EvCC Initial Message Template

Topic: CTE Dual Credit Registration Change
EvCC Date Sent: 08/26/2025
EvCC Sent By: Director of High School Partnerships
Audience: CTE Directors and Teachers
Template:

Hello,
Welcome back to the <Enter Academic Year> school year! I hope you all had a great summer. At <Enter College Name>, we have had a productive summer collaborating with <Enter collaborating agencies – example: SBCTC, NWESD 189, and our fellow CTE Dual Credit regional community colleges>.
Part of this collaboration has been discussing a CTE Dual Credit Application, Enrollment, and Transcription pilot created by HB 1273 and the CTE DC Proviso. This pilot includes:
· <Enter pilot changes – Samples below>
· Students applying to the college via the Online Admissions Application Portal (OAAP). The OAAP will have a dedicated option within the existing application for CTE Dual Credit students.
· Students registering for their CTE Dual Credit eligible classes through ctcLink.
· High school teachers entering final grades in ctcLink.
· Transcription will be automated via ctcLink.
These changes will:
· <Enter positives of the pilot – Samples below>
· Have classes registered within ctcLink.
· Allow transcription to take place once final grades are submitted, not weeks or months following the end of the school year.
· Transcribe courses with other dual credit programs instead of under the Credit for Prior Learning section of the transcript. This change will allow CTE Dual Credit to appear as a traditional college class, likely increasing the transferability of the credit.
· Intentional alignment of the CTE Dual Credit and College in the High School processes.
<Enter College Name> was selected and has agreed to participate in this pilot program. As we continue to work through the pilot’s planning stage, we ask that you not share our prior CTE Dual Credit registration steps with students. Once we have more details about the pilot, including student how-to guides, we will provide you with an update.
The goal is to improve transcription and simplify the process of earning Dual Credit for students, staff, and our partners.

As always, we appreciate your partnership and dedication to your students! 

EvCC Message Template
Topic: CTE Dual Credit Registration Update
EvCC Date Sent: 11/21/2026
EvCC Sent By: Assistant Director of High School Partnerships
Audience: CTE Directors and Teachers
Template:

Hello, 

This email is to update you on the timeline for <Enter College Name> CTE application and registration for <Enter Academic Year>. Starting this year, <Enter College Name> will no longer be using SERS!! All registration and grading will be done in ctcLink. We will be sending out emails along the way to guide you through the ctcLink journey. 
Due to this transition, <Enter College Name> will have all students apply and register in our Spring 2026 quarter for this year. This means if students are in first-semester-only classes, they will also need to follow the dates listed below:
Application Opens: 
Application Closes:
Registration Opens: 
Registration Closes: 
Fees Posted on ctcLink: 
Payment Due: 
Note: students in first-semester-only classes should apply now! Once they are in our system, we can send them updates about registration and payment when the time comes. Attached to this email is a template, Your Class is Eligible for College Credits, you can use to send out to your students and/or their parents/guardians, letting them know about the CTE opportunity.  
Step-by-step instructions as well as how-to guides can be found on our <Enter College’s CTE website>. If students have questions, please have them email <Enter college’s CTE email address>.
Note: Attachment Your Class Is Eligible for College Credits!  (see template below)





EvCC Message Template
Topic: Your Class is Eligible for College Credits!
EvCC Date Sent: 11/21/2026
EvCC Sent By: High School Teacher
Audience: CTE Dual Credit Students and Families
Template/Attachment:

Hello,

Did you know your <Enter CTE Class Name> class is eligible for CTE Dual Credit (CTE DC) with <Enter College Name>? To earn college credit, you will need to apply and register for the college class with <Enter College Name>. For the <Enter Academic Year> school year, CTE DC registration will take place in <Enter College’s Name> Spring quarter.

Students who wish to receive credit will:
1. Apply to <Enter College Name>
2. Activate your ctcLink account
3. Register for classes
4. Pay the $50 fee (if applicable)
5. Earn a grade of C or higher

CTE Dual Credit <Enter Academic Year> Important Dates:
<Enter Date>: CiHS Application Opens (first day to apply to college for CTE DC)
<Enter Date>: Registration Opens (first day to sign up for CTE DC classes)
<Enter Date>: CiHS Application Closes (last day to apply to college for CTE DC classes)
<Enter Date>: Registration Closes (last day to sign up for CTE DC credit for <Enter Academic Year)
<Enter Date>: $50 fee posted to ctcLink account
<Enter Date>: $50 fee due

Please visit the <Enter the CTE Dual Credit webpage> for more information about this program. If you have any questions, please speak with me or email <Enter college’s CTE email address> to communicate with an <Enter College Name> staff member.

