
Completing the Credit Overload Request: Exception to Academic Policy Form 

 

Click the link to ‘Exception to Academic Policy’ form on the Registrar’s website: 

 
 

The link to the form will bring you to etcentral.risd.edu. Enter your RISD credentials:  

 

 

Select ‘Forms’, then ‘Credit Overload Request: Exception to Academic Policy: 

 



 

FRESHMEN: If you are currently a freshman, you cannot use this form. You will receive an error 
message notifying you that you must obtain permission from your new department head during 
Add/Drop for an overload. 

 
 

ALL OTHER STUDENTS: Fill in the fields. Some fields are auto-populated for convenience. 

It is very important that you provide detailed information regarding your request. The information 
you provide will be your voice during the request process.  

Please note that your request, if approved, will allow you to take up to 18 credits in the term you 
selected. Registration will not be processed with this form- you may indicate which course you wish 
to register in as informational purposes for your major advisor and department head, however the 
Registrar’s Office will not automatically process a registration based on this form. 

Your form will route first to your advisor, then to your department head; both have the ability to 
decline your form. If either one declines your form, the workflow stop and you will not be able to 
register for more than 16 credits.  

This is an example of a ‘Declined’ notification: 



 
If you attempt to submit the form without required information, you will receive an error and the 
required fields will be outlined in red: 

 
Once you have filled out all the fields, submit the form: 

 
The form will route to your major advisor, your department head, and finally the Registrar’s Office. If 
your form is approved, you may then register for additional credits yourself (18 credits max) either 
through Student Planning, or if registration is restricted as appropriately indicated in the course 
description. You will receive a notification when your form has been fully approved.  



 
 

INCOMPLETE FORMS will be declined by the Registrar’s Office. You will need to submit a new 
form in the event your form is declined. 

 

To see where a form is in the workflow, click on ‘Activity,’ the select the form in question. Click the 
‘History’ button and it will tell you who the form is sitting with, or if the workflow has ended. 

 

 


