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Dual Credit Outside Traditional School Day Process
The following process should be followed when students take courses outside the school day at TCC, UTA or any other college or university.  
· Students must notify the counselor that they are interested in enrolling in a Dual Credit course outside of the traditional school day before enrollment in the Dual Credit course, prior to the higher education campus registration deadline.

· Students must complete and submit the Dual Credit Enrollment form to receive approval for enrollment.  This form will be the district standard request form that all campuses will use.  

· The counselor will review the student submitted form and using the DC Master Course List will determine if there is a district high school course equivalent to the requested college course.   Only college courses with a high school course equivalent will be approved for dual credit.

· Once the counselor makes the determination, the Approval/Denial Form will be completed and emailed to the student and the parent/guardian.

· If the student is approved to take the college course for dual credit, upon completion of the course the student must provide a grade for transcription based on their decision when completing the Dual Credit Enrollment form.   If a college transcript is submitted with a letter grade the grade will be transcribed based upon the conversion chart found in our course description handbook.  If an official numeral grade is submitted, the numerical grade will be honored.  For TCC and UTA only, students can provide a letter/email from the professor with a numerical grade rather than a transcript.  Students will upload their transcript/letter on the Outside of School Dual Credit Submission Form

Requirements for Dual Credit Outside of School Day
Students must meet the following requirements in order to participate:

· Students must be classified as an 11th or 12th grade student in order to take Dual Credit courses outside the school day for high school credit.

· Students can only take three dual credit courses per semester, this includes any dual credit courses they are taking during the traditional school day.

· Students must submit a transcript/letter from professor with grades by the following dates:  Fall semester Jan 15th, Spring semester May 15th, Summer August 15th (unless the student is a summer graduate, in which case must be submitted prior to summer graduation.)  If the transcript/letter from the professor is not received by these dates, the course(s) will not be placed on the high school transcript for credit.

· Students wanting to take dual credit outside of the school day will be responsible for the registration, tuition and books on their own.  The district will not cover the cost of these courses.
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