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How to Use this Booklet

Timeline Builder

Evaluating a campus certification program requires NCAA or conference staff 

members to consider a range of criteria. It also requires making recommendations for 

improvement that recognize the needs and pain points of campus certification teams. 

To be proactive in supporting campus staff members who work on athletic eligibility 

certification, you can use the rubrics, discussion guides, and sample certification 

forms in this booklet. These tools are meant to support in-person campus visits 

aimed at reviewing certification processes. 

The rubrics provide guidance for identifying what “good” looks like for specific 

elements of an existing certification process. The rubrics also indicate how those 

elements can be improved. The discussion guides offer questions and starting points 

that will help begin conversations about various certification topics. In addition, the 

discussion guides point to relevant resources that can be used to support process 

improvement after conversations have begun. The example certification forms 

provide a snapshot of effective ways to document the certification process. Share 

these forms with campus certification teams as they work to improve their own 

process documentation.

As you explore the tools in 

this guide, don’t forget about 

the Timeline Builder tool. This 

interactive .pdf will help guide 

and document your campus 

certification process for each 

quarter. It is available here.

http://bottomlineperformance.com/clients/NCAA/TimelineBuilder/NCAA_TimelineBuilder_20180716.pdf
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Process Success: Rubric

Use this rubric to guide the overall evaluation discussion and make 

recommendations for enhancing a campus certification process. The rubric provides 

a description of what “good” looks like for each component of the certification 

process. It also includes a description of how each component could be improved.

Component Good Better

Certify
Continuing student-athletes are certified in time 
to submit APR data.

Continuing student-athletes that can be are 
certified as soon as grades post.

Assemble

Certification data is collected year-round, 
including incoming freshmen and transfer 
student-athlete transcripts, changes to degree 
requirements, summer school transcripts.

Certification data is proactively monitored 
throughout the year, including mid-term grades, 
to anticipate changes to eligibility status. Specific 
certification elements are assigned to individuals 
and those duties are specified in job descriptions.

Review
Incoming student-athletes are confirmed to be 
registered for fall classes.

Student-athletes are confirmed to be registered for 
degree-applicable classes as appropriate.

Ensure
All student-athletes required to declare a major 
have done so.

Pre-registered and summer school courses are 
proactively monitored to make sure they apply to 
student-athletes’ majors of record.

Process  
Documentation

Compliance officer maintains written 
documentation of the organization’s certification 
process.

Process documentation, including all tasks 
from the Timeline Builder pdf, indicates roles 
responsible for each task and completion 
deadlines.

Process documentation is available to all members 
of the certification team.

Onboarding
There is a process for helping new hires who 
will be part of the certification team learn the 
organization’s certification process.

New hire onboarding process includes the Bylaw 
14 and Eligibility 101 eLearning courses.

Forms
A form has been created to help confirm that 
student-athletes meet all applicable NCAA 
requirements.

The certification team has created a certification 
form that includes a review of each eligibility 
benchmark, including NCAA, conference and 
institutional requirements.

Collaboration

Campus advisors, academic support, and the 
registrar’s office all support the certification 
process.

All participants in the certification process 
meet once a year to review and evaluate the 
organization’s process.

Campus leadership supports the certification 
process.

Campus leadership helps campus partners 
prioritize and/or holds them accountable to their 
role in the certification process.
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Process Success: Discussion Guide

Use this discussion guide to uncover pain points and explain best practices in a 

constructive and collaborative way. The guide provides prompts and talking points 

intended to support conversations about specific certification topics. 

Topic Question Prompts Conversation Starters
Recommended 

Resources

Process 
Documentation

• How do you feel your certification 
process is working?

• Do you have a written certification 
process? If so, where is that kept?

• How recently has your certification 
process been reviewed or updated?

• Does your certification process 
documentation reflect the technical 
systems you currently use?

• Have you discussed the process 
document with other campus 
partners?

• “Documenting the 
certification process can 
alleviate cross-departmental 
tension once everyone is 
aligned.”

• “Tell me about the pinch 
points in your current 
process.”

• “The NCAA recommends 
written policies and 
procedures related to the 
certification process.”

• Timeline Builder 
.pdf

• Certification video

Onboarding

• Where should new hires turn for help 
learning the certification process?

