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Purpose

This document provides a process to develop advanced standing and transcripted course agreements.  By working together the high school and LTC can provide students college level courses that will help them; transition from high school to college; select a career path; reduce the cost of college; find courses that meet their educational needs and interest.  
Table of Contents
Subject











Page

Process for Articulation Agreement Development
3

Flowchart of the process
5
LTC and High School Responsibilities
7
Articulation Checklist
.9
Guide for Advanced Standing 
10
Request for Advanced Standing Form
11
Advanced Standing Agreements sample
12
Guide for Transcripted Course
13
Request for Transcripted Course Agreement Form
14
Transcripted Course Agreement sample
15
Sample of Yearly Agreement Form
18
From to Request Credits from Advanced Standing Agreements
19
LTC/High School

Guide for Articulation

Revised: 1/2010
Process for Articulation Agreement Development
(Advanced Standing-Curriculum Matching or Transcripted Course-Curriculum Sharing)

1.
High school or LTC faculty/staff interested in an articulation contacts LTC High School Liaisons:  Nikki Kiss (Manitowoc County) or Sara Greenwood (Sheboygan County)



Nikki.kiss@gotoltc.edu or Sara.greenwood@gotoltc.edu
2. High School Liaison meets with high school faculty/staff to discuss articulation options. 

a. High School Liaison will determine if a course is currently offered by the high school, or if the high school is planning a new course.

b. For a high school course that is running, liaison will obtain:

i. Course description

ii. Course competencies/course outline and objectives

iii. Samples of assessments (quizzes, tests, projects, papers, homework, assignments)

iv. Course outline and syllabus

v. Textbook and lab manual (if available)

vi. Copies of any articulation agreements the high school has with any WTCS or other college.
It would be helpful in some situations to know the teacher’s background and years of experience, the passage rate of students taking the AP test if the course is an AP course, and if any standardized tests are used in the course.
c. For a new high school course being planned, liaison will obtain:

i. Any information from the list above that may be available

ii. The vision the high school staff has of the course – 

1. Their teacher teaching their content or LTC’s content

2. LTC instructor teaching in their high school 

3. Who their student market will be

4. When the high school plans to offer the course

5. Any additional information

3. Liaison will meet with LTC faculty and/or dean and high school teacher when possible to discuss articulation options.  Meeting will include:

a. Review of the benefits of high school articulations and LTC’s commitment to develop them.

b.  Review of LTC’s commitment to quality education as it relates to careful evaluation and ongoing review of curriculum used in high school classrooms.

c. Review the course materials presented and complete the "Articulation Checklist”, page 9.
d. Develop a recommendation for the high school course to be offered as an advanced standing or a transcripted course.

4. Tech Prep Assistant will coordinate final steps:

a. For Advanced Standing Courses

i. The development of the agreement, sample on page 12
ii. Facilitate the signatures for the agreement

iii. Provide copies of the agreement to appropriate parties at each school.

iv. Scan the signed agreement onto the LTC Bridge.

b. For Transcripted Courses.

i. The development of the agreement, sample on page 15
ii. Facilitate the signatures for the agreement

iii. Provide copies of the agreement to appropriate parties at each school.

iv. Scan the signed agreement onto the LTC Bridge.


[image: image1.emf]Articulation Agreement Development  Process

LTC Faculty interested in developing 

an articulation agreement 

High school staff  interested in 

developing an articulation agreement 

High School Liaison  will setup a meeting or conference call as 

needed

Articulation  Checklist 

Completed  by LTC instructor

(2 weeks)

All questions on the “Articulation Checklist” are 

answered “YES”

Complete “Guide for Transcripted Credits 

(Packet B)

Complete “Request for Advanced 

Standing” (Packet A)

Yes

No

Can changes be made to the high 

school course that will change 

answers on the “Articulation 

Checklilst”

Curriculum 

changes made 

Yes

No

Complete “Request for Transcripted 

Credit” (Packet A)

