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4 ’ RIO SALADO COMMUNITY COLLEGE : A '
: DESCRIPTION OF ALTERNATIVE DELIVERY SYSTEMS'

{

Rio Salado Community College is a non-campus college which serviées the
9',226 square rr.liles of Maricopa 'County in Arizona. A portion of the college's
“miss‘ion is to dtilize instructional technology for both credit and non-cr:edit in-
struction. At the present time, the( following technologies are being “used by
Rio Salado Community College:‘ broadc{ast television, cabl/e televis_ion',' bro_adg:ast
radio, audio cassettes, video c.:asrsettes, computer-mana’ged instructi'bn, and E:or-

K 4
.respondence. " ST

-~

In addition to the above technologies, Rio Salado Community College will be
" implementing a county-wide dial-up audio teleconferencing system with slow-scan |
video—tapabilities during the '1982-831 academic year. "

5] i [ . : : “
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INTRODUCTION ) ‘ i .

The Student r:Hotline is an integral part of the.implemeptation
of alternative delivery courses.< It is- our major form of personal
contact with the student and, thus,,l‘it is imperative that the -per‘-
son responsikle for the Student Hotline be completely knowledge-
able about all elements of course lmplementatlon
4

It is for this reason that this procedural manual was wrltten In
this manual you w111 hopefully, be able to find all of the informa-
tion -necessary to adequately perform the job of Student Hotlme.
Operator. Always remember that, while a coptented student is

the.rule, a frustratéd student is. a sign of fallure on our part '

. and a dangerous enemy to have-at large. Proper handling of the

":

»

Student Hotline can greatly mmlmlze the number of frustrated "

)
stiidents we will'eficounter each semester. ,

¢ -

-

EXPLANATION OF THE STUDENT HOTLINE LOG CARD

v

.

. The Student Hotline Log Card, seen below was designed for the

purpose of befter serving our alternative delivery students. If
properly completed it can make course implementation” a simple
and eff1c1ent process. If improperly completed, it can make a
great deal of extra work for everyone involvet.

.

. STUDENT HOTLINE LOG -

INSTRUCTOR _ , ' ‘COURSE - .
DATE TIME L. LOGGED BY
STUDENT'S_QUESTION L i :
|
] * o =
}I
t ' —
D ; - .
PHONE NUMBER(S) ° - CL LT .
TIMES STUDENT CAN BE CONTACTED BY PHONE I . '
2 ‘ F
F

INSTRUCTOR'S ACTION

-
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O
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i
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7. Student's Questlon- The' spa‘ce labeled "Student's Question"

A Hotline Log Card, .such as the-one on the preyious °page‘,
should be completed on every call received by -the Student Hot-
line., The information which must be obtained in order to com-
plete the Hotline Log Card is as follows:

1. Instructor “Not every call -will need to- be relayed to an
instructor When it is necessary, however, the instructor's
complete name ‘should be recorded so that messages are'de-

‘livered to the proper instructor.

2. Course:* The, course prefix and number, such as EN 101 or
GL.)103, should be recorded in the space provided. . The
course names (i.e., English, Math) should not be used
because there may be a semester when more than one course
in a given subject area will be offered. ' If there is more
than one section of a. co.u\rsa, the correct section number

. ! hl
should also be ‘entered in this space.

"3. 7 Date: The date the call is Peceived by the Student Hotline

should be correctly recorded . o

/

4. Time: The time the call 1s rece1ved by the Student Hotline
-'should be correCtly recorded. 1 C

5. gged Bys The Hotline Operator’ taking. the student mes-,
sage should always initial every Hotline Log Card he/she
completes. > .

6. Student's .Name: Since there are many students enrolled in

alternatjve delivery courses every semester, it is imperative
that the correct name be recorded on the Hotline Log Cafd.
The student calling should be asked to spell his/her name
and the spelling should be repeated by the operator taking
the- .call If the name is a common one the student;s social
security number should also 7be recorded

is designed for the Hothne Operator to record the reason
for the studéntfs phone call BE SPECIF}C. Whenever
possible, the exact, ass1gnment test, 'date' Jr time, in
questlon should be entered., This will enabie the instructor
. to more accurately handle the student 's call .’ ) ;_ :

- 1

.’ A
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" 8. Phone Number: - The students home phone number s no

good to the instructor if the student is at work Therefore

_ PR the phone number recorded on the .Hotline Log Card must

I . .« ©, ba the phone mumber where the. student can be reached
h during the requested contac\t time.