• Who is demonstrating the certification 
process for new hires?

• What is the one thing you wish new 
hires arrived already knowing?

• “New hires can bring in 
valuable perspective and 
experience but are often 
familiar with a very different 
process.”

• “Talking through your 
certification process 
documentation with new 
hires can clear up a lot of 
misunderstandings.”

• Bylaw 14 eLearning 
course

• Eligibility 101 
eLearning course

• Certification video

Forms

• Does your eligibility certification 
process include a certification form? If 
so, where is the form housed?

• Does your eligibility certification 
process include a spreadsheet? If so, 
where is the spreadsheet accessed?

• How recently was the certification form 
or spreadsheet reviewed or updated? 
Who is responsible for updating these 
materials?

• How are changes to the process 
that impact individual roles and 
responsibilities shared with 
supervisors?

• “A certification form or 
spreadsheet is not required 
but may be helpful to ensure 
that all requirements are 
met.”

• “Having the certification team 
regularly review the form or 
spreadsheet ensures that no 
requirements are missed.”

• “Engaging with leadership 
about members of the 
certification teams’ roles 
and responsibilities can help 
ensure that processes flow 
smoothly.”

• Sample certification 
forms or 
spreadsheets
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Effective Forms Quick List

At minimum, an effective certification form should include the following elements:

• Confirmation that term and yearly credit-hour requirements have been met

• Confirmation that percentage-of-degree requirements have been met at the 

appropriate points of enrollment

• Confirmation that cumulative GPA requirements have been met each term

• Notation of major of record at the start of each term

• Notation that the student-athlete is eligible or not eligible for each term

• APP eligibility and retention status at the end of each term

• Signature and date line

The sample forms in the following section contain most of the above elements and 

provide examples of various ways to document the certification process.

□✓
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Example Certification Forms

Example 1: Certification Form Showing Cumulative Academic Career

There are many ways to document the certification process, and what works for one 

school’s process might not work for another’s. The sample certification forms below 

record different types of student-athlete certification information in different ways. 

Use these forms as a starting point when helping a certification team identify the 

sort of information they should document and how they might do so.

This example records all the information that the certification 

team would ever need to know about a given student-athlete 

over the course of his or her academic career on one page. The 

information collected in forms like this one can be used to create 

spreadsheets to calculate percentages, etc. 

This form includes a box 

to track all changes to the 

student-athlete’s major.
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Example 2: Term Certification Assessment Form

While the previous example form records information for a student-

athlete’s entire academic career, this example records information 

about a student-athlete’s individual semester in greater detail.

Student-Athlete Degree Progress Report by Student ID#

Print Date: 9/4/18

Term______ Last Modification Date: 9/4/18
Total Pages(s): 1

****************************************************************************** 
Section I Student-Athlete Data 

S-A Name: Student ID#  Sport: 

Designated Degree Program: 
****************************************************************************** 
Section II  Courses Completed During Fall 

Courses  Grade Credit Value Remedial 
Yes/No

Degree Minimum  Repeated 
 Applicable  Grade  Yes/No 

Yes/No Required 

Completed by Registrar 
Section III Cumulative Completed Degree Credits 

1. Total credits required for designated degree program 1. 
2. Cumulative credits completed toward designated degree? 2. 
3. Cumulative grade point average 3.

%Percent Completed: (III-2 divided by (III-1) =

Did this student-athlete meet GPA requirement? Yes or  No
Did this student pass 6 hours?  
If this student-athlete played football in the Fall 
term, did the student-athlete pass 9 hours?
Did this student-athlete pass 18 hours?
Did this student-athlete pass 24 hours?

Yes or No

Yes or No

Printed Name of Academic Official: 

Signature of Academic Official:    

Title Date: 

***************************************************************************** 
Section IV Completed by Compliance 

Full-Time Terms Completed: 
Required Percent Met? Yes No
Required GPA Met? Yes No
Signature Associate AD for Compliance:___________________________________ 
****************************************************************************

Signature of Certi�cation O�cer :
Comments: 

or N/A

or N/A
Yes or No or N/A
Yes or No or N/A

This form allows for a 

listing of each term’s 

completed course 

work, along with 

notes about degree 

applicability and any 

grade requirements.
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Example 3: Academic Year Certification Spreadsheet

This example of a certification spreadsheet documents information about student-

athletes over an entire academic year. Spreadsheets like this one can be team-

specific; in this case, the spreadsheet records information about the university’s 

baseball team.

