ENROLLMENT AND GRADE FORM INSTRUCTIONS
As faculty, you play a key role in assisting the college with ensuring all students attending classes are enrolled and grades are accurate and complete.  The Los Angeles Faculty Guild recognizes this key role and, as a result, included provisions for such in the AFT Agreement.  According to Article 13 8.f. “All faculty shall maintain accurate records of grades, attendance, and class exclusions in accordance with District policy, rules, regulations and procedures”.
Outlined in this document are requirements and instructions regarding the completion of enrollment and grade forms.

If you need further assistance with enrollment and grade forms contact:

Admissions and Records Office

R-102

213.763.5300

Add Permit

Purpose:  Used to add a student who has been in attendance (prior to census) but whose name does not appear on the course roster.
The Add Permit receipt is the student’s proof of enrollment and a stamped copy must be returned to the instructor by next class meeting.  Any student that does not return a stamped copy should be excluded from the class.  Students who begin attending classes after the census date will not be counted for apportionment purposes, therefore, instructors may not add students whose first day of attendance is after census day.
2-Part form: Part 1 for Admissions Office; Part 2 for instructor’s records
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Open Class Enrollment Card

Purpose:  Used to enroll a student in a course with more than 5 remaining seats after the end of registration.  Five (5) are to remain vacant to be filled by the instructor using an Add Permit Card.
Faculty should request students return a stamped copy by next class meeting in order to verify the student is enrolled in the course.  Any student that does not return a stamped copy should be excluded from the class.
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Grade Change Request 

Purpose:  To correct a final course grade which was given in error.
Multi-part form which must be validated by Admissions:  Part 1 for Admissions, Part 2 for instructor’s records
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Incomplete Grade Report
Purpose:  Used to provide: a) a record of the condition(s) for removing an incomplete grade and  b) the default grade to be assigned if the work is not completed. 

Multi-part form: Original to Admissions, Copies to instructor and student 
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In Lieu Grade Card 
Purpose:  To add a student and assign a grade when the student has properly attended and completed the course but whose name does not appear on the grade collection form.
If a student’s name does not appear on the grade collection form due to an error in attendance accounting, the faculty member will complete the In-lieu grade card so that the student can receive a grade.  This form will require certification of attendance prior to census, an explanation of the enrollment error, and the grade to be assigned.  In-lieu grade cards should be submitted with the Grade Collection Form.
Section Transfer Card

Purpose:  To transfer a student administratively from one section of a course to a different section of the same or similar course. 

The instructor of the class into which the student has transferred must turn the card into Admissions.
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Audit Permit Card 
Purpose:  To register students who wish to audit the course.  Students must obtain validation from Admissions and return validated copy to instructor by next course meeting. 
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