. THE STUDENT§ PHONE NUMBER SHOULD ALWAYS BE
RECORDED, EVEN WHEN NO CALL BACK SEEMS' NECES-
‘SARY. ’ ' . N

J -
9. Times Student Can Be Contacted-By Phone: Although -t is
X o sometimes 1mposs»ble an effort is made to have instructors

contact the student at the student's convenience. If the
student can leave a specific time when he/she will be avall-'
able, that Tnformation should be entered on the Hotline Log
Card. ‘Likewlse, if there is a spec1f1e time when the student
will not be available at the given:phone number, this in-
" formation should also be entéred ?on the Hotline Log Card.

L~ ® 10. Instructér's Action: The first thing written in the " space

AR , ~lat_)eled "Instructor's Action" should be "Message Deliv(ered," .

o the date and the initials of the Hotline Operator, indicating

' s _ that the jinstructor thas received the student's message.

. e Once,,the mstructor has returnéd the student's call; the in-

structor sh%uld notify Course Operatlons of any® action

- he/she has taken. ThlS information wlll then be entered in
the proper space on the ‘Hotline Log Card.

~ ' . . -

- {

0! " II.  EXPLANATION OF .THE STUDENT HOTLINE PILE

- 2

: The Student Hotline File consists of two file drawers. The
A drawer " labeled "Instructor"’is divided into two sections: (1)
~ messages to.be"a—‘?eivered to _the instructor, and (2) Hotline Log

.4 Cards waiting for instructc;r action- (see Item 10 in Section II of

&
-

- . this manual). The second file drawer in the Student Hotline

¢ 0]
i
Ar
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Flle 1s labeled "Sfudents" and contains all Hotline Log Cards™ on
e which no further action need be taken. “

-3

At ‘the end of each work day, all Hotline Log "Cards completed
_ that day are to be filed in the Student Hotline File. The Clerk-
. ~ “ ' Typist, or another staff mernber delegated by. the Course Opera-'

e

LT . . L tions Office Manager, will be responsible for all f111ng in the
Student Hotline File. (See Section V of  this manual for exact
details regardmg the disposition of Hotline Log Cards )

L]
A

. IV. THE CPDP-0-PHONE

In order to better serve students, Course Operations utilizes a
S Code-0O-FPhone 'telephone answering device «during the evenings .
and on week-ends or holidays when the office is not open.

P

Upon arriving edch morning, the Hotline Ope'rator. should put.an
audlo marker on the message tape by phomng the ‘Hotline num-
ber, 256-299}, and giving the message "Marker" and the cormct
day’s date. Once this has been done, the Code-O=Phone should
~ be”switched Lo the "Off" position and the selector dial turned to
- the "Playback" * position (See the" diagram on following page. ) L

The message tape may then be: rewound and thé messages enf P
tered on the Hotline Log Cards. The volume monitor is_ com-
pletely 'turned off when the message tape is in operation. There-
. ‘fore the Hotline Oper‘ator must- ~uurn it"on Qefore he/she will be
' able to hear the messages on. the tape When the tape reaches
" the audlo marker 1t should be reWound the selector dial turned
. . to "Automatlc Answer“ and Qle volume monitor turned ‘off. The
74 machme w1ll then be Jready for ‘the next days messages. ., THE o
MESSAGE T#PE MUST BE REWOUND AFTER THE MESSAGES ARE
TAKEN\OFF THE C’ODE Q-PHONE. . | IR

4
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V.

CONTROL PANEL FOR THE CODE-O-PHONE"

o b
-»

GENERAL PROCEDURE FOR THE DISPOSITION OF HOTLINE LOG - .

CARDS

As has been previously mentioned, ngf all queétions received by

the Stugent Hotline will be forwarded to the course instructor'..
.Those questions which can be handled by the Course Operations

Staff should be handled immediately.

A

Mesgages which must be’ forwarded tg an instructer shoula be

-

taken care of as soon as possible. As a rule, each instructor is

requested to set a specific time~each day .when‘ he/she can phone,

to pick up messages. Some inst;uctors however, prefer that
messages be delivered by a member of the Course Operations
staff phoning them.  Specific times w‘hen instructors can be
reached are determined at the beginning of each semester.
Regardless of the manner in which the_'msiructor receives his/
her messages,. méssages should be delivered. on a daify vpasis

with each message being deljveted as soon as possible after it is
.received by the Student Hotline. ) . ‘

-~

’ -

-

It is 'a corhrﬁpn courtesy, and one appreciated by studentak to
tell a student when his/her message will be delivered to the In-.
structor. *This epables the student to estlmate when he/she can
expect {0 receive an answer tao ‘his/her question.
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GENERAL INFORMATION REGARDING TELBCOURSE [MPLEMEN-’

b4

TATION. PROCEDURES OF ALTERNATIVE DELIVERY C_OURSES

A.

