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Introduction to Handbook
This handbook for students and parents provides information about ALHS Online (ALHSO).

The most recent version of this handbook is available on the ALHS Online website http://www.alhso.org
through the Resources link, Document Downloads item, on the top menu.

Association of Lutheran High Schools

The 23 WELS Lutheran high schools and the two WELS preparatory schools have banded together to form
the Association of Lutheran High Schools (ALHS). This group supports and encourages the ministry of
secondary education in WELS. Other groups that are interested in and support the work of the ALHS
include the WELS Commission on Lutheran Schools, Ministerial Education, Martin Luther College, and
Wisconsin Lutheran College.

Organization of ALHS Online

Mission of ALHS Online
Develop and offer a set of high school online courses taught from a Scriptural perspective.

Goals of ALHS Online

ALHS Online strives to

Achieve recognition as an entity which offers high quality online courses for high school students.
Develop a curriculum which meets the needs of the target audience.

Deliver courses which are taught from the Scriptural perspective.

Assemble a cadre of teachers qualified to teach online courses.

See to it that the necessary infrastructure, including hardware, software, and support personnel,
are in place to facilitate quality online instruction.

Develop a cost-effective self-sustaining program.

Ui e

o

Governance and Administration of ALHS Online

Board of Directors

The Board of Directors

1. Has overall control of ALHS Online (ALHSO) as a non-profit corporation.

2. Develops the policies and procedures, which guide ALHSO. This includes policies related to:
a. Course development and offerings.
b. Teachers and their qualifications, expectations, remuneration, and performance evaluation.
c. Students and student policies/expectations as they relate to ALHSO courses.
d. ALHSO finances.

3. Supervises the ongoing operation of ALHSO.
a. Engages a part-time superintendent and other support personnel of ALHSO.
b. Establishes the job description of the superintendent and other support personnel.
c. Supervises the work of the superintendent.

4. Appoints Board of Director members who represent small, medium, and large Lutheran high
schools of the WELS, Martin Luther College, and the WELS Commission on Lutheran Schools.

5. Keeps ALHS administrators and their schools informed through periodic reports.
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Association of Lutheran High Schools (ALHS)

The ALHS
1. Offers feedback and guidance to the ALHSO Board of Directors concerning ALHSO policies and
procedures.

2. Supports the ALHSO and encourages schools to actively participate.
3. Receives period reports from the ALHS Online Board of Directors and/or the Superintendent.

Organizational Policies
Non-Discrimination Policy

ALHS Online does not discriminate based on race, color, national and ethnic origin, age, sex, or marital
status for staff, students, or instructors. Instructor/staff status for ALHS Online, as a Wisconsin Evangelical
Lutheran Synod (WELS) associated organization, is open to all who meet the biblical and synodical
standards for service in the ministry of the WELS.

Anti-Harassment Policy

ALHS Online is committed to safeguarding the rights of all individuals involved with ALHS Online to work
and learn in an environment free from any form of harassment, including sexual harassment. Harassment
based on race, color, ancestry, religion, national origin, age, gender, or disability in any form is strictly
forbidden and may result in termination from the course or working with ALHS Online.

Anyone who feels that he or she has been a victim of harassment is encouraged to report the incident in
writing to his or her local school administration or the superintendent of ALHS Online. Policies already in
place to deal with harassment at the local school where the instructor is employed or the student attends
will be followed.

If the instructor or student involved is not connected to a local school, report the incident to the
superintendent or chairperson of ALHS Online. In consultation with the ALHS Online Board of Control, an
internal investigation will begin in which other witnesses and the alleged harasser will be interviewed. If it
is determined that harassment did occur, the harasser will be subject to disciplinary action which may
include termination of relationships with ALHS Online (staff/instructor) or course enrollment (student).
Those involved will be informed of the results of the internal disciplinary process unless data privacy laws
prohibit such disclosure. When required by law, ALHS Online will cooperate in filing of criminal charges
and working with law enforcement officials.

