Scheduling Procedures

SY 09-10


Parents and Students, the administrative team and the guidance counselors at Titusville High School wish to clarify the schedule change procedures for students at THS.  Please note the following information.

GUIDANCE PROCEDURES FOR SCHEDULE CHANGES
To expedited the process of ensuring students are properly placed at the beginning of each quarter, counselors will work to have all schedule changes completed by the end of the 5th school day (preferably completed by the 3rd day).  Student schedules are based on student and parent course selections during pre-registration.  To accomplish this, counselors much have:

1. All Teacher Initiated Schedule Change forms turned into the guidance office by the end of the second day of each quarter.

2. Students requesting schedule changes should pick up schedule change forms before school in the guidance office, during lunch in the cafeteria, or after school in the guidance office.  The student request must be returned by the 3rd day of the quarter.

3. Each Teacher Initiated Schedule Change form will be returned to the teacher with the determination of any changes to the schedule.  The goal is to limit the amount of lost instruction due to schedule changes.

ACADEMIC SCHEDULE CHANGES 

Student schedules are based on student and parent course selections during pre-registration process.  After pre-registration, a counselor or administrator MUST approve any changes.  Schedule changes will only be considered in the following two (2) instances:

1. The student has already earned credit in the course.

2. The student has been placed in the incorrect course sequence.

If a student develops a problem during the term, changes will be considered when:

· The student has proven that he/she has completed all class work/homework assignments, quizzes and tests.

· The student has attended after school “help sessions”.

· The student, parent, teacher and counselor have discussed reassigning the student.   
In addition, scheduling decisions will follow the prioritized steps below:

1. Federal Requirements, 

2. State Requirements, 

3. Secondary Schools of National Prominence (SSNP)/Brevard Public Schools’ Student Progression Plan, and

4. Titusville High School Academy Program.
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