Peralta Community College District

AP 5010

Administrative Procedure 5010 Admissions and Enrollment

The following administrative procedures for Board Policy 5010 Admissions and Enrollment are provided as public information on the Peralta Community College District website at http://eperalta.org/wp/admissions/
These procedures address:

Who May Register?

Enrollment Steps

High School Students

International Students (reference to the Office of International Education)

Dropping classes/Withdrawal 

Who May Register?

All persons 18 years of age or older who can profit from instruction are eligible for admission as a California resident or nonresident.  Anyone under 18 years of age who is a high school graduate or has been awarded a GED or California High School Proficiency Certificate may also enroll.

High School/Pre-High School Students

In accordance with California Education Code regulations, high school and pre-high school students may enroll as special part-time students. Enrollment must be recommended by their principal, with parental consent and approval by the District Director of Admissions and Records. Units earned are for college credit. High schools may also use these units for high school credit. Resident and nonresident students enrolled under this program are exempt from paying the California Community College Enrollment Fee and Campus Center Use Fee. Nonresident students enrolling in classes for high school credit are exempt from paying Nonresident Tuition.

A high school student who wishes to take an English, Math or ESL class must participate in Assessment.  A high school student whose high school counselor recommends that the student enroll in more than six units must have the approval of the Vice President of Student Services.

Residence Requirements

A person must have lived continuously in California for at least one year immediately preceding the residence determination date to be considered a resident for tuition purposes. Evidence must also be provided to indicate that the person has intent to make California his/her permanent home. The residence of an unmarried minor is that of the parents or legal guardian. The residence determination date is the day before a term begins for which the person is applying for admission. It is the student’s responsibility to clearly demonstrate both physical presence in California and intent to establish California residence.

Nonresident Tuition

Students who are not legal residents of California for one year prior to the first day of the term will be charged Nonresident Tuition at the current rate per semester unit as approved by the Board of Trustees. Nonresident students must pay Nonresident Tuition in addition to the California Community College Enrollment Fee and Campus Center Use Fee (as well as Fast Pass and Health Services fees). High school/pre-high school students admitted on a part-time basis on the recommendation of their principal are exempt from paying Nonresident Tuition if they enroll in courses for high school credit.

Nonresident Capital Outlay Fee

Nonresident students who are both citizens and residents of a foreign country will be charged a Nonresident Capital Outlay Fee, in addition to the Nonresident Tuition, California Community College Enrollment Fee, and the Campus Center Use Fee. The Nonresident Capital Outlay Fee is $8 per semester unit (maximum of $245 per year). These fees are subject to change.
Military Residence Exemption
Nonresident U.S. military personnel on active duty in California (except those assigned for educational purposes to state supported institutions of higher education) are granted a waiver of Nonresident Tuition until they are discharged from their military service. Their dependents are granted a waiver for a period of one year from the date they enter California. Upon expiration of the waiver, evidence must be provided as to the date the student surrendered his/ her out-of-state residence to become a resident of California. The student will be classified as a nonresident and charged Nonresident Tuition until one year has elapsed since the out-of-state residence was surrendered.

Enrollment Steps

Students need to log into the Passport Student Administration System to view their enrollment appointment.  You can enroll online any time after your appointment.  (Postcards with your information will not be mailed to you.  It is very important that you log into the Passport System to view your enrollment information.)  Thank you for choosing the Peralta Colleges. We look forward to helping you achieve your educational and/or career training goals!

PLEASE NOTE: Any student who enrolls before the beginning of the term must submit tuition payment no later than two (2) weeks before the beginning of the term.  Failure to do so will result in classes being dropped.  Any student who adds after this deadline is required to pay tuition fees immediately or a hold WILL be placed on the student’s account and the debt will be sent to collections.  All students are encouraged to pay tuition and past due fees by credit card in their Student Center on our secure Passport Student Administration System.

