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2022-2023 SCHEDULING TIMELINE
● February 6th: Last day for students and parents to have access to 

course requests through TYLER

● February 6th - February 24th: NAI counselors will meet with 

students individually to finalize course selections

○ Bring any questions you might have to your individual meeting



2022-2023 SCHEDULING TIMELINE, Cont.
● February 16th: 

○ NAI Parent Coffee

■ Transition to NAI for current 8th and 9th grade parents

■ 7:00AM, in person at NAI or virtual/recorded

○ NAI Transition and Elective Fair

■ Open to current 8th/9th graders and families new to the district

■ 6:00PM at NAI

● February 28th: Waivers and final course selections are due

● March 3rd: Scheduling letter with final course approvals and selections will be 

emailed home to parents/guardians

● March 8th: Last day for schedule changes



PLAN 
AHEAD
SHEET



WAIVER POLICY
Procedures:

● Communication is initiated by the parent and teacher.

● Students may not waive prerequisite courses and cannot waive two course levels.

● Students will receive waivers forms from their teachers or in the counseling office.

● Students will obtain signatures from their parent, teacher and then turn the form 

into their assigned School Counselor.

○ ALL information must be filled out on the form (course names, course numbers, 

etc.) The form will be returned to the student if not completed correctly.

The Waiver Form must be submitted to your assigned School Counselor by 

FEBRUARY 28TH!



WAIVER POLICY, CONT.
If withdrawal from the waived course occurs…

● On days 1-20 of school, the student will receive a “W” listed beside the 

dropped course on their transcript.
○ The student will schedule a new course and the grade from the original 

course will not carry over into the new course.
○ Students must understand that it may not be possible to change their 

schedule based on the current enrollment of courses into which the student 
is attempting to transfer.

● After day 20 of school, the student will receive an “E” on their high school 

transcript. 
○ The “E” will be factored into the QPA and no credit will be awarded.



SCHEDULE CHANGE PROCEDURES
Students are permitted to adjust their course selections prior to March 8th. Following this 

date, all course selections will be considered final, and schedule change requests will only be 
considered for the following reasons:

● Mechanical Error: ex: course left off schedule

● Needed for a Graduation Requirement: ex: failed required course and must drop elective 
or study hall to schedule a make-up course

● Fill a Study Hall: ex: replace study hall with an elective course without adjusting other 
scheduled courses and if seats are available in the class
○ Students will have the first four days of the semester to fill a study hall.



SCHEDULE CHANGE PROCEDURES
● Level changes: level changes (that did not involved a waiver) can only occur 

within the first 20 days of school for a full year course and the first 10 days of 
school for a semester course. After day 20 or day 10, level changes will not be 
permitted.
○ When a student completes a level change within the 10 or 20 day timeline, 

the student’s grade will not carry over from the original course and will not 
appear on the student’s transcript.

○ After the 10th or 20th day of school, the student will receive an “E” if they 
choose to make a level change.



QUESTIONS?
Q: What if I want to change my elective choices after I have met with my counselor?

A: Let us know! We will take your requests until March 8th.

----------------------------------------------------------------------------------------------------------------------------------

Q: What if I want to change a course recommendation, either dropping down a level or 
waiving into a course?

A: Email your counselor to move down a level or fill out waiver form to move up a level.

-----------------------------------------------------------------------------------------------------------------------------------

Q: What if I forget how to choose my electives?

A: Refer to scheduling videos posted on NAI School Counseling website.

Please contact your School Counselor with any other questions!



A.W. BEATTIE CAREER CENTER
● If you are interested in attending AW Beattie Career Center, please 

complete the application and return it to Ms. McLeod in the NAI School 
Counseling Office. Applications can be picked up in the counseling office.

● You will have room for five classes, plus lunch. Beattie will then be 
scheduled in the afternoon.

● Beattie will count as three elective credits.

● If you have any questions or would like to complete an 
application, please contact your School Counselor.

Spring Open House at AW Beattie Career Center
will be on March 2nd from 5:15 - 8:00PM.



NCAA ELIGIBILITY

***Students will be able to select if they want to be monitored for NCAA 
Eligibility when they choose their electives in TYLER***



STEPS TO SCHEDULE IN TYLER

1. Log into  your Tyler Account

2. Under “School Life” click on Course Requests



Under the “Course Requests” link, you will see this screen.  You will complete your selections here.



If you click on the down 
arrow next to the subject 
area, you will see your 
course approval for the 
next school year.  You may 
have approvals for 
English, Math, Science, 
Social Studies, World 
Language, Health/PE, and 
Music.

***You cannot change your course approvals on your own.  
Please see your current School Counselor to make a change.***



To learn more about certain 
classes, you can click on 
“Course Descriptions” to read 
course information.



To select your electives, click on the down arrow 
next to the subject.  A separate box will appear.  
Click the down arrow to see all course options 
under the specific subject.    

To deselect a course, reset the drop down to the 
blank option.  



If you are a swimmer, you will need to add a “Swim Study 
Hall.”  You can find that option under “Other Options.”

If you are going into 10th, 11th or 12th grade, you can 
choose to attend AW Beattie.  You will need to select it as 
an option.  AW Beattie is 3.0 credits.  If you want to attend 
AW Beattie, you MUST turn in an application to the 
School Counseling Office.

If you’d like to participate in AFJROTC, you can select that 
option.

If you play a sport, and you would like to be monitored for 
NCAA, please select that option.  This will NOT count 
towards your credit count.  It is only a notification for your 
School Counselor.



Once you have made your selections, you MUST 
click on the “Save” button in the bottom right corner 
of your screen.

You can make updates and “Save” as many times as you need until February 6th.  
After that date, you need to see your current School Counselor for changes.



There are many columns on the home page; 
however only use the “Current Credits” column to 
monitor number of credits selected.  

You MUST have a minimum of 7.0 credits and a 
maximum of 8.0 credits.

***If you would like a study hall in your 
schedule, you do not need to select “study 
hall.”  If you are at 7.0 or 7.5 credits, you will 
automatically be enrolled in a semester or 

full year study hall.  



TIPS AND REMINDERS
● Continue to check your NA email on a regular basis for 

any updated information about scheduling.

● If you have any other questions, please contact your 
assigned School Counselor.



NAVIANCE
● After you have chosen your courses, please login in to 

Naviance through Tiger ID.  A new task have been 
added for you to complete: 
○ Complete 9th Grade Scheduling Survey

● If there are any incomplete tasks, please complete 
those this month. 



THANK YOU!
North Allegheny Intermediate High School

School Counseling Department


