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Process Map:
		Faculty develops and delivers course, meeting contact hour requirements and course outcomes and maintaining required documentation.
If student meets requirements, student completes Request for Independent Study. Dean and faculty complete form after approval or denial.   
Student meets with Success Coach to determine if eligible for Independent Study 







Faculty submits required documentation to Division Office either on Canvas or in paper format; Request for Pay submitted.
Student completes Independent Study by predetermined deadline.  






[bookmark: _GoBack]Eligibility Requirements:
Eligibility for independent study is generally based on the following requirements:
1. The course should be required for graduation, professional certificate, or transfer.
2. The requested year/semester for independent study and the year/semester of graduation should be the same.  
3. The Dean may approve special situations for independent study.

Process:
1. The student meets with assigned Success Coach to determine if eligibility requirements for Independent Study have been met.  
2. The student is advised that the independent study will utilize the master syllabus for the course and that the learning outcomes and documentation of meeting those outcomes must be submitted at the end of the course. 
3. The student is advised that he or she will meet with the faculty on a regular schedule; these meetings may be conducted in person, online, or through a combination of in-person and online and must be documented. 
4. If eligible, the Success Coach completes Reason Independent Study Needed section on Request for Independent Study form and electronically or manually signs and gives to student who completes the rest of the top portion and submits to appropriate division office. 
5. When the Dean and faculty determine that an Independent Study is appropriate, they complete the lower portion of the Request for Independent Study. The faculty and Dean will define and document the faculty work load for the course.  At minimum the student and faculty must meet weekly for a one contact hour (50 minutes) and faculty must document The form (electronic or hard copy) the interactions. 
6. The Administrative Assistant creates a section in Jenzabar into which the student is enrolled. The section beginning and ending date must in general fall into the traditional semester/term length.
7. The faculty develops and delivers the course, documenting the contact hours with the student and retaining copies of all materials and graded materials. 
8. Any student failing to meet the attendance requirement for more than two consecutive weeks may be dropped from the course at that time. At midterm the College may administratively drop any student who has failed to meet the attendance requirement as set forth by the instructor. After midterm, a student who stops participating in a class without officially dropping a class and who is not administratively dropped may receive a grade of “F” for the course. It is ultimately the responsibility of the student to drop a course. 
9. Upon student completion of the course, the faculty submits the grade through myRichland and submits all required documentation to the Dean. Materials include the following:
a. The course syllabus
b. Documentation of student meetings or online interaction
c. Copies of handouts and other materials
d. Copies of tests, quizzes, and other graded assignments completed by the student to support the grade and to verify that the student has met the course learning outcomes
If the course is completed through Canvas, the Director of Online Learning will give the Dean access to that section to verify that the course information is complete. 
10. After the documentation has been reviewed by the Dean, the Administrative Assistant submits the Request for Pay for the Independent Study following the payment schedule outlined in the most current appropriate Collective Bargaining Agreement. If the student does not complete the course requirements, the faculty may still receive compensation as outlined in the most current appropriate Collective Bargaining Agreement.
11. All documentation and materials for the Independent Study must be maintained for at least 1 year. 
The Online Attendance Policy is included as reference for assessing attendance for independent study: 
Online students are subject to the attendance policy for online courses as stated in the Catalog. Student attendance in an online course is defined as active participation in the course. Participation in this course may take the form of posting to discussion forums, submitting assignments to drop boxes or on Canvas, or completing quizzes or exams. Student need to participate each week in some way to satisfy the attendance requirement. (Note: logging into the course does not qualify as participation and will not be counted as meeting the attendance requirement.) 
A student can be dropped seven calendar days after the start of the semester for the following reasons:
1. Failure to meet the attendance requirement (as defined above) during the first week of class, OR
2. Failure to start the mandatory Canvas orientation during the first week of class, if not previously completed, OR 
3. Failure to contact the instructor during the first week of class regarding an inability to complete either #1 or 2 above.
At midterm, the College will administratively drop any student who has failed to meet the attendance requirement as set forth by the instructor. After midterm, a student who stops participating in a class without officially dropping a class and who is not administratively dropped by the faculty may receive a grade of “F” for the course. This may also have an impact on certain financial aid awards. It is ultimately the responsibility of the student to drop a course.
Any student who cannot meet the attendance requirements for a given week should contact his or her instructor immediately. In addition, any student failing to meet the attendance requirement for more than two consecutive weeks may be dropped. 
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