NC TEACHING FELLOWS FELLOW SPECIAL REQUEST FORM

(Revised May 14, 2010)

Fellow Special Request Process

The following procedure will be adhered to in processing Fellow Special Requests. The staff will date the receipt of the pink form. (If reproducing this form, use the same format and shade of pink paper. Do not delete any items on the form.) If all is in order, the form will be forwarded to the administrator for the staff recommendation. This form will be returned to the Campus Director if any of the following apply: the form is missing information, if the form is not legible, if the information is not accurate, or if the request is missing documentation. *Attention MUST be given to the deadlines established in the calendar for requests. Requests received beyond the deadline for any specific Commission meeting will NOT be processed until the next Commission meeting. The original form must be sent even if a faxed copy has been submitted.
The following is provided as information when filling out the Fellow Request Form.

1) TF ID NUMBER: the Teaching Fellows office gives this number to Directors. It remains the Fellow's TF ID number forever.
2) 
NAME OF TEACHING FELLOW: Enter the Fellow's full name. Include the married name if applicable.

3)
FELLOW'S CURRENT ADDRESS & PHONE: The Fellow's current (on or off-campus)  

   
address and telephone number are entered here. Freshmen must be in on-campus housing.

4)
PARENT/SURETY NAME: Enter the parent/surety’s full name. 

5)
PARENT/SURETY'S CURRENT ADDRESS & PHONE: The staff often must communicate with the surety/parent. Current information must be on file.

6) 
NUMBER OF REQUESTS TO DATE: this is the total number of all requests from this 


Fellow at any time during his/her college career.

7)
NUMBER OF TRANSFERS: Total to date.

8)
NUMBER OF STUDY ABROADS: Total to date.

9) 
NUMBER OF ACADEMIC PROBATIONS: The policy allows one academic probation.  


Any subsequent request must have a strong recommendation from the Director.

10) NUMBER OF Credit Hour Exemptions: Total to date.
11) NUMBER OF PERSONAL AND/OR MEDICAL LEAVES: Total to date.
12) NUMBER OF GRADUATE (EARLY, LATE, OR NOW ONTIME): Total to date.
13) NUMBER OF OTHER REQUESTS: This includes all request other than those listed above. 
(Participate late or early Summer Experience requests or Delay entering MAT program for one year requests as well)
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14) EXEMPTION OF ADMISSION INTO TEACHERS EDUCATION: Fellows can only request exemption of admission into Teachers Education once and only in their junior year. After the Fellows junior year if they still are not admitted into Teacher Education a Special Request for Academic Probation must be submitted for each semester they are not admitted to Teacher Education.  
15) NUMBER OF SEMESTERS OF FUNDS RECEIVED TO DATE: This number MUST be 


accurate.  It is of particular importance if the Fellow has already received funds and is

      retroactively withdrawing.

16)
CAMPUS: Enter the name of the institution.
17)
CLASS (Year of Entry): The Teaching Fellows' office tracks all Fellows by year of entry into  


the program. Office files are set up by year of entry then by campus. Graduates are filed 
alphabetical by year of entry.

18)
INSTITUTION CLASSIFICATION: This is the designation given to a Fellow by the 
institution according to his/her credit hours, GPA, etc.  It is possible for a Fellow who has been 
in school for three years (6 semesters) not to qualify as a junior, particularly if he/she has had a 
retroactive leave from the program.  

19)
OVERALL CUMULATIVE GPA: The Teaching Fellows Scholarship requires a minimum 
cumulative 2.0 GPA by the end of the first semester of the freshman year, a minimum 2.25 GPA by the end of the freshman year (summer school) and a 2.50 by the end of the sophomore year (summer school) on all work attempted, including major, and every semester thereafter. The reports should include the total cumulative GPA from any source that is accepted by the institution.  Note:  GPA will rarely, if ever, be exempted. Staff will not release funds for GPA below the required minimum.