A spreadsheet allows for a view of 

an entire team at once.
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Example 4: Year-By-Year Certification Packet

Each form in this packet builds on the previous one to document a student-athlete’s 

eligibility requirements year-by-year. Therefore, these forms are meant to be used 

together. While they do not list, for example, every class that a student-athlete has 

taken in a given semester, these forms do document what a student-athlete has to 

do every academic year to remain eligible for competition.

Student-Athlete Name:  ___________________________ ID #:  ____________________

Sport:  ______________________________  Qualifier / Nonqualifier (Circle)

Year One

Sem/Yr __________

Y / N  6 hours 
Y / N / NA   9 hours   
(Football Only)
Y/ N   Good Standing

□ Eligible 

□ Ineligible 

Certifying Officer Signature: 
__________
Date:  _________

Sem/Yr __________

Y / N   6 hours
Y / N   18 hours
Y / N   24 hours
Y / N   Good Standing
Y / N   GPA (1.8) 

□ Eligible 

□ Ineligible

Certifying Officer Signature: 
__________
Date:  _________

Summer 1 ________

Y / N   24 Hours
Y / N   Good Standing
Y / N   GPA (1.8)

□ Eligible 

□ Ineligible

Certifying Officer Signature: 
__________
Date:  _________

Summer 2 _________

Y / N   24 Hours
Y / N   Good Standing
Y / N   GPA (1.8)

□ Eligible 

□ Ineligible

Certifying Officer Signature: 
__________
Date:  _________

Y / N   APR eligibility point 
earned after this term

Y / N   APR eligibility point 
earned after this term

Any change to APR point 
status after Summer 1? 
___________________

Any change to APR point 
status after Summer 2? 
___________________

Des Degree: Des Degree: Des Degree: Des Degree:

Deg Hrs Required: Deg Hrs Required: Deg Hrs Required: Deg Hrs Required:

Fall Spring
Acad Yr. 
Total

Sum. 1 Sum. 2 TOTAL Comments

Hrs. Earned 
Toward 
Degree

% of Degree 
Completed

Cumulative 
GPA

These year-by-year 

forms allow for 

inclusion of specific 

NCAA academic 

requirements each 

year.
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Example 4: Year-By-Year Certification Packet

Year Two

Sem/Yr __________

Y / N   6 hours 
Y / N / NA   9 hours   
(Football Only)
Y / N   Good Standing
Y / N   GPA (1.8)

□ Eligible 

□ Ineligible 

Certifying Officer Signature: 
__________
Date:  _________

Sem/Yr __________

Y / N   6 hours
Y / N   18 hours
Y / N   40% towards deg
Y / N   Good Standing
Y / N   GPA (1.9)

□ Eligible 

□ Ineligible

Certifying Officer Signature: 
__________
Date:  _________

Summer 1 ________

Y / N   Good Standing
Y / N   GPA (1.9)
Y / N   40%

□ Eligible 

□ Ineligible

Certifying Officer Signature: 
__________
Date:  _________

Summer 2 _________

Y / N   Good Standing
Y / N   GPA (1.9)
Y / N   40%

□ Eligible 

□ Ineligible

Certifying Officer Signature: 
__________
Date:  _________

Y / N   APR eligibility point 
earned after this term

Y / N   APR eligibility point 
earned after this term

Any change to APR point 
status after Summer 1? 
___________________

Any change to APR point 
status after Summer 2? 
___________________

Des Degree: Des Degree: Des Degree: Des Degree:

Deg Hrs Required: Deg Hrs Required: Deg Hrs Required: Deg Hrs Required:

Fall Spring
Acad Yr. 
Total

Sum. 1 Sum. 2 TOTAL Comments

Hrs. Earned 
Toward 
Degree

% of Degree 
Completed

Cumulative 
GPA

Student-Athlete Name:  ___________________________ ID #:  ____________________

Sport:  ______________________________  Qualifier / Nonqualifier (Circle)
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Example 4: Year-By-Year Certification Packet

Year Three

Sem/Yr __________

Y / N   6 hours 
Y / N / NA   9 hours   
(Football Only)
Y / N   Good Standing
Y / N   GPA (1.9)

