
Remote Registrar Guidelines

Introduction

Welcome to the team of Remote Registrars!  Remote processing consists of many details 
that will require in depth training and repetition to retain.  This manual is intended to be 
a reference guide and therefore is not comprehensive.  Always feel free to communicate 
any ideas you have about how things can be improved, or anything you feel should be 
added to this manual.

Code of Conduct

Performing the task of Remote Registrar is a serious responsibility that should not be 
taken lightly.  These Guidelines are to ensure that eligible students are enrolled in 
courses and that all applications receive the proper care and attention.

 Access to the database (Regwalla) should not be given out to anyone.
 Remote Registrars should not allow anyone else to do registration on their behalf, 

or give anyone their password under any circumstances
 Never circumvent the outlined procedures to get a student into a course.
 Remember the information contained in the student database must be treated with 

utmost confidentiality

Processing Applications 

 You will be doing the initial screening and processing of applications. 
Applications will either be accepted or forwarded to follow-up for special 
handling.  Please forward to:  registration-followup@dhara.dhamma.org 

 When in doubt, always err on the side of caution and forward things to follow-up 
or call VMC Registration 413-625-2160 ext. 0

Without exception, registrars will begin each session by checking the website for 
updates to waitlists and course closings!!  www.dhara.dhamma.org 
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What Needs Follow-up on an Application?

(General)

 Satipatthana & Long Course Applications.

 There is a referral list match

 All server applications (leave these in the queue, Dhamma service will process)

 Monks (bhikkus), nuns (bhikkunis), or religious clergy

 Students applying to sit part time

 Old students who are not in the database 
 

 Underage applicants (less than 18 years of age)

(Other Techniques)

 Students who are practicing or teaching energy based healing techniques, namely: 
Reiki, Qi-gong & Barbara Brennan Hands of Light

 Students who are practicing or teaching Kundalini Yoga

 Students who are teaching meditation of any kind

 Students who have a z-SH hold on their record.  This will manifest as a  multiple 
course enrollment, but you will see it is for a non-existent course.  This is a flag 
system we use which is different from the referral list.

(Physical Health)

 Students listing physical health issues, common issues include: back & knee 
problems, allergies & asthma, operations, cancer, heart disease & auto immune 
diseases

 Students listing special dietary concerns ( food allergies, raw food dieters, 
students wishing to bring their own foods etc...)
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 Students with diabetes or hypoglycemia

 Students suffering from migraines

 Students with sleep apnea (may have a C-Pap machine)

Exceptions:  DO NOT SH :   high blood pressure, cholesterol, thyroid irregularities, 
herpes, antibiotics (unless it seems like the student will be actively sick during the 
course), birth control pills, dietary supplements and vitamins, HIV (only if stable), 
hepatitis (only if stable).  Always look up medications listed.  If they are used to treat 
any of the above and the rest of the app. is clean,  NO NEED TO SH!  Just accept!

(Mental Health)

*Below are the most commonly listed disorders, do not limit yourself to this list.  When 
in doubt send to follow-up.

ADD-Attention Deficit
Disorder

Bipolar Disorder Dissociative Disorder PTSD-Post Traumatic 
Stress Disorder 

ADHD-Attention 
Deficit & Hyperactivity 
Disorder

Borderline Personality 
Disorder

OCD-Obsessive 
Compulsive Disorder

Nervous Breakdown

Anorexia Nervosa Bulimia Panic Disorder  Schizophrenia

Anxiety Disorder Depression  Psychosis

 Students listing a psychiatric hospitalization at any time in their life

 Students listing any trauma or abuse

 Students who indicate excessive intoxicant/tobacco abuse (only SH people 
in recovery if sober less than two months)

 Students who mention a recent death or loss or seem to be in bereavement

 Students who have difficulty sleeping and/or take sleeping aids

Please note:  It is common for students to answer “no” under mental and physical 
health problems, and then list medication that treat conditions.  Always look up 
medications and see what they typically treat.  You can use www.drugs.com or 
www.rxlist.com  It is to your benefit to become familiar with medications listed.
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Standard Notation

Anytime anything is done with an application, “Course Status” and “Applic. Status” 
fields in the enrollment, should reflect the change.  Furthermore, whatever was done 
should be noted in the “Status Notes.”  This provides the equivalent of a paper trail 
which can be very helpful.  Standard acceptances automatically generate a notation 
with the date and your initials (10-day, 9-day 1, 3-day, 1-day & Waitlist Student 
Accept, ) everything else will have to be noted by you.  

 Example 1:  “Sent WLMC 11/15 CSG”  (Meaning:  Sent Waitlist Multiple   Course 
letter, date & initials).  

Friends & Family:  When an applicant lists the name of a friend or family member also 
attending the course, make a notation under “Course Notes.”  This is the only time you 
will be using the “Course Notes” field.  All other notations go in “Status Notes.”
 

 Example 2:  “f/f Jane Doe” (Meaning:  friend or family member also attending the 
course:  Jane Doe).  There is no need to put your initials or the date on this 
notation.