Financial

1. The Board of Directors:
a. Establishes the financial policies for the ALHS Online.
b. Sets the tuition rates for the courses.
c¢. Remunerates teachers for teaching and course development according to established policies.
d. Sets the remuneration for the part-time superintendent and for support personnel.
e. Provides for the annual audit of all financial records.

2. Each participating school decides if the registration fees and tuition costs for their students
enrolled in an online course will be paid by the school, by the student/parents, or a portion by each.
(Additional information on amounts, due dates, late fees, etc., is included in Registration
Information in the appendices section of this document.)
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Cooperating Schools

The Association of Lutheran High Schools (ALHS) has approved and is supportive of ALHS Online (ALHSO).
Therefore, each WELS Lutheran school is asked to cooperate with the ALHSO Board of Directors and the
ALHSO superintendent in the following ways:

1.
2.

o

Each school is encouraged to include appropriate ALHSO courses in its curricular offerings.

Decide if the students’ tuition fees for ALHSO courses will be covered by their school, by the
students/parents, or a portion by each.

Promote ALHSO in every way possible: website, emails, newsletters, reports to committees and
boards, and any other way that is appropriate.

Screen each student to ensure that they are able to handle the rigors of online learning; which often
requires more independent work and self-motivation than in a traditional classroom. Students need
to be computer literate prior to enrolling in an online course.

Designate a contact person at the school who will receive and disburse all information regarding
ALHSO.

Maintain the academic records of their students who enroll in ALHSO courses.

The school will assign a proctor who will work with the ALHSO instructor and the students to
assure the course proceeds as scheduled. (See section on Course Proctors.)

Provide time during the school day for students to work on the course. This scheduled time can be
during a study period.

Work with the ALHSO superintendent to:

Determine which additional courses would help schools better meet the needs of their students.
Facilitate an ALHSO registration process which meshes with local school procedures.

Facilitate a process for recording student credit for courses completed via ALHSO.

Provide the necessary technology support for students to access and complete the course.
Coordinate course start/end dates between schools and any related scheduling issues.

® o0 o

Teachers

Qualifications
Teachers shall

1

2.
3.
4,

5.

Have a minimum of a bachelor’s degree in education.

Be qualified to teach in WELS schools.

Be a member in good standing at a WELS or ELS congregation.

Be trained in online teaching and course development by completing MLC's courses EDT9501:
Teaching Online and EDT9502: Designing and Constructing Online Courses. If the teacher has
completed similar courses at another institution, the ALHSO superintendent will determine
suitability for substitution.

Have demonstrated the necessary qualifications to teach the course assigned.

NOTE: Any exceptions to the above qualifications will be handled on an individual basis at the
discretion and approval of the Board of Directors.

Expectations

Teachers shall:

1.

AN

Become familiar with, adhere to, and help implement ALHSO policies and procedures.

Submit a course syllabus to the ALHSO superintendent based on a common template.

Teach all courses from a Scriptural perspective.

Keep abreast of innovations and developments in the course he/she teaches.

Strive to use appropriate technology to enhance student learning.

Cooperate with the superintendent in evaluating the course and the instruction of the course(s)
being taught. Those evaluations will be reported to the Board of Directors.

Work with the designated course proctor of students at various schools, and at times directly with
parents, to help coordinate learning activities.

6
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Instructor/Course Evaluation

Students will be asked to complete a standardized end-of-course evaluation survey during the closing week

of each

course. The survey instrument will include items that evaluate both the course and the instructor.

The survey will be administered electronically by the ALHSO superintendent, who will tabulate the results
and share them with both the course instructor and the Board of Control. The purpose of the evaluation
will be to gauge current student satisfaction and make improvements as needed to future offerings of the

course.

Course Proctors

Each school will assign a course proctor to their students that are enrolled in an ALHS Online course. The
same person can serve as the course proctor for all students enrolled in various online courses at the
school. The course proctor will:

1.

w

Serve as the main contact person between the course instructor and the school. Typical
communication might include items such as days off from school, absent students, missing
assignments, student progress, etc.

Serve as a contact between the school and the student's parents/guardians if needed for such issues
as consistently late or missing work, plagiarism, etc. (Instructors should contact parents too.)
Arrange for local support, guidance, and technical assistance for students, as needed.