□ Eligible 

□ Ineligible 

Certifying Officer Signature: 
__________
Date:  _________

Sem/Yr __________

Y / N   6 hours
Y / N   18 hours
Y / N   60% towards deg
Y / N   Good Standing
Y / N   GPA (2.0)

□ Eligible 

□ Ineligible

Certifying Officer Signature: 
__________
Date:  _________

Summer 1 ________

Y / N   Good Standing
Y / N   GPA (2.0)
Y / N   60%

□ Eligible 

□ Ineligible

Certifying Officer Signature: 
__________
Date:  _________

Summer 2 _________

Y / N   Good Standing
Y / N   GPA (2.0)
Y / N   60%

□ Eligible 

□ Ineligible

Certifying Officer Signature: 
__________
Date:  _________

Y / N   APR eligibility point 
earned after this term

Y / N   APR eligibility point 
earned after this term

Any change to APR point 
status after Summer 1? 
___________________

Any change to APR point 
status after Summer 2? 
___________________

Des Degree: Des Degree: Des Degree: Des Degree:

Deg Hrs Required: Deg Hrs Required: Deg Hrs Required: Deg Hrs Required:

Optional Minor: Optional Minor: Optional Minor: Optional Minor:

Fall Spring
Acad Yr. 
Total

Sum. 1 Sum. 2 TOTAL Comments

Hrs. Earned 
Toward 
Degree

% of Degree 
Completed

Cumulative 
GPA

Student-Athlete Name:  ___________________________ ID #:  ____________________

Sport:  ______________________________  Qualifier / Nonqualifier (Circle)
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Example 4: Year-By-Year Certification Packet

Year Four

Sem/Yr __________

Y / N   6 hours 
Y / N / NA   9 hours   
(Football Only)
Y / N   Good Standing
Y / N   GPA (2.0)

□ Eligible 

□ Ineligible 

Certifying Officer Signature: 
__________
Date:  _________

Sem/Yr __________

Y / N   6 hours
Y / N   18 hours
Y / N   80% towards deg
Y / N   Good Standing
Y / N   GPA (2.0)

□ Eligible 

□ Ineligible

Certifying Officer Signature: 
__________
Date:  _________

Summer 1 ________

Y / N   Good Standing
Y / N   GPA (2.0)
Y / N   80%

□ Eligible 

□ Ineligible

Certifying Officer Signature: 
__________
Date:  _________

Summer 2 _________

Y / N   Good Standing
Y / N   GPA (2.0)
Y / N   80%

□ Eligible 

□ Ineligible

Certifying Officer Signature: 
__________
Date:  _________

Y / N   APR eligibility point 
earned after this term

Y / N   APR eligibility point 
earned after this term

Any change to APR point 
status after Summer 1? 
___________________

Any change to APR point 
status after Summer 2? 
___________________

Des Degree: Des Degree: Des Degree: Des Degree:

Deg Hrs Required: Deg Hrs Required: Deg Hrs Required: Deg Hrs Required:

Optional Minor: Optional Minor: Optional Minor: Optional Minor:

Fall Spring
Acad Yr. 
Total

Sum. 1 Sum. 2 TOTAL Comments

Hrs. Earned 
Toward 
Degree

% of Degree 
Completed

Cumulative 
GPA

Student-Athlete Name:  ___________________________ ID #:  ____________________

Sport:  ______________________________  Qualifier / Nonqualifier (Circle)
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Example 4: Year-By-Year Certification Packet

Year Five

Sem/Yr __________

Y / N   6 hours 
Y / N / NA   9 hours   
(Football Only)
Y / N   Good Standing
Y / N   GPA (2.0)

□ Eligible 

□ Ineligible 

Certifying Officer Signature: 
__________
Date:  _________

Sem/Yr __________

Y / N   Graduated

□ Eligible 

□ Ineligible

Certifying Officer Signature: 
__________
Date:  _________

Summer 1 ________

Y / N   Graduated

□ Eligible 

□ Ineligible

Certifying Officer Signature: 
__________
Date:  _________

Summer 2 _________

Y / N   Graduated

□ Eligible 

□ Ineligible

Certifying Officer Signature: 
__________
Date:  _________

Y / N   APR eligibility point 
earned after this term

Y / N   APR eligibility point 
earned after this term

Any change to APR point 
status after Summer 1? 
___________________

Any change to APR point 
status after Summer 2? 
___________________

Des Degree: Des Degree: Des Degree: Des Degree:

