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As one of 56 member institutions, the University of 
Regina (U of R) is proud to be a member of the U 
SPORTS organization.  As a member of U SPORTS 
the University of Regina programs, the Cougars and 
the Rams, are governed by the Bylaws and Policies as 
created and maintained by the U SPORTS Board of 
Directors and the members at large.  As a member, the 
University is tasked with determining if our student-
athletes are eligible to compete as set out by Policy 
40.10 (Eligibility Policy).  The policy states…

U SPORTS expects that all participants including 
Member Institutions, Regional Associations, 
Directors of Athletics (or equivalents), coaches, 
officials, student-athletes, administrators, Institution 
Representatives, volunteers, and others connected 
to our athletic programs and events uphold our 
core values of honesty, integrity, fair play, sincerity 
and honourability. All participants shall accept and 
actively encourage compliance with both the spirit 
and the letter of the rules governing U SPORTS, and 
shall ask for clarity on or interpretation of any rule 
regarding which there is uncertainty. An accepted 
element of the spirit of those rules is that any suspected 
violation be brought forward as a Complaint or be 
brought to the attention of the alleged violator as soon 
as possible, and that intentionally withholding such 
suspicion until a later date is against the spirit of the 
rules. 

and 

It is the moral and ethical responsibility of the 
Director of Athletics and the coach to be completely 
cognizant of the spirit and intent of all Eligibility 
Rules governing interuniversity sport and it is their 
professional responsibility to convey to all athletes the 
rationale and philosophical persuasion of any rule in 
question. 

The responsibility for compliance with the U SPORTS 
Eligibility Policy is on each member institution 
and the consequences for noncompliance are often 
costly and risk institutional reputation.  It is therefore 
imperative that all the units on campus who help in 
the determination of a student-athlete’s eligibility have 
compliance education and information to perform their 
duties to the highest level of accuracy. 

The following document is meant as a manual to 
educate and inform the multiple campus units who 
assist in the determination of a Cougar/Ram student-
athlete’s eligibility including Compliance Officer to 
the policies, definitions of the vernacular, roles and 
responsibilities, timelines, both internal to U of R and 
external to U SPORTS, and links to further information 
or area expert contacts.

EXECUTIVE SUMMARY

https://usports.ca/uploads/hq/By_Laws-Policies-Procedures/2018/EN/Policy_40.10.1_to_40.10.6_Eligibility_Rules_%282018-2019%29.pdf
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It is imperative that deadlines established by the 
University of Regina Athletics Department are strictly 
adhered to in order to meet all mandatory U 
SPORTS deadlines (these dates are non-negotiable). 
Failure to complete tasks by the designated dates 
will result in delays and the student-athletes will 
be prohibited from further participation (including 
practices). If documents/tasks are incomplete, the 
student-athlete will not be added to an eligibility 
certificate and s/he will not be allowed to compete. 

Please note that if a deadline falls on a Saturday, 
Sunday, or public holiday, the date is extended to the 
first business day immediately following.

Your co-operation is greatly appreciated. 

DEADLINES AND IMPORTANT DATES

ATHLETICS ELIGIBILITY CERTIFICATE PROTOCOL

Eligibility Certificate 

The Eligibility Certificate (EC) shall be completed for 
each sport (separate EC for men’s and women’s teams) 
on U SPORTS member services portal, presently 
known as U SPORTS Central -  
https://usportscentral.ca.

The EC will include approval from the Director of 
Athletics, the approval of the respective head coach, 
the signature of the Registrar or designate, and the 
date to verify that each athlete is eligible to participate 
in U SPORTS competition. The EC will include the 
following fields:
 
• Jersey number
• First Name
• Last Name
• Current Year of Eligibility
• Date of Birth
• Course (U of R lists Faculties rather than course)
• Year of Study (based on U of R’s credit hour 

breakdown on year-of-study)
• Hometown
• Province
• Last Team Played For 

 

• If Presently Ineligible  
 - Expected Date of Eligibility for transfer  
        student or professional 

Canada West schools also report height, weight, 
and position on some ECs All data should be cross-
checked with last year’s corresponding data. Athletes 
participating in more than one sport must be registered 
separately for each sport. 

For Canada West, unsigned ECs must be distributed to 
participating members and the Canada West office at 
least seven (7) days in advance of the first scheduled 
regulation competition in each respective sport. For 
non-league sports, it is seven (7) days before the teams’ 
first non-league competition. These dates vary each 
season as they are dependent on competition schedules. 

Each member institution is required to submit its 
respective signed ECs to the U SPORTS office by the 
following dates: 

• October 1 – Football, Soccer, Cross Country
• November 1 – Basketball, Ice Hockey, Volleyball
• December 1 – Swimming
• January 21 – Indoor Track and Field, Curling 

 

1

2

https://usportscentral.ca
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The institution is required to retain one copy of each 
respective EC and to provide a copy to Canada West. 

EC ADDITIONS 

For Canada West members, new in-season additions 
need to also appear on an EC and must be sent to 
participating members at least 72 hours (local time) 
prior to the start of the next competition. 

All additions after the submission deadlines must be 
clearly identified on the EC, submitted in a timely 
manner and shall include the signature of the Registrar 
or designate, the approval of the Director of Athletics, 
and the Head Coach. A copy must be retained for each 
respective EC and a copy must be sent to Canada West. 

Deletions are not permitted on an EC; any deletions are 
subject to a $100 per athlete fine. All additions must 
be made prior to the conclusion of the Conference 
schedule (regular season) for the team. The latest that 
the EC can be submitted is 72 hours (local time) prior 
to the start of the last regular season competition. The 
EC must be sent to U SPORTS, Canada West office, 
and Canada West members participating in that sport. 

PROCESS 
 
Annually on July 15, U SPORTS rolls over into the 
new athletic year, allowing the Athletics Department to 
start the EC process. 

 1) On July 15, the Compliance Designate must 
     email all coaches and student-athletes (SA) to 
     inform them that the U SPORTS Central 
     Portal is open for renewing participation for 
     the upcoming season. 

 Continuing SAs 
 • Using the email they registered with on 
    the U SPORTS Central Portal and their 
    unique U SPORTS ID, continuing SAs can 
    log back into their U SPORTS Central profile 
    and complete the U SPORTS 

    Acknowledgment & Consent form. This  
    allows the Athletics Department to add SAs to 
    the EC.
 • SAs must also ensure the information in their 
    U SPORTS Central Profile is current and up to 
    date. 

New/Transferring SAs 
 • SAs that completed a Letter of Intent (LOI) 
   prior to their first term at the U of R and
   appeared on the National LOI Registry will 
   already be assigned to the U of R. 
 • New SAs that did not sign a LOI or SAs  
   transferring to the U of R must be assigned 
   (new SAs) or transferred (transfer SAs) to the 
   U of R by the Compliance Designate before 
   they can complete the U SPORTS 
   Acknowledgment & Consent form. As a 
   result, all new and transferring SAs must 
   provide their U SPORTS ID to the 
   Compliance Designate as soon as they have 
   verbally committed to the U of R. 
 • SAs must also ensure the information in their
   U SPORTS Central Profile is current and up to 
   date. Once the SA has been assigned to  
   the U of R by the Compliance Designate, s/he 
   will inform the SA that s/he can log back into
   his/her U SPORTS Central profile and 
   complete the U SPORTS Acknowledgment & 
   Consent form. 

Please note, all SAs must complete the form in 
order to participate in any U SPORTS competition 
(including pre-season participation). This is non-
negotiable. 

 2) In addition to completing the U SPORTS  
     Acknowledgment and Consent form, all SAs 
     must be registered in a minimum of nine (9)  
     credit hours for the Fall term. Both of these 
     tasks must be completed by the following 
     dates:
 

ATHLETICS ELIGIBILITY CERTIFICATE PROTOCOL CONT’D
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• August 1 – Football, Soccer, and any other sports 
competing in August

• September 1 – Basketball, Hockey, Volleyball, 
Track and Field, Swimming, Cross Country 

 3) By completing the U SPORTS 
     Acknowledgment and Consent form, the 
     Compliance Designate will be able to add the 
     SA to the respective EC on U SPORTS 
     Central. 

 4) Once everyone on the team has been added
     to the EC, the Compliance Designate must  
     review the information and correct any 
     abnormalities (i.e. change in faculty, year of 
     eligibility/study, etc.) by running a CASPUR 
     report. This process must be completed by the 
     following dates:

  • August 1 – Football, Soccer and any 
    other sports competing in August
  • September 1 – Basketball, Hockey, 
    Volleyball, Track and Field, Swimming, 
    Cross Country

 5) After the initial review, a copy of the EC 
     (as an excel document) must be uploaded 
     on to KHS T-Drive – Home – Eligibility 
     Certificates – Year – Sport  and shared 
     with the Registrar or designate on the 
     above dates. It must also include notes in 
     regards to extenuating circumstances 
     surrounding the SAs (i.e. identifying red 
     shirts from the previous season; identifying if 
     someone is a transfer SA, entering or 
     continuing SA; identifying SAs on 
     internships, co-ops, fieldwork). Documents 
     which support U SPORTS policies should 
     also be uploaded on to KHS T-Drive for proof 
     (i.e. letter of permission(s) for non-U 
     of R courses; proof of reduced course load
     recommendations; transfer verification forms 
     or Transfer SA Intake Forms). It is during 

     the review period that the Registrar’s Office 
     will inform the Compliance Designate of any 
     perceived abnormalities.
 
 6) Registrar’s Office (RO) – When a roster has 
     been uploaded to KHS T-Drive a notice 
     is sent to the RO. The timeliness of these
     reviews is critical and attention to due dates
     in completion of these reviews is important.  

  • Open the KHS T-Drive document by 
    team roster. 
  • Open the CASPUR reports titled CIS 
    Credit Hour Totals and CIS Advising 
    Report (report name to change to reflect 
    U SPORTS name). Cross-check these 
    reports with the team roster to ensure all 
    of the data is accurate. 
  • In Banner, go to SGASPRT and cross 
    check year of eligibility and that the 
    SAs are listed in the correct sport. 
  • In Banner, go to SGASTDN and cross 
    check program of student. It is 
    necessary to cross-check all transfer 
    students. 
  • In Banner, go to SOAPCOL to discern 
    transfer institution. Additionally, check 
    in UR Docs to ensure that official 
    transcripts have been received and 
    support the Compliance Designate with
    reviewing the transcripts to ensure 
    previous credit hours were completed 
    for eligibility. 
  • If there are any abnormalities document  
    these in the comment field on the team 
    roster. 
  • If at any time you have a question about 
    a SAs eligibility during the review 
    process, contact the Compliance 
    Designate immediately.
  • Save the roster to KHS T-Drive and a  
    notice will be sent to the Compliance 
    Designate.

ATHLETICS ELIGIBILITY CERTIFICATE PROTOCOL CONT’D

https://www.uregina.ca/is/staff/network-storage-backups/FILR/index.html
https://www.uregina.ca/is/staff/network-storage-backups/FILR/index.html
https://cas.cc.uregina.ca/cas/login?TARGET=https%3A%2F%2Freport.uregina.ca%3A17005%2FapplicationNavigator%2Fj_spring_cas_security_check
https://cas.cc.uregina.ca/cas/login?TARGET=https%3A%2F%2Freport.uregina.ca%3A17005%2FapplicationNavigator%2Fj_spring_cas_security_check
https://cas.cc.uregina.ca/cas/login?TARGET=https%3A%2F%2Freport.uregina.ca%3A17005%2FapplicationNavigator%2Fj_spring_cas_security_check
https://www.uregina.ca/is/staff/network-storage-backups/FILR/index.html
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 7) Upon receipt of confirmation that a roster has
     been verified and approved by the Registrar’s 
     Office, the head coach will be notified to 
     review and approve the information on U 
     SPORTS Central. This timeline may vary
     depending on the number of athletes to verify. 

 8) After the EC is approved by the Head Coach, 
     the Director of Athletics or Compliance 
     Designate will approve it on U SPORTS 
     Central on behalf of the Athletics 
     Department. This process is due on the dates 
     below for the following sports: 

  • August 9, 2019 – Soccer
  • August 15, 2019 – Football
  • September 7, 2019 – Cross Country
  • September 15, 2019 – Basketball, 
    Hockey, Volleyball
  • October 10, 2019 – Swimming
  • December 1, 2019 – Track and Field

 
9) Once final approval has been given by the 
Registrar’s Office, the Compliance Designate must 
print a copy of the unsigned PDF version of the EC 
and arrange a time to meet with the Registrar or 
designate for institutional sign off. 

