APPLICATION FOR PRE-APPROVAL FOR QUALIFYING (COLLEGE) CREDIT
This may be used for lane change salary classification. Guidelines for district approval are based upon Article VI in Master Agreement.

Check One:
_Requested as part of Master’s program (copy of approved Master’s program must be on file in the Personnel Office).


_ Requested as part of Specialist or Doctorate program.


_Requested as part of instructional improvement.

Teacher Name


Date


Assignment


Building


	Title of Class
	Course 

Number
	College or University
	Date of 

Course
	Number of Quarter Credits*

	
	
	
	
	


* 1 semester credit = 1 1/2 quarter credits

Discuss appropriateness of college course with your principal.
	 Recommendation:
	
	Approve
	
	Disapprove
	
	Date

	
Principal
	
	
	
	
	
	

	         HR Director
	
	
	
	
	
	


	INSTRUCTIONS

1. USE THIS FORM ONLY FOR PRE-APPROVAL OF QUALIFYING CREDITS.
2. Teacher completes the top part of form and discusses the feasibility of proposed class(es) with his/her principal.
3. Principal initials the document (approve or disapprove) and sends it to their assigned HR Generalist.
4. HR Generalist will give form to the HR Director for review.
5. HR Generalist will email the form to the teacher and file copy in the teacher’s professional development folder.
6. The teacher completes the class(es) as specified.  Upon completion, the teacher sends official transcripts and the lane change application form to their assigned HR Generalist. If qualifying credits satisfy lane change conditions, then appropriate salary adjustment will be made in accordance with the master agreement.
7. You are welcome to examine your own personnel records during the workday, upon appointment request with assigned HR Generalist.




Revised ‑

