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St. Stephen’s College 
Instructor Profile and  

Independent Study Course Proposal 
 
 
STEPS REQUIRED TO ENROLL IN AND COMPLETE AN INDEPENDENT STUDY COURSE  
1. This form, with course outline attached, is signed by instructor and submitted to Chair of Department of 

student’s program, or the Dean, for approval/signature. 
2. Registrar’s Office notifies student of course approval. 
3. Student registers and pays for course (pays course fee in effect on start date of course).  
4. Student and instructor start course. 
5.   Instructor submits final grade (with interim marks, and copy of final major assignment) to Registrar’s 

Office, and instructional fee is paid to instructor. 
 
Persons considering serving as Instructors of Independent Study courses are asked to provide the following 
information, as well as a curriculum vitae, for the purpose of evaluating suitability in regard to the student's 
proposed course.   
 
 

 
STUDENT INFORMATION 

 
Student Name 

 
 

 
Student Email 

 

 
Student Program 

 
 

 
 
 

 
INSTRUCTOR INFORMATION  

 
Instructor Name 

 
 

 
Instructor Mailing Address 

 
 
 

 
Social Insurance Number 

 
Associate Faculty who receive payment for teaching or supervising students 
are asked to provide their social insurance number to the College by phoning 
780.439.7311 or 1.800.661.4956 [ask for Assistant Registrar]. Confidential 
information is kept in a secure location at the College.  

 
Instructor Email 

 
 

 
Instructor Phone 

 
 

 
Position Held Currently 

 
 

 
University Degree Attained 

 
 

 
Theological Degree Attained 

 
 

 
Other Professional Training 

 
 

 
Professional Experience 
(responsibilities assigned in last 
five years relevant to course) 

 
 

 
Other Comments (anything else 
that would help us recognize the 
appropriateness of your 
appointment as Instructor for this 
student) 
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PROPOSED COURSE AND DATES 

 
Title of Course 

 
 

 
Brief Course Description (attach 
detailed course outline/work plan) 

 
 

Course Level  Doctoral (700)    Master (500)  Bachelor (300) 
 
Proposed Start and End Dates 
(maximum 8-month session) 

 
 

Which program requirement 
are you planning to satisfy with 
this course? (i.e., elective, 
theology, etc.) 

 

 
 
 

 
INSTRUCTOR SIGNATURE 

 
In signing, I am indicating my availability and interest in serving as an Independent Study Course Instructor, and 
my willingness to consult with the Chair of the Department for the student’s program, or Dean as needed, as well 
as abide by St. Stephen’s College academic policies and rules of confidentiality.  Signing also signifies acceptance of 
the terms of the instructional fee ($370). 
 
Signature 

 
 

 
Date 

 
 

 
 
APPROVALS: INSTRUCTOR APPOINTMENT AND COURSE CONTENT 
Approval is based on suitability of instructor, and suitability of course content/method for student’s program.   
Department Chair Signature 
 

 
 

Dean Signature  
(Open Studies students only) 

 
 

Date  
 

Department Chair to choose subject category of course from choices below, so that course number can 
be assigned: 
____   Applied Practice or Arts in Theology(SSC580/PPSYC580 or SSC780/PPSYC780) 
____   Methodology (SSC570 or SSC770) 
____   Sacred Text (SSC500 or SSC700) 
____   Sacred History (SSC520 or SSC720) 
____   Spirituality (SSC550 or SSC750) 
____   Theology or Ethics (SSC510 or SSC710) 
 
 
REGISTRAR’S OFFICE NOTIFIES STUDENT VIA EMAIL WHEN COURSE IS APPROVED SO THAT STUDENT 
CAN REGISTER.  

 
 
FOR REGISTRAR’S OFFICE USE ONLY 
Copied for student file                   ______________ 
[Asst Registrar retains original until grade received] 
Instructor entered in database       ______________ 
Student notified of approval           ______________ 
Instructor paid                              ______________ 
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St. Stephen’s College 
 8810-112 Street, Edmonton, AlbertaT6G 2J6 
 Phone 780.439.7311  Fax 780.433.8875 
 www.ualberta.ca/ST.STEPHENS/ 

ASSIGNMENT FORM 

 
  
STUDENT SECTION  

Complete this section and attach the form to your assignment. If your instructor has given you the 
option of emailing your assignment, email it to your instructor and ask the instructor to confirm 
receipt. Keep a copy of your assignment for your records. 

STUDENT INFORMATION INSTRUCTOR ASSIGNMENT 
NAME 
 

  COURSE NAME  

EMAIL 
 

  COURSE DATES  

PROGRAM  DATE SUBMITTED 
TO INSTRUCTOR 

 

DATE RETURNED 
TO STUDENT 

 

 
 
INSTRUCTOR SECTION 

 
Instructors complete Assignment Form and return to student with assignment. Forward to St. 
Stephen’s College Registrar’s Office (st.stephens@ualberta.ca), with copy of final assignment. 
Keep a copy for your records. Attach separate page if comments do not fit below. 

 
INFORMATION CONTENT 
 

 
 
 

 
THEOLOGICAL COMPONENT 
 

 
 
 

 
ORGANIZATION 
 

 
 
 

 
BIBLIOGRAPHY 
 

 
 
 

 
OTHER COMMENTS 
 

 
 
 

 
EVALUATION STANDARDS/GRADING SYSTEM INTERIM ASSIGNMENT 

MARKS (as applicable) 
FINAL GRADE  
(percentage) 

 
90-100%  (A+) 
80-89%    (A-, A) 
70-79%    (B-, B, B+) 
60-69%    (C-, C, C+) 
50-59%    (D-, D, D+) 
0-49%      (F) 
W 
WF 
INF 

 
Exceptional 
Excellent 
Good  
Adequate (Pass for Graduate/Doctoral students: 66%) 
Poor (Pass for Undergraduate students: 50%) 
Failure 
Withdrawal with permission before deadline 
Withdraw-Fail (Withdrawal after deadline) 
Incomplete-Fail (Work not complete by final 
assignment due date) 

 

 
ASSIGNMENT 1 
 
ASSIGNMENT 2 
 
ASSIGNMENT 3 
 
FINAL ASSIGNMENT 

  

 

 

 

  
OFFICE USE ONLY  

Date received: 
 
Date entered in record: 
 

 
Initials of recorder: 
 

 
Distribution:    1. To student with assignment     2. Registrar’s Office st.stephens@ualberta.ca      3. Instructor 
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