual numbers need to be based on the realities of workload demand, the number of faculties and the numbers of students enrolled in them, and the ways in which roles and responsibilities are distributed.

In addition, the Vice-Rector Academic, who oversees the operation of the Registry, also is responsible for a number of academic committees which support the administrative functions and operations of the Academic Registry by developing policy, reviewing and approving courses, programs of study and degrees proposed by Faculties and Departments, and determining priorities and budgets for replacement and upgrading of teaching facilities, teaching equipment and library/academic information resources.  The Committees suggested in this document represent an essential core of activities of the Vice-Rector Academic that need some form of broader academic support, advice and input into policy development and implementation.  The list is not intended to be exhaustive.

The Academic Services of the Registry:  These are listed and their functions described below:

1. Enrolment and Student Recruitment Division:  A primary function of the Academic Registry is to serve as the “front door” of the University and to welcome new and re-enrolling students.  The Enrolment and Student Recruitment Division provides intending students with information resources that set out the advantages of studying at TSU, the range of study opportunities and programs available, the resources that TSU has to support student learning, and provides forms and course information for enrolment in the various faculties.   University and Faculty Handbooks and timetables need to be made available by the Division to assist students in making their enrolment decisions and there should be procedures for referring students to relevant Deans or Department staff for additional assistance and academic advice with enrolment decisions.  The Registry receives all enrolment applications and refers them to the relevant Faculty for academic approval of the selected program of study.  The Faculty Dean (or her/his nominees) check that all enrolments comply with the degree regulations and are feasible in terms of the timetable and course requirements before confirming the students’ chosen programs of study.  The approved forms are then returned to the Registry and each enrolment is processed, confirmed with the student and recorded in the students’ academic records. 

Many universities encourage students to make pre-enrolment applications in May (for the first semester) and December (for the second semester) so that these can be processed and, if necessary, students can be advised on any amendments they need to make to their applications before the semesters begin.  In addition, students newly graduated from High School are encouraged to pre-enroll provisionally, with final acceptance of their enrolment dependent on their success in the National Entrance Examination.  Pre-enrolment allows the University to estimate the number of students entering various faculties and programs ahead of time, which assists with planning of classroom and laboratory requirements, part-time teaching and tutorial staff numbers and any other factors influenced by student enrolments.  The Enrolment and Student Recruitment Division passes on information relating to any disabled students or those with any special learning needs who enroll at TSU to the Disabled Student Support Officer (see 4. below).

Student recruitment involves taking TSU enrolment and degree program information into High Schools to inform potential students and to encourage them to choose to study at TSU.  This also can involve participation by selected academic staff who present brief summaries of the study and employment options available to students studying in their faculties.

This Division also is responsible for providing administrative and secretarial support to the Academic Programs Committee (see a). below).

Key Personnel: Division Director, 1-2 Division Secretaries, 4-6 Enrolment Managers  (Depending on Faculty size, possibly each could be responsible for enrolments two Faculties, e.g., Humanities-Arts & Social Sciences; Physical and Natural Sciences; Business and Law; Medicine and Life Sciences), 4 Student Recruitment Officers (two to focus on school visits, two to focus on marketing TSU to schools and community) 
2. Examinations and Graduation Division:  The primary role of this Division is to ensure the delivery of properly conducted examinations, to ensure the security of examination materials, completed student examination papers, and to ensure that results are accurately recorded and communicated to students.  It is the responsibility of Faculties and Departments to ensure that the Registry receives drafts of examination papers in time for them to be printed ahead of the scheduled examinations.  In consultation with the Faculties and Departments, the Examinations Division produces examination timetables for the end of semester examinations.  In doing so it ensures that there are no conflicts in the timetable for students by ensuring that all examinations to be attended by any given student are timetabled at separate times.  This Division also supervises all formal (i.e., those requiring examination papers and which require more than 1 hour to complete) examinations.  The examination papers are delivered to the examination rooms by the supervisors and students sitting the examinations are required to show their identification papers to the supervisors before being admitted to the examination.  Supervisors provide the examination papers and blank papers for writing answers to the students, they observe the examination and, at the end of the time, they collect all of the students’ answer books and return these to the Academic Registry.   Completed papers are sent to the Department for marking and then returned to the Registry for storage or destruction.  Some universities now allow students to claim their marked papers once grades are recorded and have procedures for students to appeal their grades within a given time frame if they are dissatisfied with the marks awarded.  In the event of an appeal, the paper is returned to the Faculty for review by the Department staff and the Dean.  Any correction in grades is advised to the Registry.
The Division also provides administrative and secretarial support to the Higher Degrees Committee (see b) below).