Transcripted Course Agreement written Advanced Standing Agreement written

High School Liaison will work with the high school teacher to 

collect needed course information, DPI certification & LTC 

application materials




[image: image2.emf]Advanced Standing Agreement 

signed by LTC staff

Transcripted Credit Agreement 

signed by LTC staff

High School Liaison shares with the high schools 

the changes that are need to have an approved 

agreement

Yes Yes

No No

Signed copy is given to the high school principal 

and the original is scanned onto the LTC Bridge

HS Liaison sends a list of all approved 

agreements for the next school year to each high 

school by Dec. 1

Tech Prep Coordinator gives  a list of all 

approved agreements for the up coming school 

year to Student Services Manager, Instructional 

Leadership Team and Workforce Solutions-Dean

Tech Prep Assistant obtains required signatures

Instructional Designer will review the request and 

course comparison and shares findings with the 

VP-Instruction



LTC and High School Responsibilities 
High School Liaison/Tech Prep Assistant Responsibilities:
1. Facilitate the articulation process.

2. Write the agreement and coordinate the signature process.  

3. Maintain records of articulation agreements.

4. Monitor student enrollment or registration.

5. Facilitate agreement renewals.
Instructional Responsibilities:
1. Review the high school curriculum to evaluate competency match.

2. Complete the “Articulation Checklist” form, page 9 (two week turnaround).

3. Communicate as needed with the high school teacher to complete the articulation process.

4. Provide curriculum including learning activities and assessments if high school needs them to ensure college level rigor.

5. Obtain necessary signatures from Faculty, Dean, or VP- Instruction.(The expectation is a two week turnaround during the school year, if for any reason this timeline cannot be met it will be moved up to the manager.)
6. Provide ongoing communication with the high school teacher to maintain the articulation as originally agreed upon.  

High School Administration Responsibility:
1. Obtain all necessary signatures from high school faculty, staff or representative for any agreement.

2. Notify the LTC High School Liaison of teacher and/or course changes prior to implementation.
a. Teacher must be WTCS certified to teach Transcripted Credit Courses prior to their start. 
3. The Agreement may be terminated if the high school fails to notify LTC of any changes to the course, delivery mode, or teacher assignment.

High School Teacher Responsibilities:
1. Request review of course (Request for Advanced Standing Form, page 11 or Request for Transcripted Course Agreement Form, page 14) by May 1 for the upcoming year and present syllabus, course information, curriculum and other documentation as requested. 

2. Communicate with the LTC instructor as needed to maintain the articulation as originally agreed upon or to ensure the course is taught at college level rigor.

3. Notify LTC of all curriculum changes prior to implementation.

4. AND

a. FOR ADVANCED STANDING COURSES:  

i. Maintain student records and mail within three weeks of class start date, a copy of the high school class roster to the LTC High School Liaison. 

OR

b. FOR TRANSCRIPTED CREDIT COURSES: 

i. Provide the class start and end dates to the LTC High School Liaison.

ii. Provide the completed registration forms within three weeks of the class start date to the LTC High School Liaison.

iii. Provide the completed and signed grade roster within two weeks of the class end date to the LTC High School Liaison.
High School Student Responsibility:

1. For Advanced Standing:  If you have applied to LTC, your high school transcript will be automatically reviewed for advanced standing credits.  If you have not applied and would like your transcript reviewed for advanced standing credits, complete and submit the “LTC Request for High School Transcript Review” from (page 19). 
2. For Transcripted Course:  Acquire grades via the Web at www.gotoltc.edu/myltc
 Articulation Checklist          
                                               Date:_______________
To be completed by High School Teacher
	LTC Course Title:________________________________________________
High School Course Title: ___________________________________________

	High School and Contact: ___________________________________________

	


Please answer these questions carefully and accurately.
	
	
	YES
	NO

	1. 
	Is (or will) the course offered in the high school an LTC program credit course?
	______
	______

	
	
	
	

	2. 
	Does (or will) the complete LTC course curriculum taught at the high school include:
	______
	______

	
	
	
	

	
	
Same content?
	______
	______

	
	
	
	

	
	
Same objectives?
	______
	______

	
	
	
	

	
	
Same competencies?
	______
	______

	
	
	
	

	
	
Same student mastery?
	______
	______

	
	
	
	

	
	
Same evaluation process?
	______
	______

	
	
	
	

	
	
Same grading formula and scale?
	______
	______

	                                   
	
	
	

	3. 
	Is the textbook used (or will) to teach the course at the high school the same or an agreed upon equivalent textbook to that used by LTC?
	______
	______

	4.  