Arrange for proctoring of tests, if needed. (The course instructor will provide specific instructions
to the proctor concerning tests and the proctor's role in test administration.)

Curriculum

The Board of Directors will use the following guidelines as it prepares the curriculum for the ALHS Online.

1.

2.

3.
4,

Focus on meeting the needs of the students listed in the Target Audience section of this handbook
(see next section).

Periodically survey the ALHS schools to gain a better understanding of the courses they would like
to see offered to supplement their existing on-campus curriculum.

Cover as many of the areas of a high school curriculum as possible.

Offer courses for students of varying abilities, ranging from credit recovery to advanced placement.

Note: A current list of courses and course descriptions is available through the ALHSO.org website
under the Resources tab.

Target
1.

Students
Audience

ALHS students

a. Students who are not able to take a particular class at the high school they attend due
scheduling conflicts, or because it is not offered at their school

b. Students who need to retake a course they failed (credit recovery)

c. Students who want AP classes and other classes for college credit not offered by their school

Home or public high school students from WELS congregations

a. Students who are home bound or are being home-schooled

b. Students who may want to enroll in a religion course that is otherwise unavailable to them

High school students who are not WELS members

Highly capable, self-disciplined, middle school students ready for select high school courses

Qualifications

1.

The student needs to be computer literate in that a student is already familiar with how to use a
computer in an online environment, including the use of email attachments, browsers, word
processing, Internet searching, and other common applications.
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2. Since online learning offers greater flexibility of time, students should be self-motivated, able to
work independently, have strong reading and writing skills, and able to manage time wisely.

3. Capable of handling the academic challenges of the content area covered by the course.

Course Related Policies
Attendance

Students enrolled in ALHS Online courses are expected to have an assigned period at their local school to
work on their course material during each school day and that attendance during the period is monitored.
Home school students are expected to do the same at home. Students are expected to attend and
participate in their online course with the same regularity as they would a traditional face-to-face course.
In case of an extended illness or other extenuating circumstances, the course instructor should be
contacted directly by the student's proctor and/or the student or student's parent/guardian. It is the
student's responsibility to make up any missed work in a timely fashion. A student who neglects school
work or has excessive unexcused absences may be required to withdraw from the course. Individual
instructors are expected to publish detailed policies on attendance and late work in their course syllabus.

Academic Honesty

All students enrolled in ALHS Online courses must adhere to standards of strict academic honesty. All work
submitted to meet course requirements is expected to be the student's own work. Students who are found
to have violated academic honesty expectations will be subject to various disciplinary actions than may
include failing the course. Individual instructors are expected to publish detailed policies on academic
honesty in their course syllabus.

Discipline
As in any traditional classroom, the course instructor should first attempt to address any discipline
problems directly with the student involved. It the instructor is not able to resolve the issue, or if it is of a
nature that requires administrative notification, the instructor will report the incident to the student's

proctor and/or administration of the local school that the student regularly attends. In such cases, the
course of action should follow the disciplinary policies and procedures of the local school.

Student Grades

Grading Scales

Since not all ALHS schools use a common grading scale, ALHSO does not set a specific grading scale for use
in its courses. It is up to the course instructor of each ALHSO course to determine and publish in the course
syllabus the grading scale that will be used in his/her course.

[t is important to remember that a grading scale is only a guide that the instructor uses to help determine
the letter grades within the course. A course instructor may curve grades on certain assignments or tests,
offer extra credit work, or employ other commonly acceptable methods which might affect letter grades of
individual students.

All ALHSO courses will use the letter grades A, B, C, D, or F when issuing final course grades. A plus (+) or
minus (-) symbol may be used after a letter grade to indicate additional demarcation. Once a letter grade is
issued to the student's school at the end of the course, schools may not change the letter grade. A student,
parent, or school may contact the course instructor for clarification on how a particular grade was
determined.
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Grade Books

All grade books for ALHSO courses are setup so each student, as well as the proctor assigned to that
students, can see the student's current grade in the course.