-

Address. Proble_ms : ' .

Course Opera'tior\s 'keeps_ a Student File v-vhich contains.
address information on each student enrolled in altgrnative
delivery courses. .Occasionally, calls’ are received from
students who are simply npt getting their mail. This sitfga-

jtion may arise for a number of reasohs: (1) an incorrect

addre’ss'may be recorded in the; Student. File; (2) 'the

. address in-the Student File -may be incomplete; (3) there

may be no address gva‘ilable';w(tl) the student 'méy not have o

his/her'name on the mailbox; or (55 there ma')" be a problem
with the student's mail route.

When a student calls to complain that\ he/she is not receiv-
ing mail from our office, the Hotline operator should first
check the Student File to make sure there is % listing for

‘the student."‘ The operator should make sure that the

listingis complete and that the address is correct. If the
address is correct the -Hotline operz;tor should determine if
the student is l.iving} in a prlivate home or in an apartment.
Students living in apartments must have their names clearly
written on the mailbox to insure mail delivery.

- : ) . - .
1f there is no listing for the student in"the Student File,
the student's .social security number- should be written on
the Hotline Log Card and the log card should be immediate-
ly forwarded to a staff mem\be(r fol follow-up. h

.

]

N .

If all'of the “ébove’pos_sibjlities have been checked and a°

.reason cannot be found -for the student's mailing problem,

the operator should suggest that the student call the Postal
Inspector to determine if thert is a mailing difficulty at the
Post Office. ' "

K

11
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If a 'c}ynge’of' -address does need to be madeﬁln the-Student

\2 Flle a change-of-addrgss form should be completed, follow-

PR

mg the guidelinés »in Item D of Sectlon VI of this manual

.

When address problems arise THE HOTLINE OPERATOR -
SHOULD “ALWAYS BE' SURE TO NOTE, ON THE HOTLINE,
LOG CARD WHAT LTEMS OF MAIL THE STUDENT HAS NOT.

RECEIVED.
remalled to the student ds soon as possnble

e

If a student has questions regarding the

This will insure that the. correet materlal is

R

ASSIGNMENTS/MAIL—'IN:

‘o .
1.  Content:
. content of an assignment or how a given assignment

should "be done; he/she should be referred direc'tly t‘o .

the ass1gnment explanatlon in the study gutde or to
" the cover sheet which accompanied the assngnment from

Course Operations. If the:student still has questlons,

he/she should speak directly ‘to the course instructor y

THE HOTLINE OPERATOR SHOULD NEVER ATTEMPT

TO' INTERPRET DIRECTIONS FOR AN INSTRUCTOR .

/ . . B ¢ '
2. Due Dates:
in the course broadcast schedule.

those due dates will appear in newsletters or special’ .’

Unless stated, the
due dates are postmark dates; that is, the ass1gnment

notices from Course Operatxons.

must be postmarked no later than the given due date.
Students requesting extensions on due’ dates should
speak directly to the course instructor.
SHOULD NOT BE GRANTED BY THE HOTLINE OPERA:
"TOR. - ' .

- ot

12

All assignment due dates should be listed
Any rev1s1ons of |

EXTENSIONS
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\Grad‘es.: If a stlident has a questjon regarding his/her,

grade on an assignment,’ he/she must speak directly to
the course instructor. . No grades are to be given-over

the phone.

’ N -

Late Assignments: Course .Operations has no set

policy on late assignments. Instead, this decision is

left entirely "to the discretion of the instructor.
Specific bohc1es regardmg late assignments can “be
found in the course orientation letters.

\ ¥ s

Malhng Regulatlons

[}

a. Course Operatlons does not accept any mall ‘with

postage due. If a student is concerned about the
amount of postage to use for a given assignment,
he/she should have the assignm&nt, .complete with
the envelope, weighe'dfat the post office! If a
student's assi'g.nment is- returned to him/her for
‘insqfﬁcient postage, the student should remail. the'
assignment - WITH THE ORIGINAL ENVELOPE
INCLUDED as quickly as pojssible The postnhrk
date on the or1g1na1 envelope will then be used as
the date the assignment was mailed.