10) The signed copy must be uploaded into U SPORTS 
Central and sent to the Canada West office. The 
Compliance Designate will archive a digital copy 
and the original signed hard-copy will be retained 
in the respective team’s binder in the office of the 
Compliance Designate. Signed copies are due to U 
SPORTS and the Canada West Office on the following 
dates:
• October 1 – Soccer, Football, Cross Country
• November 1 – Basketball, Hockey, Volleyball
• December 1 – Swimming
• January 21 – Track and Field, Curling 

11) The above process is repeated any time an addition 
is made to an EC. 

ATHLETICS ELIGIBILITY CERTIFICATE PROTOCOL CONT’D

ELIGIBILITY REQUIREMENTS3

Academic Requirements for U SPORTS student-
athletes (SAs) are established based on the following 
PRINCIPLES:

• Athletes are eligible according to acceptable course 
load standards as established by U SPORTS, 
(COURSE LOAD REQUIREMENTS);

• All athletes must be demonstrating progress 
towards furthering their education and maintaining 
academic success (ACADEMIC STANDING);

• Authority for accepting an athlete as  eligibility 
rests with U SPORTS;

• U SPORTS reserves the right to interpret and apply 
the Eligibility Rules and to impose penalties on 
athletes and members for breaches of the Eligibility 
Rules;

• U SPORTS competitions shall include only eligible 

athletes in compliance with U SPORTS policies. 
This responsibility lies with both the individual SA 
and the member institution.

40.10.3.2 Course Load Requirements

• Basic Rule - Must be enrolled in min. 9 degree 
granting credit hours throughout the entire term(s) 
in which he/she is competing

 • Fall Term (participation period): August 15 –  
   December 25
 • Winter Term (participation period): December 
    26 – April 30
 • Spring/Summer Term: May 1 – August 14
 • U SPORTS Athletic Year: August 15 –  
              August 14
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• Exceptions to this ruling include: 
 • Formally registered Special Needs SA with 
              full-time status - 40.10.3.2.2 
 • Full-time Co-op/work term students - 
              40.10.3.2.3
 • Special circumstances (as determined by U 
              SPORTS)
 • PLEASE NOTE: Currently the U of R’s                
   Academic Recovery Program and Arts  
    Transition Program are not recognized by U   
    SPORTS as full-time equivalent programs. As  
             a result, SAs must be registered in 9 credit  
             hours in the term(s) he/she competes.

40.10.3.3 Academic Standing – Continuing Student 

• Basic Rule - A SA who earns a min. of 18 credit 
hours during the athletic year at a degree granting 
institution is a student in good standing for that 
athletic year
• Exceptions to this ruling include:
 • A formally registered Special Needs Student 
             with full-time status - 40.10.3.3.3
 • Graduate students with a full-time course load 
              - 40.10.3.5
 • Full-time Co-op/work term students - 
             40.10.3.2.3
 • A new SA who enrolls in post-secondary 
             education for the first time in January and 
             starts to compete immediately - 40.10.3.3.7

ELIGIBILITY REQUIREMENTS CONT’D

Transfer student-athletes (SAs) from another  
U SPORTS Member Institution 

In the case when a SA (or designate) initiates contact to 
an institution representative of a potential transfer, the 
contacted institution’s representative shall immediately 
notify their Director of Athletics who in turn shall 
inform the Director of Athletics of the institution in 
which the SA is enrolled. 

Transfer student-athletes from a non-Canadian 
Post-Secondary Institution  

For SAs transferring from an institution outside 
of Canada, the Head Coach does not have to seek 
permission to pursue the SA and can continue with the 
recruiting process. 

All Transfer Student-Athletes 

For all types of recruitment, the Head Coach or 
designate is responsible for entering the potential SA’s 

information into the Smartsheet Recruiting document. 
The SA is responsible for making an honest, full, 
and continuing disclosure to their institution of 
all matters that affect their eligibility, including 
participation/enrolment at previous institutions, or 
participation on National or professional teams. 

Transfer Student-Athlete Intake Form 

Upon receipt of the potential SA’s information, the 
Compliance Designate will begin the SA intake 
process by completing the following steps:

 1) Create a KHS T-Drive folder specifically for 
      the SA within the folder of the season 
      they are being recruited for (Folder: 
      ATHLETICS COMPLIANCE – Eligibility – 
      Eligibility Verification – 20XX-20XX – SA 
      “Last Name, First Name”). If a folder for the 
      year in which the athlete is being recruited 
      for does not exist, create one and add the 
      SA’s folder into it. 

TRANSFER STUDENT-ATHLETES PROTOCOL
DOMESTIC & INTERNATIONAL

4
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 2) Locate the Transfer SA Intake Form 
      template in the Eligibility Verification folder 
      (Folder: ATHLETICS COMPLIANCE – 
      Eligibility – Eligibility Verification). Fill 
      one out with the SA’s information and give it 
      a title of the SA’s name and Intake Form. 
      Save it in the SA’s respective folder. 

 3) This form is used internally amongst the 
      departments that assist with determining a 
      SA’s eligibility from the moment the SA first 
      makes contact to when they are admitted and  
     deemed eligible to compete. It will be 
     continuously updated as information is 
     collected from the SA’s previously 
     attended institutions and confirmed by the 
     respective Admissions Office as well as 
     the Registrar’s Office. It is also used to 
     track any communications between the 
     Compliance Designate and the SA or the 
     Head Coach. 
 
 4) Once the SA has been accepted into the U of 
     R, the form and any accompanying 
     documents must be sent to the respective 
     Admissions Office as well as the Registrar’s 
     Office for final review. The form is 
     considered complete when the respective 
     Admissions Office and Registrar’s Office 
     give their approval. Save a PDF copy of the 
     email correspondence that contains the 
     approval from each office and save it within 
     the SA’s folder. 

Transfer Student-Athlete Eligibility Verification 
Form  

Upon receipt of the potential SA’s information, the 
Compliance Designate will complete the following 
steps to verify the SA’s eligibility at previous 
institutions:

 1) If it hasn’t already been done, create a folder 
     specifically for the SA within the season 
     they are being recruited for (Folder: 
     ATHLETICS COMPLIANCE – Eligibility – 
      Eligibility Verification – 20XX-20XX – SA 
     “Last Name, First Name”).

 2) Fill out Transfer SA Eligibility Verification 
     Forms (see appendix) for EVERY institution 
     the SA has identified as previously attending 
     (regardless of athletic participation). Every 
     individual form requires contact information   
     for each respective institution’s Athletic 
     Department’s Compliance Designate (or 
     Director of Athletics if there is no 
     Compliance Designate). Save each form 
     individually as the SA name and sport, first as 
     an excel document in the SA’s previously 
     established folder (in case of edits) and then 
     as a PDF form with the same title. 

 3) Send the PDF version of the forms to each 
     respective institution. To track this process, 
     locate the Smartsheet document titled 
     Transfer Verification Form Tracker. Enter the 
     SA’s information and indicate when the form 
     was sent. Set up a reminder on Smartsheet to 
     notify you when to follow up with the 
     institution. 

 4) If a form has not been returned within 5 to 10 
     business days, the Compliance Designate 
     must follow up with the institution and make 
     note of this on the Transfer Verification Form 
     Tracker. 

 5) Upon receipt of an institution’s completed 
     form, the Compliance Designate will review 
     the information and make note of anything 
     that may be inaccurate. The Compliance 
     Designate must err on the side of caution 
     and follow up with the institution if some 
     information does not seem accurate. A copy 

TRANSFER STUDENT-ATHLETES PROTOCOL
DOMESTIC & INTERNATIONAL CONT’D
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     of the email response from the institution 
     should be attached to the form and saved in 
     the SA’s folder. If further clarification is 
     required, the Compliance Designate must 
     consult his/her Director of Athletics. If 
     a higher level review is deemed necessary, 
     the Compliance Designate must contact the 
     Manager of Compliance Eligibility & 
     Discipline at U SPORTS and the Canada 
     West Eligibility Coordinator for further 
     discussion. All necessary documents should   
     accompany the request for review. 
 
 6) Once the form is completed and all 
     information is confirmed by the SA’s previous 
     institution(s), the Compliance Designate 
     must save a copy in the SA’s folder. The 
     data will be summarized in the Smartsheet 
     Recruiting Document and the date the form 
     was returned will be recorded on the 
     Smartsheet Transfer Verification Form 
     Tracker. 

 7) The data will also be entered into the 
     respective SA’s Intake Form (see Transfer 
     Student-Athlete Intake Form above). Once 
     this form is completed and the SA is deemed 
     eligible to compete, the Compliance 
     Designate must receive sign off, in the form 
     of an email, from the Registrar’s Office and 
     archive it in the SA’s respective folder. 

 8) If at any point the SA decides to discontinue 
     the transfer process, the Compliance 
     Designate will mark their Intake Form as 
     incomplete and archive the information in 
     case the SA resumes the process. 

Transfer Student-Athlete Pre-Review

Pre-reviewing a SA is pertinent to the recruitment 
process, as without confirmation of admissibility, 
eligibility, and athletic awards eligibility SA transfers 
are less likely to make a commitment to an athletic 
program. 

In order to increase the likelihood of a commit, the U 
of R will pre-review a SA’s documents to unofficially 
assess their status. This includes reviewing unofficial 
transcripts and other documents relating to admission, 
eligibility, or scholarship eligibility. Since the status 
depends primarily on unofficial documents, the Head 
Coach or institution designate must stress that the 
institution cannot guarantee its findings without 
reviewing official documents. This is a risk the SA 
must be willing to accept. 

If the Head Coach or the SA would like to arrange a 
pre-review meeting with URI, s/he can request to do 
so by contacting URI’s Enrolment Services Office at 
International.Admissions@uregina.ca. Athletics 
inquiries MUST have “ATHLETICS” leading in the 
subject line to ensure priority attention.

To start the pre-review process, the following steps 
must be taken:

 1) The SA must provide all unofficial high 
     school and post-secondary institution(s) 
     transcripts to the Head Coach or the 
     Compliance Designate. The SA must also 
     indicate if they are still attending a post-  
     secondary institute to the Head Coach or the 
     Compliance Designate, while their 
     application is under pre-review.

 2) If the documents are sent to the Head Coach, 
     the Head Coach must forward the documents 
     to the Compliance Designate, who will in 
     turn start the Transfer Forms Process and 
     review the information. 

TRANSFER STUDENT-ATHLETES PROTOCOL
DOMESTIC & INTERNATIONAL CONT’D

https://usports.ca/en/about/contact
https://usports.ca/en/about/contact
mailto:International.Admissions%40uregina.ca?subject=Pre-review%20Meeting%20with%20URI
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 3) The Compliance Designate must summarize 
     their findings from the documents in the 
     Recruit Preview Form. It must accompany 
     the SA’s documents to one of the following 
     Respective Admissions offices, depending on 
     the SA’s country of origin, age, and pursuit of 
     studies: 

  a) University of Regina International 
      (URI) Admissions – For transfers that 
      are below the age of 21 and not 
      Canadian residents or Permanent  
      Residents of Canada (must provide 
      proof of English Language 
          Proficiency). 

  b) Enrolment Services (Domestic 
       Admissions) – For transfers that are 
      Canadian residents or Permanent 
      Residents of Canada (includes 
      domestic Mature Students who are 
      over the age of 21).

  c) Centre for Continuing Education 
      (CCE) – For International students 
      over the age of 21 (Mature 
      International Student; must meet 
      English Language Proficiency) and for 
      Domestic students who have 
      completed high school and are looking 
      at doing a short-term program (1-2 
      years). Note: Compliance Designate 
      will need to ask CCE to request official 
      transcripts.

  d) Faculty of Graduate Studies and 
      Research (FGSR) – For Domestic 
      and International students who have 
      completed a four-year degree and want 
      to continue their studies at the 
      graduate level.

