Open Learning Procedures - Kent Campus
1) Student finishes current course before H2- See syllabus for conditions on “finishing early”.

2) Instructor inputs grade into flashline.
3) Instructor saves the progress report: print and/or down load to excel.
4) Instructor prints the progress report for student and writes the letter grade on report.  (Optional).
5) Instructor prints out the OL form- called Math Emporium Course Section Change found on the instructor website or in large bottom drawer at the main help desk (also found on the math and registrar site).

6) Together, instructor and OL student fills out the top portion of the OL form.

7) Student takes form to the scheduler and ALEKS administrator of the campus- Lindsey Millan.

8) Lindsey enrolls student into OL section and drops their H2 Basic Algebra course.

9) Lindsey enrolls student in the ALEKS OL course.

10)  Student returns to class with same instructor, same time, same class days.
11) Student has 58 days to complete the OL course.

