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This report is designed to collect data on the home county origin of full and part-time, degree-credit students at the undergraduate, first-professional, and graduate levels.  All degree-credit students should be sorted as to whether they are in-state students, out-of-state students or foreign students.  In-state students must be further sorted according to county of permanent residence.  Include unclassified (non-matriculated) students by their level of study (undergraduate, first-professional, or graduate). Report full-time students in the first section of the form and part-time students in the second section of the form.

If your institution is unable to report on requested data because it is not collected, then steps must be taken to begin collecting that information.  The inclusion of data elements in HEDS forms constitutes a request by the Regents for your institution to collect and report on those items for their planning purposes.

Please return one completed copy to the State Education Department and retain a copy in your files in the event your institution needs to be contacted for clarification.  The completed form should be E-mailed or faxed to:

          heds@mail.nysed.gov

New York State Education Department


Office of Research and Information Systems


Room 865 EBA


Albany, New York 12234



Fax: 518-474-1907

If you have questions concerning the completion of the form, call 518-474-5091 or send e-mail to heds@mail.nysed.gov.  If you anticipate a delay in returning this form, request an extension in writing fax to 518: 474-1907, mail or e-mail stating the reason for the delay and the anticipated submission date.

GENERAL INSTRUCTIONS

1. Period of the report - Report fall enrollment as of the institution's official fall reporting date or October 15.

2. Students to include in this report - 

· Report all students enrolled in courses creditable toward a diploma, certificate, degree, or other formal award.  Include students that are part of a vocational or occupational program, INCLUDING those enrolled in off-campus centers and those enrolled in distance learning courses.

· Include high school students taking regular college courses for credit.  Report these students in the classification in which they are recorded by the institution.

· Include full-time students taking remedial courses if the student is considered degree-seeking for the purpose of student financial aid determination.

· Include graduate students enrolled for research or dissertation credits whether or not they are taking formal coursework. 

3.
Report all students taking courses which are creditable towards a credit-bearing diploma or certificate or an associate, bachelors, master's, doctoral or first-professional degree offered evenings and weekends as well as weekdays at locations both on and off campus.  Include high school students taking regular college courses for credit.  Include full-time students taking remedial courses if the student is considered degree-seeking for the purpose of financial aid determination.  If your institution's enrollment is required to be reported separately for branch campuses, the appropriate number of forms is included in your HEDS packet and the branch campus name appears on the cover page of the form.

4.
Do not include the following in this report:

a.
Students in CEU courses, noncredit adult education courses, noncredit extension courses, noncredit certificate or noncredit diploma programs unless they are also enrolled in courses creditable towards a degree or other formal award.

b.
Auditors.

c.
Students studying abroad (e.g., at a foreign university) if their enrollment at the reporting institution in New York State is only an administrative record, and they are only paying a nominal fee. Exclude students and their credit hours only if they are not paying tuition to your institution.  

d.
Students enrolled in any branch campus located in a foreign country.

e.
Students enrolled at campuses in states other than New York State.

5.
Students Taking Remedial Coursework

When determining the full-time/part-time status of students taking remedial coursework, equated credit hours for remedial coursework should be included.  These instructions concerning the treatment of remedial coursework are for reporting purposes only and do not correspond with State Education Department regulations that define credit hours.

6.
Work-Term or Cooperative Work Experience Students

Students who are participating in a work-term or cooperative work experience and not taking courses during the fall term should be counted as enrollment at your institution only if they are receiving credits for the term or experience.

SPECIFIC INSTRUCTIONS
1.
Report the number of students attending your institution in the fall term by their permanent county of residence, or as out-of-state or foreign.  The permanent residence should be the permanent residence when the student was admitted to your institution at their current level of study (i.e., undergraduate, first-professional, or graduate).

2.
Section 1: Residence of Full-time Students
Line 101 through 163:

Report the number of full-time students by their county of permanent residence on lines 101 through 162.  If the county of a New York residence is unknown, report the student on line 163.

Line 164:


Report the number of full-time students attending your institution who are from other states or United States possessions.

Line 165:


Report the number of full-time foreign students by level of study.  For a definition of foreign students, see page 13.

Line 166:


If residence data are not available for a few of the full-time students, report these students on line 166 by their level of study.

Line 167:


For columns 1 through 5, report the sum of lines 101 through 166 on line 167.

Column 1:


All full-time undergraduate students should be reported by their permanent residence.  Include unclassified (non-matriculated) undergraduate students.  The numbers of full-time (and part-time) students should equal or come close to the total numbers reported on Form 2.4. First-time should include those reported on lines 7 and 8 of 2.4.   

Column 2:


All full-time, first-time undergraduates should be reported by their permanent residence.  Include unclassified (non-matriculated) students taking courses at the undergraduate level.  For each line the number reported in column 2 should not exceed the number in column 1.  The numbers of full-time (and part-time) students should equal or come close to the total numbers reported on Form 2.4. First-time should include those reported on lines 7 and 8 of 2.4.   

