
TO:
Division Faculty
FROM:
___________, Dean

Date:


RE:
Late Registration—READ BEFORE GIVING OUT PINK CARDS
STUDENT’S RESPONSIBILITY:  To enroll in your class before the census date.

INSTRUCTOR’S RESPONSIBILITY: To follow up on the add cards that are given to students and check verification roster.

As students request to be added to your class, please keep in mind the following list:
· The enrollment for your class cannot cross into LCF (large class factor) without my prior approval. Large class factor of 1.5 goes into effect when you reach 55 students and goes to 2.0 when you reach 120 students. 
· The college cannot collect apportionment for students added after the census date so students should not be added to your class after that date except for verified extenuating circumstances beyond the control of the student (i.e., accident, illness, death in immediate family, institutional error, etc.) Census dates for all courses can be viewed on the searchable schedule.
Procedure to follow when giving out pink cards:
· IPC labels should be attached to a pink card. If there is a lab class that uses a different ticket number, attach both IPC labels to the same pink card.

· Make certain that the student’s name and ID number are on the pink card. DO NOT add the student to your roster until the student shows you the white class printout verifying he/she is enrolled in the class. You may find it helpful to keep a list of the students that you give pink cards to so that you can follow up with them to make certain they have enrolled.
· Remind the student that they should enroll the day you give them the add card, but that they MUST enroll in the class by the date printed on the IPC label.
· Late Enrollments for a 16-week course require the following signatures:

1st week of instruction:  Instructor
2nd week of instruction: Instructor and Dean

3rd week of instruction:  Instructor, the Dean, and the Vice President of Instruction
(Shorter length courses require these signatures earlier in the course offering.)
· Check the first verification roster you receive from A&R to confirm that the student’s name appears on the roster.

· Students should not be allowed to attend class without being enrolled. This opens the college up to liability issues.
I appreciate your help in following these enrollment procedures to ensure that all students are enrolled by the end of the 2nd week of the semester (or by the census date for classes shorter than 16 weeks). If you have any questions, feel free to contact me. 
Office:                      Phone:                       e-mail: 