N

b. Students should properly address assignments.

Occa51qnally, a551gnments are. returned to- stu-

"dents by the post ofﬁce becﬁse the assignments

have bee'h 1mproperly addressed. Wheq this

" occurs, the student should resubmit the assign-
" . ment WITH THE ORIGINAL ENVELOPE INCLUDED\

The postmark date on the_original envelope w1ll‘()
" be used as the date the ass@Pment was mailed!

c. StudentS'.who are employees of the district may
use the Intercampus majl for submitting assign-
‘ments. They should bé aware, however, that the
date the as’s}ignment is received in Course Opera- *
tions will be used as the postmark date since ‘it

S
-
- o~

- 13
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. is impossible to determine when the assignment

was,mailed. . Coe e,
d. , Students may hand deliver their assignments to

o Course Operations during regular office hours.

PR L They 'should-be told" however that “the date the
| assignment is received will be-used as ‘the post-

. mark date. They should also be, told not to leave

at’ . 14

their assignments with Student Services, the Mail
Room or,any other Rio Salado Community College

- office.’ ° Co. - -
-

. 6. On-Air Explanation of Assignments: = No assigflments,
assignment dl:e dates, or explanations of assignments
will be "given over .the air during a broadcast. All
assignments and explanations of those assignments are

‘_&  made in writing and will ‘either bé\ found in the course

study guide or come directly from Course Operations.
y ~ N ’

7. Received Assignments: when a student's_assignment is

received, it is opened, stampéd with the Erne\ct‘ post-
. mark date and logged as received in the Asmgnmer{t

firm that hls/her assignment has been recelved the
. oper&or should sxmply look up the student's pame in
the log book. It is very important that /the correct

course, section number and the -correct student's name

are consulted.. Phone confirmation of \rec‘eived as-
» signment is binding upon Course Operatiols

8. Returned Assignments: Once a° student's assignment

J

. Log Book. If a student should call, wishing to con~’

has been received and entered in the Assignment Log

Book: it is°forwarded to the course instructor. Such
transfers of assignments are’ listed’ in the Assignment
Transfer Book. Once the instructor has graded and
- recordeéi the assignment, be/’she w:ill re'turr} the as-
signment to us® for forwarding to the student. Al
assignments should be retm‘ to students within two

day$ after they “are recei from the instructor.

+ B »
: - 14
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~ . . If a student should call to~find out when he/she can. - i
h expect to receivé a graded assignment from the in-
_ structor, the Hotline operator should first check the
\,3 o E " . " Assignment Log "Book to odetermi_ne if the student's

. assignment has, indeed, been reeeived. - If it has been : L
teceived, the Assignment Transfer Book should be Py
conslulted tofc}elermine when thét_ assignment was sent r ! :

1o the instructor and if the instructor has sent itﬁrr.",: !
back. If the graded assignment has been received . , '
from the instructor, the student can expect to receive .“.;i’.’
the assignment within' three +to four da};s after the.“"\v’i‘ K

. ‘arrival date listed in the Assignment Transfer Book. ':\""\

. If the assignment has not been returned by the in-* v

structor, the student may check with the instructor to ‘g\

determine when he/she can expect to receive the _

assignment back. - A STUDENT SHOULD NOT BE . -

PROMIS-ED THAT HE/SHE WILL RECEIVE A GRADED'

ASSIGNMENT BY A CERTAIN DATE, \\ .

C. BROADCAST DIFFICULTIES:

2

‘ If a studen,t'_,phones ‘to report that a specific broadcast did: -
v not air as scheduled or that a broadcast was interrupted
. - for .any reason, the exact information shbuld be recorded on
,g Hotline Itog Qard. The student should be told that a
follow-up inquiry will' be made, and his/her call returned as
soon as possible. * Once the Hotline Log gard has been
completed, it should be forwarded to a staff member _w}io
. will check with the appropriate radio station or -television
’ "station to determine -if an ‘error has been made. The staff
member will then return  the student's call or may ask the
Hotline operator to do so. S _ . v

D. CHANGES OF ADDRESS:

4
¢ , ° R

When a student calls to give a change of address, the |
Hotline- operator should fill out a change-of-address form,
such as the one pictured on the following page, in addition

