Off-Campus Learning Application Instructions

1. Students can find the Off-Campus Learning Application at my.ccad.edu/off-campus-learning
under “Application Review Process.”
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Application Review Process ‘

Each application is reviewed by Vice President of
Student Affairs and the appropriate staff in .|
Financial Aid and Academic Advising to establish H
good behavioral, financial, and academic & |
standing. After receiving approval to study off-

campus from CCAD, students must also meet all

requirements and gain approval from their
desired off-campus learning experience.

Off-Campus Learning Application (Semester,

Faculty Evaluation 0

CCAD Off-Campus Learning Course Approval
Form

Faculty-led Travel Application [CCAD Course)

Students should click “Off-Campus Learning Application (Semester])” and download the application.
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CCAD OFF-CAMPUS LEARNING APPLICATION @ Columbus College
SEMESTER-LONG & SHORT-TERM EXPERIENCES of At & Desgn

STUDENT NAME:

PROGRAM TO WHICH | AM APPLYING :

TERM | AM APPLYING TO STUDY OFF-CAMPUS:

SPRING

SUMMER

FALL

MINIMUM ELIGIBILITY REQUIREMENTS FOR ALL CCAD OFF-CAMPUS LEARNING PROGRAMS
= Cumulative GPA of 3.0 or above
« Class standing varies by program. Please refer to specific program information

= Students must have completed 30 credit hours at CCAD

= Be in good standing at CCAD [no academic probation, billing issues, or disciplinary actions)



2. Students should complete the first page and Part | of the application and save a copy of the
application with these parts completed. When meeting with Financial Aid, Academic Advising,
Program/Department Chairs or faculty, students should be prepared to provide a copy of the
application, either by e-mailing a copy to or by providing a copy on a flash drive.

3. Financial Aid & Academic Advising: After meeting with the student, complete every fillable
field that needs to be completed, leaving the digital signature for last. Your last step is to
provide a digital signature.
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Note: If you haven't previously created a digital signature, you will be walked through the process of
creating a digital signature when you click on the signature box.
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You will be prompted to save a copy of the document as the final step of adding a digital
signature, so add your digital signature last.

After saving the document, send the saved document back to the student, either via e-mail or by
saving the document onto the student’s flash drive. If your signature is the last signature needed, you
may instead e-mail the document directly to offcampus(dccad.edu.

4. Academic Advising & Program/Department Chairs: Course Approval Forms may be
submitted with the rest of the application or as a separate form. Students may download the
form either way on the Off-Campus page on MyCCAD. Students should meet with Academic
Advising to determine which (if any] specific courses they must complete to stay on track for
graduation while studying abroad. Students should then work with the appropriate
Program/Department Chair to identify equivalent courses. Students should come into their
meeting(s) with Advisors and/or Program/Department Chairs with a list of courses they would
be interested in taking. Students should identify at least 7 possible courses on the Course
Approval Form, in the event that some of their first choice courses are full. The process for
adding a digital signature is the same as outlined in step 3. Add your digital signature last, then
save a copy of the document.

5. Faculty: Faculty recommendations may be completed as part of the application or submitted
as a separate form. Students should complete and sign Part A of the Faculty Recommendation,
save a copy, and provide the form with their part completed to the faculty member. Faculty will
complete Part B and may submit the form directly to offcampus(dccad.edu. The digital
signature should be the last field completed on the application, as you will be prompted to save
after adding your signature.
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