	If no to #2 and/or 3, is the high school willing to use LTC’s 
curriculum and assessments?
	______
	______

	4. 
	If computer software is a requirement, is the version being used at the high school the same or acceptable?
	______
	______

	5. 
	Does the instructor assigned to teach this course meet Wisconsin Technical College System certification for transcripted credit course(s)?
	______
	______

	
	(The high school liaison will verify certification with LTC’s Human Resource Office.)


	
	

	6. 
	Equipment/facilities are adequate or accommodations can be made?  
Note:_____________________________________________​​​​​​​​​​​​                                                                                                                                 
	______
	______



Yes to all questions = transcripted credit course
No to at least one question = advanced standing potential

· Changes required prior to approval and LTC faculty signature may be listed on a separate page (or pre-print a form on the back of this form).
	____________________________________
	_________________________

	High School Faculty Signature
	Date

	____________________________________
	_________________________

	LTC Faculty Signature
	Date


 Guide for Advanced Standing

Advanced Standing-Curriculum Matching
Guidelines and Directions

Revised: 1/2010
Purpose and Benefits:
1. To provide a method to deliver seamless transition instruction.

2. To provide high school students the opportunity to become eligible to receive advanced standing at the college, saving time and money.

Definition and Requirements:
1. The course is a high school course or combination of related courses that meet 80% of the competencies of the LTC course.  
2. The course is taught by a high school teacher 
3. The LTC course is a Wisconsin Technical College System (WTCS) approved associate degree or technical diploma course.

4. The agreement between LTC and the high school will provide eligibility for acceptance of the high school educational effort upon student enrollment at LTC.

a. Students must achieve a 3.0 on a 4.0 scale or above for competencies mastered.

b. Students must apply for an associate degree or a technical diploma at LTC. 

5. Credits awarded through an advanced standing do not result in FTE’s in the technical college system.
6. Classes approved for advanced standing reflect no grade on the college transcript or count towards the GPA.
7. No fees are charged for the course when an official Advanced Standing Agreement is in place.

8. Advanced Standing Agreements must be reviewed every three years or if/when course content and expected outcomes change or new teacher is involved.

9. The approved advanced standing course may be accepted as credit toward completion of a comparable course at all other technical colleges.
10. The assessment standards (percent of final grade that is based on exams, homework, projects, class participation, or extra credit) are similar.
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	For consideration for the following school year, this form must be returned by:  May 1, 

To:  Nikki Kiss or Sara Greenwood, LTC



High School Request for Curriculum Review
 Date: ______________________

To be completed by High School Teacher
	High School:
	____________________________________________________________

	High School Course Title: 
	____________________________________________________________

	Discipline:
	____________________________________________________________

	

	High School
Teacher Name:         
_________________________________________________________________________

	Phone:            ________________________________
	Email:  ______________________________________
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     Required documents for submission:

	______
	Textbook title/edition/pub. date/author
	_______
	Specific competencies and general objectives taught (show comparison)

	______
	Method(s) of evaluation or how mastery is determined
	_______
	Grading formula, ie. Tests = ______%

Assignments = ______%
Homework=_______%

Other ______



	______
	Course outline and syllabus

	_______
	Grading scale


	Course Length (check one)
	Semester ​​​​​_________
	Full year   ​​​​​__________


To be completed by LTC Faculty (content area curriculum specialist) and returned to Nikki Kiss or Sara Greenwood within two weeks from the above date

	Reviewed by:
	_____________________________________________________________________

	Do you approve the high school course for advanced standing with: 



	_____________________________________________
LTC Course Title
	__________________________        ______
LTC State Course Number                 Cr.

	Yes:
	__________
	No:
	_______________ 

	If yes, do you recommend additional curriculum in order to strengthen the above approved articulation?  (List on the back of this page your recommendations.)

	If no, please share what changes need to be made to the high school course. (List on the back of this page).