Column 3:


All full-time, first-professional students should be reported by their permanent residence.  Include unclassified (non-matriculated) students taking courses at the first-professional level.

Column 4:


All full-time graduate students should be reported by their permanent residence.  Include students in masters, doctoral, graduate certificate programs, and unclassified (non-matriculated) students taking degree-credit courses at the graduate level.

Column 5:


Report the total of full-time undergraduate, first-professional, and graduate students (sum of columns 1, 3 and 4).

3.
Section 2:  Residence of Part-Time Students
This section requests residence data on part-time students enrolled in the fall term.  Part-time students taking courses creditable toward a degree or credit-bearing certificate or diploma should be included.  Include unclassified (non-matriculated) students.  The same reporting procedure used for full-time students in Section 1 should be used for part-time students in this section.  The numbers of part-time (and full-time) students should equal or come close to the total numbers reported on Form 2.4. First-time should include those reported on lines 7 and 8 of 2.4.   

DEFINITIONS
1.
Degree-Credit Enrollment: Students in a program (degree seeking or taking courses which are creditable towards a credit-bearing diploma or certificate or an associate, bachelor's, master's, doctoral or first-professional degree.

2.
Undergraduate (column 1):

a.
Undergraduate Degree Program Students: Students in bachelor's degree programs, associate degree programs and in occupational programs of one, two or three years that result in a credit-bearing certificate or diploma, often referred to as matriculated students.

b.
Unclassified:  Students who are not candidates for a degree or other formal award, although taking degree-credit courses designated by your institution as undergraduate level, often referred to an non-matriculated or non-degree-seeking students.

3.
First-Time Students (Undergraduate) (column 2): Entering freshmen or unclassified undergraduate students who have not previously attended ANY degree-granting college.  These are students who began their first academic year in a degree-granting institution after July 30, 2006 and are enrolled in the fall 2006 term at the undergraduate level, either in a program or as an unclassified student.  In addition to the traditional first-time student, this category includes students entering with advanced standing achieved through examination, completion of courses in non-degree-granting nursing schools, or college courses taken while high school students not formally enrolled in college programs.  These advanced standing students should be included even if their credits allow them to enter as sophomores.

4.
First-professional (column 3):

a.
First-Professional Degree Program Students:  Students enrolled in a professional school or program which required at least two academic years of college work for entrance and a total of at least six years for a degree.  Report only students in the following first-professional degree programs: Audiology (Aud.D.), Chiropractic (D.C. or D.C.M.), Dentistry (D.D.S. or D.M.D.), Law (L.L.B., J.D.), Medicine (M.D.), Nursing (D.N.P.), Optometry (O.D.), Osteopathic Medicine (D.O.), Pharmacy (Pharm.D.), Physical Therapy (D.P.T.), Podiatry (D.P.M., D.P., or Pod.D.), Theology (M.Div., M.H.L., B.D., or Ordination), and Veterinary Medicine (D.V.M.).

b.
Unclassified:  Students who are not candidates for a first-professional degree, but are taking degree-credit courses designated by your institution as first-professional level, often referred to as non-matriculated or non-degree seeking students.

5.
Graduate (column 4):

a.
Master's or Doctoral Degree Program Students: Students who hold a bachelor's or a first-professional degree (or equivalent) and are in a program for a master's or doctoral degree. Include graduate students enrolled for research or dissertation credits whether or not they are taking formal coursework. 
b.
Graduate Certificate Students: Students enrolled in graduate level curricula which lead to a certificate, such as a Certificate of Advanced Studies (CAS), School Administrator and Supervisor, School Counselor, and Library Information Studies.

c.
Unclassified:  Students who are not candidates for a graduate degree or certificate but are taking degree-credit courses, designated by your institution as graduate level, often referred to as non-matriculated or non-degree-seeking students.

6.
Foreign Students (line 165): Persons who are not citizens of the United States and who are in this country on a temporary basis and do not have the right to remain indefinitely.  Do not consider as foreign students, those non-citizens who have been lawfully admitted for permanent residence.

7.
Full-time (Section 1): Students whose academic load coursework or other required activity is at least 75% of the normal full-time load.  For students on a semester calendar system, undergraduate students must carry at least 12 credit hours to be considered full-time, while graduate students must carry at least 9 credit hours.  For purposes of completing this report, include equated credits for remedial coursework when determining full-time/part-time status.

8.
Part-time (Section 2): Students enrolled for credit equal to fewer than 75% of the number of hours designated by your institution as the normal full-time load.

IMPORTANT COMPARISON
The number of students reported on this form should be comparable to the number of students reported on form NYSED-2.4, Fall Degree-Credit Enrollment.  Full-time and part-time totals should be compared individually at each level: total undergraduate students, total first-professional students and total graduate students (master's, doctoral and graduate certificate), as well as first-time undergraduates.  
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