Some ALHS schools might also request that the course instructor enter duplicate assignment grades for its
students into PowerSchool or some other web-based site so the parents of its students can see the grades of
their child in the course at any time. It is up to each course instructor to decide if they are willing to honor
this request or not. As an alternative, a course proctor from the student's local school might be willing to
handle this duplicate grade entry instead of the course instructor.

Marking Period Grades

If a participating school needs to know a marking period grade for one of its students, a representative
from the student's high school should contact the course instructor. The representative could be the
student's assigned proctor for the course. All marking period grades will be issued as letter grades, not
percentages.

Semester Grades for Full-year Courses

Students will be issued a separate letter grade at the end of each semester for full-year courses based on
the student’s performance during that semester. In other words, instructors should not average the grade
earned each semester to come up with an overall course grade at the end of the second semester, but treat
each semester as a separate entity. (If there are reasons for an exception to this general policy, they should
be cleared with the ALHS Online superintendent.)

Failing Semester 1 of a Full-year Course

Students that do not earn a passing grade for the first semester of a full-year course will automatically be
dropped from enrollment in the second semester. Any exceptions need instructor approval.

Incompletes

A course grade of an "I" (incomplete) should only be given to a student with extenuating circumstances
(such as a sudden illness or death in the family) and always in consultation with the student's local school.
The length of time granted to remove an "[" grade should follow the same policy already in place at the
student's local school.

Transcript Grades

Generally, at the end of the course the course instructor will send the student's course "letter grade" via
email to the course proctor assigned by each high school. The course proctor will forward the letter grade
to the appropriate person at each school so it can be entered on the student's transcript. If a particular high
school would prefer some other form of communication, they will have to let the course instructor know.

Once a letter grade is issued to the student's school at the end of the course, schools may not change the
letter grade. However, it is up to each high school to determine how the course letter grade will be used in
calculating the student's cumulative GPA (i.e. some high schools will give "honors" or "AP" courses more
weight than regular courses while other schools will count all courses the same). Generally, on a course
transcript, schools do not indicate if a course was taken in an online or face-to-face format since this should
have no bearing on the legitimacy or quality of the course.

Semester Exams

ALHSO does not require semester exams; however, instructors are welcome to include a semester exam as
part of their course. Since each WELS school is working on a different schedule, any semester exam that
requires a proctor or an uninterrupted block of time needs to fit into a normal class period for students at
each school involved, typically 40-50 minutes. If an exam requires more time than that, then the exam
should be split across more than one day. Semester exams need to be completed prior to the end of the
ALHSO semester.
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Technology

It is the student's/parent's and/or the student's local school's responsibility, not the responsibility of ALHS
Online, to ensure that the student has access to a computer that meets or exceeds the minimal hardware
and software specifications to actively participate in an online course through ALHS Online. (See the
Minimal Technology Requirements in the appendices section for more information.)

Textbooks

The course instructor will determine the textbook, if any, that is needed for the course and report the
information in the course syllabus, which will be shared with students/parents and participating schools. It
is up to each participating school to determine if the school or the student is responsible for acquiring the
needed textbook. In some cases, the ALHS Online instructor's local WELS high school might have copies
that can be used (perhaps rented) by students at other schools. The course instructor will inform students
if this is a possibility.

ALHS will provide a single document on the ALHSO website listing textbook/software requirements for the
various courses. Schools are encouraged to contact the course instructor directly for the most up-to-date
information.

Enrollment Policies

Course Offerings

ALHS Online will provide ALHS schools with a listing of courses that will be offered during the following
academic year by mid-November. Schools that require such information at an earlier date are encouraged
to contact the ALHS Online superintendent for a tentative list of course offerings.

Individual schools are encouraged to seek local approval to add courses that are of interest to them and
their students to their official list of courses offered through their school. By doing so, such schools will be
able to expand their existing course offerings to better serve the current student body and recruit
additional students.

Course Registration Procedure

ALHS Online registration is conducted online through TADS, which specializes in online registration
services. See the Registration Information section in the appendix for details.

Schools with more than 10 student registrations may still register directly through ALHSO by submitting an
Excel spreadsheet with specified information. Contact the ALHSO superintendent for details.

