
ISP/CSP Application Instructions 

 
The Independent Study Project (ISP)/Collaborative Study Project (CSP) allows students to supplement the 
established curriculum by completing a faculty-supervised project for credit in a specific area of interest not 
covered by regularly offered courses. 
 

Student Eligibility 

1. Sophomore and above 
2. Cumulative GPA of 3.0 or higher 

ISP/CSP project earn a maximum of 3 credits per project. Undergraduate students are limited to 9 credits of ISP/CSP 
toward their degree. 
 

Faculty Limits 

1. Full-time: No more than 3 ISP/CSP projects and/or second advisor on Graduate Thesis Committee per semester. 
2. Part-time: No more than 5 ISP/CSP projects and/or second advisor on Graduate Thesis Committee per academic 

year.  

The workflow for the form is: 
Student → Instructor → *Department Head Granting Credit (for Liberal Arts and Non-Major credit) → Student’s 
Department Head → Registrar’s Office 

* If a student selects ‘Liberal Arts’ or ‘Non-Major Studio Elective’ as the type of credit, the application 
will require approval from the ‘Department Head Granting Credit’ (DHGC). The DHGC not only reviews 
the application for content, but also is involved in the workflow so that they know what resources, 
supplies, equipment, and faculty time are being used in their department.  

 

At any step in the workflow the form can be approved, returned, or declined. Students will receive a notification forms 
that are returned or declined.  If anyone in the workflow declines the application, all previous approvers are notified 
(future approvers are not). 

 

Important Notes on ISP/CSP Applications: 

• Once the form is submitted, students will not be able to make any edits to: 
o Instructor 1 or 2 
o Type of project (Independent vs. Collaborative) 
o Type of credit received 

If changes need to be made to any of these items, you will need to decline the form. Instruct the student how to 
proceed. 
 

• For a Collaborative Study, ALL students in project must submit their OWN applications. Registration will not be 
processed until all applications have been approved. There must be at least 2 students for a Collaborative Study 
project. 
 

• Students are instructed to be in contact with instructors prior to filling out an application. 

 



When an application has been submitted by the student, an email will arrive in your risd email with details about the 
application: 

 

 

You can access the application by clicking the ‘click here’ in the email, or by logging directly into etrieve 
(https://etcentral.risd.edu). 

 

 

Sign in with your RISD credentials. If you clicked the link in the email, the form will be open upon logging in. If you logged 
in directly at etcentral.risd.edu, the form will be in your Inbox. 

When you open the form, you will receive a status notification: 



 

 

For Instructors: 

After review of the content of the application, you may either approve, return, or decline the form. 

Approve 
To approve, check the ‘Agree’ checkbox, select your position type (Full-time, Part-time, or Technician), and employment 
status. 

 

You must then also select the ‘Approve’ button at the very bottom of the form. 



Return 
If you agree to lead the project but need the student to make edits, select the ‘Return’ button. Remember the student 
cannot change the type of project (ISP vs. CSP), the type of credit, or the instructor. If any of these items need to be 
changed, decline the form (instructions below). 

 

You will need to include an explanation to the student why you are returning the form. You will be prompted to provide 
an explanation for the return:  

 

Enter your explanation and select ‘OK’ (note that you cannot select the ‘Cancel’ button) 

 

Select the student for the return: 

 



The student will be notified that the form has been returned. The student can resubmit once they have addressed the 
issues you outlined in your explanation. If you are the second instructor on an ISP, do not return the form to the primary 
instructor. This will cause an error in the workflow. 

 

Decline 
If you do not agree to lead the project with the student, you should select ‘Decline.’ Please remember that if you decline 
the form the student can no longer access the form to make edits; a new application will need to be created. 

Similar to ‘Return’, you will be required to enter an explanation for the decline. When you select the ‘Decline’ button at 
the bottom of the form, you will first receive a warning reminding you that declining means the form cannot be edited a 
new application will need to be submitted: 

 

Click ‘Ok’ (or if you have made a mistake, click ‘Cancel’) 

Then you will be prompted to provide an explanation: 

 

The student will be notified that the application has been declined. They will be able to see the reason stored in the 
bottom of the form, which they can view from their ‘Activity’ area. 

 

If you are Instructor 2 in a collaborative study, the first instructor will also receive a decline notification (example below): 



 

 

For Department Heads  

Approve 
To approve, check the ‘Agree’ checkbox and select ‘Approve’ at the bottom of the form. 

 
 

Return 
If you need the student to make minor edits to their application (remember they cannot change instructor, credit type, 
or project type), the form should be returned to the student. 

You will need to include an explanation to the student why you are returning the form. Select the ‘Return’ button and 
you will be prompted to provide an explanation: 

 

Enter your explanation and select ‘OK’ 



 

Select the student for the return (do not select instructors or other prior approvers!): 

 

The student will be notified that the form has been returned. The student can resubmit once they have addressed the 
issues you outlined in your explanation, which they will see upon opening the form via pop-up: 

 

The reason will also be shown at the bottom of the form: 

 



Decline 
To decline an application select ‘Decline.’ Please remember that if you decline the form the student can no longer make 
edits to the form or re-submit the form; a new application will need to be created. 

 

Similar to ‘Return’, you will be required to enter an explanation for the decline. When you select the ‘Decline’ button at 
the bottom of the form, you will first receive a warning reminding you that declining means the form cannot be edited a 
new application will need to be submitted: 

 

Click ‘Ok’. 

Then you will be prompted to provide an explanation: 

 

The student will be notified that the application has been declined. They will be able to see the reason stored in the 
bottom of the form, which they can view from their ‘Activity’ area. 

All previous approvers in the workflow will receive a decline notification: 

 



Registrar Returns 

The Registrar’s Office will return the ISP/CSP Application for a number of reasons, including: 

• Financial hold 
• Adding the ISP/CSP will put you into credit overload (more than 16 credits in Fall and Spring, or more than 6 

credits in Wintersession) 
• Student has already completed 3 ISP/CSP applications (undergraduates) 
• Student is submitting the application after the deadline 

Students will receive an email notification with the reason why the form is returned: 

 

The student will also see the reason via a pop-up when they open the form: 

 

And also shown in the form at the bottom: 

 



PLEASE NOTE that while students receive notifications about a Registrar return, no one else in the workflow will be 
notified. If you are curious as to where a form you submitted is in the workflow, you can check at any time in the 
‘Activity’ area, and selecting the form, then selecting ‘History’: 

 

The ‘History’ area will tell who exactly who the form is with. 
 

Reminder Notifications: 

Reminder notifications are set to be sent every 48 hours to people in the workflow who have had a form in their inbox 
without any action. 

Example of a notification reminder: 

 

The only way to stop the notifications is to act on the form (approve, return, or decline). 


