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Prior to taking a course or program, complete the following information and submit via email to
LCA@sowashco.org. Representatives from from Teaching & Learning Services and Human Resources will
review the request and return the form to the employee. Print a copy of the approved form and retain
until ready to submit a lane change request.

Submit one form for each course approval requested, unless requesting approval for an entire master’s
program. If requesting approval for a master's program, one form can be completed with a complete
list of courses afttached. Typically, education programs/courses within an education program are
approved. However, programs or courses outside of an education program may require additional
explanation as fo the relevance to your role.

Finally, please review the contract language below regarding Educational Lane Advancement on the
Salary Schedule. TLS is responsible for reviewing the eligibility of courses only. The requesting teacher
must ensure that the courses being taken are eligible within the guidelines of the contract.

COMPLETE ALL INFORMATION BELOW:
(Text boxes will expand)

DATE:

NAME:

CURRENT ASSIGNMENT:
BUILDING:

Course Title

Course Number
College

Course Dates Number of Credits per course

Check: @] Graduate [l Masters Program (list of all courses attached) [ Non-College/University Course
Brief description of course/program

How is this course/program germane to your current assignment?

Your request has been: M cpproved not approved

not germane

too late

more information needed

other

1) ] ]
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Teaching & Learning Services

District Service Center

Date
Section 4. Educational Lane Advancement on the Salary Schedule:

Subd. 1. Effective Date: The training level of teachers will determine educational lane placement on the

Salary Schedule for the school year. Teachers must notify the Director of Human Resources of any additional
credits earned and present a transcript for such credits. An educational lane change shall be effective on the
first payroll period following receipt of tfranscripts for the requisite number of pre-approved germane credits. The
last courses taken during Summer School may be submitted via official grade slips for the purpose of
establishing a lane change effective date, but no payment will be made until after franscripts are received.

Subd. 2. Application:

A. Creditfs to be considered for application on any lane change of the Salary Schedule must be
germane to the teacher's assignment, as determined by the School Board. The teacher may submit a request
in writing, at least seven (7) calendar days prior to the beginning of the course, for approval by the
Superintendent or their designee. Failure to receive such approval in advance shall not be considered grounds
for denial of credit for a course taken. However, a teacher who takes a course without having received prior
approval does so at the risk of that course being judged to be not germane to the teacher's assignment.

B. Courses specifically designated by the State of Minnesota that must be taken for continued licensure,
shall apply for Salary Schedule lane advancement purposes without prior approval of the Superintendent or
their designee.

C. In the event a course that has been approved is canceled due to a lack of enroliment, feachers
may request approval for a replacement course. The Superintendent or their designee shall waive the fimelines
in paragraph A. in order to process the request.

Subd. 3. Grade and Credits: In order to apply on the Salary Schedule, all credits beyond the Bachelors
Degree must carry a grade equivalent of B or higher. For credits earned under a pass-no pass grading system,
a passing or satisfactory grade will be accepted.

Subd. 4. Credits Prior to M.A.: Graduate credits earned prior to receiving the Masters Degree shall not
apply for Salary Schedule advancement beyond the Masters Degree.

Subd. 5. Recognized College or University: In order to qualify for the intfermediate Salary Schedule lanes
between the B.A. and M.A. and the M.A. and the M.A. +45, the courses taken must be from a college or
university accredited by the regional accrediting agency. Teachers may request approval of courses taken,
not to exceed é creditfs per lane change, from other institutions of learning, which are germane to the teacher's
assignment. The institution and course credit will be individually considered by approval to qualify for
educational lane advancement on the Salary Schedule.
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