New and/or Former Students: Complete Steps 1-3
Continuing Students:  Complete Step 3
High School Students:  Information below
International Students:  Information below
 
ENROLLMENT STEPS:

STEP 1 – Apply for Admission
1.    Go to https://passport.peralta.edu
2.    Click the Apply  link.
3.    Follow the CCCApply instructions to complete and submit your online application.
4.    Peralta will send a message to your email address listed on your application with instructions on how to login in to the Student Center to enroll for classes.
5.    You are now ready to complete the Student Success Program. If you have been notified that you are an Exempt student, proceed to Step 3.
 

STEP 2 – Matriculation
The Student Success Program requirements may be necessary for some students before enrolling in classes.  See the required Matriculation Checklist which will need to be signed-off as you complete the Matriculation process. 
1.    Assessment – Assessment in English or English as a Second Language (ESL) and mathematics will be used by counseling faculty to help you choose your classes
2.    Orientation – You will attend an orientation program designed to familiarize you with the college and its services.
3.    Counseling and Advisement – See a counselor to help you to develop an educational plan and select appropriate courses based on your objectives and assessment evaluation (non Peralta transcripts, assessment test results and other information provided by you)
4.    After you submit the completed Matriculation Checklist to the Admissions & Records Office on campus you will be able to enroll online (proceed to step 2).
STEP 3 – Class Enrollment
1.    Go to http://passport.peralta.edu & look through the Schedule of Classes and identify classes you want to take.
2.    Check the college catalog or meet with a counselor to ensure you have met the prerequisites for your desired courses.
3.    Go to the PASSPORT Student Administration System at https://passport.peralta.edu.
4.    Click the “Activate/Reset My Account” link.
5.    Follow the instructions to activate your account (activation is only required once and you will need to use the Campus ID number above if you do not have a Social Security Number).
6.    Make note of your user ID and password for future use.

7.    Proceed to log into the PASSPORT Student Administration System and click “Sign In”.
8.    After you have logged in, click the “Student Center” link.
9.    Under “Enrollment Dates”, verify your enrollment appointment time.  You may enroll for classes on or after this date and time.
10. When you are eligible to enroll, click the “Add a Class” link and follow the instructions.
11. To drop a class, click the “Drop a Class” link and follow the instructions.
12. To pay your fees online on the PASSPORT Student Page under “Finances” click “Make a payment.”
PLEASE NOTE: Any student who enrolls before the beginning of the term must submit tuition payment no later than two (2) weeks before the beginning of the term.  Failure to do so will result in classes being dropped.  Any student who adds after this deadline is required to pay tuition fees immediately or a hold WILL be placed on the student’s account and the debt will be sent to collections.  All students are encouraged to pay tuition and past due fees by credit card in their Student Center on our secure Passport Student Administration System.

Students  should contact Admissions & Records at (510) 466-7368 if they are unable to log into the Passport System.
 

HIGH SCHOOL STUDENTS:
1.    Complete STEPS 1 & 2 above.
2.    Complete a High School Concurrent Enrollment Form – The form must include classes recommended by your high school counselor.  Also, you, your parents, your high school counselor, and your high school principal must sign the form.
3.    Submit your form to the Admissions & Records Office on campus.
4.    You can register in person on or anytime after the New Student Open Enrollment Date.  (Go to the Academic Calendar to view the Open Enrollment Dates.)
5.    Complete STEP 3 (above) to access your PASSPORT Student Page.


Note: High School students can only add classes in person at the Admissions & Records Office on campus.  HS Students are allowed to drop and view personal information online in their PASSPORT Student Center Page.
 

INTERNATIONAL STUDENTS:
1.    Complete STEP 1 above.
2.    Go to the Office of International Affairs located at 333 East 8th St. in Oakland, CA to complete and submit the International Application Form.
3.    Pay your $50 application fee and additional tuition fees at the Office of International Affairs.
4.    Form I-20 will be issued to you (For transfer students: Form I-20 will be issued to you upon SEVIS release from previous school).
5.    Complete Matriculation: International Student Orientation and Assessment.
6.    Complete Counseling and Advisement.
7.    You can register in person on or anytime after the New Student Open Enrollment Date.
8.    Complete STEP 3 (above) to access your PASSPORT Student Page.
9.    To pay your fees online on the PASSPORT Student Page under “Finances” click “Make a payment.”

