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To receive approval to offer a College Tech Prep articulated course(s), high school instructors are required to submit to the college designee the appropriate course syllabi which includes the following information:

Heading: to include this information
High School Name


Teacher Name

High School Course Title

Year Course Being Taught

Length of Course (1 semester; 2 semester sequence; trimester, etc.)

Course Hours: 1 semester = 90 hrs/.5 credit   or   1 semester = 180 hrs/1 credit, etc.

Course Description: to include overview of course - purpose, content description, etc.
Tech Prep Designation: Identify appropriate college (WCC/BTC) for course articulation, the college course title, course code number and credits.  ONLY list those college courses for which you can realistically cover the course content and teach to the appropriate skill standard during the designated time frame for the high school course.  Please check the current college course catalog or the latest articulation agreement for correct course titles and course code numbers.  For example: 

This course is College Tech Prep approved and articulated with both Bellingham Technical College and Whatcom Community College’s Business Technology programs.  During the semester we will begin to cover the content and skill standards included in the following BTC/WCC courses: (list only those that apply)

BIS 
121 
Word Processing 1 (3 credits / WCC)






OR
CAP 106

Formatting with Microsoft Word (3 credits / BTC)

Proficiency Standard Designation:  all course syllabi must include a very clear statement about eligibility requirements for receiving college credits for the course.  Indicate how many high school semesters students will need to complete to cover the college course content.  Indicate how/when students will demonstrate the competency level needed to achieve college credits.  Please include this statement or one using similar terminology:

Students’ who demonstrate proficiency of the identified BTC/WCC course competencies (skill standards) with a 'B' or better grade, may earn college credit through the College Tech Prep application process.  The Competency Profile for each college course is attached to this syllabus.  To gain college credit, students must complete all of the competencies listed for each course (B grade level).  During the semester most of the competencies will be covered in class…some may require additional independent work by the student.  

NOTE to Teachers: if appropriate to your course structure, some students may choose to continue work on their college competencies during the second semester of your program and then complete the articulation process at the end of the school year (ie: year-long course broken into two semesters…Accounting I and II; Computer Applications I and II, etc.).  If a student did not earn college credit for a Business course taken during a previous semester, with approval from the instructor, a student may complete the complete the assessment and earn the credit during the current semester enrolled (for example: Keyboarding credit not earned in DigiTools; now being earned in Computer Applications class).
Course Topics:  list of topics to be covered during the course.
Course Competencies:   syllabus should include a list of the specific course objectives or competencies that align the high school course with the college course (the broad course objectives, rather than the individual skills or tasks expected of students).  Competencies would be those agreed to between high school and college instructors; students would need to achieve these competencies to earn college credits.  You may choose to refer students to the College Tech Prep Competency Profile attached to the high school syllabus or just list the college competencies within the body of your course syllabus.  For example:

· Keyboarding: Utilize the keyboard efficiently.

· Word Processing: Produce professional business and personal documents.

· Computer Applications: Analyze, evaluate, select and use hardware and software to solve specific problems.

Textbook Used:  provide the name of the textbook, author, publisher and edition year.

Other Course Information: include other course information as required by your high school course syllabi standards.

Submission Requirements:  High school and college faculty will meet to establish minimum acceptable core competencies and level of achievement necessary before articulation can be completed.  Once agreement is reached high school and college instructors will sign the formal articulation agreement.  Instructors agree to follow the agreement procedures and provisions for the awarding of credits.
· Articulated courses will be reviewed annually by the college and high school instructors regarding success/failure to meet articulation provisions.  If necessary, the original agreement may be edited to meet new industry standards as they emerge.

· An updated syllabus will be submitted each spring quarter (no later than June 30) for the College Tech Prep courses that you intend to offer the next school year.  Submit revised course syllabus to the Tech Prep Director for review.  Director will submit syllabus to the college Dean and appropriate program instructors.  College program instructors will keep the syllabus on file as documentation of your course requirements for articulation purposes.

· Annually, (September), high school CTE Directors will be responsible to complete a Teacher Course Verification Form including signatures from all Tech Prep approved instructors.  The form verifies the HS classes to be taught and their college equivalent during the current school year. CTE Director or school principal must sign the Verification form endorsing the articulation process and skill standards being taught.
· You can also check the Whatcom County On-Line Tech Prep Registration system for an updated list of articulated courses available at your school.  Visit this website for College Tech Prep information: http://whatcomtechprep.org