	____________________________________________________
LTC Faculty Reviewer’s Signature
	______________________
Date


ADVANCED STANDING AGREEMENT 

Between
Lakeshore Technical College
AND

(High School)
Effective from school year 200__ until 200__ 

This advanced standing agreement is to confirm the cooperation between (High School) and Lakeshore Technical College instructors for identifying and approving the listed course content and expected outcomes.

These equivalencies will be reviewed every three years and will be based on current course content and expected outcomes.

This review will be initiated and coordinated by the LTC High School Liaison.  A review may also be requested by designated high school staff members or by designated staff members from Lakeshore Technical College. Either party may request a review before the end of the three-year period.  Any changes to the curriculum need to be presented to LTC prior to implementation.
	High School Course
	Qualifying Requirements
	LTC Equivalent

	 
	Requires a minimum 3.0 grade point

 on a 4.0 scale

	


_________________________________
________________________________

High School Instructor



Program Dean or Instructor 
_________________________________
________________________________

Principal





VP-Instructional Support
Date: ______________________________
Original Agreement: _______________
Guide for Transcripted Course

Transcripted Credit Course - Curriculum Sharing (Dual Credit)

Guidelines and Directions

Revised: 1/2010
Purpose and Benefits:
To provide a method to deliver seamless transition instruction.

To provide students the opportunity to earn college credit while in high school.

Definition and Requirements:

1. The LTC course, including its curriculum, objectives, competencies and rigor is taught at the high school. 

· The assessment criteria and grading formula established by LTC must be followed. 

· The textbook to be used to teach the course is the same or is an agreed upon equivalent textbook.

2. The course is taught by a high school teacher who meets Wisconsin Technical College System (WTCS) transcripted credit course certification requirements or by an LTC faculty member at the high school. 

· Current DPI license in appropriate content area as determined by WTCS 

· Completed LTC application 

3. The course is a WTCS approved associate degree or technical diploma course.

4. The LTC course is offered to high school students through a §38.14 contract.

· The high school is charged course and material fees per student/per course.

· The high school charges LTC back the same dollar amount for the instructor. 

5. The student is registered in an LTC course and receives an LTC grade. 

6. The transcripted course must be re-approved every three years or when the curriculum or teacher changes. 

7. The high school teacher certification must be re-approved annually.
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	For consideration for the following school year, this form must be returned by:  May 1, 

To:  Nikki Kiss or Sara Greenwood, LTC



High School Request for Transcripted Credit consideration    Date: __________________
Transcripted Course Agreement Checklist

Transcripted Course - Curriculum Sharing (Dual Credit)

	High School:
	____________________________________________________

	LTC Course Title: 
	____________________________________________________            Cr.___

	
	Course number:__________________________________________

	High School Teacher Name
     ____________________________________________________



	Phone: _____________________________
	Email:  _______________________________________

	Course Length (check one)
	Semester ​​​​​_________
	Full year   ​​​​​__________


Please circle
Y   N   The high school has the current competency-based curriculum materials for the course including tools for student evaluation of the course at the high school 

Y   N   High school teachers certification requirements are met and on file in LTC’s Human Resource Office in accordance with TCS 3.03(9)(b)   The high school instructor must submit a completed LTC Employment/Certification Application form and a copy of a valid Wisconsin Department of Public Instruction license to determine certification availability (A Master’s Degree is required for General Education courses).
Y   N   Agrees that the transcripted course will be taught following the LTC curriculum, to include competencies, objectives, equivalent textbook, assessment criteria and conditions of the competencies, and grading policy

Y   N   The high school teacher is willing to periodically discuss with the LTC instructor course related issues and recommendations for improvements
Y   N   Verify that adequate classroom and other facilities needed for the course are available

To be completed by LTC Faculty (content area curriculum specialist) and returned to Nikki Kiss or Sara Greenwood within two weeks from the above date
Do you approve the course for a Transcripted courses agreement with LTC?             _______ Yes   ________ No

Explanation: _____________________________________________________________________________

_______________________________________________________________________________________
_________________________________________



________________

LTC Faculty Signature







Date

Sample High School

and

Lakeshore Technical College

200X-0X Transcripted Course
TRANSCRIPTED COURSE AGREEMENT

CONTRACT FOR EDUCATIONAL SERVICES

BETWEEN

LAKESHORE TECHNICAL COLLEGE

AND

_____________________________________

This agreement is made between Lakeshore Technical College (herein referred to as LTC) and                    _____________________________________ (herein identified as the SCHOOL DISTRICT for the _____________ school year.

