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	OFFICE OF THE INTERIM VICE PRESIDENT — STUDENT AFFAIRS

	OFFICE OF THE PRESIDENT

1111 Franklin Street, 9th Floor

Oakland, California 94607-5200



Dear Principal / Headmaster of New School:

Thank you for your interest in establishing a certified course list with the University of California.  We look forward to working with you in the future. 

The material sent out annually to school site principals regarding the preparation of course lists is available on the a-g Guide web site at www.ucop.edu/doorways/guide.  This web site also includes other useful resources, such as sample course descriptions, tools to assist you and your staff in course development, frequently asked questions, related links, and more.

Before we can establish a course list for your school, you must have a College Board Code (or ATP Code) assigned by The College Board in New Jersey.  You can request the required form by contacting The College Board by phone at (609) 771-7091, by fax at (609) 771-7766, or via e-mail at codecontrol@ets.org.  Their form stipulates that an institution must: (a) teach at least through the 10th grade, or provide evidence that a 10th grade will be added within the next 12 months; (b) have a course of study that leads to a diploma or GED; and (c) have a minimum of 10 students enrolled in grades 9-12.

Another step that is required to establish a course list is that you must also become accredited by one of the six regional accrediting agencies or become a candidate for accreditation.  The University of California values the process of accreditation as a means of providing structure, self-assessment, and periodic reviews to schools and to ensure the quality of the instructional program and related activities.  It is advised that new schools begin the process for accreditation as early as feasible. To begin the process, contact a regional accrediting agency. 

The University also requires new schools to complete a New School Information Form. This form is designed for both site based and non-site based schools; each new school is required to complete the appropriate sections of the application.

After completing the above steps, please submit to UC: (1) the attached New School Information Form, (2) a copy of the letter indicating candidacy or interim accreditation, and (3) any additional documentation for UC to better understand the goals, mission, and intent of the school (i.e. brochures, web sites, etc.). 

All materials must be submitted to UC by September 1st in order to allow sufficient time for the articulation process to occur for the current school year.

Materials should be forwarded to:
Nina Costales, Articulation Analyst

UC Office of the President


1111 Franklin Street, 9th floor


Oakland, CA 94607-5200

Or, you can return it to us electronically via e-mail attachment at nina.costales@ucop.edu, or FAX to (510) 987-9522.  If sending a FAX, please include a cover sheet.

Again we want to thank you for contacting us and for providing the needed information.   

Sincerely,

Susan A. Wilbur, Ph.D.
Director of Undergraduate Admissions

Enclosure

New School Information Form
In order for UC to establish an “a-g” course list for any new school, we require completion of the following information.  Please complete thoroughly. Feel free to attach pages with additional detail.  Please note that issuance of a list is not guaranteed at this time.  The list will be completed after careful assessment of the information provided within the context of University policies and guidelines.  
All materials must be submitted to UC by September 1st in order to allow sufficient time
for the articulation process to occur for the current school year.
Name of school:


Mailing address:


City:


Zip:
 _________

School Phone:


Fax:


Web Site:


School District:


County:
_______________________________________________________

ATP (College Board) Code:


CDS (CA Dept of Ed) Code:


Location of office(s) and/or school site(s): (if different from mailing address above)
_______________

__________________________________________________

_______________

__________________________________________________

_______________

__________________________________________________

_______________

__________________________________________________

Name of Principal/Headmaster:



Phone:
______________

E-mail:


Name of Contact Person:



Phone:
______________

E-mail:


Type of School:
(  Public
(  Private
(  Charter, Authorizing Agency


School Sub-Type (Check all that apply):

	(   Comprehensive (classroom-based)
	(   Alternative
	(   Adult
	(   Continuation

	(   Early/Middle College
	(   Small School
	(   Online
	(   Hybrid

	(   Independent Study
	(   Home Study
	(   Other:  ___________________________


Grade levels: 

K
1 – 3  
      4 - 6
 7 - 8
        9

10
  11
   12 
Year opened for HS students: 


Current number of 9-12 students:


Does the school issue diplomas? 
(  Yes
(
No
Year of first graduating class:

_
Number of expected graduates:
_____

Accredited:

(  Yes


(  No


(  Candidate

If yes, year of last accreditation? 