 Special Handling (Follow-up)

The vast majority of applications will require some follow-up.  Three steps will be 
required on your part:

11 Send an “App. Receipt” or “Waitlist App. Receipt” to the student
11 Change Status fields as directed below
11 Forward the application to follow-up

Full Standard Notation will be as follows:  Course Status will remain  “Enrolled,” 
unless the course is waitlisted, then it should show “Waitlist.” Change Applic. Status to 
“Special Handler.”  Status Notes:  “Fwd SH 11/15 CSG.”  .  

NOTE:  Students should always have acknowledgment that their application was 
received by someone.  The  only exception is if they are an old student and you cannot 
find them in the database, and you don't create an enrollment.  In that case you will 
forward app. to Registration and a registrar will take care of it.

1 Nine-day courses are the same as ten-day courses, though rarely used, we occasionally have one due to 
scheduling needs.  This is NOT the same as a Satipatthana.
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Letters 

Reminder:  Standard Acceptance letters will be prompted automatically by choosing 
either enrolled or waitlist in the “Course Status” field and entered in the “Application 
Status” field.

In order to choose what e-mail account a letter is sent from:  click on “accounts” in the 
top left and the drop down menu will reveal them.  You will choose either registration 
or confirm (reg 2 & 3 also have follow-up but you will not need to use it).   All 
acceptances will be sent from confirm.  Anything that requires a student reply or follow-
up will be sent from registration.

 “Accept 10 day” will be sent for all standard acceptances for ten-day 
applications.  Letter prompt:  Automatic.  Standard notation:  Automatic.  Send 
from Confirm acct.  

 “Accept Day Sit” will be sent for all standard acceptances for one-day courses. 
Letter prompt:  Automatic.  Standard notation:  Automatic.  Send from 
Confirm acct.

 “Accept 3 Day Sit” will be sent for all standard acceptances for three-day 
courses.  Letter prompt:  Automatic.  Standard notation:  Automatic.  Send 
from Confirm acct.

  “Accept Pregnant” will be sent to pregnant women who have clean applications. 
If the application requires follow-up for any reason, forward to follow-up and send 
“App. Receipt” otherwise send letter.  Letter prompt:  Manual. Standard 
notation:  “Sent pregnant accept  11/15 CSG”  Send from Confirm acct.

 “App. Receipt” will be sent to every student who has been enrolled (not 
waitlisted) in a course and application has been forwarded to follow-up.  Letter 
Prompt:  Manual.  Standard notation:  “fwd SH 11/15 CSG” (Meaning: 
forwarded to Special Handling, date & initials)  Send from Registration acct. 

 “English Comp” will require you to use your own judgment.  It will be sent to 
any student who's native language is not English AFTER a careful review of the 
following specifiers:  age, occupation and location.  Beware of young 
professionals that live in ethnic neighborhoods (i.e Chinatown), they may not 
speak English.  Always send to retirees & housewives.  Any doubts, forward to 
follow-up.  Letter Prompt:  Manual  Standard Notation:  “sent eng comp 11/15 
CSG” Send from Registration acct.
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Waitlist Letters

**IMPORTANT**  Be very careful not to begin waitlisting students based on Regwalla 
giving you the “waitlist” prompt.  This prompt will continue once one student has been 
waitlisted for any reason!  Check the website carefully!!

 “Waitlist Student Accept”  will be sent to any student with a clean app. who is 
applying to a waitlisted course.  Letter Prompt:  Automatic.  Standard notation: 
Automatic.  Send from Registration acct. 

 “Waitlist App. Receipt” (WLAR) will be sent to any student applying to a 
waitlisted course, but who's application needs follow-up.  Letter Prompt: 
Manual.  Standard notation:  “Sent WLAR  11/15 CSG”  Send from 
Registration acct.

 “Waitlist Multiple Course” (WLMC) will be sent when a student is applying to 
sit more than one course within a three month period (this includes all Centers). 
This does not apply if the student is merely waitlisted for another course.  They 
can be on a total of three waitlists.  

When you get the prompt “student registered for multiple courses” proceed in 
the following manner:

1.  Check to see if the student is enrolled in another course here. If not, go into 
“courses everywhere” and see if the enrollment is for another Center.
  
2.  See if the course was completed more than three months ago.  Some 
Centers are not able to close their courses in a timely manner, which will keep 
a dead enrollment active.  In this case ignore MC warning.

3.  Once you have verified that it is a MC situation and the app. is clean, send 
the letter. 

4.  Change the newest enrollment to “waitlisted.”  Full standard notation will 
be as follows:  Course Status:  “Waitlist”, Applic. Status:  “Waitlist sent” or 
“Special handler” (see below) Status Notes:  “sent WLMC 11/15 CSG”

5.  If it is a MC situation and the app. needs follow-up, proceed as you would 
for anything needing SH'ing.  In your note to follow-up state that the student is 
applying to multiple courses.  DO NOT SEND “WLAR” as that does not 
address MC situation.

6.  Send from Registration acct.
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