Deg Hrs Required: Deg Hrs Required: Deg Hrs Required: Deg Hrs Required:

Optional Minor: Optional Minor: Optional Minor: Optional Minor:

Fall Spring
Acad Yr. 
Total

Sum. 1 Sum. 2 TOTAL Comments

Hrs. Earned 
Toward 
Degree

% of Degree 
Completed

Cumulative 
GPA

Student-Athlete Name:  ___________________________ ID #:  ____________________

Sport:  ______________________________  Qualifier / Nonqualifier (Circle)
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Transfer Process Steps: Overview

Use the table below to review the overall transfer eligibility process. It provides an 

overview of the steps that must be completed and/or confirmed when determining 

if a transfer student-athlete must serve an academic year in residence and certifying 

eligibility. The table also provides high-level descriptions of what each step entails. 

Step Description

Identify type of transfer. Determine whether the student-athlete is a 2-4, 4-2-4, or 4-4 transfer.

Collect transcripts.
Collect transcripts from each institution the student-athlete previously 
attended.

Determine transferable courses.
Using institutional procedures, identify which courses are transferable to 
the institution.

Evaluate whether student-athlete meets 
transfer requirements to avoid serving 

an academic year in residence.

Based on the type of transfer, determine whether the student-athlete 
meets transfer requirements outlined in NCAA Bylaw 14.5.

Evaluate whether student-athlete 
meets progress-toward-degree (PTD) 

requirements.

Determine which transferable courses are degree applicable and evaluate 
whether student-athlete meets applicable PTD requirements.

Complete a final transfer evaluation.
Once all documentation is official, complete a final transfer evaluation 
including both transfer and PTD requirements.
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Transfer Process Improvement Rubric

Use the rubric below to help campus certification teams identify process steps 

that could be improved and best practices for doing so. The rubric provides a 

description of what “good” looks like for each of the major steps in the certification 

process. It also includes a description of how each step could be improved.

Step Good Better

Collect transcripts.
Collect unofficial transcripts from 
each institution attended.

Collect official transcripts from each institution 
attended.

Determine transferable 
courses.

Complete preliminary evaluation of 
transferable courses.

Complete official evaluation of transferable courses at 
the earliest opportunity. For any course that does not 
automatically articulate (i.e., transfer) to the institution, 
follow institutional procedure to have the course 
officially evaluated.

Evaluate whether student-
athlete meets transfer 

requirements.

Complete a form to evaluate relevant 
transfer requirements.

Complete a transfer-specific form with built-in 
checks and balances to review each relevant piece of 
information. Complete evaluation prior to offer of aid.

Evaluate whether 
student-athlete meets 

progress-towards-degree 
requirements.

Complete a preliminary evaluation 
of progress-toward-degree (PTD) 
requirements.

Confirm major of record in the student information 
system and complete an evaluation of PTD 
requirements with sign-off from the certifying officer.

Complete a final transfer 
evaluation.

Complete a final evaluation of transfer 
requirements and progress-toward-
degree requirements.

Complete a final evaluation of transfer and PTD 
requirements prior to the first day of the term.
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Collaborate for Success: Discussion Guide

Use this discussion guide to identify points where collaboration could be improved 

and to direct campus certification team members to recommended resources. 

The guide provides prompts and talking points intended to support conversations 

specifically about collaboration across the certification team.

Topic Question Prompts Conversation Starters
Recommended 

Resources

Campus 
Partners

• Which roles are involved in your 
certification process outside of those 
in the athletic office?

• Are there any roles where the process 
slows down or becomes strained?

• Is there anyone not currently involved 
in the process who could add value?

• “It’s important to have the 
right partners engaged in the 
certification process.”

• “Let’s look at your campus’s 
certification process 
documentation and discuss how 
the partners indicated they are 
currently working together.”

• Eligibility 101 
interactive 
video

Communication

• How do you communicate changes 
or concerns about the certification 
process?

• How recently have all partners in the 
certification process met face to face?

• What one thing do you wish campus 
partners understood better?