4) The respective admissions office will review the 
documents and provide feedback on the following: 

 a) Athletic Academic Season(s) – Each athletic 
 academic season (September through August) 
 that the SA was enrolled in another post- 
 secondary institution is evaluated by individual 
 terms and summarized based on attempted 
 credit hours, successfully completed credit 
 hours, failed credit hours, and withdrawn credit 
 hours. The Admission Department (U of R 
 Admissions, UR International, CCE, FGSR) 
 will review the unofficial documents and 
 confirm the Compliance Officerurate 
 interpretation of the number of credits identified 
 in each column.    

 b) Admissibility – The SA’s documents will 
 also be reviewed to determine his/her 
 admissibility to the U of R. This is just an initial 
 assessment and NOT confirmation of 
 admissibility; the SA must submit a complete 
 application form in order to receive official 
 admission. The respective Admissions office 
 will identify the faculties the SA is admissible to 
 and will provide basic information on what they 
 need to do in order to be admissible into a  
 specific faculty, if previously identified by the 
 SA.  

 c) Athletic Awards Eligibility – The Compliance 
 Designate will identify the SA’s last athletic 
 season they were charged eligibility based 
 on the information from the SA’s Transfer 
 Forms. The respective Admissions office will 
 assess the SA’s average based on the terms 
 identified in the last athletic season they 
 were charged eligibility. A copy of the 
 respective Admissions office’s calculations must 
 accompany the Recruit Preview Form.

TRANSFER STUDENT-ATHLETES PROTOCOL
DOMESTIC & INTERNATIONAL CONT’D
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For International SAs being admitted through URI, 
the Manager of Enrolment Services with URI will 
set up a folder on the T-Drive and the Admission 
Specialists will save all related information 
(transcripts, scholarship average calculations, email 
correspondence, and any other supporting documents) 
into the folder. Once the pre-review is complete, the 
Admissions Specialist will send the information to 
the Head Coach and the Compliance Designate. The 
Head Coach is then responsible to pass the information 
along to the SA and inform them of the steps they must 
take to be admitted into the U of R or steps to become 
eligible to compete and receive athletic awards, if 
applicable. It is then the responsibility of the SA to 
meet all requirements for admission and eligibility 
(for competition and/or athletic awards). If a SA is 
unsure about their eligibility or has any questions, they 
can contact the Compliance Designate. 

Official Transcripts Protocol for ALL Student-
Athletes U SPORTS Policy 40.10.3.1.2.1 States that a 
student’s academic transcript, from the institution they 
are representing, is the official record to be used when 
determining and monitoring a student’s status with 
respect to U SPORTS Course Load requirements and 
Academic Standing Requirements. 

As a result, receipt of Official Transcripts is a 
mandatory requirement for all SAs in order to 
compete. 

 1. Transferring SAs must ensure the U of 
 R receives official transcripts from ALL post- 
 secondary institutions previously attended. They 
 will not be allowed to be added to a roster 
 and compete (including pre-season and 
 exhibition competitions) until receipt of the 
 official documents is verified by the Registrar’s 
 Office. This is mandatory to ensure each 
 SA’s eligibility has been properly reviewed prior 
 to participation. 

 2. To ensure there is enough time to review the 
 official transcripts and verify eligibility, the U of 
 R must receive the documents by the following 
 dates:
  • August 1 – Football, Soccer, Cross 
    Country and any other sports with pre- 
    season competition in August or 
    September
  • September 1 – Basketball, Volleyball, 
     Hockey, Track & Field, Swimming

 3. For SAs joining a program in the Winter 
 term, official transcripts are due November 15. 

 4. For extenuating circumstances in which a 
 SA arrives after the above due dates, s/he will 
 not be allowed to compete until the Registrar’s 
 Office verifies that the institution has received 
 and reviewed the SA’s official transcripts, 
 and the SA has been added to the official  
 Eligibility Certificate. 

Transfer Student-Athlete Admissions Process

When the SA commits to the institution the 
Compliance Designate, with assistance from the Head 
Coach, is responsible for entering or updating the SA’s 
information in the Smartsheet Recruits document. The 
Head Coach is also responsible for advising the SA 
to apply to the U of R and the Respective Admissions 
office is responsible for advising the SA about required 
documents needed for admission to the institution.

 1) SAs who have attended another university or 
 college must disclose this information to 
 the university and provide official transcripts. 
 To be considered for admission on the 
 basis of post-secondary studies, applicants 
 must have completed the minimum credit hours 
 in an academic based program required by 
 the faculty. The undergraduate grade point 
 average (UGPA) will be calculated using all 
 academic courses attempted. Students who have 

TRANSFER STUDENT-ATHLETES PROTOCOL
DOMESTIC & INTERNATIONAL CONT’D
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   completed less than the required credits at the 
   post-secondary level will be admitted based 
   on high school admission criteria and must 
   provide an official high school transcript, 
   unless they are over 21 years of age and 
   qualify for Mature Admission (Note: this does 
   not apply for International students). 

Applicants in unsatisfactory standing at their last 
institution may be required to petition for admission.

 2) The SA is responsible for submitting a 
 completed application for admission, all 
 documents including official high school 
 transcripts (if applicable), official transcript(s)  
 from all post-secondary institutions attended 
 (mandatory), official standardized test scores 
 (if applicable), proof of English Language  
 Proficiency (if applicable), the appropriate 
 application fee to the office admitting the SA,  
 and any other documents required by the 
 respective Admissions Department. Failure to 

 submit a complete application will delay the SA 
 from participation in athletic activities and 
 they will not be deemed eligible to compete or 
 receive athletic awards (if applicable). 
 3) Once the official transcripts are evaluated,  
 the Registrar’s Office, in collaboration with 
 the Compliance Designate, will confirm 
 eligibility based on the information on the 
 official transcripts. In addition to this, the 
 Faculty to which the SA is applying can review 
 the transcripts for degree applicable credit 
 hours. 

International Student-Athletes Admissions Process
 
The Compliance Designate with assistance from 
the Head Coach is responsible for entering the SA’s 
information into Smartsheet Recruits document 
and advising the SA to apply to the U of R. The 
Compliance Designate is also responsible for updating 
and finalizing the SA’s information in the Smartsheet 
Recruits document.

TRANSFER STUDENT-ATHLETES PROTOCOL
DOMESTIC & INTERNATIONAL CONT’D

The following admission deadlines* for International Undergraduate Student-Athlete applications have been 
set to ensure all documents are reviewed in a timely manner:

Term Application Deadline Deadline for Required Documents

Winter November 1 November 15

Spring/Summer February 1 February 28

Fall June 1 June 30

*Please note that the above mentioned dates are for submission of documents for the admission process only. 
Admission to the U of R does not mean the SA is eligible to compete in U SPORTS competition.
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TRANSFER STUDENT-ATHLETES PROTOCOL
DOMESTIC & INTERNATIONAL CONT’D
If at any point the SA has any questions or issues with 
their application, s/he can contact the International 
Enrolment Services Office at 306-585-5082 or 
International.Admissions@uregina.ca. Athletics 
inquiries MUST have “ATHLETICS” leading in the 
subject line to ensure priority attention. 

 1) To begin the application process, all 
      international SAs must submit a completed 
      application and pay the $100 CAN 
      application fee. There are three ways to pay:
  a) Credit Card by phone:  
      1-306-585 -6260, 
      Toll Free: 1-855-683-2181
  b) Flywire (if you do not have a credit 
      card you can transfer funds HERE)
  c) Cash: Visit the URI Office in College 
      West, Room 127

 2) The Head Coach or University representative  
      and URI are responsible to inform the SA 
      that original and official copies of all 
      transcripts from each secondary and post- 
      secondary school attended (sent directly 
      from the institutions in a sealed envelope) 
      must also accompany the complete 
      application. This is mandatory. If the 
      transcripts are not in English or French, a  
     notarized English translation must 
     accompany the documents. Please see the 
     deadlines below: 

  • August 1 – Football, Soccer, Cross 
    Country and any other sports with pre 
    season competition in August or 
    September
  • September 1 – Basketball, Volleyball, 
    Hockey, Track & Field, Swimming
  • For SAs joining a program in the 
    Winter term, official transcripts are due 
    November 15. 

 

 3) A copy of the SA’s passport must also 
     accompany the application. 

 4) All International students must also provide 
     proof of English proficiency. For a list of 
     acceptable/satisfactory evidence, click here. 

 5) URI will review and process in Banner.

 6) The Faculty to which the SA is applying can 
      review the official transcripts for course 
      equivalencies.

 7) Once the admission process deadlines close, 
      the Manager of Enrolment Services for 
      URI will review the SAs folders and provide 
      the Compliance Designate with an update on  
  each SA’s application status. 

 8) Once the International SA is accepted, the 
     Compliance Designate will inform URI 
     if they will be receiving athletic awards. 
     This will determine if the $500 tuition 
     deposit for an international student will be 
     waived. International SAs that are not eligible 
     for athletic awards must pay the $500 tuition 
     deposit upon acceptance of admission. The 
     terms of the deposit include:
  a) Class registration cannot proceed for 
      new students who have been offered 
      admission until payment of the deposit 
      is received.
  b) The deposit may be transferred 
      between terms for the period the 
      admission offer is valid.
  c) 100% of the tuition deposit is applied 
      toward tuition and fees.
  d) The deposit is non-refundable. 

 9) The following chart describes the 
     documentation requirements for international 
     students to study in Canada, as well as the 
     processing times:

mailto:International.Admissions%40uregina.ca?subject=
https://payment.flywire.com/pay?recipient=REG
https://urconnected.uregina.ca/apply/elp.ezc
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TRANSFER STUDENT-ATHLETES PROTOCOL
DOMESTIC & INTERNATIONAL CONT’D

Temporary Resident Visa or Electronic 
Travel Authorization

Most people need a visa or an Electronic Travel Authorization to travel to Canada – not both. 

To find out if  you need a visa or an Electronic Travel Authorization, please visit the following 
website: http://www.cic.gc.ca/english/visit/visas.asp

A Temporary Resident Visa (TRV) is an official document that is placed in your passport. It 
shows that you meet the requirements needed to enter Canada. 
Find out if  you need a visa” http://www.cic.gc.ca/english/visit/visas.asp

An Electronic Travel Authorization (eTA) is required of all visa-exempt foreign nationals except 
United States citizens and certain other small exempt groups. 

For the list countries that require an eTA, please visit the following website: https://www.
canada.ca/en/immigration-refugees-citizenship/corporate/publications-manuals/operation-
al-bulletins-manuals/temporary-residents/eta.html#s01

Study permit The study permit is a document that allows foreign nationals to study at designated learning 
institutions (DLI) in Canada. Most foreign nationals need a study permit to study in Canada. 
Make sure you have all the documents you need before you apply. 
For the list of  the required documents to apply for a study permit, please visit https://www.
canada.ca/en/immigration-refugees-citizenship/services/study-canada/study-permit/pre-
pare/get-documents.html. 

Study permit requirements for United 
States of America Students

Citizen of the US can either apply before entering Canada or they can apply at the Port of  Entry. 

For information on applying before entering Canada or at the Port of  Entry, please visit: 
https://www.canada.ca/en/immigration-refugees-citizenship/services/study-canada/
study-permit.html

Processing Time The processing time for receiving a study permit varies depending on the country so it is 
recommended to apply early, as delays are possible. For information on the processing time, 
https://www.canada.ca/en/immigration-refugees-citizenship/services/application/
check-processing-times.html.   

As every country has different requirements on how to apply for a Study Permit, please make 
sure to visit the Canadian visa office serving the country or region where you live for any 
additional required documents.  You must also meet all the requirements set by the Canadian 
Embassy located closest to you.

