TACOMA PUBLIC SCHOOLS

COURSE CREDIT APPROVAL FORM
Approval of College Credits and Clock Hours for Salary Increments

(See reverse side for instructions to complete this form)
PLEASE USE A SEPARATE FORM FOR EACH INSTITUTION OR PROVIDER

INSTRUCTIONS: This form must be submitted and approved for each class in order to be applicable for salary schedule
increments. Send to Human Resources for approval. Retain a photocopy for your records.

PLEASE PRINT LEGIBLY

Employee's name |.D.# or SS#

LAST FIRST Mmi

School/location Current assignment

Only credits earned on or before October 1st will be reflected if appropriate documentation is received in Human
Resources no later than January 1st of the current school year.

Circle only ONE applicable criteria

Date or term Please list only ONE Number of (See reverse side for description
credit was institution or provider Course titie and description quarter credits | and suggested documentation)
eamed or equivalent | NOTE: This is NOT your grade.

1. A B C D E

2. A B C D E
3 A B C D E
4 A B C D E
5 A B C D E

Description of course work pertaining to criteria A, C, D or E.

I certify that the above information is true and correct to the best of my knowledge. I also understand that it is contrary to the
Professional Code of Conduct to misrepresent or falsify information contained herein.

Employee signature Date
Supervisor signature Date
HR Admin signature Date Approval: [dYes [ONo

(On-site administrators may approve only criteria A, B, and E. Human Resources must approve courses submitted under criteria C and D.)

PER - 44 - Rev. 06/03 RETURN THIS FORM TO HUMAN RESOURCES. Retain a photocopy for your records.



TACOMA PUBLIC SCHOOLS
Determining Credit and Clock Hour Eligibility
- Instructions for completing this form —

To determine if credit or clock hours may be approved for recognition on the salary schedule and/or funding reporting
purposes, answer the following questions:

A

BUILDING GOALS - Is the course content consistent with a school-based Plan for mastery of student
learning goals as referenced in RCW 28A.320.205, the annual school performance report for the school in

which you are assigned?
YES (Complete this form, circle criteria A. Indicate the specific component of the school's plan and submit

form for approval)
NO (Continue to next question)

CURRENT ASSIGNMENT - Does the course content pertain to your current assignment for the foliowing

school year?
YES (Complete this form, circle criteria B, and submit form for approval. Be Sure to include your current

assignment description at the top of this form)
NO (Continue to next question.)

ADDED ENDORSEMENT - Is this course necessary for obtaining an added endorsement to your teaching

certificate?
YES (Complete this form, circle criteria C. Describe the specific endorsement and essential area of study for

which you are currently working, and submit form for approval.)
NO (Continue to next question.)

ADVANCED CERTIFICATION (Principal Credential) — Is this course specifically required for obtaining an

advanced certificate?
YES (Complete this form, circle criteria D. Describe the advanced level of certificate you are working to obtain.

and submit form for approval)
NO (Continue to next question.)

ADVANCED DEGREE (M.A. or Ph.D.) - Is this a college or university advanced degree program that pertains
to your current assignment or potential future assignment as a certificated instructional staff of the school district,

where the potential of the future assignments is agreed upon by you and the school district?
YES (Complete this form, circle criteria E. Describe the degree program in which you are enroliled, and submit

form for approval.)

If you answered YES to any question above, complete this form and submit it to your supervisor or administrator, then
forward to Human Resources for approval.

If you answered NO to ALL questions above, this course is not eligible. If you have any questions, please contact your
supervisor, administrator or Human Resources.

Staff members are responsible for ensuring official transcripts are sent by their coliege/university and received
in Human Resources no later than January 1st of the current school year.
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