Note:  Please contact the Office of International Affairs at (510) 587-7834 if you are unable to login.

Tips on How to Search the Schedule of Classes online and Reference Guides for navigating the PASSPORT Student Administration System (adding, dropping, etc…) are available at http://www.peralta.edu/passport under “Passport – Students”.
We are making every effort to communicate with students by sending correspondence through e-mail.  We advise you to check your e-mail often, as the information we send may be time sensitive and important to your college career.   

Having trouble enrolling?
We’re happy to help! Please call the Peralta Colleges Admissions Office at (510) 466-7368 or send us an E-mail and we’ll be sure to get back to you as soon as possible.

Need More Information?
Click here for our Student Services Contact Information.

High School Students

High School Students can complete an electronic High School Concurrent Enrollment Form and online Peralta Admissions Application!
 

In accordance with California Education Code regulations, high school students, and entering 10th grade or above, may enroll as special part-time students by completing a High School Concurrent Form (form is also available at any of the four college admissions offices).  Enrollment must be recommended by their high school counselor and principal, with parental consent.  A student participating in the concurrent enrollment program receives college credit.  With the approval of the high school the student may also receive high school credit.  Special part-time students are exempted from paying the California Community College Enrollment Fee and Campus Center Use Fee.

The student must follow all the regulations and policies of the college, including adhering to any pre/co-requisite requirements. An English, ESL and/or math assessment (placement test) is required if the college course prerequisite has not been completed. A high school student whose high school counselor recommends that the student enroll in more than 6.5 units must have the approval of the college Vice President of Student Services and provide a high school transcript.

Resident and nonresident students enrolled under this program are exempt from paying the California Community College Enrollment Fee and Campus Center Use Fee.  Nonresident students enrolling in classes for high school credit are exempt from paying Nonresident Tuition.

 
Steps for High School Concurrent Enrollment

STEP 1 – Complete Peralta Application Process:
1. Complete the Peralta Application.  Once the application is completed please print or write down the confirmation number of the application.

2. Schedule an English, ESL and/or math assessment (placement test) if the college pre/co- requisite course has not been completed.   Assessment results will be used by counseling faculty to help you choose your classes.  (Contact the Assessment Office on campus for schedule information.)
3. See a counselor to help you select appropriate courses based on your objectives and assessment evaluation.  It is recommended, but not required, that the student bring a high school transcript to assist the in determining the appropriate course recommendation.

STEP 2 – High School Concurrent Enrollment Form:
1. Complete a High School Concurrent Enrollment Form, (You must fill out a separate form for each semester you wish to attend.)
2. The form must include classes recommended by your high school counselor.
3. You, your parents, your high school counselor, and your high school principal must sign the form.
4. Submit your form to the Admissions & Records Office on campus and enroll in person on or anytime after the open enrollment date.

STEP 3 – Activate your Passport Student Center Page:
1. Go to www.peralta.edu   
2. Click the “Enroll Now” link.
3. Click the “Activate My Account” link.
4. Follow the instructions to activate your account (activation is only required once) and proceed to log into the PASSPORT Student Administration System.
5. Click the “Student Center” link.
6. High school students are only allowed to drop and view personal information online in their PASSPORT Student Center Page. (To drop a class, click the “Drop a Class” link and follow the instructions.)
7. High school students can only enroll in classes in person at the Admissions & Records Office on campus.
 

Additional High School Concurrent Enrollment Information:
A high school student must fill out a separate the High School Concurrent Enrollment Form for each semester you wish to attend.

If the high school student would like to enroll in 6.5 to 11.5 units, he/she must obtain permission from the college VP of Student Services prior to enrollment, and he/she must furnish high school transcripts to make the request.

High School complies with section 76001 of the California Education Code.

High School complies with section 4880 of the California Education Code.

For any particular grade level, a principal may not recommend for community college summer session attendance more 5% of the total a number of pupils who completed that grade immediately prior to the time of recommendation.