Once all final course and examination grades have been approved by both the Department and the Faculty at the end of each semester, the results forms are returned to the Examinations and Graduation Division for recording in the students’ academic records.  The Division advises students of their grades by making available individual course results forms at the end of each semester.

This Division also is responsible for advising students of their eligibility to graduate from the University and for scheduling and organizing graduation ceremonies in consultation with the Vice-Rector Academic and the Faculty Deans.

Key Personnel:  Division Director, 1-2 Division Secretaries, 4-6 Examination Managers (Depending on Faculty size, possibly each could be responsible for examinations and graduation arrangements in two Faculties, e.g., Humanities-Arts & Social Sciences; Physical and Natural Sciences; Business and Law; Medicine and Life Sciences), 2-4 Student Records Officers (working in conjunction with Enrolment staff), 1 Publications Manager.  Additional part-time staff would be employed to supervise all formal written examinations arranged by the Division.

3.   Student Welfare and International Student Division: This Division is responsible for provision and management of all services directed at student heath and welfare and for the support of international students enrolled in TSU programs.  Student services such as health clinics, counseling services, accommodation and financial assistance services, and career and employment advisory services on the TSU campuses are organized and managed by this Division of the Academic Registry.  Students in need of tutorial assistance are referred to the University’s Teaching and Learning Development Center (see 4. below).
This Division has special responsibility for helping to meet the needs of disabled students through its Disabled Student Support Officer. This person has special knowledge of the needs of disabled students and students with special learning needs and has the role of ensuring that these students can enroll in their chosen degree programs, can access teaching rooms and laboratories and that they have access to any necessary reading or writing support in lectures and examinations.  Also, working in conjunction with staff in the Enrolment and Student Recruitment Division, the Examinations and Graduation Division, and the Teaching and Learning Resources Division, this Officer ensures that disabled students have access to necessary support services and tutorial support to enable them to study successfully at TSU.
The International Student Office, which is managed and operated by the Student Welfare and International Student Division, works in conjunction with the Enrolment and Student Recruitment Division, to provide enrolment assistance to International students. Once they are enrolled, the International Student Office then maintains ongoing contact with International students on TSU campuses and ensures that they are safe, in suitable accommodation, healthy, and making satisfactory progress with their studies.  It provides advice and access by students to any necessary health, counseling or tutorial support.  From time to time in the academic year, the Division arranges social and cultural activities that incorporate International students to allow them to share their culture (e.g., music and dance, special foods, etc.) with Georgians and with each other.

Key Personnel:  Division Director, 2-3 Division Secretaries, 1 Student Health Center Receptionist, 4* full time Physicians, 4* Nurses, 4-6* Counseling Psychologists, 2-3* Careers Guidance and Employment Advisors, 2-3* International Student Officers, 1-2* Disabled Student Support Officers (* depending on numbers of students they have to serve).
4. Teaching and Learning Resources Division: The responsibilities of this Division include management and allocation of teaching spaces (classrooms, laboratories, Faculty Libraries and student computer worksites), final editing and publication of all official University handbooks (including Faculty and Departmental handbooks) and lecture timetables.  It also facilitates and provides administrative and secretarial support to the academic committees involved with developing the course timetables (see Timetable Committee, d). below) and those determining policy and resource allocations for provision of teaching and learning resources at TSU (see Teaching, Learning and Information Resources Committee, see c). below).
In addition, this Division is responsible for the management of the TSU Teaching and Learning Development Center.  This Center would be staffed by specially trained and qualified academic and tutorial staff and have three primary roles.  Its first role would be to provide academic development programs which train academic staff in modern teaching methods and use of modern teaching technologies (e.g., effective teaching and assessment methodologies, effective use of teaching aids such as OHT and PowerPoint presentations, and use of teaching resources such as internet and search engines).  The Center’s second role would be to provide remedial training for academic staff who have poor records of teaching performance.  The third role would be to provide tutorial and academic assistance to students who need additional tutorial support, including disabled and International students.

