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It is the policy of the District Board of Trustees to establish written procedures for registration and fee collection which provide adequate fiscal and administrative controls at off‑campus locations.
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Pursuant to Board Policy 6Hx12:11-05, the following procedures should be followed:  

A.  
Off-campus admissions and registration is provided through four distinct mechanisms: County Coordinators, Corrections Programs, the Extended Studies Division, and the Dean of Vocational Education and Economic Development.  

    
1.  
Corrections Registration

The on-site clerk typist will admit and register students at each of the corrections training facilities located within the district.  The on-site clerk typist will work with each correctional institution's Personnel Office to:

a. ensure that each student completes an application for College admissions.



b.  
review and document that the student has completed all portions of the college application, including the required residency certification.  

        

c.  
input the student's application for admissions into the College's computer.
        

d.  
explain all remaining admissions criteria and request documentation of high school graduation and copies of all transcripts for all colleges previously attended.
        

e.  
register the student in appropriate Corrections classes.  
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f.  
submit admissions applications and registration forms to the Admissions office, and payment and/or billing information to the Business office within two business days of input into the College's computer system.  

2.  County Registration:

        
Each County Coordinator:

        

a.  
is responsible for advising students about the admissions and registration policies of the College.

        
b.  
will assist students in completing their applications for admission to the College.  Upon completion of the admissions form, the county coordinator notifies the Admissions Office on main campus, and the application is input into College records by an agent of the Admissions Office. 

        

c.  
will notify students of any remaining requirements for registration, including the requirement to provide high school and applicable college transcripts. 

        
d.  
will review each student's application for admission and registration form and, if appropriate, register the student into College classes.

        

e.  
will maintain a listing of students who register each day and submit this listing to the Registrar's office on a daily basis, via E-Mail or other simultaneous electronics communication method, to ensure that all registrations are received in the Registrar's office.

        

f.  
will follow-up electronic communications, by sending the original application and registration form to the Registrar's office on a daily basis via Priority Mail or direct delivery.  Priority Mail packets will be supplied by the Chair of Extended Studies.

   3.  
Extended Studies Registration

The Chair of the Extended Studies Division is an agent of the Registrar's office pertaining to the admission and registration of non-credit college students.  The Chair will oversee admissions and registration procedures for all Extended Studies classes to ensure that all students are properly admitted and registered and that all registration forms are tracked appropriately.

        
a.  
Extended Studies personnel will review all registration forms to ensure that students have completed all applicable portions of the registration form, including the student certification of residency.  Students may be registered for only one term for each form completed.

        
b.  
Upon completion of the registration form, Extended Studies personnel will place each form in a pending class file, until such time as the class begins.
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c.  
Within ten business days of the date the class begins, or by the close of the term, whichever is sooner, Extended Studies personnel will forward all accumulated registrations for each class and a class registration receipt form to the Registrar's office.

        
d.  
Registrar Office personnel will review all class registrations and the registration receipt form to ensure that College computer records and registration form match.

        

e.  
Upon verification that all registration forms are accounted for, the Registrar's Office will certify as received the class registration forms.

   4.  
Dean of Vocational Education and Economic Development

The Dean of the Vocational Education and Economic Development is an agent of the Registrar's Office pertaining to the admission and registration of non-credit college students.  The Dean will oversee admissions and registration procedures for all contract training and adult education classes to ensure that all students are properly admitted and registered and that all registration forms are tracked appropriately.

        

a.  
Adult and Vocational Education personnel will review all registration forms to ensure that students have completed all applicable portions of the registration form, including the student certification of residency.  Students may be registered for only one term for each form completed.

        

b.  
Upon completion of the registration form, Adult and Vocational Education personnel will process each form as the class begins.  Registration forms are submitted to the Dean's office where they are processed and submitted to the Registrar's Office.          



c.  
Registrar office personnel will review all class registrations and the registration receipt form to ensure that College computer records and registration form match.

        
d.  
Upon verification that all registration forms are accounted for, the Registrar's Office will certify as received the class registration forms.

B.  
All documents relating to the admission and subsequent enrollment of students at off‑campus sites are processed on a daily basis.  These documents are maintained by the Admissions and Registrar's Offices.  Official class rolls are generated in accordance with the schedule established by the Registrar’s Office and are mailed to instructors by the Registrar's office.

C.  
Fee waivers and student deferments are processed according to existing College procedures which comply with Florida Statute.

D.  
All courses offered by the College are classified according to the guidelines established in the Community College Management  
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    Information System Manual.

E.  
Placement testing is offered at each off‑campus site in conjunction with the registration process, generally before the semester begins.

F.  
The Off‑Campus County Coordinator will review all off‑campus registrations to prevent duplicate enrollments during the same class period.

G.  
The Off‑Campus County Coordinator will follow the guidelines of procedure 6Hx12:5‑10 (Book Sales) when selling books off campus.
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1.  
The Business Office will issue a numbered three‑part receipt book to each County Coordinator to be used for off‑campus registrations.  The Business Office will also maintain a Receipt Book Log and verify the proper usage of the receipts.

2.  
All fees collected off-campus for class registration, or books are payable in check or money order.  Cash will only be accepted for Extended Studies classes.

3.  
Registration fees should be payable in either check or money order.  All checks and money orders must be stamped on the back with:  "Florida Gateway College, For Deposit Only."  Also, all information requested on the stamp must be entered on the check.

4.  
The County Coordinator will write a receipt and give the original to the person paying the fee.  The second copy must stay with the check or money order to identify the payment.

5.  
After the receipts are written, and the registration forms are completed, the County Coordinator is to fill out a Cash Transmittal Form.  The Cash Transmittal, receipts, monies and registration forms should be mailed to the FGC Cashier by priority mail or delivered to the Cashier.

6.  
Each time the Cash Transmittal is transferred to another individual, the person receiving must verify that the receipts, registrations, and monies are intact before signing.  After the next individual has signed for the monies and forms, a copy of the Cash Transmittal will be made for his/her records for auditing purposes.
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7.  
The Cashier will sign for the Cash Transmittal, post the payments to the proper accounts and maintain these documents as part of the daily deposit.  The registration forms will be given to the Registrar's Office for processing.

8.  
Each County Coordinator shall reconcile the receipt books in their possession with the Cashier's records at least on a monthly basis.

