Appendix C - Out of District Credit Work Flow

STUDENT VIEW

1. Student submits Appendix via Student Access. In Student Access there is a tile called “Appendix C:
Request for Acceptance of OOD Credit.”
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2. The following images show the steps the student will complete after clicking on the tile:
a. Instructions. A shortinstruction page will explain that this is a form for outside credit. The
student will read this and then click “Start.”

E 'ONLINE FORM : APPENDIX C: REQUEST FOR ACCEPTANCE OF OOD CREDIT

Appendix C: Request For Acceptance Of OOD Credit

Qoms‘ Q Instructions ~ ‘ Start >

Q@ Instructions .

This form should only be used by students that are applying for outside credit.

It Jou aren t seeking outside credit. please ignare thi form, More information about outside creditoptions can be found here
tudent high-school-g

If you are seeking outside credit. please continue by dlicking on Start above.

b. Definitions and Guidelines. A page will explain some important information. The student
will click “l agree” and then “Complete & Next.”
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@ Instructions

@ Definitions and Guidelines
red)

Apphcation (Required) Definitions:
lPJKvlu(ad va'V;w Course « Grade Improvement: Student passed a course but takes it again to improve the passing grade.
ian (Required)
« Initial Credit: Courses taken for the first time.
Upload Syllabus or Other
Information (Required) « Credit Recovery: Student did not pass/eam credit the first time they took the course.

Terms of Agreement

(Required) Important information for students and families:

« Families are responsible for buying books. materials, or lab supplies needed for the course.

+ Grade Improvement: If a student takes a course again to improve their grade. all grades will still be listed on the
transcript. but only the highest grade will be used in GPA calculations.

« College & NCAA ligibility: Students must check if the course meets NCAA and college entrance requirements.
+ Transcripts: Forthe outside course o be reflected on theie S transcrip. students must submit an official sesled
transcrpt o the counseling office or submit lectronically directly from the insttution The credt and course it wil

to their high school record during the next grading period. Grade improvement iS5 e et grade
andwill be used in GPA calculations.

For any initial out of district credit (OOD) completed:
- The student and family recognize they may provide an official transcript from the outside educational institution

directly to colleges as part of their application process to include grades eam

 The LWSD transcript el reflect the creit and course e but grades esmed wil ot b refiected i the sudent
LWSD grade point aver

Terms of Agreement

1 confirm my understanding ‘efinitions and guidelines outiined in Appendix C and am ready to proceed with the
request.
*I Agree
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c. Application. The student will complete the information about the course. This includes the
subject, number of credits, name of course, name of provider, reason, term, and how many

outside credits taken. After adding this information, the student will click “Complete &
Next.”
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Application
@ 105 ‘ @ Step 2 (Required) ~ | Save & Exit Complete & Next »
@ Instructions Appendix C: Request for Accef of Out of District (OOD) Credit
E%i:’\‘:ﬁggjs and Guidelines Students may request to use cradits from other programs to meet LWSD graduation requirements.lese programs can be puk

for impraving grades in classes previously passed. Caurses that are not for grade improvement will Etadded to the studenf's t

because it's not offered, or doesn't fit in the student’s schedule. To apply for credit for these out of di ot courses, students my
o Application (Required)

Upload Four-Year Course

u Student Name:
Plan (Required]

Upload Syllabus or Other

Information (Required) Student Number

E;e":jirﬂefd’?gmemam Graduation Year

*Subject ~

*Name of Course ‘ |

*Name of Credit Provider

*Reason the course cannot be taken at
district high school

Term(s) course will be taken in:
Fall [ |
Spring [J
Summer [

Year-Long | J

How many outside credits have you taken, including this request?

Grade Improvement (3 allowed) I:l

Overall (7 total allowed)

d. Four-Year Course Plan. The student will need to download a blank “Four-Year Course Plan,”

complete it, save and then upload as an attachment. Then the student will click on
“Complete & Next.”

Upload Four-Year Course Plan

@ 2015] 9 step3 (Required) v | Save & Exit Complete & Next >

® Instructions .
@ Definitions and Guidelines
(Required)

& Application (Required)

1. Download and complete the Four-Year Course Plan.

Upload Four-Year Course
Q i DOWNLOAD FILE

Plan (Requi
Upload Syliabus or Gther Four-Year Course Plan o), Download

Informatian (Required)
Terms of Agreement 2. Upload completed Four-Year Course Plan.

(Required)
UPLOAD FILES

*Completed Form

D, Select Filef Drag and Drop File(s) here

Maximurm size: 5MB

Description ‘




e. Syllabus. The student will attach the course syllabus and then click “Complete & Next.”

E Q 'ONLINE FORM : UPLOAD SYLLABUS OR OTHER INFORMATION

Upload Syllabus Or Other Information

@ 3015 Q stepd Requied) v | Save & Exit Complete & Next >

@ Instructions .
@ Definitians and Guidelines
(Required)

@ Application (Required)

Please attach a syllabus or other information for the course that includes the following:

9 Upload Four-Year Course

Plon tRenured) - Objectives of the course (skills or concepts to be learned).

« Length of time spent in course and/or how credits are determined.

- Description of how student performance shall be assessed

Q #.'framdaélé':'afﬁ‘: ‘372{"'}‘5’ - Content outline of the course, major learning activities, and instructional materials used.
& « Description of how credits shall be determined.

ESE R - Qualifications of instructional persannel.

[Required)
Upload Syllabus or Other Information

UPLOAD FILES

*Upload Documents
1 Select File(s) or Drag and Drop File(s) here

Maximum size: SMB

Description ‘ |

f. Final Signature. The student will review the electronic signature form and then click “I
agree” and then “Submit Form.”
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0 Application (Required)

Terms of Agreement
Upload Four-Year C
9 F:?Req?_::rredear ourse Under the Federal Electronic Signatures in Global and National Commerce Act, before you may electronically sign this
form, you must be provided with certain of the following information and you must affirmatively agree to the
g Upload Syllabus or Other followmg and thereafter not withdraw your agreement.

Inf tion (R d|
piconaboniikeqtied) By clicking 'l Agree’ and submitting this agreement via the internet, | acknowledge that:

T f t
Q (Een;ji;d?greemen | have read and understood the foregoing Electronic Signature Agreement and that | intend to be bound thereby.

| understand and agree that my electronic signature is the equivalent of a manual signature and that others may rely
on it as such in connection with any and all agreements | may enter into, including but not limited to this Electronic
Signature Agreement.

| further acknowledge and agree that it is my obligation to immediately advise the school district of any change in my
electronic address (i.e,, email address).

| further acknowledge and agree that it is my obllgatlon to |mmed|ate|y advise the school district in the event that |

withdraw my consent to this Elect Signature Agreement.
| acknowledge and agree th dividual electronically signing this form is the individual in whose name the
account is set up, or is som thorized to submit this form by the person whose name is on the account.
*| Agree ||
Signed By Date Signed
MM/DD/YYYY
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