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Special Course Application Instructions
Special course applications must originate from the central office of a school district.

Step 1: Districts must submit this completed application to request approval of any secondary education course that is not approved by the State Board of Education. For more information, please review the “Special Course Approval and Implementation” section below.

Step 2: Each application must be approved annually by the local board of education and signed and dated by the director of schools and the local board of education chairperson prior to submission to the department. 

Step 3: Submit the completed application via email to Charlotte.Woehler@tn.gov or via USPS to the address below.

Tennessee Department of Education
Attention: Charlotte Woehler
12th Floor, Andrew Johnson Tower
710 James Robertson Parkway
Nashville, TN 37243

The deadline for submitting special course applications is May 13, 2016 for fall semester and year-long courses. The deadline for spring semester courses is Sept. 15, 2016. 



Special Course Approval and Implementation
· A complete initial application must be submitted for each special course that is proposed for the first instructional year. 
· Districts planning to continue offering approved special courses in the second or third year after the initial approval must submit a Special Course Renewal Form, listing any and all modifications to the application and course standards.  
· Upon completion of the third consecutive instructional year, the special course will be submitted to the State Board of Education (SBE) for review to acquire a permanent status which does not require annual special course application submission.
· A copy of the standards to be taught in the special course must be included with the application.  
· Information regarding individuals who developed the course and resources used should be included on the application. The standards should follow the same format as that used for all courses.
· All special course standards should include references to Tennessee State Standards in literacy at the appropriate grade band. References to Tennessee State Standards in mathematics and/or literacy in technical subjects are strongly recommended.
· References to Tennessee State Standards for literacy in technical subjects are required for CTE special courses.
· References to standards from science, social studies, and other content areas should be included where appropriate.
· Special course applications which can be accommodated through existing SBE-approved courses will not be approved.  
· Approved special courses are valid only for the schools, teachers, and endorsements listed in the application, unless otherwise specified by the department. 
· Special courses are to be taught by fully licensed and properly endorsed instructors.  No permits or waivers are allowed.  Special courses may not be taught outside the approved area of endorsement, except in the area of technology-based intervention.
· Prior to assigning a teacher to a special course, the district must ensure that all currently offered State Board of Education approved courses are taught by an appropriately endorsed teacher. If this is not the case, the proposed instructor of a special course should be assigned to teach in areas where their particular endorsement is in demand for an SBE-approved course.
· Occasionally, special courses are approved with conditions or modifications. 
· In these instances, department staff works with the district to ensure the course standards match the level of rigor and alignment of all TDOE-approved courses. 
· In many cases, these modifications and/or conditions result in revised special course standards or modifications to the list of approved teacher endorsements. Any approved special courses contingent upon modifications/conditions will have all conditions listed in the approval letter.
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Sections A-D must be completed for all requests.  
Missing information will delay the approval process.
	SECTION A: SCHOOL DISTRICT INFORMATION

	Special Course Name: 	
	Date Submitted: 

	School District:  
	State District Number:

	District Contact: 
	Email: 

	Contact Title: 
	Phone: 

	Total units of credit required by your district for graduation:

	SECTION B: SCHOOL AND TEACHER INFORMATION
One school per line; districts offering this special course at more than three schools should add additional lines to the table.

	 School Name

	State School Number
	School Calendar:
Please indicate specific type
	Term(s) Offered
	Anticipated
Course  Enrollment
	Teacher Name
List each teacher planning to teach this course
	Teacher Endorsement/s  and Industry Certifications
 List all endorsements and certifications 

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



December 2015
8
	SECTION C: COURSE INFORMATION

	Special Course Name: 	
	Date Submitted: 

	Type of Course: 
[bookmark: Check2][bookmark: Check1][bookmark: Check3]|_| Career and Technical Education   |_| General Education  |_| Special Populations  |_| Enrichment     

	Course Delivery Model: Will any portion of this course be delivered online?
 |_|No     |_|Yes     |_| Blended
	If Online Delivery:

|_|  Asynchronous   |_|  Synchronous
	Grade Level(s) Eligible to Enroll:


	Credit must be awarded in a specific area and cannot be requested simply as “elective credit”.  Select the content area for which credit would be awarded upon completion of this special course. The application will be returned if more than one area is checked.

	|_|English Language Arts (HQ)
|_|Math (HQ) 
|_|Science (HQ)
|_|Social Studies (HQ)
	|_|Fine Arts (HQ)
|_|World Language (HQ) 
|_|Wellness & P.E.
|_|Special Populations
	|_|Career and Technical Education   
Specify career cluster: ________________________
|_|Other (HQ, if applicable) 
Specify subject(s) included: ____________________

	A list of appropriate content standards must be submitted for each course. Tennessee ELA anchor standards must be identified by the strand and number for ALL special courses. Tennessee math standards must be identified by the cluster and standard number. These should follow the same format as those for current State Board approved courses. If career and technical education credit is requested, correctly formatted standards with alignment to Tennessee State Standards for literacy in technical subjects (and any other applicable Tennessee State Standards) must also be attached.
Special course standards are attached and include all appropriate references to Tennessee State Standards  |_|No     |_|Yes     



	SECTION D:  SPECIAL COURSE DESCRIPTION

	Special Course Name: 	

	1. Total units of credit available through proposed course:

	2. Total number of hours of instruction:

	3. Pre-requisite(s):

	4. Justification for special course (reason for including this course in the school program):

	5. Major units of instruction of course/program:

	6. Resources used to develop the course:

	7. Names/titles of individuals who developed the course:

	8. Student learning goals of this course/program:

	9. Proposed instructional methods and activities:

	10. Text and or supplementary materials to be used:

	11. Procedure for evaluating the success of this course:

	12. Does participation in this course provide the opportunity to earn postsecondary credit?
|_|Yes     |_|No       
a. If yes, please indicate the type:  |_|Dual enrollment    |_|Local dual credit  
|_|Other, please describe:______________________
b. Please list the name of the postsecondary institution(s): 

	13. Please provide any other pertinent information about this course:










	SECTION E:  CAREER AND TECHNICAL EDUCATION (CTE) COURSES
Complete this section if CTE credit will be awarded.

	1. Will this course be included in a CTE Special Program of Study application?      |_|Yes    |_| No
If yes, please submit all special course and SPOS applications with supporting documentation simultaneously to allow for a streamlined, concurrent review of all materials.





	1. Explain how this course fits into a CTE Program of Study aligned with postsecondary and local/regional labor market opportunities. 





	1. Interpret and summarize the need for this course in your community.  Attach labor market data to support the need for the proposed course and cite the source of this data.














	SECTION F: LOCAL APPROVAL AND ASSURANCES
Required for all applications.

	
The information on this application is complete and accurate. Assigning the proposed instructor to this special course will not preclude having all State Board of Education approved courses taught by appropriately endorsed teachers.  

If the title of the special course includes the name of one of the NCLB core academic content areas (e.g., English language arts), the teacher must be documented as being “Highly Qualified” in that subject area.



	
Date of Approval by Local Board of Education:

	



	





	Chairperson’s Signature



	Date





	Director of Schools’ Signature 


	Date



Tennessee Department of Education Review
	 Subject Area Content Specialist

	Signature:

	Name: 
	Date: 

	   Approved 
   Approved with conditions       
   Denied
	Course Code Assigned:



	Conditions of Approval (if applicable)
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