NEXus

Student Enrollment Plan Procedures

To enroll in course exchange:
1) Student 

· discuss course selection/s with advisor
· download and complete a Student Enrollment Form from winnexus.org/students

· submit copies of the completed Student Enrollment Form to:

· advisor for student file (student keeps a copy)
· home Campus Staff Coordinator 

· teaching Campus Staff Coordinator

· complete Consortium Agreement form and submit to HOME Campus Staff Coordinator

· officially register with teaching university (ies) for each course in timely manner (be aware of differing deadlines and registration procedures)*
2) HOME Campus Staff Coordinator

· file Student Enrollment Form for tracking and data collection

· send copy of the Student Enrollment Form to Campus Faculty Coordinator (if different than advisor)

· communicate with Campus Staff Coordinator of teaching institutions offering course(s) that student is enrolling 

· ensure student has completed Consortium Agreement and file
3) TEACHING Campus Staff Coordinator

· file the Student Enrollment Form for tracking and data collection
· communicate with Campus Staff Coordinator of home institutions that student is  registered 
· send copy of form to Campus Faculty Coordinator 

· notify faculty teaching course of incoming student

· facilitate student registration according to established process

· submit the Student Enrollment Form to NEXus Administration

4) NEXus Administration 

· enter Student Enrollment Form data for tracking and invoicing purposes 

* Denotes that this procedure will change when operating under a transcript model
NEXus

Student Enrollment Plan Tracking Form
	Student Information

	Student name:
	

	Email address:
	

	School and program:
	 FORMDROPDOWN 


	Advisor:
	

	Advisor Email address:
	

	Submitted to (home campus staff coordinator):
	


Course Enrollment Request

	Term planned
	Course name
	Credits
	Teaching University

	 FORMDROPDOWN 

	
	
	 MACROBUTTON  DropDownFormField  FORMDROPDOWN 


	 FORMDROPDOWN 

	
	
	 MACROBUTTON  DropDownFormField  FORMDROPDOWN 


	 FORMDROPDOWN 

	
	
	 MACROBUTTON  DropDownFormField  FORMDROPDOWN 



Signature Release
To register a student in a class the teaching university enters student specific information into a database. The information entered into the database will include the student’s home institution, name, e-mail address, and course registration. This allows the teaching university immediate access to class lists. Software and data are stored and maintained on a secure central database server.  A limited number of university staff or faculty will be granted access to the database on a need-to-know basis.  I understand _ FORMDROPDOWN 
_________________________________ (Teaching university name) will be disclosing my personal identifiable information in the manner outlined above. I understand the purpose of sharing this information within NEXus Project.

Student Signature: _________________________________ Date: ______________

Print Full Name: ___________________________________ 

FOR OFFICE USE ONLY

	
	Date

	HOME Campus Staff Coordinator received:


	

	TEACHING Campus Staff Coordinator received:


	

	HOME Campus Faculty Coordinator notified:


	

	TEACHING Campus Faculty Coordinator notified:


	

	NEXus Administration received:
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