Checklist for Submitting Locally Developed/Acquired and Authorized Courses  (LDCs)
Course Name:  

School Authority:  

Please provide information for each item below required by course type - ( OR (
PART I:  School Authority Submission Checklist 

	
Request from School Authority


	□
	Letter of request is attached from the school authority (from superintendent or LDC designate).

	□
	Type of request is indicated – you may wish to:

□
authorize a course to be implemented (please provide date – month/year)
□
reauthorize a course expiring (please provide date – month/year)
□
designate a course as inactive (course remains valid and owned by developing authority; permission to acquire or acquire/adapt will be given by developing authority)
□
withdraw a course (course is no longer suitable; developing authority no longer offering the course and withdrawing permissions for others to use).

	□
	Type of course indicated may be:

□
developed by our school authority
□
acquired from another school authority with written permission
□
acquired/adapted: acquired from another school authority and adapted by us with written permission.

	□
	If the course is acquired or acquired/adapted, a statement indicating if or how this course differs from the original is included in the course outline package as outlined in the checklist below.

	
Permission to Acquire or Adapt a Course


	□
	Course name is provided.

	□
	Course version (date/year) is included.

	□
	Name of school authority that developed the course is provided.

	□
	A letter of permission is attached from the school authority that owns the course; i.e., from the developing school authority.

	□
	Version (date/year) of the course for which permission granted is indicated. 

	□
	Any restrictions or conditions included in the letter of permission are acknowledged and addressed.

	□
	Time period of permission granted has been included (beginning day/month/year to ending day/month/year).

	
Details of Intended Local Course Implementation



	□
	The name(s) of the school(s) that will be offering the course to students is provided, along with enrollment predictions for each school. 

	□
	Credit allocations are indicated for each level of the course to be taught. The format below may be useful for reporting this information.

15 Level:    □ 3 credits    □ 5 credits      
25 Level:    □ 3 credits    □ 5 credits      
35 Level:    □ 3 credits    □ 5 credits         
Notes: 

(1) For all LDCs, the hours of instruction must be timetabled at the same time for students and a certificated teacher.

(2) Courses may be offered for either 3 credits (62.5 hours of instruction) or 5 credits (125 hours of instruction).

(3) All language arts and language and culture LDCs must be offered for 5 credits. 

	□
	The senior high school grade level for which the course(s) is/are designed is indicated. A chart similar to the one below may be useful in submitting that information.
15 Level:   □ Grade10       □ Grade11       □ Grade12  
25 Level:   □ Grade10       □ Grade11       □ Grade12  

35 Level:   □ Grade10       □ Grade11       □ Grade12   

	□
	The grade level of students that can take this/these course(s) is indicated. A chart similar to the one below may be useful in submitting that information.
15 Level:   □ Grade10       □ Grade11       □ Grade12  
25 Level:   □ Grade10       □ Grade11       □ Grade12  

35 Level:   □ Grade10       □ Grade11       □ Grade12   

	□
	Special facilities or spaces required to teach the course are listed.

	□
	Special equipment required to teach the course is listed.

	□
	Controversial or sensitive course components are identified and information provided about how these issues will be treated at the school and/or jurisdictional level.

	□
	Risk assessment and identification of hazards related to the health and safety of teachers and students is included, along with strategies for addressing or mitigating those risks and hazards. 

	□
	Off-Campus Policy is considered and incorporated if appropriate

	□
	A list of learning resources approved by the school authority is included.

Note: 
Learning resources must meet the requirements of Section 3 of the School Act and Guidelines for Recognizing Diversity and Promoting Respect (RDPR).

	□
	Your school authority’s plan for monitoring and evaluating the implementation of the course is provided. 

	
Outline of Course (must contain the following elements):



	□
	Title/level(s) of the course is provided.

	□
	Number of Credits and Hours of Instruction is provided (students and certificated teachers must be timetabled simultaneously)

	□
	Philosophy and Rationale for the course is included.

	□
	A summary of the course content, including major topics, is provided. 

Note:
Religious studies courses must also meet the requirements of Policy 1.2.2 Locally Developed Religious Studies Courses.

	□
	A statement regarding extent of overlap, if any, with an existing provincially approved program of studies is required. 

Note:
Please name the specific approved program of studies with respect to potential overlap. Significant overlap will result in denial of the request for authorization.

Note:
LDCs must be consistent with provincial language programs.

	□
	General outcomes or expectations are included.

	□
	Specific outcomes (knowledge, skills and attitudes) are provided and tied to the general outcomes.

	□
	Prerequisite(s) for the course are identified by course name/sequence or series. 

	□
	Learning resources are listed and must meet the requirements of Section 3 of the School Act and Guidelines for Recognizing Diversity and Promoting Respect (RDPR).

	□
	Assessment standards/benchmarks, strategies and tools are detailed; e.g., sample rubrics, assessment materials can be included.


As a means of tracking the submission and approval process, you may wish to keep the following outline of Parts II and III of the submission process in your files along with your copy of Part 1.

PART II:  Submission to Alberta Education for Review

The elements in Part I of the submission process are to be completed and sent to the Director, Curriculum Branch, Alberta Education, to be reviewed for completeness and for course content overlap with provincial programs of study.

	□
	Submit entire course package (all of Part I) to the Director, Curriculum Branch, Alberta Education who will review the submission for completeness and, if necessary, notify the school authority of any further information required.

	□
	The Course Outline is reviewed by Alberta Education for overlap/consistency with provincial programs of study.  If there is not significant overlap, Alberta Education will notify the school authority to request local board approval in the form of a motion passed at a legally constituted board meeting.


PART III:  Local Board Approval

	□
	The Board, or governing body of a private school, passes a motion to authorize the locally developed/acquired course. The motion must contain: 

(a)
the name of the school authority

(b)
the date of the meeting 

(c)
the board motion number (if used in the jurisdiction)

(d)
the name of the course, levels and credits being offered, and the resources being used to teach the course

(e)
whether the course is developed, acquired or acquired/adapted

(f)
the time period for which the course is authorized (must match permission letter if acquired or acquired/adapted).
	

	□
	A copy of the board meeting minutes that includes this motion is sent to the Director, Curriculum Branch, Alberta Education.
	


PART IV: Assignment of Course Code and Letter to Board

	□
	Upon receipt of all the required information and the copy of the board meeting minutes, Alberta Education will assign a course code and inform the Board by letter.


