
Policies and Procedures
for

ITV Request of Classes

Procedure: Students wanting a class sent via ITV to a site other those listed in the Course Schedule must submit a Request for ITV Class form to the instructor of the class.  If the instructor is willing to add the new site s/he will sign the form and forward it to his/her department/division chair.  The request must ultimately be approved by the following: (1) the instructor of the class, (2) the Chair of the Department/Division, (3) the appropriate Academic Dean, (4) the Associate Dean of the Graduate Program (in the case of a Graduate class request), and (5) the Executive Vice President.  Once the request is approved by the Executive Vice President it is forwarded to the ITV Coordinator.  The Coordinator will send a Receive Site Agreement form to the requested site.  The completed agreement must be signed and returned to the coordinator before the requested class can be sent.
Policy: Additional ITV sites will only be approved if they are located more than 50 miles from an established site. The following are possible exceptions to the 50-mile rule:

· The requested class to be sent is a concurrent enrollment class
· The request involves a cohort group of three or more students
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