Please note that the above-mentioned information is general information and can be found at Immigration 
Refugees and Citizenship Canada website: www.cic.gc.ca. If you have any questions, please feel free to contact 
UR International Student Services and Global Learning Centre at International.StudentServices@uregina.ca or 
call 1.306.585.5082.

http://www.cic.gc.ca/english/visit/visas.asp
http://www.cic.gc.ca/english/visit/visas.asp
https://www.canada.ca/en/immigration-refugees-citizenship/corporate/publications-manuals/operational-bulletins-manuals/temporary-residents/eta.html#s01
https://www.canada.ca/en/immigration-refugees-citizenship/corporate/publications-manuals/operational-bulletins-manuals/temporary-residents/eta.html#s01
https://www.canada.ca/en/immigration-refugees-citizenship/corporate/publications-manuals/operational-bulletins-manuals/temporary-residents/eta.html#s01
https://www.canada.ca/en/immigration-refugees-citizenship/services/study-canada/study-permit/prepare/get-documents.html
https://www.canada.ca/en/immigration-refugees-citizenship/services/study-canada/study-permit/prepare/get-documents.html
https://www.canada.ca/en/immigration-refugees-citizenship/services/study-canada/study-permit/prepare/get-documents.html
https://www.canada.ca/en/immigration-refugees-citizenship/services/study-canada/study-permit.html
https://www.canada.ca/en/immigration-refugees-citizenship/services/study-canada/study-permit.html
https://www.canada.ca/en/immigration-refugees-citizenship/services/application/check-processing-times.html
https://www.canada.ca/en/immigration-refugees-citizenship/services/application/check-processing-times.html
http://www.cic.gc.ca
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ROLES AND RESPONSIBILITIES5

Student-Athlete

Whether a prospective or current student-athlete (SA), there are key responsibilities and obligations that student-
athletes must undertake to be in compliance with the Canada West and U SPORTS eligibility requirements.

Domestic and Permanent Residents

Entering directly from high school Transfer student-athlete (e.g. CCAA, U SPORTS, Canadian having 
participated outside Canada)

Obtain U SPORTS ID (add link here). Obtain U SPORTS ID (dosportscentral.ca) if  applicable.

Apply for admission as per University of  Regina guidelines. Apply to the University of  Regina for admission.

Notify coach when U SPORTS ID is obtained. Notify coach when U SPORTS ID is obtained.

Monitor UR Self-Serve for confirmation of conditional acceptance 
and notify coach once confirmed.

Provide Head Coach with information on all previous institutions/
organizations where you have participated as a student-athlete 
and/or professional athlete.

Complete U SPORTS online Letter of Intent (LOI) received from the 
University of  Regina Athletics Department.

Provide Head Coach with copies of all official and unofficial 
transcripts for preliminary review.

Ensure final transcript have been received by the Registrar’s Office 
by the required deadline dates.

Monitor UR Self-Serve for confirmation of conditional acceptance 
and notify coach once confirmed.

Notify coach of confirmed admission to the University of  Regina. Complete U SPORTS online Letter of Intent (LOI) received from the 
University of  Regina Athletics Department.

Complete required Athletics and U SPORTS paperwork as provided 
by the Head Coach.

Ensure final transcripts have been received by the Registrar’s 
Office by the required deadline dates.
Notify coach of confirmed admission to the University of  Regina.

Complete required Athletics and U SPORTS paperwork as provided 
by the Head Coach.

http://dosportscentral.ca
https://banner.uregina.ca/prod/sct/twbkwbis.P_WWWLogin
https://banner.uregina.ca/prod/sct/twbkwbis.P_WWWLogin
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ROLES AND RESPONSIBILITIES CONT’D

International

Entering directly from high school Transfer student-athlete (e.g. non-Canadian citizens who have 
participated in a non-Canadian jurisdiction).

Obtain U SPORTS ID (U SPORTS Central) Obtain U SPORTS ID (U SPORTS Central)

Apply to the University of  Regina via UR International for 
admission.

Apply to the University of  Regina via UR International for 
admission.

Provide UR International with required documentation/certification 
for English language competency.

Provide UR International with required documentation/certification 
for English language competency.

Notify coach when U SPORTS ID is obtained. Notify coach when U SPORTS ID is obtained.

Monitor UR Self-Service for confirmation of conditional acceptance 
and notify coach once confirmed.

Provide Head Coach with information on all previous institutions/
organizations where you have participated as a student-athlete 
and/or professional athlete.

Complete U SPORTS online Letter of Intent (LOI) received from the 
University of  Regina Athletics Department.

Provide Head Coach with copies of all official and unofficial 
transcripts for preliminary review.

Ensure final transcript have been received by UR International by 
their required deadline dates.

Monitor UR Self-Serve for confirmation of conditional acceptance 
and notify coach once confirmed.

Notify coach of confirmed admission to the University of  Regina. Complete U SPORTS online Letter of Intent (LOI) received from the 
University of  Regina Athletics Department.

Complete required Athletics and U SPORTS paperwork as provided 
by the Head Coach.

Ensure final transcript have been received by UR International by 
their required deadline dates.
Notify coach of confirmed admission to the University of  Regina.

Complete required Athletics and U SPORTS paperwork as provided 
by the Head Coach.

If approved for a reduced course load, you must request that Centre for Student Accessibility forward the 
documentation to Registrar’s Office AND inform the Compliance Designate and your Head Coach of the 
approved reduced course load.

https://usportscentral.ca
https://usportscentral.ca
https://www.uregina.ca/international/
https://www.uregina.ca/international/
https://banner.uregina.ca/prod/sct/twbkwbis.P_WWWLogin
https://banner.uregina.ca/prod/sct/twbkwbis.P_WWWLogin
https://www.uregina.ca/student/accessibility/index.html
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ROLES AND RESPONSIBILITIES CONT’D

UR International 

Processors receive invitation from Head Coach or 
COMPLIANCE DESIGNATE to pre-review SA 
for admissibility and information pertaining to SA’s 
Athletic Academic Season.
 
• Ensure all documents required for pre-review 

are received, as per U of R Eligibility Procedural 
Manual.

• Contact Head Coach via email (cc COMPLIANCE 
DESIGNATE) for missing documents and/or 
required information, if necessary.

Conduct preliminary assessment of admission 
eligibility based on unofficial transcripts. Provide 
response within 2 business days.

• Provide Head Coach via email (cc COMPLIANCE 
DESIGNATE) with admission average, as well 
as information pertaining to the SA’s Athletic 
Academic Season from their previous post-
secondary institute(s), as per instruction from Head 
Coach or COMPLIANCE DESIGNATE. See U of 
R Eligibility Procedural Manual for further details.

• Retain all email correspondence, unofficial 
transcripts, and any other relevant information 
pertaining to SA in designated Student Athlete 
Folder. 

• Update Student Athlete Excel Spreadsheet.  

Receive application from SA

Receive required documents, including official 
transcripts, and application fee from SA, prior to 
deadline, as per SA’s associated sport, outlined in the U 
of R Eligibility Procedural Manual.

Conduct assessment of admission eligibility based on 
official transcripts. Provide response within 2 business 
days.

• Provide Head Coach via email (cc COMPLIANCE 
DESIGNATE) with admission average, as well 
as information pertaining to the SA’s Athletic 
Academic Season from their previous post-
secondary institute(s). 

Provide SA with letter of acceptance via email. CC 
Head Coach and COMPLIANCE DESIGNATE.

End URI Tuition Deposit Hold accordingly:

• Receive instruction from Head Coach or 
COMPLIANCE DESIGNATE whether or not SA is 
receiving athletic awards. 

 • SA receiving athletic awards
  - End URI Tuition Hold 
 • SA not receiving award
  - Collect $500 tuition deposit upon 
    Compliance Designate of 
    admission from SA. See U of R 
    Eligibility Procedural Manual for terms 
    of the tuition deposit.
  - End URI Tuition Hold 

Manager of International Enrolment Services to review 
SA folder after process deadlines close

• Provide Head Coach and COMPLIANCE 
DESIGNATE update on each SA’s application 
status via email 

Provide guidance to SA through assistance of 
International Student Services for concerns regarding 
preparing immigration documentation and study 
permits.

Faculty of Graduate Studies and Research

See FGSR Appendices 
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ROLES AND RESPONSIBILITIES CONT’D

Coaches

Make contact with prospective SA and clearly outline • Have obtained a USPORTS ID No.
• Documentation required, general entry requirements, general 

eligibility requirements, as per University of  Regina U SPORTS 
Eligibility Manual.

• If  the SA is an international student, they MUST be referred to 
UR International. Contact info is provided in the University of  
Regina U SPORTS Eligibility Manual.

• Identify any potential difficult/challenging issues 
• Ensure potential difficult/challenging situations are 
   discussed with Athletics Compliance Officer.

• Obtain unofficial transcripts from the SA for pre-review by the 
coach together with the COMPLIANCE DESIGNATE. Remind the 
SA that the official transcript must be received by the stated 
deadline.

Be fully aware of the timelines for provision of documentation by 
SA as per the University of  Regina Eligibility Procedural Manual.

• Use the SMARTSHEET tracker created by the COMPLIANCE 
DESIGNATE to gauge success of SA meeting admission and 
eligibility guidelines. 
• Follow up with the potential SA to ensure they are on track 
   and/or can assist where possible. 
• Immediately communicate with the COMPLIANCE  
   DESIGNATE in the event of  any difficulties the SA is having  
   meeting guidelines. 
• Reinforce to the SA the eligibility and admissions deadlines 
   in every communication.

Coach ensures that all current/incoming student-athletes have 
completed:

• U SPORTS Acknowledgement and Consent form.
• CCES online course by the deadline associated with your sport.
• Coach should remind SA of the official transcript deadline for 

their sport as per the University of  Regina U SPORTS Eligibility 
Manual.

• If  the coach has any questions, contact the COMPLIANCE 
DESIGNATE immediately.

• Coach must verify their eligibility roster by the Athletics and 
Canada West/U SPORTS deadlines.

• Upon completion of the competitive season, the coach 
reviews the eligibility roster and strikes out those SA’s who 
did not consume eligibility and provides this document to the 
COMPLIANCE DESIGNATE.

• Athletes WILL NOT be added to any eligibility certificate until 
official transcripts have been received
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ROLES AND RESPONSIBILITIES CONT’D

Compliance Officer

Provide the coach with a link to the SMARTSHEET tracker for 
incoming student-athletes and the current competition eligibility 
roster(s).
For incoming high school SA’s needs to contact appropriate 
admissions office (domestic and/or international) to confirm that 
admissions average is 60.0% or greater.
Receives contact information of prospective transfer SA’s from the 
coach (SA name, USPORTS ID, previous institution(s)) and sends 
out Transfer Verification Form to the previous institution(s) where 
the SA competed.
Works with the Head Coach and Registrar’s designate to conduct 
a preliminary assessment of eligibility based upon unofficial 
transcripts and transcript verification forms.
For questions related to SA or policy interpretation: • Refer to Canada West Eligibility Officer and/or U SPORTS 

compliance officer for interpretation.
• Organizes and books compassionate appeals as required with 

U SPORTS.
Informs coach of any SA transfers whose official transcripts 
have not yet been received 14 days prior to the official transcript 
deadline for the specific sport/non-conference event as listed in 
the University of  Regina Eligibility Procedural Manual.
Verify that all official transcripts for incoming SAs have been 
received, reviewed, and verified by the appropriate admissions 
office(s).

• Adds SA to the SMARTSHEET Eligibility Roster
• Obtains official sign off  by the Registrar.

Enter the sport eligibility roster into the USPORTS portal. • Informs Head Coach that the eligibility roster certificate is 
available for verification.

Ongoing monitoring of all eligible SAs for maintenance of course 
loads and academic standing as per U SPORTS guidelines.

• Informs coaches of any SA’s who have dropped below the 9 CH 
minimum threshold. 

• Ensures that the reduced course load documentation is in 
UR Docs (contact Registrar’s Office/Compliance Officer/
Accessibility Centre) and manually tracks in SMARTSHEET for 
reference on weekly eligibility checks. Informs the coach of any 
SA’s reduced course load approval.

Enter the Player Participation Declaration in U SPORTS portal.

Provides communication to any SA whose eligibility is at risk and 
cc’s the coach.
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APPENDIX DEALINES AND IMPORTANT DATES

Things to note:

• Bolded dates mean they are not subject to changes.
• Dates that have been highlighted yellow are subject 

to changes year to year. Updated deadlines will be 
distributed annually once competition dates are 
confirmed.  

 

• Italicized cells are important dates to make note of 
and may not require action unless otherwise stated. 

Abbreviations

Student-athlete (SA) Men’s Football (FB) Academic All-Canadian (AAC)

Registrar’s Office (RO) Women’s Soccer (SOC) Basketball (BB)

U SPORTS Acknowledgment & Consent 
Form (U SPORTS A&C Form)

Women’s Volleyball (VB) Credit hours (CHs)

Hockey (HOC) Eligibility Certificate (EC) Track & Field (T&F)

Men’s program (M) Cross Country (XC) Women’s program (W)

Swimming (SWIM)
Canadian Centre for Ethics in Sport Course 

(CCES)

Athlete Medical Requirements 

Rookie Athletes – All student-athletes new to the 
University of Regina must be deemed medically fit 
to play by a physician or nurse practitioner prior to 
participation in Canada West sport. The University of 
Regina Rookie Medical Form must be completed prior 
to participation in tryouts or team training sessions. 
This includes strength and conditioning sessions. 
Each athlete will be ineligible to train or compete until 
this medical form has been handed in to the Athletic 
Therapy Department.

