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Re-Take Policy/Process
The re-take policy and process at Valley College has been revised. Please read the information regarding the new policy/process below. 
Old Re-Take Fee:  $275 per credit hour
New Re-Take Fee: $300 flat rate for each course failed (regardless of number of credits)
*Valley College has removed the first failed class financial forgiveness (waiver) for students who fail a course. Students will now be responsible for paying for any and all failed courses through Valley College. 
Process
The failed class notification form (ED-22b) has been revised. The mention of specific updated midpoint and completion dates has been removed. This will allow for a more timely notification to the student that he/she has failed a course. The student will meet with the Director of Academic Affairs (DOAA) for counseling immediately following a failed course. This meeting could be conducted via phone or electronic messaging for online students. The failed course name and re-take fee will be stated to the student on the form along with additional academic information. The form does require student and DOAA signature. The form can be completed using electronic signature for online students. A signed copy should be provided to the student for his/her records. If a student fails to complete the failed notification form, they will not be allowed to re-take the failed course. 
All failed class forms must be scanned and uploaded to our student management system (CampusVue) by the Enrollment Coordinator or designated staff. The document will be titled, “ED Failed Class Form,” in the CampusVue documents section. 
The Associate Registrar (Corporate) will run a “Selected Letter Grade” report to identify any student with a failing grade in the previous course. He/she will use the data from that report to update all rotation schedules with a new midpoint and completion date, as well as when the failed course will be re-taken. The updated rotation schedule will be uploaded to CampusVue by the Associate Registrar. 
The Associate Registrar (Corporate) will verify that a signed failed class notification form is on file. After confirming the signed form is on file, he/she will schedule a “Re-Take fee” activity for the Business Office with a due date of the date the student is re-taking the course. The Business Office will post the re-take fee on the scheduled due date.
The Associate Registrar (Corporate) will email all updated rotation schedules to the Compliance Reporting Specialist (Corporate). He/she will update all midpoint and completion dates in the FA awards screen of the student management system to ensure accurate financial aid disbursement dates. 
The Compliance Reporting Specialist (Corporate) will schedule an activity for the campus Financial Aid Advisor titled “FA M Repackage Meeting” after updating dates in the FA awards screen. During this meeting, the Financial Aid Advisor will provide the student with an updated rotation schedule and discuss payment options for their failed course. Any payments made by the student must be completed through the bursar (Campus) or designated staff member. A receipt for the payment should be provided to the student for their records. The bursar or designated staff member should then follow the outlined posting procedure for all payments collected. The Financial Aid Advisor will package the re-take fee in the most appropriate award. Please note that some students may have available Title IV funds to cover re-take fees. If the student does not have additional Title IV funds available and cannot make a cash payment, they may set up a new student payment plan or re-write an existing student payment plan.
*There is a $15 setup fee charged to the student for all student payment plans originated through Tuition Options. The student is responsible for paying this fee at the time of packaging.
*There is a $5 re-write fee charged to the student for all student payment plans re-written through Tuition Options. The student is responsible for paying this fee at the time of re-packaging.
The Student Finance Specialist (Corporate) will provide an end of month report to the Business Office indicating all payment plans originated or re-written through Tuition Options for that calendar month. The Business Office will apply all fees to the student’s ledger card. 


Additional Documents to be revised:
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