Enrollment Limits
Courses offered to high school students:

1. The minimum enrollment for any course is 3 students. However, if only 1 or 2 students enroll in a
course, it is up to the course instructor to decide if he/she wants to teach the course or not.

2. The maximum enrollment for any course is 20 students per section. The enrollment can be allowed
to increase above the maximum limit only if the course instructor is in agreement.

3. Some ALHSO courses are taught to students at a local school even if there are no additional ALHSO
students who enroll. In such cases, the ALHSO minimum enrollment does not apply.

Courses taught to elementary students: (Algebra 1; Geometry; Spanish 1A; Spanish 1B)
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1. The minimum enrollment is 8 students. However, if fewer students enroll in a course, it will be up
to the course instructor and superintendent to decide if the course is cancelled or not.

2. The maximum enrollment is 20 students per section.

Calendar

All courses offered though ALHS Online during a semester begin and end on the same date. The first
semester generally runs from late August through mid-December. Second semester is from early January
through mid-May. Exact dates will be published prior to the start of each academic year. An attempt is
made by ALHS Online to coordinate the semester start and end dates with the school calendars of
participating ALHS schools. For instance, the first semester begins after most participating schools have
already begun their first semester. While some participating high schools end their first semester in mid-
January, many end late-December. Therefore, ALHS Online decided that its first semester will end in late-
December each year and begin the second semester in early-January. Individual course instructors are
encouraged to coordinate time off for major holidays that fall during the semester (Thanksgiving, Easter,
etc.) with their students.

Course Audits

Some WELS high schools allow students to "audit" a course, instead of taking it for "credit"; hence ALHSO
will do the same. The ALHSO course instructor and superintendent need to be informed of any student that
is taking a course for audit. Students auditing a course still need to complete all course work, actively
participate in the course, and pay regular tuition costs. Students auditing a course are not issued a course
grade and therefore the course does not affect their local GPA.

Course Add

Students may add a course through the first week of the fall or spring semester with consent of the course
instructor. (The add period during the summer term is shortened to one-half week.)

Course Drop

Students may drop a course without penalty through the fourth week of the fall or spring semester. (The
drop period is shortened to two weeks during the summer term.) If the student's school has a different
drop period, the shorter of the two periods will be enforced.

The student's parent/guardian or a local school official needs to inform the course instructor and the ALHS
Online superintendent that the student is withdrawing from a course. The superintendent will drop the
student from the course.

If the student's school has a policy that students cannot drop a course after a certain number of weeks into
a course, ALHSO will abide by that policy.

If the student is allowed to withdraw from a course after the drop period a grade of WP (withdrew passing)
or WF (withdrew failing), depending on the student's grade on work due by the time of the drop, will be
issued by the course instructor to the student's local school. It is expected that the local school will process
this grade according to their already existing policies for other courses at their school.

Student Expectations
Students enrolling in ALHSO courses:

1. Agree to follow the adopted policies and procedures of the ALHSO and abide by policies at their
regular school.
11
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2. Will communicate directly with the course instructor regarding any questions or concerns related
to the course, planned or unexpected absences from school, additional time needed to make up
missed work, etc.

3. Will be assigned a local proctor, often a teacher at WELS schools or a parent for home or public
school students. The proctor will serve as a contact person between the course instructor and local
school/parent, and will arrange for local support, guidance, and test proctoring for the student as
needed.

4. Needs to be computer literate in that he/she is already familiar with how to use a computer in an
online environment, including the use of email attachments, browsers, word processing, Internet
searching, and other common applications.

5. Should be self-motivated, able to work independently, have strong reading and writing skills, and
able to manage time wisely. Learning online often requires a greater degree of diligence on the part
of the student to stay on-task and complete work on time.

Tuition Payment Policy

ALHS Online will invoice schools that collect tuition from parents, or cover the tuition costs of students
directly, following the last day to drop a course for a full-refund. (This date is four weeks into the
semester.) Such high schools will be granted a $10 per student reduction in tuition costs for the semester.
(This discount does not apply to elementary schools since that tuition is already discounted.) Payment of
the invoice is due upon receipt. Tuition payments from schools that are more than four weeks late will
result in student course access being suspended until payment has been received.

