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Sign ILA and return to 
CWU, share with school 

admin/staff.

Notify us of any staffing 
changes. 

Submit Section Request 
(AKA Course Build) if not 

done earlier. Summer 
Institute. 

Plan and offer parent info 
night 

Add Reviewers.

Inform students.
New Reviewers request 

access. Prereq proof ready, 
math testing done.

Inform students and 
families. Upload syllabus, 

check in with Liaison.

Seated in the correct 
course with the right 

teacher, meets 
prerequisites. Creates 

cihs.cwu.edu account or logs 
in and applies for classes. 

Support program, 
consider new teachers & 

classes.

Review student 
applications, submit proof 
of prerequisites, approval. 

Inform class about 
registration process. 
Watch your roster. 
Remind for parent 

consent. 

Application window opens 
for new teachers. 

Parent consent required 
by deadline. Check 

withdrawal deadlines

Receives, reviews and 
confirms enrollment 

report, notify us of any 
errors. 

Receives, reviews and 
confirms enrollment 

report. 

Receives, reviews and 
confirms enrollment 

report, notify of any errors. 
Prep for 2nd term.

Verify fall roster. Submit 
winter course build. Watch 

deadlines. 

CWU Faculty reviews 
applications and notifies 

applicants as needed

Check MyCWU for 
enrollment. 

Review for winter 
trimester.

Winter registration. 
Grades for fall term due. 

Winter Trimester 
registration and parent 
consent window. Check 
MyCWU for fall grades. 

Consider expanding the 
program for next year. 
Suggest new teachers. 

Plan for growing CiHS in 
your school, encourage 
new teachers to apply. 

Be aware of withdrawal 
deadlines. Review and 

confirm enrollment report, 
notify of any errors. 

Verify roster. Be aware of 
withdrawal deadlines. 

Be aware of withdrawal 
deadlines. 

Receives, reviews and 
confirms enrollment 

report, notify of any errors. 

Confirm enrollment report. 
Plan and offer another 

parent info night. 

Pre-registration for next 
year, placing students in 

appropriate classes. 

Student registration. 

Winter grades due by 
deadline. 

Spring Registration. 

Spring term registration 
window. Parent consent. 
Check MyCWU for winter 

grades.

Review student 
applications, submits 
proof of prerequisites, 

approval. 

Watch your roster. 

Review and confirm 
enrollment report, notify of 

any errors. 

Review and confirm 
enrollment report, notify of 

any errors.

Complete math placement 
testing for next year. 
Review and confirm 

enrollment report, notify of 
any errors. 

Watch deadlines for 
withdrawal. Verify roster. 

Teacher application 
window closes.  

Check withdrawal 
deadlines. 

Remind teachers to get 
CWU grades in before 

deadline, and before they 
leave for the summer. 

Submit spring grades 
before deadline. Attend 

Summer Institute if 
required. 

Training for new approved 
teachers, Summer 

Institute required (or in 
August) .

Check grade in MyCWU, 
seniors order transcripts. 
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