Returning Athletes – All returning athletes who 
have competed the previous year must fill out the 
University of Regina Health Reassessment Form prior 
to participation in pre-season training sessions. Each 
athlete will be ineligible to train or compete until 
this medical form has been handed in to the Athletic 
Therapy Department.

 
 
Athletes who have taken one or more seasons off – 
Athletes who did not train or compete with the team 
in the previous season must be deemed medically fit 
to play by a physician or nurse practitioner prior to 
participation in Canada West sport. The University of 
Regina Rookie Medical Form must be completed prior 
to participation in tryouts or team training sessions. 
Each athlete will be ineligible to train or compete until 
this medical form has been handed in to the Athletic 
Therapy Department.

A
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DEADLINES AND IMPORTANT DATES CONT’D

2019-2020 Athletic Year

Responsible 
for Directive

Deadline/
Important 

Dates

U of R 
Departments 

Involved

Task/Action Items

U of R July 1 Athletics, RO RO start reviewing AACs not in spring/summer classes

U SPORTS July 15 Athletics Athletics notifies ALL SAs to go online and complete the U SPORTS A&C for the 
upcoming season (must be completed annually. Once new recruits have been 
assigned to the U of R, they can also go online to complete the form).

U of R Aug 1 Athletics U SPORTS A&C form due for FB & SOC. Must be registered in min. 9 CHs for the fall 
term.

U of R Aug 1 Athletics, RO RO start reviewing FB and SOC pre-season rosters

U of R Aug 1 Athletics, RO, 
Admissions 
Offices

Official transcripts due for FB, SOC, XC and any other sports with pre-season 
competitions in Aug. and Sept. (mandatory)

U of R Aug 1 Athletics, URI International SAs competing in FB and SOC as well as any sports with pre-season 
competitions between Aug. and Sept. 30, must have obtained all required immigration 
documents prior to booking travel.

U of R Aug 9 Athletics, RO Verified pre-season SOC roster due

U of R Aug 10 Athletics CCES and SA agreements due for SOC

Canada West Aug 10 Athletics, RO 110 FB list of  SAs due to CW; U SPORTS A&C form, CCES and SA agreement due for FB

Canada West Aug 10 Canada West First allowable start date for CW FB training camp

U of R Aug 15 Athletics, RO Verified pre-season FB roster due

U SPORTS Aug 15 U SPORTS Official start of the U SPORTS Athletic Year (competition between July 15 and August 14 
must be approved by U SPORTS)

U SPORTS Aug 15 Athletics, RO First signed AAC list due to U SPORTS (excludes those still in spring/summer 
classes)

Canada West Aug 24 Athletics Circulate FB roster to CW FB members

U SPORTS Aug 31 U SPORTS End of the U SPORTS previous academic year (continuing SAs must have completed 18 
CHs by now)

Canada West Aug 31 Athletics Circulate W SOC to CW W SOC members

U of R Sept 1 Athletics, RO, 
All Admissions 
Offices

Official transcripts due for all other sports (mandatory). SAs are deemed ineligible 
until their respective Admissions Office confirms receipt of  official transcripts. 
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DEADLINES AND IMPORTANT DATES CONT’D

2019-2020 Athletic Year

Responsible 
for Directive

Deadline/
Important 

Dates

U of R 
Departments 

Involved

Task/Action Items

U of R Sept 1 Athletics U SPORTS A&C form due for BB, HOC, VB, T&F, SWIM and XC. Must be registered in 
min. 9 CHs for the Fall term.

U of R Sept 1 Athletics, RO RO start reviewing BB, HOC, VB, XC rosters & second AAC list (summer school SAs).

U of R Sept 1 Athletics International SAs competing in all other sports must have obtained all required 
immigration documents prior to booking travel.

U SPORTS Sept 1 U SPORTS Start of the U SPORTS Academic Year

U SPORTS Sept 1 Athletics 1st day LOIs can be issued for the following season

U of R Sept 7 Athletics, RO Verified pre-season XC roster due

U of R Sept 7 Athletics SA agreements and CCES due for BB, HOC, VB, T&F, SWIM, and XC.

U SPORTS Sept 15 Athletics CCES Whereabouts data due (HOC, FB)

U of R Sept 15 Athletics, RO Verified pre-season rosters due for BB, HOC, VB

U of R Sept 17 RO Last day to add/drop a class; end of no-record drop period

Canada West Sept 21 Athletics, RO Circulate M HOC rosters to CW M HOC members

Canada West Sept 28 Athletics, RO Circulate W HOC rosters to CW W HOC members

U of R Oct 1 Athletics, RO Second signed AAC list due to U SPORTS (SAs who were in spring/summer classes)

U of R Oct 1 Athletics SA athletic awards agreements due for ALL SPORTS (awards will not be paid out 
until agreements are signed by the SA and Head Coach and handed in to Athletics 
Administration)

U of R Oct 1 Athletics End of 50% refund period

U SPORTS Oct 1 Athletics, RO Signed ECs due for SOC, FB, & XC

U of R Oct 1 Athletics, RO RO start reviewing SWIM rosters

U SPORTS Oct 1 Athletics Last day to add SAs to FB roster

U SPORTS Oct 8 Athletics Athletic Awards Compliance report due
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2019-2020 Athletic Year

Responsible 
for Directive

Deadline/
Important 

Dates

U of R 
Departments 

Involved

Task/Action Items

U of R Oct 10 Athletics, RO Verified pre-season SWIM rosters due

Canada West Oct 12 Athletics, RO Circulate VB rosters to CW VB members

Canada West Oct 18 Athletics, RO Circulate BB rosters to CW BB members

U of R Nov 1 Athletics, RO RO start reviewing T&F rosters

U SPORTS Nov 1 Athletics, RO Signed ECs DUE for BB, HOC, VB

U SPORTS Nov 1 U SPORTS Any T&F participation in any event past this date counts towards U SPORTS eligibility

U of R Nov 15 Athletics, 
RO, ALL 
Admissions 
Offices

Official transcripts due for ALL sports for SAs joining a team in the Winter term. SAs 
are deemed ineligible until their respective Admissions Office confirms receipt of  
official transcripts. 

U of R Nov 15 Athletics End of grade-of-W drop period

U SPORTS Dec 1 Athletics, RO Signed ECs due for SWIM

U of R Dec 1 Athletics, RO Verified pre-season T&F rosters due

U of R Dec 15 Athletics All SAs competing in the Winter term must be registered in min. 9 CHs for that term

U SPORTS Dec 15 Athletics Player Participation Declaration due for Fall sports

U of R Dec 23 Athletics SAs competing between Dec. 26 and January 2 will have holds put on their accounts so 
they cannot drop below 9 CHs over the break

U SPORTS Dec 25 U SPORTS End of Fall term participation

U SPORTS Dec 26 U SPORTS Official start date for the Winter competition season

U of R Jan 2 Athletics, RO RO start reviewing T&F & CURLING rosters

U SPORTS Jan 10 U SPORTS Deadline for M HOC SAs to be participating in any other hockey league & U SPORTS

U of R Jan 10 Athletics, RO Verified pre-season T&F and CURLING rosters due (SAs must meet Winter term 
requirements)

U SPORTS Jan 15 Athletics CCES Whereabouts data due (HOC, FB)
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2019-2020 Athletic Year

Responsible 
for Directive

Deadline/
Important 

Dates

U of R 
Departments 

Involved

Task/Action Items

U of R Jan 17 Athletics End of course-add period

U SPORTS Jan  21 Athletics, RO Signed EC due for T&F and CURLING

U of R Jan 31 Athletics End of 50% refund period

U of R Jan 31 Athletics Updated SA athletic awards agreements due for ALL SPORTS (awards will not be paid 
out until agreements are signed by the SA and Head Coach and handed in to Athletics 
Administration)

U of R Mar 16 Athletics End of grade-of-W period

U SPORTS Apr  15 Athletics Player Participation Declaration due for ALL sports

U SPORTS May  15 Athletics CCES Whereabouts data due (HOC, FB)

U SPORTS Jul 15 Athletics Earliest permissible start date (with special permission) to use the subsequent season’s 
roster

U SPORTS Aug 14 U SPORTS End of Winter/Spring/Summer term participation

Pre-Season Competition (non-conference) – Any 
competition prior to the official start of the CW season 
as well as any competition between December 26 and 
the first weekend of CW competition in January. 

• All sports except football – No EC required to be 
sent out but they must be reviewed and confirmed 
by the Registrar prior to each sport’s first non-
conference event

• Football – List of 110 person roster due to CW at 
the start of training camp (date varies each year)

Conference Competition – Canada West Official 
Schedule (differs year to year)

• ALL SPORTS – UNSIGNED EC due 7 days prior 
to FIRST official CW conference event in each 
respective sport

• Signed copies due to U SPORTS on the dates 
provided above

Conference Championship – An athlete may not 
participate in conference, regional, or National 
Championships unless the athlete was listed on the 
institution’s eligibility certificate and was eligible 
to participate prior to the conclusion of the last 
regular season game or event or equivalent in the 
sport conference or equivalent within which they 
would compete. As per Policy 40.30.3.5.3.3, the latest 
the eligibility certificate may be submitted by 11:59 
p.m. (EST) the day prior to the last regular season 
Conference game or event. Specific to Football only, 
the last date to add a name to the eligibility certificate 
is October 1 (an EC cannot exceed 110 names). 

https://usports.ca/uploads/hq/By_Laws-Policies-Procedures/2018/EN/Policy_40.10.1_to_40.10.6_Eligibility_Rules_%282018-2019%29.pdf
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These terms are descriptive for all student-athletes 
from the point of application to the end of their athletic 
eligibility.

Academic Transcript

An official document of a student’s academic record 
produced by the Registrar’s Office. A student’s 
academic transcript, from the institution he/she is 
representing, is the official record to be used when 
determining and monitoring a student’s status with 
respect to U SPORTS Course Load requirements and 
Academic Standing Requirements.

Academic Year (Institutional)
May 1 to April 30

Admission
Acceptance to the University of Regina following 
application. 

Admission Requirements
What is required to get into University programs. 
These may include specific high school courses and 
minimum averages. Some programs have additional 
requirements such as an audition, portfolio, interview, 
or personal statement. For specific University of 
Regina admission requirements go to Admission 
Requirements. Official transcripts are required for all 
student-athletes in order to meet U SPORTS eligibility 
requirements.

Application/applying
The first step to be admitted to the University is 
submission of a University of Regina application form, 
official transcript(s), application fee, and other required 
documents if necessary. 

Athletic Academic Year
365 consecutive days calculated from the first day 
of fall classes as set out in a member institution’s 
official calendar. A year is defined as a period of 365 
consecutive days. In the instance of a leap year, the 
number of consecutive days shall be 366.

Note: By U SPORTS definition, the academic year is as 
followed: Fall term 20XX30 wWinter term 20XX10 w 
Spring/Summer term 20XX20

Athletic Competition/Participation Year
August 15 – August 14 (U SPORTS)

Athletic (U SPORTS) Competition
Includes all conference and U SPORTS 
championships, inclusive of non-conference, league 
and championship competition. See below for 
individual definitions.

• Conference/league – Scheduled league games with 
implications on playoff standings. The University 
of Regina is a member of the Canada West 
University Athletics Association (also called the 
Canada West Conference).

• Non-Conference – Pre-season or non-league 
games for sports with league pay or participation 
outside of conference championships for non-
league sports

• League Championships – The Canada West 
Championship identifies the top teams/athletes 
within the conference and determines who will 
participate in the annual U SPORTS Championship 
at the end of the season. 

• U SPORTS Championships – Final event at the 
end of the season consisting of various conference 
champions and declared participating teams in 
which individuals and teams compete for the 
National title.

Attempted Credit Hours
All enrolled credit hours on or after the deadline for the 
add/drop deadline that appears on official transcripts.