Parents/students responsible for paying tuition directly to ALHSO will be invoiced following the last day to
drop a course for a full-refund, which is four weeks into the semester. Tuition is due within 15 days of
receipt. Tuition payments more than 15 days after the due date will result in student course access being
suspended until payment has been received.

Tuition Refund Policy

A full refund, less registration fee, will be granted if a student withdraws from a course prior to the end of
the 4-week drop period (2-weeks during summer term) and the ALHS Online superintendent is informed of
the withdrawal during that same period.

No refund is granted after the fourth week (second week during summer term) of the course.

AP Exams

ALHS Online is registered with the College Board as an online course provider. All AP courses offered
through ALHS Online are fully authorized by the College Board on an annual basis. Since ALHS Online is not
a high school, it cannot administer AP Exams directly. Students wishing to take an AP Exam need to do so at
a site, often a local high school, that is authorized to order and administer the exam. Check with your local
school administration to see if they are an authorized site.

The College Board offers specific instructions on how to proceed if you do not attend a local school that is
authorized to administer an AP Exam. See http://www.collegeboard.com/student/testing/ap/reg.html for
additional information.

NCAA Core Courses

While ALHS Online college-prep courses easily meet the conditions needed to qualify as NCAA core courses,
ALHS Online cannot create its own list of approved NCAA core courses since it is not a high school.
However, each high school can adopt (approve) various courses offered through ALHS Online and include
them in their own course catalog and other promotional materials. Each high school can then add
appropriate college prep courses to their list of approved NCAA course for their high school.
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Minimal Technology Requirements /4[%/5
Dnline

It is the student/parent or local school’s responsibility to ensure that the

student has access to a computer that meets or exceeds the minimum

hardware and software requirements. The minimum specifications listed below may result in slow access

speeds and lead to some frustration. Some courses may have additional hardware and/or software

requirements, as specified by the course instructor.

The MINIMUM Software Requirements
e Word Processing Software

o Must be able to save and read files created by Microsoft Word, which will be used by most course
instructors. Microsoft Word 2007 or newer (or other equivalent software) is preferred.

e Web Browser

o The latest version of one of the following browsers:
m Microsoft Edge
m  Mozilla Firefox
m  Google Chrome
m  Apple Safari

o We cannot guarantee compatibility with all versions of all browsers. If you have problems, try a

different browser or contact the ALHS Online superintendent.

e Email Software
o You are required to have access to email, including the ability to send and receive attachments.

e PDF File Support

o Your course may require the reading of files in the PDF format; make sure you have either Adobe
Reader installed or another program, which allows you to read PDF files.

e Other Software

o Depending on your course, you may be required to download and install other free plugins to access
streaming media or other web materials.

The MINIMUM Student/Computer Requirements
e Participants are expected to have at least ...
o A basic knowledge of how to work with their computer and its operating system.

o Abasic knowledge of software applications such as word processors, email applications, Internet
browsers, and online search engines.

o NOTE: Itis the student’s, parent’s, or local school’s responsibility to seek out technical assistance as
needed from a local resource person. ALHSO cannot provide assistance on how to work with your
computer and/or its programs.

e Internet Access
o High-speed access is strongly recommended (such as DSL, cable, fiber optic, etc.).

e Email Account

o Used for sending and receiving email with your instructor and/or other students. Account must be
setup to receive email from the @mlc-wels.edu domain. There are many free services available on
the Internet including:

m  Gmail - http://gmail.com
m Hotmail - http://hotmail.com

e Operating System
o You will need access to a computer with the following minimum operating system version, or newer:
m  Microsoft Windows 7 or later
m Apple Mac OS X 10.5 “Leopard” or later
o Please make sure that you have installed all available updates for your operating system.
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ALHS Online Registration Information: 2018-2019

Registration will take place online, NOT by sending in this form. The
following information will be needed to register online.

Questions concerning ALHSO may be directed to:

Dr. Jim Grunwald grunwajr@mlc-wels.edu

ALHS

Online

Instructions for Registration (See next page for more detailed information.)

