Cross over sections H2 Fall 13
Begins:  Oct 23 2013
Last Date to add: Nov 13 2013
Ends:  Jan. 16 2014
Students ready to take the next Basic Algebra Course in H2 F 13 starting Oct 23 2013: 
(Please read all 16 steps.)

1) Instructor inputs current course grade into flashline.

2) Instructor saves the progress report:  print and/or download to excel (for your records).
3) Instructor prints out the Cross Over form – called Math Emporium Course Section Change form found on the instructor website or in big drawer at help desk (also found on the math and registrar site.)  (Same form used for OL.)
4) Together, instructor and CO  student fills out the top portion of the form.

5) Student takes the form to the scheduler and ALEKS administrator of the campus: Mary Cordier or Virginia Wright.

6) Administrator enrolls student in CO section (university section and ALEKS section).  
7) For Fall 13, the instructor of record for the CO sections will be Tonge.  

8) For Fall 13 the student returns to the same class, same time period of their previous instructor.

9) Officially, the time of the CO classes for Spring 14 is TBA.  

10) Grades, monitoring of student, communications to student, etc. will be done by the new instructor of the CO section.  

11) Administrator may notify previous instructor that their previous student is in the new CO course.

12) Previous instructor just acts as an assistant to the previous student provided the student attends their regular H2 time of class, otherwise student would be an “open” lab student.  Technically, these students could attend any open lab hr, since their class time is TBA.  

13) Note: The administrator will strongly suggest to the student to return to their original class with previous instructor, same time, and same days for F13 H2.  However, the class size of that time period is 240.  If CO student stays at their original class time, the class will not exceed 240.  If they jump time periods, they are not guaranteed a seat and would be considered an open lab student.  (Recall: open lab students have to wait until class starts to see if there is an available seat.)
14) Tuition: billed in Spring 14.  Grades: submitted when student completes course (by Jan 18 2014).

15) Note: Please admit only 10023 or 10024 students.  Perhaps, repeat 10022 students but not repeat 10021 students who want to take 10022 as the cross over section.  These repeat 10021 students did not do well last year.  Please see Andrew Tonge for clarification of this note.
16) Administrator will give each CO student a detailed letter of instructions. See letter on instructor website.
