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Memorandum





Human Resources
Toni Lipp, Credits Specialist
Toni_lipp@fp.k12.wa.us
253-298-3084
Credits and Clock Hours
Important Information
This is a 2 step process for course approval:

Step  1 - Complete the Salary Credit Approval Request form, required for ALL credits and clock hour classes, see attached forms or get a copy from the District Website under the District Forms button.
Step  2  - Attach to the above form to either:

1. an Official Transcript for Credits OR
2. a Clock Hour Provider Form that has the hours & the instructor’s signature.  

Then submit both forms to Human Resources.
Did you know…?
· Transcripts or Clock Hours Forms ARE NOT automatically sent to us; except when you take a Clock Hour Class from Franklin Pierce Schools.  HR will receive a copy directly from our Teaching and Learning Department.
· Deadline for salary advancement documentation is October 1st .  All documentation turned in after October 1st will NOT be considered for salary advancement until the following year.

· All classes must be taken from an approved or accredited institution, to verify call Toni 298-3084 (ext 3084) or email toni_lipp@fp.k12.wa.us.

· All classes must meet 1 of the 6 criteria that are listed on the Salary Credit Approval Request Form (See attached, most classes are usually #2). 
Credit Calculations:

All credits and clock hours are tracked as quarter credits, so……
1 quarter credit     = 1 quarter credit










 1 semester credit = 1.5 quarter credit







 


 10 clock hours      = 1 quarter credit

· Pre-Approval - if you have any doubts whether a class will be approved, complete the Salary Credit Approval Request Form, attach a class syllabus and send it to HR.
· Credits and Clock Hours can count for salary advancement.

· Credit Classes must be 100 level or above to be considered for salary advancement.
· Official Transcript are required for all Credit classes.

· Official Transcripts can be sent to you and you may open them, OR you can have them sent to Human Resources, Attn: Toni Lipp, 315 129th Street South, Tacoma, WA  98444.

· Clock hours are transferable within the state of Washington.  They DO NOT transfer out of the state.

· Clock hours classes must be at least 3 hours.

· Looking for additional Clock hours;  
1. ESD’s websites also have a list of classes (www.esd113.k12.wa.us or www.psesd.org/121). 
2. OSPI now has a new online service listing clock hour class available around the WA state.(https://eds.ospi.k12.wa.us/EventsManager/Public/Calendar.aspx)
The state audits about 6% of teachers a year.
You are responsible for your records!

