[bookmark: _Hlk194996934]ISP 403P
Registration/Late Registration Procedure

PURPOSE

This policy establishes a deadline for registration and defines late registration.

SUMMARY

All courses have a registration deadline and is usually the day before the course begins.  After the registration deadline it may still be possible to add a course through the late registration process.  Students seeking to register after the deadline will need written consent from their instructor.  

PROCEDURE
1. There are three ways to add a course after the deadline:
· Submit the online “Registration Request” form with instructor signature.  (added link to form per ISP committee)
· Student can forward email from instructor or instructor can email the consent to registration@clackamas.edu and include name, student ID number, and course/section information (ie BA 101Z 01).
· Instructor can provide “Faculty Consent” in faculty self-service. This option can only be used if the course still has open seats.
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