1. Gather the information below; go to http://mytads.com/a/alhsonline, and select Fall 2018-Spring 2019
School Year. If you had an ALHSO TADS account last year you may use it again or select Create a New
Account and enter the requested parent/guardian account information. If you are asked for a setup code to
get back into your account, it is ATEC6-TXS

2. During the registration process, you will be asked to make arrangements to pay a one-time, non-refundable,
$20 registration (admissions) fee. (The fee increases to $30 after Aug. 10, 2018)

3. During the registration process, you will be asked if your school should be invoiced for the ALHSO tuition, or
if you should be invoiced through TADS. The tuition cost remains at $250 per course, per semester, for 2018-
19. (Tuition cost for 7-8" grade students in Spanish, Algebra, or Geometry will be $125 per student, per
semester.)

4. Course viability deadlines of August 10 (first semester) and December 15 (second semester) have been set
to determine which courses might need to be cancelled due to low enrollments. Students may still register
for remaining courses up until the start of classes on August 28 and January 7 respectively.

Essential Information (Needed in order to complete online registration)

Student’s first and last name:

(first) (last

Address City State Zip

Male Female Date of birth: / / (mm/dd/yy)

Student’s email address:
(Will be used on a near daily basis for course related communications between teacher and student.)

Grade when course(s) will be taken: 7___ 8 9 10 11 12 Other___

Student’s school in 2018-19:

Name of school City State

Guardian’s name

(first) (last)
Guardian’s email address:

Guardian’s preferred phone number:

area code + 7 digit number

ALHSO Courses student will be taking:
Contact your school or see ALHSO.org (Resources/Course Offering Info.) for a list of available courses.

Semester 1 courses:

Semester 2 courses:
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ALHS Online Registration Process Procedure 2018-19

1. Students or parents go to http://mytads.com/a/alhsonline and select
Fall 2018-Spring 2019 School Year.

2. On the Sign In screen enter either last year’s information or click on Create a New Account.
On the Create Account screen enter the requested guardian account information. Click Submit.

3. On the Start New Student Application screen fill in the requested student information and select
Continue.

4. On the Admission Application screen, read the information and select Continue.
5. On the Student screen, fill in the requested information and select Continue.

6. On the Student Supplemental Questions screen, fill in student’s school, course selections, student’s
email address, and _indicate if tuition should be invoiced to your school or to you through your TADS
account. Select Continue.

7. On the Household screen, fill in the parent/guardian information, and select Create Household. (If
another Household screen appears, edit if needed and select Submit and Continue.)

8. On the Submit Application, Payment Method, and Terms and Conditions screens, fill in the requested
information and select Submit.

9. A Please review the information ... screen will appear. Select Submit if things are correct.

10. A confirmation screen will appear indicating that the application has been submitted as well as a link to
download and print your registration fee invoice. An email will also be sent to the parent/guardian's
email address by TADS indicating the same.

Registration Fee: The registration process is complete once the $20 registration (admissions) fee has been
received. (Fee increases to $30 after Aug. 10, 2018.) If you selected Mail Payment, print out the TADS invoice. If
you or your parents are responsible for sending in the registration fee, please send it in to TADS as indicated on
the invoice. If your school is paying student registration fees, turn the invoice in to the appropriate person at
school for payment.

Tuition payment: In step 6 above, if you indicated that you should be invoiced for the ALHSO course tuition,
then ALHSO will create an invoice for you to pay directly through your TADS account about 4 weeks after the
semester begins.

If your school is paying registration fees and/or tuition: Dr. Grunwald will send additional information to your
school for bulk payment of registration fees and/or tuition about 4 weeks after the semester begins.

Help:
If you have questions on working with the TADS registration site, you should contact TADS support directly.
(Email: support@tads.com Toll-free: 800-477-8237)

If you have questions on the registration process or course offerings, you are welcome to contact ALHS Online
superintendent, Dr. Jim Grunwald. (Email: grunwajr@mlc-wels.edu or Cell: 507-217-1574)
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