RC e s :
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to a Hotline Log Card. The change—of-adaress form should

be forwarded to a staff member who will make the necessary-
changes in the Student File. THE CHANGE-OF-ADDRESS .
SHOULD NOT BE.MADE DIRECTLY ON THE STUDENT FILE." -

- COURSE OPERATIONS b
' CHANGE-OF-ADDRESS FORM ro - ”
“STUDENT'S NAME: ' , L
_ s B (Last) ) k (Fjrst) ’ (MI)
SOGIAL SECURITY NUMBER: _, ‘ ,
FORMER ADDRESS: . ‘ ) .- : ‘
. } . " (Street) (City) (Zip)
-NEW ADDRESS: o )

) ) (Street) (City) - (Zip) i
FORMER PHONE NUMBER: ___ NEW PHONE NUMBER: ___
COURSE: — . , B _ ,
DATE: SIGNATURE? g
. - .

. " E. 'CHANGES OF GRADES: ' o

- Occasionally, students will call seeking a grade change in a

- class they have previously taken via an alternative delivery
system. When this occurs, a Hotline Log Card should be

) - completed and forwarded it to a staff member, who will follow |

up the student's request with the correct course insturctor.
R A STUDENT "SHQULD NEVER BE PROMISED THAT A-GRADE
WILL BE CHANGED. Grade changes are left tsolely to the
" discretion of the course instructor.
: F. ‘

CLASS INFORMATION: x ) 3

As soon as a d&efinite class schedule has been established

for a semester, t Hotléne operator, will receive a typed
copy of that schedlle so he/she can accurately answer
questions regarding upqom}né alternative delivery courses.
U]:Itil a class schedule, has been distributed, the Hotline

opérator should tell  the caller that a schedule has not been "

* definitely éstablished and ask if the caller would like to be

s

-
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placed on a mallmg 115'1 to insure that he/she will recelve a

-

t semester's schedule is establlshed
(See Item L of Sectlon V1 for detalls regardmg the AES
Course Operations Maxlmg LlSt )

/.5'

flyer as soon as the ne

4

COMPLAINTS:

All complaints, regardless of their ‘nature, should be re-
corded on a Hotline Log Card and forwarded immediately to
the Director of Instruc'tiortal" Technology and Design. '

J

EXAMINATIONS/MAIL-IN:

1. Content: If a student wants to know what maggrial
will be covered in a specific examination, “he/she
should be referred directly to the course instructor,

a}

THE HOTLINE OPERI@TOR SHOULD NEVER ATTEMPT -
TO INTERPRET THE INSTRUCTOR'S DIRECTIONS OR

INTENTIONS FOR A STUDENT.

v

2. Due Dates: All examination ‘Hue dates should be listed
in the broadcast schedule included in the orientation
letter. All assignments should be postmarked no lat;r
than the given due date. Students who re'qﬁest exten-
sions on due dates should be referred directly to the
course instructor. : . . ’

If Course Operations is responsible for the lateness of
the student's exam (i.e., the student didn't Teceive
the exam in the mail or the exam the student received

s ~was incomplete), the call should be referred to a staff

member who will handle the extension request.

3. Grades: All examination grades will be mailed to the
student as quickly as- possible after the exams have
_been graded and the grades recorded by the instruc-
"tor. No grades are ‘to be glven over the phone’. If a

student calls questlomng his/her grade or a specific
exam question, the student should speak directly to
the course inktructor. : ‘

17
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Mailihg Dates: All mail-in" exams will be mailed directly

to students ‘frém Course Operations. Exams will be
mailed. to stiudents approximately 10 days prior to the
due date for the exam.

Malhrg Dljflclilnes If "a student phqnes to state that
he/she did . not receive a mail-in exam, the Hotline
operator should make sure that the student's correct
address is recorded in the Student File. If the ad-
dress is incorrect, a change-of-address form (see Item
D of Section .VI in this manual) should be completed
and forwarded to a staff member who will see that the
address is Aerrected and that the student receives
his/her exarf.

-
-

If the address in the Student File is correct, and the
Hotline operator has followed all of the suggestions

listed in Item A, Section VI of this manual, the Hotlir}e_~

Log® Card should be forwarded to a staff ember who
will try to determine a solution to the problem and who
will see that the student receives his/her exam. °

THE STUDENT SHOULD ALWAYS BE ASSURED THAT
HE/SHE WILL RECEIVE AN EXAMINATION AS SOON-:AS
POSSIBLE ’

e T
e

P

If a student misplaces an exam; His/her address and .

the specific exam needed should be noted on the
Hotline Log .Card and the Log Card forwarded to a
staff member who will see 'ghatathe student receives a

second exqm. . .

