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Preamble

The Regina Catholic School Division (RCSD) recognizes that some students are able to
demonstrate a high level of achievement of the learning objectives of a particular course
without spending the required hours enrolled in the course. The school division will allow students
in the division to challenge a maximum of two (2) courses for credit at the 10 or 20 level.

Application

1. In order to administer the course challenge process, the teacher shall have taught the
course at least twice.

2. Only provincially developed courses at the 10 or 20 level may be challenged.

3. The course challenge process shall include a variety of assessment techniques that
measure the level of student attainment of course objectives/outcomes.

4. The student must prepare for the course challenge independently, though the teacher
will provide general guiding material.

5. In order to receive credit, the student shall attain a minimum mark of 80% through the
course challenge process. The percentage mark attained will be recorded on the
student’s transcript.

6. Students not successful in a course challenge shall not be allowed to challenge the same
course a second time.

7. In order to receive credit for the course, a student who does not attain a mark of 80% in
the challenge process will be required to register in and successfully complete the
course.

8. Applications for a challenge process will be forwarded to the school principal, who will
inform the student of the approval or refusal of the challenge application within ten (10)
school days of receipt.
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In order to challenge a course, the student must submit the Intent to Challenge Course
form attached to the principal. The student must also provide a portfolio indicating a
record of experiences and previous learning opportunities that would indicate that the
student has met the learning outcomes of the course.

. The principal and two (2) teachers in the discipline in which the student is challenging a

course will evaluate the Intent to Challenge Course Form. One of these teachers will be
responsible for administering the challenge requirements. This committee of three (3) will
consider the student’s chance of

a. attaining a mark of 80% through the process (with completion of the “Summary of
Achievement” form attached),

b. being successful in completing the next level of the course.

. The process will be administered and completed within a one-semester time frame.

. If the challenged course is a prerequisite, any credits in subsequent courses will not be

granted until the challenged course is successfully completed.

. Students are limited to only one (1) attempt at the challenge. If they are unsuccessful

they:

a. willimmediately be removed from any course which requires the challenged
course as a pre-requisite, and

b. may register in and successfully complete the challenged course as they would
for any other course.

. Students will

a. successfully complete a course challenge before enrolling in the next level
(subsequent) course.

b. indicate their intention to challenge a course within twenty (20) days of the
commencement of the semester, using the form provided,

c. obtain a course outline af the semester’s start from the designated teacher or
school administration,

d. examine the course goals and outcomes to ascertain the prerequisite knowledge
and skills to atftempt the course challenge,

e. seek out and obtain, af the teacher’s convenience, review materials, the
assessment formats, and required textbooks, no later than thirty (30) days prior to
the writing of the course challenge final,

f. prepare diligently for the course challenge and complete all required
assessments by the due dates,
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complete the course challenge assessment(s) within the designated fimeframe
determined by the designated teacher and the principal,

understand that the designated teacher is not responsible for any teaching,
tutoring, or assistance other than providing a course outline, review materials,
assessments, and a test format description.

15. Teachers will

a.

C.

develop assessment strategies for the challenge process in consultation with the
principal and other teachers within that discipline based upon course
requirements and upon current classroom assessment techniques. Course
outcomes will be listed with the assessment strategies and shall be available to
attach to the Intent to Challenge Course form.

correct the assessments, including the challenge exam, within one (1) week of
submission and provide student services with the assessments and the earned
grade, and

not tutor or be responsible for reviewing material provided to the student.

16. The supporting documents for a course challenge credit include:

a.

b.

C.

d.

Registration for a challenge credit by the school to the Registrar’s Office (Student
Records) by letter;

School/school division course challenge process;

Intent to Challenge Course form; and, when the course is complete,

Secondary Level Mark Correction form.

17. Submit all documents to:

Registrar’'s Office, Ministry of Education

1st Floor, 2220 College Avenue, Regina SK S4P 4V9
Telephone: 306-787-6012

Fax: 306-787-0035

Website: www.saskatchewan.ca

Email: student.records@gov.sk.ca
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Sample Letter

Date

Registrar’s Office, Ministry of Education
1st Floor, 2220 College Avenue,
Regina SK S4P 4V9

Re: (Student)

We are submitting an “Intent to Challenge Course,” form along with our application
process for course challenges for the above student.

We will submit a Secondary Mark Correction Form when the course is complete. Thank
you.