20) MAJOR CUMULATIVE GPA:  Teaching Fellows are required to have a cumulative GPA of 
2.5 in the major at the end of the sophomore year and every semester thereafter. See Section 2 of the Promissory Note. 1/21/2004: The Commission staff will not track the GPA in the major at this time until all of the campuses have a system that can calculate it.

21) CUMULATIVE CREDIT HOURS: The Teaching Fellows Scholarship requires that Fellows 
must maintain appropriate credit hours by the end of the first semester freshman year and each semester thereafter. The grade reports should include the total credit hours from any source that is accepted by the institution. The Commission staff uses the credit hours established by each institution for designation as a sophomore, junior or senior. Staff will release funds if credit hours are within five hours of the minimum for each classification. However, the Fellow is required to submit a Fellow Special Request for Exemption of the Credit Hour Requirement. If the Fellow is more than five hours from the minimum, funds will be held and he/she MUST submit a Fellow Special Request for Academic Probation due to not meeting the Credit Hour Requirement.
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22)
AREA FOR LICENSURE: Enter the Fellow’s area for licensure.

23) ADMITTED INTO TEACHER EDUCATION: Indicate if the Fellow has been admitted 
into Teacher Education with a check mark. After a Fellow’s junior year, funds will not be released until the Fellow is admitted regardless of the GPA and credit hours. A Fellow Special Request for Academic Probation must be submitted for each semester that the Fellow is still not admitted into Teacher Education.

24) For UNC-CH Secondary, K-12 foreign language, and music majors only: UNC-CH 


Fellows must complete information about MAT enrollment. 

25) TEACHING FELLOW’S FELLOW SPECIAL REQUEST REASON: This must reflect what the Fellow is requesting in his/her letter. The Director should read the letter carefully and then check the box on the back of the special request form that corresponds to the reason(s) for submitting the request. Descriptions for each line on the back of the form are listed below (a-m).  Fellows should be reminded that the letter is forwarded to the Commission. Appropriate business letter format is required and the letter must be dated and signed. If the Director does not recommend approval of the request, he/she must write a letter of explanation.  

a)
Academic Probation due to GPA: The Fellow's cumulative GPA is below the required minimum.  The Fellow is allowed to remain enrolled in school as a Fellow without funds.  He/she must request reinstatement for the next semester and may do so at the time of the request for academic probation. Fellow must participate in all campus and statewide activities.

b)   Academic Probation due to Credit Hours: The Fellow’s cumulative credit hours are more than five hours from the minimum requirement. The Fellow is allowed to remain enrolled in school as a Fellow without funds. He/she must request reinstatement for the next semester and may do so at the time of the request for academic probation. Fellow must participate in all campus and statewide activities.

c) Exemption of the Cumulative Credit Hour requirement: The Fellow’s cumulative credit hours are within five hours of the minimum requirements. Funds will be released and the Fellow is expected to remain on track to receive funds the following semester. 

d) Exemption of the Semester Credit Hour requirement: The Fellow is not carrying at least 12 credit hours for the semester due to medical problems or seniors needing less than 12 hours to graduate. (Does not apply to seniors who have not completed Fellow teaching.) 

Retroactive exemption of the Semester Credit Hour requirement: The Fellow has dropped below the minimum 12 semester credit hours after funds have been released.
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e) Leave of Absences:




Personal Leave of Absence: The Fellow may desire a semester out for reasons other 



than academic ones. The Director must document this leave.




Medical Leave of Absence: The Fellow may request medical leave if it is documented by the Director and the attending physician/psychologist and approved by the university. 

            
Maternity Leave of Absence: Maternity leave may be requested.




Religious Leave of Absence: Religious leave is granted when Fellow desires to 



complete mission work as required by the religion.


Leave of Absence due to the Death of a Family Member: Such leave may be requested if undue emotional stress or family need is caused by the death of the family member.




Retroactive Leave of Absence: Administrative Policy 35.4. This leave is requested when the Fellow has received funds for a given semester in which he/she was enrolled at the time of the withdrawal from school. The Fellow has received money for a semester, which will yield no credit. This leave must have official documentation from the institution. If the Fellow was in good standing at the beginning of the semester from which he/she withdrew, he/she will return to the program, beginning with the next semester and continue to receive funds with the understanding that, should an additional semester be required to graduate, the Fellow would be responsible for the cost. He/she may not receive more than eight semesters of funds.



