 

Hello…..We hope everyone had a great summer!!
With the beginning of another school year looming ahead we wanted to touch base with you and offer some timely information from the college.  There are some changes we will be making this year in dual credit programs, so please make sure you read through this information and contact us if you have questions

Some information for this coming year:
·         Please be sure to check class lists no later than two weeks into the semester; a couple things we are looking for:
· Accuracy!! Are you missing anyone or do you have extra students in your section(s)?
·  Rosters must be accurate before grades are submitted at the end of the term.
· On the newly revised registration form, parents and students are now required to sign the form before registration can be processed.  Please use only the new version of the registration form, which you can download from the teacher toolbox…Discard previous versions… 
·         Please submit your class syllabus to the appropriate CSI Department Chair.  If you don’t have contact (e-mail) information you can send it to us and we will pass it along.
·        The cost of Dual Credit tuition this year is once again $65 per credit, unless students take CSI classes online or on campus.  If you are unsure about how many credits your class is assigned by the college contact us.  Also, once again we have scholarship money available for dual credit students through CSI and hopefully the CACG, so if you have needful students let us know via e-mail and we’ll work with your building administration on getting them some support.
·         Attached are lists of what CSI has in our system for Dual Credit classes.  Please review this information, look over your assigned course(s), and let us know immediately if there are mistakes to be corrected, as well as additions/deletions we need to make.
·         Web link to Dual Credit registration and pay forms http://www.csi.edu/prospectiveStudents_/highSchool/toolbox.asp 
· #1 and #2 are the forms student need to complete for dual credit registration.
· #3 and #4 need to be completed and returned each semester you have students registered to be paid. Do not send these forms with registration.
As in the past, we will gladly schedule pickup of registration materials from your school upon request (please contact us to set up a time and date, as we typically schedule these events with your building administration).  The dates we will be collecting registration materials are September 19 thru September 23, and if you start school prior to Labor Day and would like an earlier pickup just let us know.  Please make special note of these dates.  This fall our goal at CSI is to have all registration materials collected/submitted by October 1st. This staggered submission schedule gives the staff at CSI time to process high school dual credit enrollments prior to our institutional deadlines.    If you are late in submitting your registration materials it may affect timely payment of the dual credit stipend you receive from the college. Remember, payment (by check) needs to be attached to dual credit registration forms unless previous arrangements are made with Dr. Miller.  This will lessen the chance that a student is not able to pay but still gets registered and billed by the college.  Do not submit dual credit registrations without payment attached or payment being made thru students MyCSI accounts…
As an absolute deadline, registration materials and scholarship requests must be submitted to CSI by the close of business on Friday, October 14th.   All fall 2011 tuition will be due (paid in full) by the close of business on Tuesday, November 1st.   Students will be dropped for non-payment after this date.  Students should be encouraged to establish a log-in and password for MyCSI so they can pay and manage their accounts on-line.
·         If you would like a CSI Representative to come to your school for a Q & A session with staff, students, and/or parents please contact Dr. Miller directly (jmiller@csi.edu) to make those arrangements.
·         Stipend Payment Information!!
· Pay will not be sent out until grade sheets have been turned in for that semester and you have submitted a current course syllabus to the appropriate department chair. You will be paid once for the fall (January) and once for the spring (which includes 2nd and 3rd trimesters in June).
· Grades need to be submitted thru MyCSI and overload forms will need to be signed and returned to us as early as possible in the semester, either by mail or email. Please do not fax this form to us.
Thank you “in advance” for your good work, and please contact us with any questions you have.
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