Whereas, the SCHOOL DISTRICT wishes to contract with LTC for the provision of education services from LTC for high school students under the jurisdiction of the SCHOOL DISTRICT.

Therefore, in accordance with the terms and conditions as specified in this contract, it is agreed:

1. COURSE OFFERINGS

LTC and the SCHOOL DISTRICT shall identify courses which qualify for inclusion in LTC associate degree or technical diploma programs and upon successful completion will grant associate degree or technical diploma credits. The SCHOOL DISTRICT will deliver the LTC course to SCHOOL DISTRICT students.

2. STUDENT ELIGIBILITY

The student must be enrolled in a secondary school program operated by the SCHOOL DISTRICT.

3. LTC RESPONSIBILITIES

LTC shall:

a. Provide current competency-based curriculum materials for the course

b. Provide tools for student evaluation of the course at the high school 

c. Manage Wisconsin Technical College System instructor certification files for those teaching the LTC course in accordance with TCS 3.03(9)(b)

d. Process registration materials; maintain LTC student records and grade reports; issue LTC transcripts

e. Provide the secondary school with transcripted course curriculum

f. Provide students the same rights and privileges as other LTC students 

g. Meet with those teaching the course year to ensure curriculum is being taught in accordance with LTC requirements, discuss issues and steps for improvement, and recommend continuing or discontinuing the agreement for the next school year.  

4. SCHOOL DISTRICT RESPONSIBILITIES

The SCHOOL DISTRICT shall:

a. Ensure that the SCHOOL DISTRICT instructor provides to the LTC Human Resource Office documentation that the SCHOOL DISTRICT instructor meets the requirements for Wisconsin Technical College System certification.  The SCHOOL DISTRICT instructor must submit to the LTC Human Resource Office (1) a completed LTC Employment/Certification Application form which can be found on LTC’s website and (2) a copy of a valid Wisconsin Department of Public Instruction license.

b. Arrange for timely registration of all students involved in the program. 

· The LTC High School Liaison must receive completed registration forms no later than two weeks after the beginning of the contracted class for any student who will want to earn transcripted credit for the course. 

· Time is of the essence. Students registered after the two-week timeline can no longer earn the transcripted credit. 

c. Provide the LTC High School Liaison with a letter grade, and hours that each student attended the course no later than one week after the course has ended.

d. Provide assurance that the transcripted course is taught following the LTC curriculum, to include competencies, assessment criteria and conditions of the competencies, and grading policy.

e. Provide assurance that the instructor identified in this agreement teaches the transcripted course.

f. Provide adequate school classrooms and other facilities for the course.

g. Provide students textbooks and instructional materials.

h. Pay salary and fringe benefits of all SCHOOL DISTRICT employees working in the program according to the labor agreement between the SCHOOL DISTRICT and the Education Association.

i. Provide counseling services for students enrolled in or seeking enrollment in transcripted courses.

j. Grant secondary school credit for successful completion of the transcripted course.

k. The course should be identified on the student’s high school transcript as a “transcripted course” through LTC in accordance with Wisconsin Administrative Code PI 26.04(6). 

l. The SCHOOL DISTRICT agrees that LTC retains the proprietary rights to any curriculum materials used or developed as part of the Agreement.

m. The SCHOOL DISTRICT certifies, as party of this Agreement, that it does not discriminate against employees, enrollees, or applicants for employment or enrollment on the basis of age, race, color, sex, creed, handicap, political persuasion, ancestry, religion or sexual orientation. 

n. Publicize courses offered in the school district (i.e. high school course description booklets) that are transcripted/college credit through LTC to inform parents and students of the opportunity. 

o. Meet with LTC instructor to ensure curriculum is being taught in accordance with LTC requirements, discuss issues and steps for improvement, and recommend continuing or discontinuing the agreement for the next school year.   
p. Support the teacher to meet with the LTC faculty as needed to ensure the course is being taught in accordance with LTC requirements.

