[image: ]HSE Hybrid Enrollment Policy
Students with serious intent of optimizing time and effort in a test preparation program are encouraged to enroll in SCC’s HSE Hybrid class. Maintaining consistent effort is key to meeting individual educational and career goals.
HSE Hybrid Class
Guideline for Official and Continued Enrollment
OFFICIAL ENROLLMENT
· Students are expected to attend an initial enrollment session for
· Pre-testing (if current testing is unavailable)
· Completion of enrollment forms
· Program orientation
TOTAL: <= 3 HOURS
· Assignments in the ITTS online units of study - at least 5 Time on Task hours must be recorded within 10 days of enrollment
· 1st  Credential – Digital Literacy Assessment must be completed within 10 days of enrollment
A student is not “officially” enrolled in the HSE Hybrid class unless all of the criteria listed above are met.
CONTINUED ENROLLMENT
· Assignments in the online units of study - at least 12 Time on Task hours maintained monthly for continuous months of enrollment
· Weekly Time on Task Reports are viewed/printed/recorded in student folder by instructor
· Monthly Time on Task Reports are reconciled to student folder for monthly eligibility review by instructor
· Enrolled students are automatically eligible to continue their HSE Hybrid class studies in each monthly class session following sufficient and consistent Time on Task hours in the previous month
· Students are expected to email the instructor with information regarding inability to work on assignments in a consistent and timely manner
· An enrolled student is in danger of being dropped from the HSE Hybrid class when contact is not made between the student and instructor with regard to insufficient and inconsistent Time on Task hours
Checking your email daily and contacting your instructor on a regular basis is important for your continued enrollment.
Print Full Name:	      _____________________________________________________
Student Signature: _____________________________________________________ Date: ______________
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[image: ]Student Expectations
The HSE Hybrid class will occasionally require a face-to-face meeting scheduled at an on or off campus site. Adult Education and Literacy classes/sites are located in schools and places of business. While you are in class, you are expected to conduct yourself with professionalism. Any behavior which inhibits or disrupts the learning process of others is strictly prohibited. Students must communicate respectfully and courteously with instructors and other students at all times. Verbal or physical behaviors that injure, degrade, or intimidate other students will not be tolerated. If your behavior is not appropriate, you will be asked to leave the class.
How you present yourself to the world reflects a great deal about you. It also affects how productive you are at work, in your studies, and in a job search. Your clothing, body, and hair should be clean and neat when you are in class. If you come to class in revealing or inappropriate clothing you will be asked to go home and change before returning to class. No caps are allowed in the classroom.
Students must respect the smoking policy of the host site. If smoking is allowed in designated areas, you must use the ash trays and not litter the premises.
SCC Campus Only: Missouri state law requires an individual to be 18 years of age to purchase cigarettes. Students under the age of 18 who are caught smoking on the SCC campus can be arrested for breaking a state law. All SCC campus students and visitors are required to show identification if asked to do so. Failure to show identification can result in the individual being asked to leave the campus.
Only capped beverages are allowed in the classroom. Food may be eaten in an appropriate place during the scheduled break.
Students must sign in and out every time they come to a classroom. Do not sign out until you leave at the end of the class period.
As a courtesy to instructors and other students, all cell phones must be turned off or set to silent during class times. Text messaging is prohibited during class times. If you need to return a call, it must be done outside of the classroom during the scheduled break. If you accept a call or a text message during the class, the teacher is allowed to take your phone and respond to the caller on your behalf.
As a class member, you are expected to:
· Complete assignments
· Participate in discussions and/or ask questions
· Provide accurate information for your folder and class records
· Contact your instructor with any study issues and concerns
At the end of each monthly class session, students will be given an opportunity to continue their studies in the next monthly class session dependent upon the Guideline for Official and Continued Enrollment. Also, a completed post-test (TABE or textbook) may be required to continue in the class.
Print Full Name:      __________________________________________________
Student Signature: ___________________________________________________ Date: _____________
Accessibility Services
Reasonable accommodations will be provided for persons defined as disabled under the Americans with Disabilities Act of 1990 and the Rehabilitation Act of 1973. Students must initiate a request for such services and provide written documentation from qualified professionals. Requests must be made 1-8 weeks prior to attendance at the first class. It may be necessary, in some cases, for the student to delay registration or to withdraw from the course to allow the college ample time to provide appropriate accommodations. Students may contact Pam Bova, the coordinator of accessibility services, at 636-922-8247 or e-mail pbova@stchas.edu.
For more information, go to http://www.stchas.edu/academics/student-resources/accessibility-services/.
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