Mailing Regulations: ) .1

a. _ Answer sheets must not be folded. Course Opera- -

tions provides self-addressed envelopes. with all
:mail- fr’f exams to insure that students will not

have to fold their answer sheets. If answer -
. she.ets are " folded, Course Opera‘tlons will not

- '
*
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be -held responsible for errors made by the com-
puter when the answer sheets are processed.

b. Course Operations will not_accept any mail with

postage due. Students should have their answer
sheets and envelopes weighed at the post office if
they are~unsure-abou_t the amount of postage
required. If a student does have his/her answer
' sheet returned for insufficie'nt postage, he/she
should remail the answer sheet WITH THE ORIG-
INAL ENVELORE INCLUDED ‘'so that the postmark
date on the ofiginal envelope can be recorded.

c. Students should not return their test booklets
with their answer sheets, unless specifi}ally told
to do so in the exam instructions.

d. Answer sheets may be‘hand delivered directly to
Course Operations during regular office hours,

but answer sheets will be dated with the date
they are received. Students should be warned,not

e SRR TR I e T

to leaveTHEI "eXaMs ~ with Student Servxces the
Mail Room or any other RlO Salado Community
College office. They shofhd also be told not Yo
~ glip their answer sheets under the office door.

e. Students who are employees of the district’ may

Juse the intercampus mail -for, submitting their an-.

swer shéets, but they should be told in advance

. that their answer sheets will he dated as of the -

day 'they are recéived since it is impossible to
know when they were mailed.

; Missing Page/Answer - Sheets/EnvelopeS‘ If a student

~calls to report that a part-of his/her exam is missing

or blank, the Hotline operator should complete-a Hotw'
line L,og Card and forward it to a staff member who 3
will. make sure the needed material is mailed to t};,e*

student.
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I.  EXAMINATIONS/ON-SITE: . .

Content: If a student wants to" know what material a

v b -

" specifi®examination will cover, he/she should be re-
ferred dlrectly to the course instructor.

- ”,

Dates of Examlnatlons The orlentatlon “letter or the

most recent course newsletter will contain exact exam
dates. Dates o.f examlnatxons shou{d be listed in the
body of the or1entatlon letter as well as in the broad-
cast schedule.

Exampnation Rules:

a. Al students must present some form of 1dent1f1ca-
tion, preferably a picture 1.D., before they will
.be allowed to take an, on-site examination. THERE
ARE NO EXCEPTIONS TO THIS RULE.

b. No textbooks orcnotes will be‘allowed in the test
site unless the orientation letter or examination

x‘ notice speciffcally states that the test is, an open-

- . book test.

C. Husbands and wives enrofled in “the same course

- . should take their examma‘tlons at the same t1me 1f

-

pOSSIble N

d. Homebound students may make arrangéments to -

take a test at a\tlme and place other than the

specified ekam time. Students requestlng alter-

}

« _native testlng‘ arrangements’ should.be 1mmed1ately

referred to a staff member. v .

LY

Gra‘dese All examination grades will .be mailed to\tthe
' .sttudent as qulcklst possible after the answer sheets,
hgve been processed and the grades have been re-
corded by. the instructor. No .grades are to be given

over the phone. If a student calls questioning his/her

.grade or a specific exam question, ~ he/she .should
speak d1rectly to the course’instructoy. THE HOT-
"LINE OPERATOR SHOULD NOT INDICATE IN ANY WAY

. 4 ©

. ¢
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’ CHANGED

THAT THE STUDENT'S. EXAM GRADE MAY BE

rd

Locatlons of Examlnatlons “The orienfation Jetter or

¢

the most recent course newsletter will contam examma-
tion locations. All exam locations" should be llsted in
the body. of the orientation letter -as welL as in the
broadcast schedule.-

Make-Up Examinations:” STUDENTS -wrgd" ARE UNABLE
TO TAKE AN EXAMINATION DURING THE SCHEDULED
TIMES MUST NOTIFY COURSE O»PERATIC)NS.PRIOR TO
THE EXAM ,DATE. Specifically, we request that. stu-

dents noﬁfy us pI‘IQI‘ to 5:00 - p&dm. on the Friday -
afternoon immediately precedmg an on-site exam. .
Students.who become ill at the last minute must phone -

the Student Hotline Answering“/Service prior to 8:00

- a.m. on the Monday iminediately following an on-site
exam if they wish to take a make-up examination.

v W

0

If a student calls to say he/she will not be able to
* take an on-site exam as scheduled, the first step is to-

determine why. Boer hunting, vacaSions and "I don't

feel ‘like it" are not, adequate reasons for §cheduli’ng

make-up eXamS If- there‘ls any question regarding .

the legltlmacy of the student_s reason, the call should
be transferred to a staff rpember.

