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                          IHF-1 
  

 
REQUEST FOR APPROVAL TO TAKE NON-TRADITIONAL COURSES 

 
This form must be completed and approved before beginning of course work. 

 
Date:      
 

Student’s Name:                
 

Address:               
 

Parent/Guardian Name: ______________________________________________________________________________ 
 

Phone Numbers: Home:      Cell:      Work:      
 
The following information is needed for course approval: 
 
(1) Course name:_______________________________ Circle credit to be earned:  ½ unit   1 unit 
 
(2) Attach a course syllabus and grading scale for this non-traditional course. 
 
(3) Attach written documentation from the course provider that a final examination will be administered using an appropriately 
proctored process to ensure that course mastery has been accomplished. 
 
(4) Provide the name and address of the school providing the course and list its accrediting agency. 
 
AGREEMENT: 
 
My student______________________________ is choosing to take a non-traditional course for elective credit only. The student and 
his/her parent/guardian have read the agreement accompanying this approval form and hereby agree to abide by the conditions that are 
listed for taking a non-traditional course. 
 
TO BE COMPLETED BY STUDENT: 
 

I plan to begin this course on _________________ and complete it on _________________. 
 
                  
Parent/Guardian Signature    Date   Student Signature     Date 
 
RECOMMENDED BY:________________________________________________________________ 

   School Counselor       Date 
 

REVIEWED BY: _____________________________________________________________________ 
  School Administrator      Date 
 

REVIEWED BY: ______________________________________________________________________ 
                               District Curriculum Supervisor     Date   
 
REVIEWED BY: ________________________________________________________________ 
    District Curriculum Director     Date  

 
APPROVED BY: ______________________________________________________________________ 
                              Assistant Superintendent, Teaching & Learning   Date   
 
APPROVED BY: ________________________________________________________________ 
   Assistant Superintendent, Accountability, Research & Grants  Date  
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CREDITS EARNED THROUGH NON-TRADITIONAL COURSES 

  
Students who wish to earn additional credits outside of the regular school day are encouraged to enroll in courses provided 
by the Cobb County School District (District) Cobb Virtual Academy/GA Virtual program(s) and/or District summer 
school or night school programs since the District provides assurance that these courses meet local and state curriculum 
standards and assessment requirements. When course needs cannot be met by Cobb Virtual Academy/GA Virtual or 
summer or night school, students may select elective courses from other accredited institutions provided the course meets 
local and state standards and policies.  
 
Prior to taking non-traditional courses, the student/parent must complete and have approved District form IHF-1 (Request 
for Approval to Take Non-Traditional Courses).  This approval form may be downloaded from the District Website 
(www.cobbk12.org) or obtained from the student’s school counselor.   
 
After obtaining approval to take a non-traditional course, the student/parent/guardian is responsible for obtaining, 
completing and submitting the appropriate enrollment applications for non-traditional program. If required, the school 
official will sign the enrollment application. However, the signature of the school official indicates only that the course 
applied for by the student will be accepted for elective credit. It is the responsibility of the student/parent/guardian to 
determine if the course is accepted by the NCAA Clearinghouse.     
 

• A copy of the Request for Approval to Take Non-Traditional Courses will be filed in the student’s permanent 
record 

• A copy of the enrollment application or other documentation will be filed in the student’s permanent record. 
Grades earned will be posted on the student’s transcript as transferred credit.    

• Completion of one credit as recorded on an official transcript will be required before school officials authorize 
enrollment in another non-traditional course. The student is responsible for notifying his/her school if a course is 
dropped. 

 
In order to receive a high school diploma and/or participate in graduation ceremonies, the school must receive transcripts 
no later than the last day before final exams. 
 
The scheduling and administration of the sending school’s final exam is the responsibility of the parent/guardian and/or 
student. Arrangements for the administration of the final exam from the sending institution will be the responsibility of the 
parent/guardian, student, and a third party (not District Staff). 
 
All costs for course instruction, books and other materials are the responsibility of the parent/guardian and/or student. All 
study books, study materials, and examinations will be sent to the parent/guardian /student home address. 
 
District employees are not responsible for providing information concerning the policies of out-of system educational 
institutions. 
 
Timeline For Completion Of Credits Earned Through Non-Traditional: 
 
Enroll …      Official grade received by… 
Fall semester      Last day before final exams 
Spring semester     Last day before final exams 
Summer term      Prior to first day of fall semester 

 

http://www.cobbk12.org/
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