Other Leaves: Any other leave would be on a case-by-case basis approved by the   




Commission.



f) 
Permission to Study Abroad or Study Away: Leave to study abroad or away may be requested. If such leave is under the auspices of the institution and the Fellow is receiving credit, he/she may receive scholarship funds. Such leave must have official documentation consisting of a description of the program of study, specific dates of study, and that this is an approved study abroad or study away program through the Fellows institution. Requests will not be considered if this documentation is not included with the request. Numerous leaves to study abroad or study away will not be recommended by staff. This does not exempt the Fellow from any summer experiences.

g) 
Exemption of Admission into Teacher Education for the Spring Semester of the Junior Year:  All Fellows (except UNC-Chapel Hill secondary, K-12 music, and foreign language majors through the class of 2008 and UNC-Chapel Hill secondary and K-12 music majors beginning and including the class of 2009; must be admitted by the end of the first semester of the junior year. Any Fellow in the first semester of the junior year who is not admitted into a Teacher Education Program by the deadline for Fellow Special Requests for the Fall Commission meeting (usually late Oct. or early Nov.) should submit a Fellow Special Request for exemption. Funds will NOT BE RELEASED in the Spring for any Junior who does not get Commission approval at the Fall Commission meeting. 
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h)
Academic Probation due to not being admitted into Teacher Education: If the Fellow is not admitted by the end of the junior year, no funds will be released until the Fellow is admitted and the Fellow MUST submit a request for Academic Probation for each semester that they are not admitted. A Fellow is automatically on probation unless exemption is approved by the Commission. Fellows on track for educationally related professions not requiring teacher licensure and MAT Fellows must get Commission approval at this time.
i)    Permission to Graduate without Eligibility for Licensure to Teach If Related to Praxis II Exit Exam: This request MUST be made before graduation, i.e., at the MARCH Commission meeting. Teaching Fellows Commission policy requires eligibility for licensure upon undergraduate graduation. Teaching Fellows must take and pass the Praxis II exam if it is required by the campus in accordance with the State Board of Education Policy on licensure. Fellows that are required to take the Praxis II exam who have not taken or have not received passing scores on the Praxis II exam by the Fellow Special Request deadline for the March Commission meeting (see Teaching Fellows Calendar) MUST submit a Fellow Special Request to “graduate without eligibility for licensure pending passing results of the Praxis II exam before undergraduate graduation”. If the Praxis II exam is not passed, the Fellow must provide the last date it was taken and the next anticipated test date with a registration ticket must be provided with the Fellow Special Request.
j)    Permission for Early Graduation: Fellows who are graduating early (less than four academic years) must complete all Teaching Fellows experiences including all summer experiences. The Fellow must develop a plan for doing so which may include 
requesting   early participation in an experience. Each Fellow should notify the Commission of early graduation through the Fellow Special Request process. Scholarship funds are not available to any Fellow after undergraduate graduation regardless of funds not used.

Permission for Late Graduation: Fellows who are graduating late (more than four academic years) must participate in all Teaching Fellows Campus and statewide activities regardless of the semesters of money received to be in compliance. Each Fellow should notify the Commission of late graduation through the Fellow Special Request process of the expected graduation date. Scholarship funds are not available to any Fellow after undergraduate graduation regardless of funds not used.