Sincerely,

Your Name
Counsellor
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Intent fo Challenge Course Form

Course Outcomes

(from Curriculum Guide) (Attach)

Assessment Strategies for Course Challenge
(from current classroom assessment fechniques)

Weighting %
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Secondary Level Mark Corrections
Student Data System

Learning 1D [if known)

Schoals submitting secondary level marks information via XML or through the 505 website may make corrections
electronically (up to 30 days after the course end date). After 30 days, submit corrections using this form. Schools
submitting secondary level marks information in paper format should use this form to submit corrections.

Student Information

Last Mame

First Name

Middle Name

Birthdate jdd/mmym

School Information

School Division/Tribal Council

School

Ministry Assigned Number

Course Information

Course Number

Course Name

Teacher Certification
Number

Teacher Name

Final School Mark

Dery

b

Course Start Date |

Course End Date

Day [ Toar

D Correction to an Existing Mark

|:| Remowe Existing Mark

|:| Credit Recovery {school based)

This is a: |:| Correction to an Existing Course

|:| Mew Mark Addition

|:| Credit Recovery (summer school)

|:| Course Challenge

|:| Other (explain below)

|:| Dual Credit (teacher info not required above)

Reason for the Correction:
Dary Mon Picar
Teacher Signature (electronic signature acceptable)
T ockaowshrdger thod in scordanor wth T fiscimsic informodion and Docorwniy Act, JO0G,
oy ilsrirsic tignatunr b e soror et on o sgnodoer |
Dary Mon Piear
Principal Signature |electronic signature acceptable)

¥ acinowiedge that in nomesioncy wit Thy Depironis Informgtion pnd Corgressts Ac7. 00, 1

mlyrionic uigatune bou e some affect a1 a sgnatur.)

Submit form to Registrar's Office, Ministry of Education: Email to student.records@gov.sk.ca o fax 306-787-0035

1

August 2018
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Correction to an Existing Mark — select this option to correct an existing mark that was submitted in error (e.g., typo,
number reversals) on the 505, More than 30 days have elapsed since the course end date, and the school no longer has
access to update the mark.

Correction to an Existing Course — select this option to correct an existing course on the 505 (e.g., student was given
credit for Visual Art 30, but they actually took Visual Art 20). More than 30 days have elapsed since the course end date,
and the school no longer has access to update the course,

Mew Mark Addition:

*  Non-existing course registration = select this option when a student has completed a course, but a mark was not
previously entered on SD5. More than 20 days have lapsed since the end of the school year, the student was not
registered in the class on SD5, and the school no longer has access to add a mark; or,

*  Existing course registration — select this option when a student has completed a course, but a mark was not
previously entered on 5D5. More than 120 days have lapsed since the end of the school year and the school no
longer has access to add a mark.

Course Challenge — the school wishes to submit a mark as per the Course Challenge Process: Policy and Procedures
which can be found in the Registrar’s Handhook. A copy of the schoolfschool division’s course challenge policy and a
completed intent to Challenge Course Form must be attached to the Mark Correction form. The mark must be
submitted to the Ministry of Education for entry onto the 505.

Dual Credit — student has earned a credit from an outside entity eligible for Dual Credit recognition. Teacher information
i not required.

Remove Existing Mark - select this option to remove a mark from the 505 that was incorrectly or inappropriately
submitted. More than 30 days have elapsed since the course end date, and the school no longer has access to remove
the mark.

Credit Recovery (school based) — student has improved their mark in a course by doing additional work to meet the
outcomes (e.g., hand in missed assignments, complete a project). The mark will replace the existing mark on the 5D5.
Credit recovery must be completed within 30 days after the course end date (for courses that end in May/lune, cradit
recovery must be completed within 30 days of the next school year).

Credit Recovery (summer school) — student has completed a course at a school, AND has completed at least 60 houirs of
instructional time through a summer school registered with the Ministry in order to improve their mark. The mark will
replace an existing mark on the 5DS, and is to be submitted by the base school.

Reaszon for the Correction: All Mark Correction forms must include a written explanation of the circumstances behind
the correction and the reason that the addition/correction was not made by the school within 30 days after the course
end date.

*School Supplemental — Supplemental examinations for Grade 12 subjects (for which there are departmental exams)
may be written for 100% of the students mark. Students taught a Grade 12 subject by an accredited teacher shall have
the opportunity to write a teacher-prepared comprehensive supplemental examination to raise hisfher mark (please see
the Registrar's Handbook for more information). Marks obtained through school supplemental examinations should be
entered by the school as a new mark record, not a change to an existing mark. If the exam is given as a re-write, rather
than as a supplemental examination, the mark would be submitted as a mark correction.

**Summer school courses that are full 100 hour courses, not credit recovery (no prior registration in the course is
required] should have marks submitted by the summer school, through the normal mark submission process.

z August 2008
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