Class
An individual meeting of the instructor with the 
students enrolled in a section of a course. Students 
enroll in sections of courses and attend classes. See 
also Year of Study.

B
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Completed/Earned Credit Hours
Successfully completed credit hours (with a value 
greater than 0) in which a grade or P (Pass) is assigned 
and Compliance Officer has counted for on official 
records.

Cooperative Education Program (Co-op/Work/
study term; internship)
A program wherein students spend alternate terms 
engaged in paid employment that closely relates to 
and enhances their academic studies. All referred to as 
Work/Study program.

Course
A set of lectures or directed readings, and related 
sessions (such as labs and seminars) dealing with a 
particular topic or a number of related topics. Normally 
courses at the University of Regina run over a whole 
term (terms) and carry 3 credit hours.

Course Load requirement
A student-athlete must be enrolled in a minimum of 
three courses (9 credit hours or equivalent) in the 
term in which he/she is competing, unless he/she is 
granted an exception and the university continues to 
declare this individual a full-time student in that term 
(See Special Needs Student and Graduate Student for 
exceptions).

Course Number
A number assigned to courses to show their depth and 
breadth of study and used when registering for classes.

Credential
A degree, diploma, or certificate.

Credit for Hours Shown (C)
A grade of C is assigned for a particular course which 
has been set up as “Credit/No Credit”, where the 
course has been successfully completed.

Credit Hour 
The unit measuring educational credit, usually 
consisting of one weekly period lasting approximately 

one hour, or a given number of periods of laboratory 
work throughout one term (terms). A course timetabled 
to run three hours each week will usually carry three 
credit hours. Some courses carry fewer credit hours, 
some more.

Degree Granting Credit
Course work (credits) used to evaluate a student-
athlete’s eligibility/academic standing, must be 
recognized as courses (credits/programs) contributing 
towards a degree at that institution (some exemptions 
apply).

Early Conditional Admission
The category under which students may be admitted 
to the University while they are still in high school. 
This type of admission is based either solely on grade 
11 marks or a combination of grade 11 and 12 marks. 
Once grade 12 is completed, students must submit an 
official transcript of their high school marks and meet 
final admission requirements to be accepted. An early 
conditional average can be used to determine a SA’s 
U SPORTS AFA Eligibility requirements (even if it is 
higher than the final high school average).

Eligibility Certificate (EC)
Official rosters for each respective program which 
verifies that each athlete is eligible to participate in 
U SPORTS competition. Includes jersey numbers 
(when applicable), First Name, Last Name, Current 
Year of Eligibility, Date of Birth, Course (U of R has 
chosen to substitute Course with Faculty), Year of 
Study, Hometown, Province, Last Team Played for, If 
Presently Ineligible, Expected Date of Eligibility for 
Transfer Student or Professional. Includes approval 
from Director of Athletics and the respective coach as 
well as the signature from the Registrar or Designate. 

Eligible
Meets all U SPORTS participation requirements or 
deemed as meeting requirements as determined by the 
U SPORTS Eligibility Committee.
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Equated Credits
For the Academic Recovery Program (ARP), these are 
the number of contact hours (time spent in class) in 
remedial, compensatory, and developmental courses/
workshops which aid the student in attaining his/her 
degrees and which, for the purposes of this program, 
may help them maintain their full-time status. U 
SPORTS does not recognize equated credits for 
students in ARP and ATP.

Exchange Student
A student who is involved in an established academic 
exchange program between a U SPORTS member 
institution and a non-Canadian post-secondary degree-
granting institution. A student-athlete officially 
classified by a member institution as an academic 
exchange student shall be exempt from the applicable 
transfer rule (40.10.5.7.3) and academic standing rule 
(40.10.3.3.2) so that they can immediately participate 
in U SPORTS competition for one competitive season 
at the U SPORTS institution they are attending as an 
exchange student, subject to all other regulations. The 
requirements of regulation 40.10.5.7.3 (non-Canadian 
degree granting transfer students) would be applied in 
the student-athlete’s second competitive season in the 
event he/she remains at the U SPORTS institution. 

Full Course Load
In most undergraduate programs, fifteen credit hours 
(normally five three-credit-hour courses) per term 
is considered to be a full course load. Individual 
programs may have exceptions.
 
Full-Time Student
For undergraduate students, a full-time student is one 
who is registered in 9 or more credit hours of study in 
each term. For graduate students, a full-time student is 
one who is registered in 6 or more credit hours of study 
in each term. This is the minimum requirement for 
student-athletes during each term of competition. 

Grade Point Average (GPA)
A GPA is an average of numeric grades, adjusted 
for variations in the credit hours that are assigned 

to the courses in which the average is based. GPAs 
are calculated at the University of Regina for each 
term (Term GPA – TGPA), for a student’s previous 
academic session (Sessional GPA – SGPA), for a 
student’s program (Program GPA – PGPA), and for 
a student’s whole academic record (Undergraduate 
GPA – UGPA, and Cumulative GPA – CGPA). For the 
specific GPA and restrictions for U SPORTS athletes, 
please see Athletic Financial Award.  

Grades / Marks
Grades for most courses range from 00% to 100%. 
Alphabetic grades are assigned in some courses. For 
a complete description of the grading system, see the 
Academic Regulations section of the Undergraduate 
Calendar.

Grade Mode / Grading Mode
• A code that denotes how a course is graded. 

Examples: 
• N – Normal (percentage grade or numerically-

graded course) - Grades of 0-100%, NP (40%) and 
XF (00%) are considered numeric grades.

• P/F - Pass/Fail - In some faculties, students may 
have the privilege of designating a limited number 
of credit courses as being non-contributory to the 
computation of their GPA. This means that they 
will not be included in the calculation of their GPA. 
Courses to be taken on a non-contributory basis 
must be so designated at the time of registration 
and must be approved by the student’s faculty or 
college. For more information on non-contributory 
(pass/fail) courses, students should contact their 
faculty offices.

• C/NC - Credit/No Credit - A grade of C is 
assigned for a particular course which has been 
set up as “Credit/No Credit”, where the course 
has been successfully completed. A grade of NC 
is assigned for a particular course which has been 
set up as “Credit//No Credit” where the course has 
NOT been successfully completed. 

• M – Maintenance of Candidacy - The grade 
assigned for graduate students who have completed 
the credit hour components of their program 

https://usports.ca/uploads/hq/By_Laws-Policies-Procedures/2018/EN/Policy_50_Financial_Awards_%282018-2019%29.pdf
https://www.uregina.ca/student/registrar/resources-for-students/academic-calendars-and-schedule/undergraduate-calendar/index.html
https://www.uregina.ca/student/registrar/resources-for-students/academic-calendars-and-schedule/undergraduate-calendar/index.html
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of studies, but have not completed all degree 
requirements (e.g., thesis, project, practicum, 
internship). For further information, consult 
the Graduate Calendar https://www.uregina.ca/
gradstudies/grad-calendar/. It is also the grade 
assigned for undergraduate students who are 
on authorized exchange programs or letters of 
permission

• T- Transfer Credit - Credit given by the University 
of Regina for academic work done at other 
institutions.

• X – Non-graded
• XF – Academic Misconduct - A grade of XF 

is assigned to students by the dean of a faculty 
or college offering a course and entered by the 
Registrar’s Office for a course from which a student 
is removed for disciplinary reasons and for which 
the appeal process has been exhausted.

• DE – Deferred Examination - Postponement of 
an examination for legitimate reasons, with special 
permission (see the Academic Regulations section 
of the Undergraduate Calendar).

• IP – In Progress - The grade assigned to the first 
term or the first and second term of a single-term 
scheduled course which is offered across two or 
three terms respectively.

• IN – Incomplete - An interim grade assigned when 
term work is deferred for legitimate reasons.

• NR – Not Yet Reported - An interim grade 
used when a student’s completion of a course is 
delayed for reasons intrinsic to the course (e.g. 
unavailability of a lab, delay in obtaining ethics 
approval of a project, difficulty in setting up an 
examining committee), or when an investigation or 
appeal of academic misconduct in the course is in 
progress.

• NP - Not Passed - A failing grade that may be 
assigned in three cases:

 1.When a student does not successfully 
     complete an element of a course, and that 
     element has been explicitly identified in the  
     syllabus as essential to passing the course. 
     Successful completion of the final 
     examination, a laboratory component or a  

     term paper, are examples of elements that 
     could be so identified.
 2.When a student has abandoned a course 
     without formally withdrawing.
 3.When a course is dropped after the last day to 
     receive a W.
For the purposes of the calculation of a GPA, the NP is 
interpreted as a grade of 40 for undergraduate students 
and 55 for graduate students to reflect the difference in 
the passing grade. When a letter grade is not assigned, 
the actual numerical grade earned should be entered. 
40 should not be substituted for the actual earned 
grade.
• W - Withdrew from Course - The grade assigned 

to any student who has formally withdrawn from 
a course for which they were formally registered 
prior to the end of the grade-of-W drop period (see 
Academic Schedule for a list of these dates each 
year) 

Grading Term
A set date or period which identifies/determines 
applicable rules or regulations. For example, a course 
may have a prerequisite in the ‘catalogue term’ 201710 
(winter) than it does in the ‘catalogue term’ 201730 
(fall).

International Exchange Agreements
Agreement between a postsecondary institution outside 
of Canada and the University of Regina that includes 
the general objectives of the exchange, the start and 
completion dates of the agreement, and the terms of 
agreement of the exchange. Exchange agreements may 
involve students, research, instructors, etc.

Joint Program
A program in which the courses from two faculties 
or two institutions are formally combined, issuing in 
one or two credentials. The University’s requirements 
for additional degrees (see the Graduation section in 
Undergraduate Calendar) are met by such programs.

 

https://www.uregina.ca/student/registrar/resources-for-students/academic-calendars-and-schedule/undergraduate-calendar/index.html
https://www.uregina.ca/student/registrar/resources-for-students/academic-calendars-and-schedule/undergraduate-calendar/index.html
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Letter of Permission (LOP)
A letter from the respective University of Regina 
Faculty confirming that a student will be granted 
transfer credit for a certain number of credit hours 
based upon successful completion of courses at another 
post-secondary institution. Such a letter should be 
obtained before going to another institution to take 
courses.

Non-Degree Granting Jurisdictions
A post-secondary non-degree granting community 
or university college jurisdiction within Canada or 
otherwise (most junior colleges in the USA and Canada 
with the exception of institutions in the CCAA)

Non-Entering Student (includes transfer students 
and continuing students)
A student is considered a “Non-Entering Student” in 
the academic years subsequent to the first academic 
year that he / she registers for the first time at any 
credited post-secondary institution in either the fall or 
winter semesters.

Note: a non-entering student includes a transfer 
student that is transferring from another post-
secondary institution (excluding CEGEP).

Online Course
A class that is taught online. Courses of this kind will 
often include online chats, discussion boards, online 
tutorials, and online assignment submission. For more 
information, see the Distance Education website.

Part-Time Student
For undergraduate students, one who is registered 
in fewer than 9 credit hours of study per term is a 
part-time student. Part-time students do not meet U 
SPORTS eligibility requirements for competition or 
U SPORTS AFA requirements in the terms he/she is 
considered a part-time student. Out-of-season athletes 
can be considered part-time students in terms in which 
they are NOT competing, so long as they are working 
towards the completion of 18 credit hours prior to the 
end of the athletic academic year.

Permit Override
An override that allows a student to register for a 
class when the restriction has not been met. Permit 
Overrides must be requested from the student’s faculty/
department.

Probation
A period during which students must maintain a 
specific academic standing. Failure to do so can result 
in their being required to discontinue studies. For U 
SPORTS, athletes on Academic Probation are not 
eligible for the Provincial Sport Governing Body 
Award and may not be considered an Academic All-
Canadian, despite meeting all other requirements. 

Program
A prescribed set of courses leading to a degree, 
certificate, or diploma.

Registration
Enrolling in classes. This is different from application, 
which means applying to be admitted to the University.

Special Needs Student
A student who is formally designated as such by the 
institution’s Special Needs department or equivalent. 
At the University of Regina, it is the Centre for Student 
Accessibility (CSA).

Student-Athlete (SA)
A student registered and deemed eligible to participate 
in U SPORTS competition.