5. LIABILITY

The SCHOOL DISTRICT assumes liability of students participating in classes on its facilities.

6. COURSE SUMMARY

I, _________________ __________________ agree to teach the following course as a Transcripted Credit course following the LTC course curriculum, to include competencies, assessment criteria and conditions of the competencies, and grading policy, (and the Transcripted Credit Course contract requirements) and to work in cooperation with designated LTC instructor.

LTC Course Title: ___________________________ LTC Course Number:_______________


LTC Credit Value:_____________ 

This course will be taught at ____________________ High School during the _______ school year. Any student who successfully completes this course will receive high school credit from _________________ High School and college credit from LTC, upon the School District’s compliance with this agreement and set time lines.
7. RENEWAL OF CONTRACT

This Agreement shall terminate at the end of the ______ school year or if the DPI certified teacher (who has signed below) leaves the above mentioned school district. This agreement may be extended, modified, or cancelled any time upon the mutual consent of both parties.

Lakeshore Technical College


School District

Instructor



Date

Principal



Date

LEA President


Date

High School Instructor

Date

____________________________________
____________________________________

Program Dean


Date

Local K-12 Union President
Date

____________________________________


VP-Instructional Support

Date

Sample High School

and Lakeshore Technical College

200X-0X Advanced Standing Agreement and Transcripted Course Agreements

Article of Agreement

The purpose of this agreement is to provide high school students with the opportunity to earn college credits for selected courses in their school district while also receiving high school credit. 

NOTE: Students must receive a B or above to become eligible to receive advanced standing.

The high school agrees to promote the courses listed below to students as college credit courses in Course Description Handbook and on their website if applicable. 

Advanced Standing  Agreements
	LTC Course
	Course Number
	Credits
	HS Course

	XXXX
	XXXX
	X
	XXXX

	XXXXXX
	XXXX
	X
	XXXXXX

	XXX
	XXXX
	X
	XXX


Transcripted Course  Agreements

	LTC Course
	Course Number
	Credits
	HS Course/Teacher

	XXXX
	XXXX
	X
	XXXX/ Jones

	XXXXXX
	XXXX
	X
	XXXXXX/Smith

	XXX
	XXXX
	X
	XXX/Doe


NOTE: Elective courses are acceptable at LTC but may not have reciprocity with other Wisconsin Technical Colleges.

We, the undersigned representatives of the institutions, agree to the terms of this agreement for the 200X-0X school year.

	Sample High School
	Lakeshore Technical College

	______________________________________
	______________________________________

	Principal
	Vice President – Instructional Support

	______________________________________
	______________________________________

	Date
	Date

	______________________________________
	

	Designated TP Consortium Member
	

	_____________________________________
	

	Date
	


Request for Credits for High School course with 

Advanced Standing Agreements

High School Student Instructions:

1. Complete the form below if you have not applied to LTC and would like to request an evaluation of your high school credits. 
2. Take the completed form to your high school and request that the high school send it along with an official “final” high school transcript to:

Lakeshore Technical College

Attn: Cindy Braun

1290 North Ave.

Cleveland, WI 53015

-

 - - - - - -​ ​ - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - ​ ​- - - - - - - - - - - - - - 

Student Request for Advanced Standing Form

	Name:
	

	

	First



Middle



Last

	SSN or LTC Student ID Number:
	

	Address:
	

	
	Street

	
	

	
	City



State



Zip

	Phone Number
	

	
	Home




Cell

	High School:

	
	Year of

Graduation:
	


Name of high school course:  _________________________________________________________

What LTC program you would apply the credits in:______________________________________

	Student Signature:
	
	
Date:
	


	LTC STAFF COMPLETION (Student must be in a program to be eligible for AS)

	Program:
	

	Program Number:
	


Students will be notified by mail regarding the outcome of their advanced standing request.
Request for 


Advanced Standing





Request for 


Transcripted Course Agreement
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