. )
P—

If a studént has a legitimate reason, he/she must make
a defmlte appomtment to také the make -up exam.~ As

" a ruIe all make-up -£Xams will be _given at the Rio

Salado Admlmstratlve Offlces on the Wednesday follow-

ma(;grjrlday \(ught or Saturday mornmg exam. When
ing the student's appomtment the Hotlme operator

should be sure to take the student's full name soc1a1

security number, .course number and ¢fe section num-
ber -as well as the time of the dppointment.’ v e -

B
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As a rule, NO MAKE- UP .EXAMINATIONS ARE GIVEN
IMMEDIATELY FOLLOWING THE FINAL EXAM NATION
Students who. cannot take the final exam as ‘scheduled

. w1ll Teceive an "1ncomplete" grade in the course and

can tdke a make'up exam only after final course grades

have been submltted to, the’Reglstratlon Office.
ooy

' Exams, are not given early*, Therefore, a student who

Knows in advance that he/she will be out of town or

- .unavailable .on a testing date cannot take the exam in

.advance " He/she must make an appointment o take -

<

the* exam after the scheduled examlnatlon date.

Mlssed Exa‘mlnatlons: As mentlor}ed in Ttem 1 #6,

‘Section VI of this manual, ONLY  STUDENTS WHO

NOTIFY COURSE OPERATIONS PRIOR TO AN EXAMIN-
ATION DATE WILL BE ALLOWED TO TAKE MAKE-UP
EXAMINATIONS. ‘Therefore, " if a student should call
for a ‘make- up exam after an examination has already
been diven, he/she n-;ls?speak with the Director of

,Insté.lctlonal‘ Technology and ‘Design prior to being

given an appoirttnent. -7

“

Times of Examinations( The orientation letter or the

most recent course newsletter_‘should contain examina-
tion tites. -Examination timés should be listed in the
body of the orientation letter as well as in the broad-

> . . A4
. cast %schedule. Each examination period lasts several ,

hours sé that students .can come at any time during
the established times. - The‘ only stipulation made ‘s
that stgdents must complete the1r exams by the end of
the" examlnatlon period-. ’ . : L~

J. INSTRUCTOR* MESSA’GES:'

All messages for instructors should be forwarded as soon as

- possible after. they are received by the "Hotline Operator

d1spos1tlon of mesgages".

Section V of thls manual_contains specific 1nformat10n on the

¢ " S e
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By ORIENTATION MEETINGS: i :

P Orlentatlon meetings may be held before ‘the semester be-.

gms If an orientation meeting is to be given in a Spegific
' : cou.(se information regarding the orientation meetmg, “such
' ‘ - as times, places, etc. will be found in the course orlenta-

'

‘~ ‘tion. letter. *

L. COURSE OPERATIONS MAILING LIST:

?
Course Operations mamta;ns a\mallmg hst composed prlmﬁmly !

of students who' have been enrolled in alternative delivery
courses for the preceding folr semesters..f If a person
wishes to have his\/her name placed on" the mailihg list, the
Hotline operator should complete a change-of-address form,
noting at the top of the for{n thgt “this information-is for
the /mailing list. This form .should be forwarded to a staff |

N member who will see that the name and-address are added
to the mailing list. L . oo

° M. TEXgTBOOK INFORMATION'

The .textbooks required fﬁr each alternative delivery course
will be listed in the orientation letter for that ‘course. All
” textbooks are available through the five campus.bookstoreé
and by mail through Course Operations. -

A Y Al o

If a student‘phones to report that a.bookstore is out of the

- S /specmc textbook(s) needed for a course, the student'
name, phone -number, - the speciflc title of the text, and the
- T bookstore location ‘should be noted on the Hotline Log Card:
o A staff “member will .notify dlstrict "acquisitions to eithgr
. ) ' transfer books-‘from one of the other bookstores or to order
' more books. The student will then’ he phoned and told

where he/she can purchase the requ1redwtext(s).
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VETERANS: ° - - .