_

Length of term: 

_

(Please include a copy of the official letter with the term and length of accreditation from the accrediting agency for our files.)

If no, do you intend to become accredited?       (  Yes
(  No          When?

_

Type of curriculum: 

(  College Prep

(  Honors

(  Vocational

(  Other

Test Results: (if available)


PSAT:

# of students taking exam     _____

Average score
 _____

SAT:

# of students taking exam     _____

Average score    _____

ACT:

# of students taking exam     _____

Average score    _____

AP:

# of students taking exam     _____

Average score    _____
Instructional Setting:  Is learning site-based or non-site based?

· Site-Based (greater than 80% classroom time)

· Non-Site-Based (less than 80% classroom time) Please complete the additional information for Non Site Based Schools on Page 4.
ADDITIONAL INFORMATION:

Other pertinent information: Please attach brochures and any other general information about the school that would be useful for UC to gain a better understanding of the school’s goals, mission, etc.  List below any resources attached.
_______________

__________________________________________________

_______________

__________________________________________________

_______________

__________________________________________________

_______________

__________________________________________________

_______________

__________________________________________________

_______________

__________________________________________________

Certification: (For Site-based schools only)
· I certify that my school is site-based and in compliance with all provisions of the policy.

Signature

Date

Position/Title



*********************************************************************************
 QUESTIONS FOR NON-SITE-BASED INSTRUCTIONAL SETTINGS:

Type of instruction (i.e. classroom, independent study, home instruction, on-line delivery, etc.):

Type of Instruction
Percentage of Time Spent on Type of Instruction
Classroom Instruction


Independent Study


Home Instruction


On-line Delivery



Other


Staff information:

Student / Teacher (credentialed only) ratio:


_

Total Number of Certificated Staff Members:


_

Total Number of Credentialed Teachers:



_

Total Number of Credentialed Secondary Teachers:

_

Face to Face Student/Teacher Interaction:
For college preparatory courses (i.e., a-g), what is the frequency (in hrs/wk or hrs/mo) of face to face interaction between a student and…

An NCLB “highly qualified” teacher of the specific academic discipline?


_

A credentialed secondary teacher of the specific academic discipline? 


_

Any credentialed teacher, not necessarily in the specific academic discipline?

_

Any certificated school staff member?






_

Test Administration and Grading:


Test Administration: Are exams supervised / proctored?



Unit exams

(  Yes

(  No

By whom? __________________________


Mid-term exams

(  Yes

(  No

By whom? __________________________


Final exams

(  Yes

(  No

By whom? __________________________

Grade Assignment:  Who assigns…



Grades for homework, other daily assignments?

___________________________________



Unit exams?





___________________________________



Papers and projects?




___________________________________



Final exams and/or projects?



___________________________________



Course grade?





___________________________________

Other Contributions:  In addition to the above information, what role in testing and grading do the following individuals play? 

Credentialed Teacher











Advisor













Parent












Other












Student Support Response Time:

For students participating in non-site-based instruction

	What is the standard turnaround time (in hours or days) for a credentialed teacher to reply to email or phone questions posed by students?
	
_


	What is the maximum allowable turnaround time (in hours or days) for a credentialed teacher to reply to email or phone questions posed by students?
	
_



Certification:

· I have read the Policy on Non-Site-Based Independent Schools, and I certify that my school is in compliance with all provisions of the policy.

· (For new schools that have not yet established a UC approved course list)


I have read the Policy on Non-Site-Based Independent Schools, and my school does not conform to all provisions of the Policy, however I expect it to be in compliance by the beginning of the 2008-2009 academic year.

· (For schools that already have a UC-approved course list)


I have read the Policy on Non-Site-Based Independent Schools, and my school does not conform to all provisions of the Policy, however I expect it to be in compliance by the beginning of the 2009-2010 academic year.

· My school will not be able to comply with all provisions of the Policy on Non-Site-Based Independent Schools.

Signature

Date

Position/Title



Please complete this form and return to:
High School Articulation


University of California Office of the President


1111 Franklin Street, 9th floor


Oakland, CA  94607


OR 


FAX to:
 (510) 987-9522


Attention: 
 High School Articulation
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