Key Personnel: Division Director, 1-2 Division Secretaries; 2 Teaching and Learning Resource and Space Allocation Officers; 2 Publication Officers (Handbooks & Timetables); 1 Director of Teaching and Learning Resource Center, 1 Center Secretary/Receptionist; 3-4 full-time tutors providing training for academic staff and remedial tutorial support for students.

5. Distance and Community Education Division:  The Distance and Community Education Division is responsible for organizing and scheduling distance (internet- based teaching of TSU courses, regional delivery of TSU courses in outreach centers) for students outside of Tbilisi and Community Education (lectures, training workshops, exhibitions, etc.) programs within Tbilisi.   Taking the University to distant communities through outreach programs and enabling students in the regions and those who work during the day in Tbilisi to access TSU courses and degrees via the internet increases the availability of tertiary education of a wider section of the Georgian community.  The normal practice for distance education is for students to access lecture and course materials and course lecturers via the internet and to e-mail written assignments and for them to attend on-campus classes with academic staff for lectures, workshops and laboratories for up to four weeks during the Summer Vacation.  Where the technology is available, some universities also use tele-conferencing links to deliver lectures to distance students in regional learning centers and/or either send out academics from the university or employ suitably qualified persons in the region to deliver courses directly.  All academic courses offered through distance education would need to be approved by the Academic Programs Committee (see a. below) and monitored for Quality Assurance by the Departmental and University Quality Provision Services.
Providing community education programs within Tbilisi to a wider section of the community than might normally access the University provides opportunities for life-long education and promotion of the University to people who might otherwise not consider study towards a degree.  Community Education programs can be taken off campus to urban High School campuses or community halls to increase public accessibility.  Lectures or workshops may be scheduled as a series over a number of weeks or fitted into a weekend.  For example, general lectures on current events, art or music history, international relations, child development information for parents, and workshops that enhance the skills or knowledge of teachers, business owners, and amateur writers, musicians or artists all can be attractive for community education programs.
Enrolment by distance education students in TSU faculty courses and programs would normally be processed by the Enrolment and Student Recruitment Division (see 1. above).  The advertising of lecture programs, workshops or exhibitions and the processing of enrolments in Community Education programs normally would be managed by the Distance and Community Education Division.  Often Community Education student enrolment is done on-site at the venue for the lecture or workshop by a staff member from the Division who records the enrolments, collects the fees and gives receipts.

Key Personnel: Division Director, 1-2 Division Secretaries, 1-2 Community Education Development Officers, 2-3 Distance Education Officers (at least 1 involved in website development and at least 2 to co-ordinate regional initiatives and on-campus programs for distance education students). 

Academic Committees serving the Vice-Rector Academic:  The development of policy, regulations, and new degree courses and programs, as well as the distribution of funds to support services and facilities usually is undertaken by academics representing their faculties on key committees that function in conjunction with the Divisions of the Academic Registry.  In addition to academic members, the Committees also include representatives (usually at least the Director) of relevant Divisions of the Academic Registry.   Policies, procedures, programs and financial decisions emanating from these committees typically are presented for approval, by the Vice-Rector Academic, to the Academic Council and, where required, the University Senate.  Normally, the Vice-Rector Academic would be a member (ex-officio) on all of the committees, with power to delegate the authority to the committee chair if unable to attend.  Most committees would be expected to meet at least monthly and each would include representation of at least one member of each Faculty.  Because TSU has separate campuses for different faculties, it might be necessary to have equivalent committees on each campus responsible for the faculties, degree programs, courses, and services located there.