k) 
Reimbursement for Summer School Funds: Scholarship funds are released at the beginning of the fall and spring semesters only. Funds are not released for summer school except for the following: Upon graduation, a Fellow may submit to the Teaching Fellows office all official expense receipts for college related purposes for the summer school immediately preceding or immediately following the last full academic year. Reimbursement will not exceed one semester installment of funds and may only be made if the Fellow has funds remaining. Reimbursement will be made after the official documentation of graduation is received in our office. No funds may be used by a Fellow after graduation. 
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     l-m)
Delay of Summer or Enrichment Requirements: Fellows must participate fully in on-campus activities designed for Fellows and in the summer programs. Fellows notified of violation of this policy shall have a semester of funds held, pending a recommendation from the Campus Director or Commission Staff, whichever applies. Lack of full participation or unexcused absences by a Fellow are grounds for loss of funds or dismissal from the Teaching Fellows Program. A Fellow may request a delay of a summer experience for the following reasons:  (a) medical, (b) study abroad for credit related to a licensure area only, or (c) a Latter-day Saints sabbatical.  In certain cases Fellows will pay required fees.  It is not the intent of the
 


Teaching Fellows Commission to approve any request for delay of a summer experience unless it is one of these reasons: (a) medical, (b) study abroad for credit related to a licensure area only, or (c) a Latter-day Saints sabbatical.  A Student Special Request for (a), (b), and (c) must be submitted with a letter from the Fellow detailing the request and the appropriate additional documentation which is as follows:


(a)
Medical – a letter from a medical doctor that states the medical reason and why it is necessary to delay the experience.


(b)
Study Abroad for credit related to a licensure area - documentation of the study abroad which should include the study abroad program description and the specific dates of study.



(c) 
Latter-day Saints – no additional documentation required.

If a Fellow is enrolled in summer school due to academic failure, the Fellow may request to arrive late for Junior or Senior Conference or may request to delay Junior Enrichment activities.  A Student Special Request must be submitted with a letter from the Fellow detailing the request and the appropriate additional documentation which should consist of a copy of the Fellows summer school schedule detailing class days and times. A Fellow may request to participate early in a summer experience only if the Fellow is graduating early. A Student Special Request must be submitted with a letter from the Fellow detailing the request with specific date of intended graduation. 

A Fellow who is unable to attend a summer experience due to a documented emergency must request a retroactive delay to attend the experience the following year and pay the required fees, with the exclusion of Senior Conference.  Due to the pending undergraduate graduation, a Fellow that misses Senior Conference due to a documented emergency must request to complete a Commission Staff designed compensating experience.  A Student Special Request should be submitted immediately with a letter from the Fellow detailing the emergency and appropriate additional documentation which will vary depending on type of emergency. The Fellow should contact the state office for specifics. All requests must be received in the Teaching Fellows office per dates established on the annual Teaching Fellows calendar. 

All summer experiences must be completed prior to undergraduate graduation. There are no substitutions for any of the summer experiences. Only experiences offered officially through the Teaching Fellows program may be considered as completion of the Junior Enrichment experience.  No other self-designed experiences are accepted.  Study abroad and travel abroad experiences do not satisfy the Junior Enrichment requirement unless they are officially sanctioned Teaching Fellows Junior Enrichment activities.  All Junior Enrichment programs offered must be made available to Fellows from all campuses.
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26)
Campus Directors Special Request Reason (for program probation or recommendation for removals only): The Director states the reason for requesting that the Fellow be placed on program probation or that the Fellow be recommended for removal. If recommending program probation the Director must provide copies of correspondence to the Fellow and copies of agreements signed by both the Director and the Fellow. If recommending removal the Director must provide copies of correspondence to the Fellow copied to the surety that 1) conditions, if not improved, would lead to recommendation to remove and 2) actual copy of recommendation to the Commission for removal.

27) CAMPUS DIRECTOR’S RECOMMENDATION OF APPROVAL & DATE: The 

Director recommends approval of the Fellow's request. No letter is required.  However, if it is a unique and precedent setting case, the Director should write a letter of support. The date should be filled in. 

28) CAMPUS DIRECTOR DOES NOT RECOMMEND APPROVAL & DATE: The Director 

does not recommend approval of the Fellow's request.  A letter of explanation must be attached. The date should be filled in. 

29) FORGIVENESS OF THE LOAN: A loan can only be forgiven by the Commission in the case of the Fellow's death or a permanent disability. In the case of permanent disability, the Fellow MUST submit letters from two medical doctors which give a diagnosis AND a prognosis for permanent disability to the extent that the Fellow can never teach.
