CTE Dual Credit ctcLink Pilot
Project and Readiness Elements

1. Commitment & Governance
☐ Executive sponsorship secured
☐ Cross-functional team (Admissions, Registration, IT, Instruction)
☐ Commitment to implementation timeline
☐ Agreement to follow statewide processes
☐ Agreement to bring forward questions and concerns in a timely manner

2. Staffing 
☐ Admissions staff available
☐ Registration staff available
☐ ctcLink/IT support assigned
☐ Dual credit/K-12 liaison assigned
☐ Faculty/program leads engaged
☐ Direct student support
☐ Instruction/course builders

3. Application & Enrollment 
☐ Plan for student self-enrollment (ctcLink)
☐ Backup process for manual enrollment if needed
☐ Strategy to address shopping cart/enrollment errors
☐ Student instructions and support materials prepared
☐ Outreach and engagement with students and families, communication plan

4. Course Build & Academic Decisions
☐ Adherence to business process document 
☐ Census date approach defined
☐ Withdrawal & transcript rules clarified
☐ Alignment with articulation agreements confirmed
☐ Student fees and policies

5. Student Coding & Program Management
☐ Student group assignment process defined
☐ Plan for manual vs automated coding
☐ Process for multi-program students established

6. Grading & Transcript Processes
☐ Grade submission method defined
☐ Policy for minimum grades established
☐ Plan for removing or retaining courses clarified (prior to grade process/posting)
☐ Clear communication with high schools/districts
☐ Alignment with CiHS/Running Start policies considered

7. High School Partnerships
☐ Communication plan with districts
☐ Clear training plan for high school staff, ongoing support
☐ Instructor onboarding/training plan
☐ Agreement on grading workflows
☐ Alignment on timelines

8. Technical Aspects
☐ OAAP 
☐ Student groups
☐ Course attributes
☐ Instructor setup approach decided (POI or other)
☐ Technical assistance via Solar Winds ticketing system

9. Data & Reporting
☐ Staff trained in queries/reports
☐ Plan to track students by high school
☐ Data validation/cleanup process established

10. Policy Impacts
☐ Academic standing implications
☐ Enrollment restriction policies 
☐ Credit portability considerations 

Please submit any questions related to this information to Bill Belden at wbelden@sbctc.edu.
