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Essential Information

For KSC Matriculated Graduate and Post-Baccalaureate Students

Matriculated graduate and post-baccalaureate students are expected to be active participants in
addressing all academic and administrative aspects of their education.

Students are expected to use www.keene.edu, their MyKSC and mailcruiser.com email accounts to
become aware of and abide by all college policies outlined in the Catalog, the Student Handbook,
overall Policies & Procedures and Academic Policies.

The Graduate Study in Education website, http://keenestateinfo.com/gradstudies/ , contains the most
current information about graduate programs, links to internal and external resources, and links for
program planning sheets, printable forms, student services, and more. Free access to the Internet is
available in KSC computer labs and the Mason library.

Bursar Elliot Hall Toll free: 1-800-572-1909
Coordinates billing of tuition and fees for fall and spring classes 358-2263
Learn more about payment options at: QuickPAY.

Continuing Education & Extended Studies (CE) Elliot Hall 1* floor 358-2290
All students must register and pay through CE for summer session classes and weekend classes offered
during the fall and spring.

ID Card Office Dining Commons 358-2673 Call to find out when the office is open.
The ID card lists your KSC ID number. Your social security number will not appear on this card. ID card
benefits include: library access, and special discounts at many businesses.

Student Status INACTIVATION
Your student status will be automatically INACTIVATED if you do not register for a course each semester, or
request a leave of absence.

Leave of Absence (LOA)
Call 358-2842 to request a leave of absence from the Associate Vice President for Student Affairs/Dean of
Students.

Mason Library 358-2711
You must have your KSC ID card before you can fully utilize the resources of the Mason Library.
The Keene Public Library also accepts KSC ID cards.  352-0157

MyKSC — This essential tool provides student access to online registration, personal academic records
including advisor’s name, current schedule, grades, transcripts, etc.

Registrar Elliot Hall 1% floor 358-2321
Coordinates registration and add/drop for fall and spring classes.
Maintains official course transcripts. 358-2316

Student Financial Services Elliot Hall 1% floor Toll free: 1-800-572-1909
Coordinates Federal Aid Programs, KSC Scholarships, etc. 358-2280

Graduation and Completion Process
Master of Education - Students who finish this program must submit an Intent to GRADUATE form in order to
“Graduate” and receive their diploma. Participation in commencement exercises is optional.

Post-Master’s or Post Baccalaureate - Students who finish a certification program must submit an Intent to
COMPLETE form in order to “Complete” and receive their KSC certificate. Students in a certification program do
not participate in commencement exercises.
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http://www.keene.edu/
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‘Intent’ forms should be submitted one semester prior to program completion.
These forms help you to:
-Request an official audit of your academic records
-Request the printing of your diploma or certificate
-Apply “graduation” charges to your bill (There is no charge for post-master’s or post-baccalaureate
students)
-Receive general information for the next commencement ceremony including “How to” order graduation
regalia (caps, gowns, hoods, etc)
-Plan for Financial Aid Exit Interview

After the Registrar posts final grades and all other program and institutional requirements have been met, your
KSC diploma or certificate will be forwarded to you along with a copy of your official transcripts.

Applying for Jobs?
If you are applying for a job and are close to finishing your program you may request an official Anticipatory
Letter from the printable forms page.

Apply for Certification as a Teacher, Principal, Guidance Counselor, etc.

Applications and instructions for certification in New Hampshire should be obtained from, and processed
through the Teacher Education office. For certification in other states you must obtain certification materials from
the appropriate government office or agency. The Teacher Education staff will assist you in the certification
process. An application for certification will be endorsed and forwarded after the KSC Registrar posts your final
grades and all other program and institutional requirements have been met.

Graduate Studies Office
Elliot Hall 1% floor rm. 157

Phoebe Price 358-2497 pprice@keene.edu
Graduate Studies Program Assistant

Peter Tandy 358-2332 ptandy@keene.edu
Assistant Director for Graduate Studies

Stephen Bigaj 358-2872 sbigaj@keene.edu
Graduate Studies Director
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