Student in Good Academic Standing
A student-athlete who successfully completes a 
minimum of three full courses, or six half courses, 
or eighteen term hours during the academic year at a 
degree granting institution, is for the purpose of this 
rule, a student in good standing for that academic year, 
unless there are circumstances within their academic 
program which would warrant an exception to this 
ruling and in which the university continues to declare 
this individual a full-time student (such as graduate 
students, registered special needs students, and co-op 
students).
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Student ID Number (SID)
A nine-digit identification number that is displayed on 
a student’s Photo ID card and which is used to access 
services and facilities and for identification purposes.

Suspension
Dismissal from the University for a fixed period. 
Students may apply for readmission for the first term 
after expiration of the penalty; no petition is required. 
Student-Athletes can be suspended for academic and 
non-academic misconduct. 

Term
The periods of instruction into which the academic 
year is usually divided. The fall term begins in 
September and ends in December, while the winter 
term begins in January and ends in April. The shorter 
periods of instruction between May and August are 
collectively called spring/summer session. The student 
system software uses term.

Time-Ticket
The day and time when a student may first be able to 
register for classes. Students are permitted to add and 
drop classes from that point forward.

Transfer (Eligibility) Verification Form
U SPORTS recommended form used when a student 
is entering a U SPORTS member institution that has 
previously attended a post-secondary institution. Used 
to verify eligibility status at the student’s previously 
attended post-secondary institution. 

Undergraduate Student
A student who is working towards a Bachelor’s degree 
or another undergraduate faculty credential (i.e. 
certificate or diploma).

UR Self-Service
A secure section of the University of Regina website 
for students to check their course schedules, register 
for classes, pay fees, check grades, buy textbooks, and 
more.

Withdrawal
Formal notification by a student to his or her faculty 
or college of his or her voluntary discontinuance 
from a course or academic program. Actual credit 
value is decided in advance between the student 
and instructor or faculty. Non-attendance does not 
constitute withdrawal. There are deadlines beyond 
which a withdrawal will be assigned: 1) a grade of W; 
or, 2) a failing grade of NP. Both grades appear on the 
transcript.

Year of Study
Degrees, diplomas, and certificates are defined 
academically in terms of credit hours, not years of 
study.
For administrative purposes, the University defines 
year of study for undergraduate students as follows: 

   Year 1:
 0-23 credit hours successfully completed
   Year 2: 
 24-53 credit hours successfully completed
   Year 3: 
 54-83 credit hours successfully completed
   Year 4:
 84-113 credit hours successfully completed
   Year 5: 
 114-143 credit hours successfully completed 
   Beyond Year 5:
 144 or more credit hours successfully  
   completed

When certification is required, the University certifies 
that credit hours successfully completed, including 
credit hours that may be extra to the current program.
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Enrolment Services  |  CCE  |  Registrar’s Office  |  URI  |  Graduate Studies

*** For now, all High School transcripts are to be processed by UG Domestic Admissions***

Note: CCE will be forwarding all post-secondary transcripts to the Registrar’s office. They will not stamp the documents or search for the 
SID before sending.
Note: Avoid using red pens when writing on transcripts as they generally do not scan well.

C
POST-SECONDARY TRANSCRIPTS

1) Post-secondary transcripts normally come in 
through the mail or by courier (see point 2 below for 
special information regarding transcripts handed in 
by a student).  The mail MUST be opened each day, 
and date stamped on the front of each page using the 
“institution” stamp. Proceed to Step #2.

2) Mark on the stamp whether the transcript was sent 
from the “INST-Institution”, the 
“STDT-student”, or “OTHER”.  A 
transcript is considered official 
(marked “institution”) only if it is 
received directly from the issuing 
institution or in a sealed envelope which bears the 
official university logo.  Sometimes transcripts are 
handed in directly by the student, but they are still in 
an institution-sealed envelope.  These can be marked 
“institution”, but make sure to write under the stamp 
that it was, “received directly from student in an 
institution-sealed envelope.” This is very important 
because we do not award transfer credit on unofficial 
documents (marked “student” or “other”). If you are 
not sure whether to mark it from the institution or 
student, then attach the envelope and the appropriate 
office’s supervisor will review it. Proceed to Step #3.            
Note: When stapling transcripts, do not obstruct 
information that may be damaged if the staple needs to 
be removed.

3) Search for a student ID on Banner (SPAIDEN). 
Ensure that a thorough search is done using name 
(current and/or previous names), wildcards, date of 
birth, and any other information that may help you to 
verify it is the right person. It is recommended that 
you search using only first 3 letters of the first and last 

name with wildcards (%) at the front and end of the 
name: 

Example: Besler-Smith, Kelsey (if transcript received 
in the name of Kelsey Smith) 

A Search by:  smi% will not bring up Besler-Smith, 
BUT a Search by:  %smi% will bring up Besler-Smith 

• If no ID number is found:
 • ES: Write “No ID” on the top right-hand 
    corner on each page of the document and put 
    it in the “To Be Scanned” sorter. Once it is 
    scanned, index the document in UR Docs  
    leaving the Student ID field blank and 
    entering the Last Name, First Name, and Date 
    of Birth in the appropriate Document Keys 
    and Custom Properties fields. Next, route the 
    document forward and it will be moved to 
    the “Docs with No ID” queue. File the paper 
    copy in appropriate processor’s alpha sorter. 
    (See instructions on how to scan, index and 
    file documents at end).  END
 • URI: Write “No ID” on the top right-hand 
    corner on each page of the document and put 
    it in the “To Be Scanned” sorter. Once it is  
    scanned, index the document in UR Docs 
    leaving the Student ID field blank and 
    entering the Last Name, First Name, and 
    Date of Birth in the appropriate Document 
    Keys and Custom Properties fields. Next, 
    route the document forward and it will 
    be moved to the “Docs with No ID” queue.  
   (See instructions on how to scan, index and file 
   documents at end).  END
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 • RO: Write “No ID” on the top right-hand 
    corner on each page and put it in the 
    Admissions mailbox for them to pick up. 
    Log the transcript on the “Transcripts Pick Up 
    List” tracking sheet. END
 • GS: Scan the document and save it to T drive 
    (LAST NAME_First Name_DOB). END
• If an ID number is found:
 • ES: Write the ID number on the top right 

    hand corner on each page of the document and 
    put the document in the “To Be Scanned” 
    sorter (See instructions on how to scan, index 
    and file documents at end). Proceed to Step 
    #4.
 • RO/URI/GS: Write the ID number on the 
    top right-hand corner on each page of the 
    document. Proceed to Step #4.

4) Check SAAADMS to determine what area the 
transcript belongs to:

 a) Non-Resident UG Applicant with 
 outstanding or conditional admission decision:   
 If residence field is “N” (non-resident), also  
 check the Visa Type in GOAINTL – it must  
 be “SA” (note: if not SA anymore, they are now 
 Domestic, so proceed to point “d”): 
 ES/RO/GS: Send document to URI and record  
 in tracking sheet (as per Step #8).

 b) Graduate Studies Student/Applicant,   
 either Non-resident or Resident, with level of  
 Graduate:
 ES/RO: Place transcript (along with envelope) 
 in inter-office mail to send to Graduate Studies  

 and enter in tracking sheet (as per Step #8).
 GS: Proceed to Step #6.

 c) CCE Student/Applicant, if College is CE:
 ES: ES Service Desk will place the transcript in  
 the RO mail slot and enter the transcript in the 
 tracking sheet (as per Step #8). 
 RO: Registration Advisor will scan the 
 document and Proceed to Step #5. 
 GS: Send the transcript through inter-office 
 mail to the RO and record in tracking sheet (as 
 per Step #8).
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 d) Student has an outstanding admission  
 decision or a conditional admission decision 
 (including 02, 03, 04, 16, 25, 26) on an UG 
 domestic application (these are for 
 Enrolment Services):  
 ES: ES Service Desk will scan and index the  
 transcript in UR Docs, and pass the paper 
 copy along to the appropriate alpha processor 
 (file in appropriate processor’s alpha sorter) 
 Proceed to Step #5. 
 RO: Place document in Enrolment Services  
 mail slot and enter in tracking sheet (as per Step 
 #8). Do not scan.

 e) Previously admitted or current UG student 
 (either non-resident or domestic) with a final 
 admission decision of 08, 11, 14, 15, 18, PD 
 (could have a 02 on a more recent record, but 
 scroll down to see if admitted to another 
 faculty*) (these are for Registrar’s Office):  
 ES/GS: Send the transcript to the RO and enter 
 in tracking sheet (as per Step #8). Do not scan. 
 RO:  Proceed to Step #5.

 f) Final AP Transcripts from College Board: 
 ES: ES Service Desk will place the transcript in 
 the RO mail slot and enter the transcript in the 
 tracking sheet (as per Step #8). 
 RO: Registration Advisor will scan the  
 document and Proceed to Step #6. 
 GS: Send the transcript through inter-office 
 mail to the RO and record in tracking sheet (as 
 per Step #8).

*Note, some admission decision codes may require 
you to check additional SAAADMS records to fully 
investigate all offices where the transcript should 
go (scroll down to the next admission record in 
SAAADMS).  If the application type is ‘faculty 
transfer’ and application decision is 02, 15, 18 or 
PD, then view the previous SAAADMS record to 
determine if there is a ‘positive’ acceptance decision 

to determine which office requires the transcript.  
Even if the student has an RA hold, as long as their 
last SAAADMS screen shows they were previously 
admitted or previously assessed for admission, and 
there is no new application on SAAADMS, these 
transcripts still go to the RO.

5) Check SOAHOLD to determine:
 a) Does the student have an “LP” hold?  
  • ES/URI: Send the transcript to the RO 
     and enter in tracking sheet. END
  • RO: The Registration Advisor will 
     enter the transcript on Banner (as per 
     Step #6), send the electronic transcript 
     to the TC Other Review and Hold RO 
     queue in UR Docs, and then file the 
     physical transcript. END

 b) Does the student have a “LP” hold with a 
 description of “CVS”? 
  • ES/URI: Send the transcript to the RO 
     and enter in tracking sheet. END 
  • RO: The Registration Advisor will 
     enter the transcript on Banner (as 
     per Step #6), send the electronic 
     transcript to the TC CVS Approved RO 
     queue, and then file the physical 
     transcript. END

 c) Does the student have a TM hold?
  • ES: ES Service Desk will scan and 
     index the transcript in UR Docs, 
     and pass the paper copy along to the 
     appropriate alpha processor. The 
     processor will check if this is the 
     document they were waiting for to 
     finalize the admission (see reason in 
     hold description). If it is, they will end 
     the hold with the date received, and 
     proceed to Step #6.
  • URI: Scan and index the transcript 
     in UR Docs. The processor will check   
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               if this is the document they were 
      waiting for to finalize the admission 
     (see reason in hold description). If it 
     is, they will end the hold with the date 
     received, and proceed to Step #6.
  • RO: The Registration Advisor will 
     check if last admitted to either 
     Domestic UG, GS, or Non-Res UG, 
     forward the transcript to the appropriate 
     

     office, and enter in tracking sheet 
     (as per Step #8). END

 d) Does the student have an SA hold?
  • ES/RO/URI/GS: Send to the Study 
    Abroad Office at URI (as per Step #8).

 e) If no active holds outlined above:
  • ES/RO/URI/GS: Proceed to Step #6.

6) Enter the student’s transcript information in SOAPCOL:

 a) Enter Prior College Code

 b) Enter the Transcript Received Date

 c) Check the Official Transcript box (only if 
     an official transcript has been received, ie: 
     transcript received in a sealed envelope 
     directly from the institution). This 
     information should be checked off on the 
     institution stamp.

 d) Enter the Admissions Request item (ie: 
     CTR1 (no classes in progress), CTC1 (classes  
     in progress), or CTR2, CTC2, and so on)

 e) Enter the Degree Details based on the 
     information on the current transcript (if 
     updating existing prior college information, 
     verify existing data is correct)

 f) If the student was in a program and it is noted 
     on transcript, enter the program in the 
     Degree field 
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  • if there is no existing degree code for  
     the specific degree use the code 000003 
     and put in a request to  
     the.catalogue@uregina.ca (see note* 
     below) to have the degree code added 
     to the drop down menu OR
  • if no particular program was being 
     studied and student completed courses 
     only, enter code 000003

     *Note: To request a new Degree/ 
     Certificate/Diploma code be entered 
     on Banner email 
     the.catalogue@uregina.ca and 
     provide the information as outlined 
     below:

     *Please fill out each question in full, do 
     not use abbreviations unless 
     specifically asked.