• “Cross-departmental 
communication can make 
or break the success of the 
certification process.”

• “Let’s map out the touchpoints 
between each role, using your 
campus’s certification process 
documentation.”

• Eligibility 101 
interactive 
video 

Buy-in

• How would you describe the value of 
certifying eligibility? How do you think 
your cross-departmental colleagues 
would describe it?

• How can you tell when campus 
partners are engaged in the 
certification process? Are there 
ways to encourage those behaviors/
characteristics?

• How do you promote engagement 
from campus partners who are more 
ancillary to the process (faculty 
advisors)?

• “It can be frustrating when a 
team is not all invested in the 
same goal.”

• “Tell me more about your role 
in leading the certification team 
through the process.”

• “What is the best way to make 
campus partners who are less-
involved in the process aware of 
it and able to understand their 
role?”

• Eligibility 101 
interactive 
video

• Bylaw 14
• Eligibility 101 

elearning 
course

Campus 
Leadership

• What is your understanding of the 
athletic eligibility certification process?

• How are roles and responsibilities 
for the eligibility certification process 
defined for non-athletics staff?

• “Campus leadership (provost, 
vice president, etc.) is critical 
to the overall success of the 
athletics certification process.”

• “To keep expectations for team 
members clear, it can be helpful 
to include an explanation of roles 
and responsibilities related to 
the certification process in job 
descriptions.”

• Eligibility 101 
elearning 
course
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Peer Check-In Discussion Guide

• This discussion guide is meant to be used with a small group of collegiate staff 

from different colleges or universities. The goal is to get them to share ideas, 

challenges, or best practices. Ideally, this format could be used repeatedly on 

regularly scheduled conference calls. 

• Calls are designed to last 1 hour but can be adjusted to fit the available timeframe.

• If a web conference is available, that can be helpful for recording live notes on the 

conversation to distribute afterward as a summary. 

• Call leaders should document best practices that come up on calls and either add 

them to success criteria rubrics and/or share them with colleagues.

• It is recommended that these calls occur after individual assessments with the 

participants have been completed. It could be helpful to use a team approach, 

with multiple representatives from each school participating (for example, 

compliance office, registrar’s office, and advising office).

• So that participants are better able to prepare for the conversation, discussion 

topics or pain points may be collected and distributed before the call.
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Topic Timing Talking Points

Introductions 5 min
Call participants introduce themselves and share one “headline” from their work 
life.

Successes 10 min

Call participants are invited to share observations or events since the last call, 
including:

• Student-athlete academic successes
• Process improvements
• Signs of positive collaboration
• APR or other metric improvement
• Other certification “wins”

If the group wants additional information about one of these shares, the consultant 
should add it to the “Discussion Topics” list.

Discussion Topics 40 min

• The call leader shares any existing discussion topics that were not addressed 
in previous calls and adds any topics that have resulted from the “successes” 
discussion.

• S/he solicits any additional topics that the call participants would like to 
discuss. 

• The call participants rank the top 3 topics they would like to discuss on the 
current call.

• The facilitator on the call does not have to be a subject matter expert. Each 
topic follows the same format:
• The person who identified the topic gives a brief synopsis of what 

information or feedback they’d like from the discussion.
• The group discusses the topic until they have provided the information or 

feedback desired or else have identified alternate next steps.

Wrap Up 5 min
Each call participant identifies what was most meaningful for them from the call 
and/or what they would like to add to the issues list for the next call.

Peer Check-In Discussion Guide
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Certification Process Check-In Calendar

The calendar below provides a high-level view of the academic year. Use the 

calendar as a reference when looking for the best time to schedule campus visits to 

meet with certification teams about their process.

Fall Term

• For an unencumbered discussion of the certification process, consider 

scheduling in-person visits after the fall sport certifications have been 

completed.

• In-person visits after the preregistration period allow certification staff who are 

monitoring progress-toward-degree to complete that busy period.

Spring Term

• For an unencumbered discussion of the certification process, consider 

scheduling in-person visits after the spring sport certifications have been 

complete.

• In-person visits after the preregistration period allow certification staff who are 

monitoring progress-toward-degree to complete that busy period.

Summer Term

• Schedule in-person visits for after summer school has started but before the 

fall certification preliminary work begins.


