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DESCRIPTION:

A Guided Study Course Contract is an agreement among three parties: the College, an instructor and a student.  Regulations dealing with Guided Study are found in the College calendar.   Douglas College, under the conditions and procedures listed below, makes available to students an alternative to regular classroom instruction.  The alternative allows completion of courses by independent study, under the guidance of a College faculty member.
STEPS:
1. 
A guided study course is approved under very special circumstances. These circumstances do NOT include instruction by correspondence or payment of less than the regular course fee. 
2. 
Only courses listed in the College calendar may be adapted for guided study. Students must register for a course in the calendar and the goals and objectives of the course must remain unchanged. 

3. 
Appropriate courses for Guided Study are those at the second-year level for which there is low demand or low enrolment. Courses in reading, research, work experience, or field studies are NOT offered on a Guided Study basis. Further, courses that depend primarily on student/instructor interaction are NOT offered for guided study. 

4. 
Students should apply for the Guided Study Contract at the office of the Chair or Coordinator.  They should complete both the contract form and a registration form, and request approval from the Chair/Coordinator.

5.
 A Douglas College instructor must be willing and available to participate with the particular student before the contract is approved. 

6. 
The student, the instructor and the Chair or Coordinator must meet to examine the Contract Form to ensure that all parties are aware of its nature and implications. The course outline is attached to the contract and as part of the contract, the instructor and the student must agree on the variations from the regular course outline. 

7. 
Guided Study programs are open only to students who have completed at least 12 semester hours of credit or two semesters at Douglas College. 
8. 
If students do not complete the contract, an F grade (failure) is awarded. An Incomplete I grade is awarded only with the approval of the appropriate Department Head. Successful completion of the course results in one of the regular College passing grades being awarded. 

9. 
Because of the particular fee payment arrangements for the instructor's services, no refund is possible after the course has begun. 

10. 
If students are registered for other courses during the current semester, the additional Guided Study course(s) must not cause the student to exceed the normal permitted academic load and the additional Guided Study courses must be added to the student's records using a Change in Registration Form. 

Note:  For the benefit of students, the above information is provided by the Registrar’s Office.  Anyone requiring information on the full policy and procedure should consult with the Department Head or the Registrar. 

Guided Study Contract Process:
1. If the contract is approved a Class Schedule Change Form is submitted to the Registrar’s Office and a Course Reference Number (CRN) is generated.  The student then takes the contract to the Registrar front counter staff to be registered in the course. 
2. After the student is registered in the course, they must pay for it at the Cashier’s Office.
3. After payment has been received, the cashier should give a copy to the student, keep a copy and send the rest (three) to the department who issued the contract.
4. After the contract is completed, signed by the Dean and a grade awarded, the three copies are sent to the Registrar’s Office.  After the grade is recorded by Records, the original goes into the student’s file, the second copy goes to the Dean and the third copy goes to Employee Relations.
5. Instructor’s Fee is governed by the current DCFA Agreement.  

a. DCFA Collective Agreement # 13.2.1

b. $100 per credit for the first student
c. $50 per credit for each additional student
6. Using the Guided Study Contract to submit the grade to the Registrar’s Office for posting and Employee Relations has been copied, the faculty member receives payment for this course.  It is important to keep a copy of the Guided Study Contract on file for this submission. 
7. The use of a Change of Grade Form may be substituted for the Guided Study Contract, but the issue of payment must be followed up with Employee Relations.

REFERENCES:
1. Class Schedule Change Form
ATTACHMENTS:

1. Guided Study Course Contract, Form P4012-Rev 2000
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