     1. Awarding Institution: 
     2. Level: 
     3. Full Name of Degree: 
     4. “Official” Abbreviation, if known: 
     5. Degree Award Category: 24   
         (Bachelor’s Degree) OR 42  
         (Master’s Degree)
     6. Student ID (for reference):

 g) If a degree was received, enter the Degree 
     Date (this information will usually be at the 
     top or bottom of a transcript, but review 
     complete transcript for this information). If 
     the transcript only lists the month and year 
     the degree was awarded, enter the last day of 
     that month.

 h) Enter the dates attended from and to (if 
     there are no specific dates on the transcript 
     use the first and last days of the month for 

     that term (Example:  Fall 2012 would be 
     entered as Sept 1, 2012 to Dec 31, 2012) and  
     if the transcript is conditional, enter the dates 
     they will actually be attending until.

 i) If the institution is already on SOAPCOL 
    from a previous received transcript, see 
    Appendix 1 - Receipt of Duplicate, 
    Subsequent, and Unofficial Transcripts.

 j) Proceed to Step #7.

Special SOAPCOL entry notes: 

1. IB Transcripts - Degree detail dates are to be added 
from 01-Sep-? to 30-Jun-?.
2. AP Transcripts - Degree detail dates are to be added 
from 01-Sep-? to 30-Jun-?.
3. Athabasca University – The institution code is 
always AB0019 and the degree code is always 000003. 
Use the “attended from” date as the 1st day of the 
month showing after TERM on every transcript (ex: 
200907 would be 01-JUL-2009) and “attended to” 
should be the day before the DATE ISSUED date that 
is shown on the top right hand corner of transcript.  If a 
class is in progress, mark the transcript CTC1, forward 
date the “attended to” date to the last day of the next 
semester.

7. Once all Banner work is completed (SAAADMS, 
SOAHOLD and SOAPCOL): 
 • RO: The Registration Advisor will forward 
    the electronic transcript to the appropriate 
    queue in UR Docs. The physical transcript is 
    filed in the appropriate box in the vault (in 
    Registrar’s Office) by date scanned. END
 • ES/URI: The processor will route forward the 
    transcript in UR Docs and then file the paper 
    copy in the appropriate batch folder by date 
    scanned. END
 • GS: The physical transcript is filed in GS 
    student file. END

mailto:the.catalogue%40uregina.ca?subject=
mailto:the.catalogue%40uregina.ca?subject=
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8. Documents sent to other areas on Campus will be: 
 • ES: Logged by the Service Desk in the 
    “Tracking of Mail Sent Out of ES Office” 
    document on the T: drive and put into 
    interoffice mail or RO mailbox for pick up. 
    END
 • RO: Logged on the in the “Transcripts 
    Pick Up List” document on the T: drive and 
    put into interoffice mail or Admissions mail 
    box in RO mailroom for pick up. END
 • URI: Put into interoffice mail to appropriate 
    office. END
 • GS: Put into interoffice mail to appropriate 
    office. END

SCAN, INDEX AND FILE PROTOCOLS FOR UR 
DOCS (ES & RO):

Enrolment Services:

1. Paper documents will be scanned to UR Docs by 
the Front Desk staff.  They will enter the name in the 
scanner as “last name”.  The person who scanned 
the document will then go into UR Docs to view 
the document to ensure the quality of the scan is 
readable, rotate any pages required, and delete 
duplicate legends or blank pages.  Only then, should 
it be stamped “Document Scanned” and initialed 
(printed clearly) beside the Document Scanned stamp. 
All documents must be scanned in colour.

2. The document will appear in the scanner’s linking 
queue with the last name populating Field 2. The user 
will locate the student in Banner on the SAAADMS 
screen and link the document to populate the index 
values as well as the available Custom Properties. The 
user will then route the document forward.

3. The paper document will then be placed in the 
appropriate processor’s alpha sorter as per the alpha 
group they are responsible for.

4. Once the admission processor has reviewed the 
original document, they will place the physical 
document in the filing cabinet that houses the Batch 
folders by Month and Day in Admissions according to 
received date.

5. Electronic documents that are only received 
electronically will be indexed to UR Docs by the Front 
Desk staff by printing the document to the ImageNow 
Printer.

Registrar’s Office:

1. Documents will be scanned directly to the student 
file in UR Docs by the Registration Advisor and 
reviewed to ensure the quality of the scan is readable, 
rotate any pages required, and delete duplicate 
legends or blank pages.  Only then, should it be 
stamped “Document Scanned”.

2. The user will locate the student in Banner on the 
SPAIDEN screen and link the document to populate 
the index values as well as the available Custom 
Properties. The user will then route the document 
forward.

3. The user will then place the physical document in 
the batch folders by Month in the RO vault according 
to received date.
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APPENDIX RECEIPT OF DUPLICATE, SUBSEQUENT, AND

The following processes were agreed upon by Enrolment Services, UR International, and the Registrar’s Office 
to be in effect as of March 2016.

UNOFFICIAL TRANSCRIPTS

Situation Corresponding Action

1 Two copies of the exact same transcript are received in the 
same envelope (exact duplicate received at same time).

Use only one copy and second copy is securely shredded.

Banner: Enter as per regular processing steps.

UR Docs: Enter as per regular processing steps.

2 Subsequent copy of a transcript with the same dates 
of attendance and same information (exact duplicates 
received at different times).

Banner: No updates.

UR Docs: Scan and save the transcript with Index Type of 
‘Duplicate’ to the student’s record, include same description as 
used for CTR1 coding.

3 Subsequent copy of a transcript from the same school 
with same dates of attendance but changed information, 
either a modification or correction (either post-secondary 
or high school transcript).

Banner: High school (IB and College Board transcripts only) - 
update the received date and the grade. (if  applicable) 

Banner: Post-secondary - update the received date.

UR Docs: Scan and save the transcript as Index Type ‘CTR1/CTC1’, 
include normal description used for CTR1/CTC1.

4 Subsequent copy of a transcript from the same school 
with new dates of attendance.

Banner: Update, as normal.

UR Docs: Scan and save the transcript as Index Type ‘CTR1/CTC1’, 
include normal description used for CTR1/CTC1.

5 An initial conditional transcript (CTC1) that is in progress 
for multiple semesters is received.

Banner: The first transcript is recorded as a CTC1 with the attend 
dates for the entire registration period, not just the classes 
completed so far.

UR Docs: Index the transcript as CTC1 and add the usual 
description.

5a When the updated transcript comes in… Banner: Update the received date in SOAPCOL, but not the 
attendance dates as they should still be correct. The transcript will 
still be a CTC1.

5b When the final transcript is received… Banner: Update the record in SOAPCOL with a new received date 
and change the CTC1 to CTR1. 

UR Docs: Add the new transcript to the student folder as a CTR1 
and add the usual description.

D
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TRANSCRIPTS CONT’D

Situation Corresponding Action

6 An unofficial, conditional post-secondary transcript is 
received.

Banner: The transcript is recorded as UCC1, UCC2, etc “Unofficial 
College Cond Trans”.

UR Docs: The transcript is indexed at UCC1, UCC2, etc.
7 An unofficial, final post-secondary transcript is received. Banner: The transcript is recorded as UCF1, UCF2, etc “Unofficial 

College Final Trans”.

UR Docs: The transcript is indexed as UCF1, UCF2, etc.



UNIVERSITY OF REGINA USPORTS ELIGIBILITY MANUAL 41

41

APPENDIX FGSR ADMISSIONS PROCESSE

Timeline varies from one academic area to another, depending on whether there is an admissions deadline or not.
 
*For areas with application deadline, completed files are held until the deadline to be reviewed by the academic 
unit. The academic area can choose to review a completed file before the deadline by requesting the completed 
file.

Task Responsible Timeline

Application online completed and application fee paid Applicant 1 day- 1 week

Application is pushed into Banner and confirmation email sent to applicant FGSR Admissions 1 day

Required documents sent (application can be reviewed using unofficial 
documents)

Applicant 1 day-1 year

If  all documents are received, application is complete and ready for review by 
academic unit

Applicant /
FGSR Admissions 1 day-2 months*

Review applications and send recommendations to FGSR Academic Unit 1 month

Recommendations signed off
Dean/Associate Dean 

FGSR
2 days

Admission decision letter sent to applicant (conditional admission if  reviewed 
using unofficial documents)

FGSR Admissions 2 days

If  Conditionally Compliance Officerepted, official documents required Applicant 1 week- 1 year

All conditions met, unconditional letter sent FGSR 2 days

Applicant is eligible to register



UNIVERSITY OF REGINA USPORTS ELIGIBILITY MANUAL 42

42

FGSR ADMISSIONS PROCESS CONT’D

Timeline for General International Undergraduate Admission

Task Responsible Timeline

Application online completed and application fee paid Applicant 1 day- 1 week

Application is pushed into Banner and confirmation email sent to applicant
International 

Undergraduate 
Admissions

1 -2 Business day

Required documents sent (application can be reviewed using unofficial 
documents)

Applicant 1 Business day-1 year

If  all documents are received, application is complete and ready for review by 
academic unit

Applicant /
International 

Undergraduate 
Admissions

1 Business day-3 months*

Review applications and send to Faculty review
Such as Education, Nursing, social work and faculty discretion.

Faculty 1 Business day to 1 month

Admission decision letter sent to applicant (conditional admission if  reviewed 
using unofficial documents)

International 
Undergraduate 

Admissions
2 Business days

If  Conditionally Compliance Officerepted ( conditional code as 03,16, $500 
tuition deposit  required )

Applicant 1 week- 1 year

All conditions met, unconditional letter sent
International 

Undergraduate 
Admissions

2 days
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UR International Admissions Process 

2018   Total Application Number 11543

1 Business days -1 week
Application Prep Admin

6-8 weeks
Application Process

Online Application 80% Paper Application 20%

Send student ID and required 
documents list email 

(60 per day)

Review applicants 
required document

Loading required documents

Applicatiomn (290 per week)
4 Admission Specialists

Process Application 
Follow up with Application Question 

Letter Generation

1-2 Business Day
Application Prep Admin
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APPENDIX UR INTERNATIONAL UNDERGRADUATE STUDENT
ATHLETE ADMISSION PROCESS
For Student-Athlete Applicant ONLY

1. Fill out the Online Application  

2. Pay the $100 CAN application fee.  There are 3 
    ways you can pay:  

 • Credit Card (credit Card (phone our office: 
   1-306-585-6260, Toll Free: 1-855-683-2181))
 • Flywire (if you do not have a credit card you 
    can transfer funds to us HERE)
 • Cash (come to our office (College West Room 
    127 to pay) 

3. Email us your documents in PDF format to 
    international.admissions@uregina.ca
 • Provide English Language Proficiency test 
    (Click to see the list of ELP Options)
 • Copy of applicant passport 

4. Provide the official transcript 
 1. High School Transcript (Year 10,11 & 12)
 2. Official transcripts from additional 
     education after High School (College or 
     University). This should be mailed directly 
     from the institution to our office:  

     International Enrolment Services 
     (University of Regina)
     CW 127, 3737 Wascana Parkway
     Regina, SK S4S 0A2 
     CANADA 

Term Application Deadline Deadline for Required Documents

Winter November 1 November 15

Spring & Summer February 1 February 28

Fall June 1 June 30

* Please note that the above mentioned dates are for 
submission of documentations for admission process 
only. International students are required to obtain a 
study permit for engaging in academic, professional, 
vocational or other education or training that is more 
than 6 months in duration. The processing time 

for receiving a study permit vary depending on the 
country. Please visit the following link for information 
on the processing time. Should you have any questions, 
please contact manager, International Enrolment office 
(CW 127).

F

https://banner.uregina.ca/prod/sct/bwskalog.P_DispLoginNon
https://payment.flywire.com/pay?recipient=REG
mailto:international.admissions%40uregina.ca?subject=
https://urconnected.uregina.ca/apply/elp.ezc
https://www.canada.ca/en/immigration-refugees-citizenship/services/application/check-processing-times.html
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UR INTERNATIONAL UNDERGRADUATE STUDENT ATHLETE
ADMISSION PROCESS CONT’D
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