Committees would include the following:

a).  Academic Programs Committee: This Committee would be involved in the development of policy, procedures and systems for the approval of all courses, programs and degrees offered by TSU (including distance education) and the descriptions of these which are published in University, Faculty and Departmental Handbooks.  The Committee should receive and review applications from Faculties for both the development of new courses, programs or degrees and for the amendment or redevelopment of existing ones.  It would advise the Academic Council and, where required, the University Senate on matters relating to all academic programs of the University and it refers its decisions on courses, programs and degrees to these bodies for approval.  The Committee also would advise, and receive advice from, the appropriate Divisions of the Academic Registry involved in matters relating to changing programs and presenting information to students, such as Enrolment and Student Recruitment (see 1. above).

b).  Higher Degrees Committee:  The Higher Degrees Committee is the academic committee responsible for the development and implementation of University policy, procedures and documentation relating to Higher Degrees (PhDs).  It also should be responsible, in consultation with Faculty Deans and dissertation supervisors, for the final approval of PhD programs and dissertation proposals and for the monitoring of each PhD student’s progress through the degree.  When the dissertation is submitted to the Department for examination, the Higher Degrees Committee approves of, and communicates with, both the external examiners suggested by the Department and the proposed Departmental examination panels.  A member of the Higher Degrees Committee should also be eligible to chair the oral examination panel on behalf of both the Committee and the University Quality Provision Service (UQPS) and, as chair, would be responsible for recording notes of the examination and reporting the examining panel’s decision to the student, the Higher Degrees Committee and the UQPS.  Having an independent chair of PhD examining panels enhances the transparency of the process and provides an important quality assurance component.

The Higher Degrees Committee would include representation from the Academic Registry, in particular, the Director of the Examinations and Graduation Division (see 2. above).  Reports of PhD examinations would be sent to the Academic Council.

c). Teaching, Learning and Information Resources Committee: The function of this Committee would be to develop and implement policy, plans and systems for the provision of those resources necessary to the delivery of effective teaching and learning opportunities in the University.  It would receive a budget so that it could receive, review and, where appropriate, approve requests for the provision, replacement and/or modernization of teaching aids and equipment (e.g., blackboards, whiteboards, projectors, computer laboratories) and information resources (e.g., internet access, Faculty library spaces, equipment, books and journals).  It would also provide policy and academic advice to the Academic Registry concerning remedial teaching and learning services (e.g., The Teaching and Learning Development Center) and matters relating to teaching and learning resources (see 4. above).  The Director of the Teaching and Learning Resources Division would be a member of the Committee.

d). The Timetable Committee:  The Timetable Committee would be responsible for developing academic policy, procedures and systems in relation to course and examination timetables.  In conjunction with the Academic Registry’s Teaching and Learning Resources Division (see 4. above), it would be responsible for overseeing the timetables’ development, and for approving publication of the University’s teaching timetables.  It would also assist the Division in assigning and scheduling teaching space for classrooms and laboratories.  Similarly, in conjunction with the Registry’s Examinations and Graduation Division (see 2. above), it would be responsible for overseeing the production, approval and publication of the University’s examination timetables and the assignment of examination rooms.

Conclusions:  The aim of this document has been to set out basic and essential services and operations for the Academic Registry and the academic committees supporting the work and responsibilities of the Vice-Rector Academic.   The intention has been to ensure effective and efficient operations across a diverse range of academic support services and transparent operations and decision-making processes.  While an effort has been made to identify key personnel, the numbers provided are, at best, only indicative estimates of minimal staffing levels.  Additional personnel may be required where justified by work responsibilities and demands and/or by levels of enrolments or organizational requirements.  No provision has been made for an Academic Registrar, on the assumption that the overall management of the Registry would be the responsibility of the Vice-Rector Academic.
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