L3

)(/lar;y veterans enroll every semester m alternative dellvery

courses. Therefore we are often asked to verify: enroll-

ment for the O?flce .of Veteran's Affairs. Course Operations

cannot offmally verify that a 'student is enrolled in an -

alternative delivery course; orrly the L/glstratlon Offlce can
do that. v

.

WITHDRAWALS:

)

1. Student-Initiated Wlthdrawals
from any class untll the tenth week of the-semester .,

t

Students may withdraw

To officially thhdraw a student must fill out & w1th—

drawal form, obtained by calling the Reglstratlon
‘Office at Rio Salado, or write a formal letter of with-
drawal and submit .it to the Registration Office: A
telephone call- to Course Operations is not sufficient

for :-:\ formal withdrawal. * B

student ~ who

~2. nstgg ctor-Initiated Withdrawals:, Any
does not participdte in a coyrse by submxttx‘ﬁg assign-

”~

ments \prior' to the 45th calendar day of the semester

will automatically be withdrawn -from the course.

Specific requiremenls for each course -can be found in
the orientation letters. If a student phones to find
-~~out why He/she was withdrawn or to ask f.or reinstate-

ment, he/she must talk directly with ‘the Director of

Instrug;jonal 'Technology ‘and Design.

3. ' Reinstatement: In certain instances, students who

have been with.drayvn- from a class may be reinstated.
These instances are rare, however, so A STUDENT
SHOULD NOT BE PROMISED THAT HE/SHE CAN BE

. REINSTATED. All reinstatement requests must be
d,handled by the Director of Instructlonal Technelogy
and Design. o s

‘ - +
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VII.  SAMPLE QUESTIONS/PROBLEMS RECEIVED BY THE STUDENT
HOTLINE - )

A. - I've mg\/ed .ancbi need to put fhrough a chenge-of-address.
N -How do I d¢ that? (page 10)

"B. I can't take the :test when it's scheduled. How do l/arrange :
for & make-up-exam? (page 16)

"C. . What is the correct answer to qu,egﬁon #3 on the second.
tt{st" (page 12 or page 15)-

D. What was my grade on ass1gnment #22? (page 8)

E. What will the second English test cover'> (page 12 or
page 15)

’ F. The exam I received in the mail yesterday didn't have an
answeg sheet in it. What do-I do now? (page" 14)

"G. I've lost my 'second mall -in exam. How do I -get another
gne? (page 13) , .

H. <Can I fold my answer sheet since I don't have an envelope
big enough to mail it in? (Ipages 6-7) .

I. Should I return the questions ‘to my. mail-in exam w1th my
Y , answer sheet? (page 14) -
P | “don't think my grade is right on the second tes{. How .
can I get it changed? (page 12 or page 15)°
K. I can't turn in my as51gnment (or test) on time. Who do'I

talk to about getting ah extension? Will they count off if
it's late? (page 4 or page 12) .

L. 1.didn't receive my test reminder and I mlssed the: exam.
.What do I do now? (page 17)

* _Ms Can I deliver my asmgnment (or te&t) in person'? (page 9

or page 14) . " -

-

N. My assignment (or’iest) was feturned to me because I had -
it improperly addressed. What do.l do .noW'? (pade 8)

.t O Why was I withdrawn from my class'? (page 19)
P. How do I withdraw from a class in which I'm enrolled'?
(page 19)

Q. I need a change-of-grade in a course T took last semester.
whom should I talk to? (page 11)

-

.
* 25
RS L .




. ' R. What classes will you be _offering next semester? (paga 11)
. oo |
. ) S. When do classes begm'% (page Tl) .
. . T. 1 haven't‘received-any mail from you since I enrolled. Can
. L + I check to see if I'm enrolled in the course and if you hdve . "
) my correct address" (page 6)

. i ) <,

o e T U. When is my second assignment due? (page 7)
V. - How much postage should I put on my research paper?to'
be sure it's not returned ‘for insufficient postage? (page 8)’

*W. How is the teacher gomgl to grade our second ass1gnment" '

, . . (page 8) o
. . X. 1 haven't received. any of my. -ass1gnments back Why -hot? . |
: . (page 9) \\// . - |
. ' Y. Where do I buy my textbooks and how much will they cost"
X ’ . (page 18)
_ ® . (<
: Z. The second English tape didn't air like it was ‘supposed to.
. IR : Why not? (page 10)
. : . v . /
, A . , |
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