Some significant changes in the Peralta Community College District’s concurrent enrollment program that are the result of a state legislative investigation that produced a new legal opinion of

1. the intent of the law that enables concurrent enrollment, and
2. the profile of high school students for whom concurrent enrollment is legal and appropriate.

 

The Intent – The intent of the Education Code in allowing concurrent enrollment is to provide high school students with accelerated academic or vocational study that is not otherwise available at their high school.

 

The Profile – Students who can benefit from accelerating their academic or vocational careers are eligible and welcome. Students, who need remedial work, work to make-up for failed high school classes or middle school classes, are not eligible and must be served by the local unified school district.  Students are ineligible for hobby classes, recreation classes and generally any class that can be taken at that time in the local high school.

We recognize that the number of high school students enrolled in the Peralta summer session may be greater than the number enrolled during Fall and Spring terms because students cannot enroll in accelerated classes at their home school during summer.

Since this information was sent to high school counselors and principals, a number of questions have been raised by practitioners.  Most of the questions can be answered by the following set of definitions:

 

Remediation – The intent to take classes in order to make up for classes that have been failed in high school is disallowed.

 

Basic Skills – Any classes in any discipline that are not college level, (cannot be applied to an associate degree or higher), are disallowed.  (Basic skills classes have course numbers of 250 or higher.)

 

Age Limit – Students entering the tenth (10th) grade or higher are eligible.  Any exceptions to this grade level requirement will require approval of the Peralta District Admissions Office.

 

Transcripts – It is recommended, but not required, that the student bring a high school transcript.  However, a high school transcript will be required for students seeking enrollment in more than 6.5 units.

 

Hobby & Recreation Courses – Students are not eligible for any courses that do not accelerate their academic or vocational careers, e.g. P.E., etc.

International Students

International Students work with the Office of International Education regarding admissions and enrollment.  http://international.eperalta.org/
International students who hold “F” or “M” visas will be charged non-resident fees as prescribed by the Peralta Community College District Board of Trustees.  The Office of International Education has guidelines and procedures for the selection and admission of international students.  There also is a mandatory orientation.

Dropping Classes/Withdrawal

Students are responsible for obtaining drop cards and for submitting them to the Admissions and Records Office. Students may also use the Passport Student Administration System to drop classes.  Short-term and open-entry classes must be dropped on or before the first day of classes to receive a refund.

Dropping classes is the student’s responsibility, not the instructor’s. Do not assume that an instructor will automatically drop you from a course even if you do not attend class meetings. Instructors are not required to drop students. You may receive an “F” grade if you do not officially withdraw from a class. You should follow the procedures below to drop a class:

1. Complete a drop card for each class in which you no longer wish to be enrolled.  You also may drop classes before the last day to drop using the Passport Student Administration System.  
2. Turn in your drop card to A&R for processing. An instructor’s signature is not required (make a copy for your records and submit the original.) 
3. If you must drop all classes, follow the drop procedures above. 
4. If you wish to change sections of the same course, follow both the drop and add procedures. Be sure to tell A&R staff that you are only changing sections. Failure to do so may result in additional charges to you. 
5. Obtain a new registration receipt from the Cashier’s Office. 

Note: Refer to the academic calendar in the catalogs or the class schedule to determine the deadline dates for dropping a class with a refund, with no grade, or with a “W”.

A withdrawal reported to the District Admissions and Records Officer during the first four weeks of instruction (or thirty percent (30%) of instruction for the summer session and short-term courses) shall not be noted on the student’s academic record.

 A “W” symbol will be recorded on the student’s transcript upon withdrawal between the end of the fourth week of instruction and the end of the fourteenth week of instruction (or between 30 to 75% of instruction for the summer session and short-term courses).

The academic record of a student who has not withdrawn from class nor been dropped by an instructor within the time allowed by this policy must reflect a grade other than “W” as awarded by the instructor. The “W” symbol shall not be used to determine academic probation but only to determine progress probation.
Reference:


Education Code Section 7600

U.S. Department of Education regulations on the Integrity of Federal Student Financial Aid 

 
     Programs under Title IV of the Higher Education Act of 1965, as amended


34 C.F.R. 668.16(p).
Approved by the Chancellor:
