
DUAL ENROLLMENT
How To Earn College Credit 

While In High School



1. Where do you start?
Eligibility:

You must have college ready qualifying scores on the PSAT, SAT, or ACT.

What happens if you don’t meet the minimum scores? You will either need to wait until 
you take another qualifying test or take the ACCUPLACER at the college.

TEST READING 
SCORE

MATHEMATICS 
SCORE

PSAT 460 510

SAT 480 530

ACT 22 22



2. Apply to the college of your choice.

Courses at 
community colleges 
& Cleary University 
usually end up being 
free, so consider 
those options first!



4. Search and follow the DE process for your 
college.



3. Send your transcript through Parchment.

Choose the “send now” option when ordering.



5. Explore course options and choose your 
course(es).

● Only choose classes for the fall semester.
● In person or online classes are available.
● In person classes cannot interfere with your HHS school day or your 

extracurricular activities.
● Juniors usually take one class per semester.
● Seniors take between 1-3 classes per semester.



6. Fill out the HHS Dual Enrollment Paperwork

This is where you will 
let your counselor 

know where you want 
to take classes and 
which class(es) you 

are interested in 
taking. This is also 

our approval process.



7. Email your completed DE paperwork to your 
counselor and wait for approval.

Mrs. Hansen - A-Dd:  andreahansen@hartlandschools.us  
Mrs. Osterhout - De-Ht:  heatherosterhout@hartlandschools.us

Mrs. Lusk - Hu-Mn:   nicolelusk@hartlandschools.us
Mrs. Kenney - Mo-Sd:  helenkenney@hartlandschools.us

Mrs. Empie - Se-Z:  ericaempie@hartlandschools.us

*Please scan and email your forms so we receive them as a pdf instead of a 
picture.
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Got Approved By HHS?     You’re Not Done Yet!
1. The college will send you a new email address for their school. That’s where all 

your communication will come. MAKE SURE YOU ARE CHECKING IT 
REGULARLY.

2. There will be additional things you have to do with the college (i.e. orientation, 
meet with an advisor, etc). They will have a checklist that you must complete in 
your online college account (portal). 

3. Until you complete everything on their list you will not be able to register for 
classes.

4. Questions about their processes and your next steps have to be directed to the 
college. We do not have access to your account with them.



You’ve Enrolled and Registered? 
         (You’re still not done…..keep going!)

● Send your enrollment verification to your 
counselor. 

● It MUST show the classes you have enrolled in.
● Schedule a meeting or phone call to adjust your 

fall HHS class schedule.



Make Sure To Remember:

1. You can only enroll in classes we’ve approved - no matter what the college advisor 
says.

2. The amount of money we pay varies each year and depends on our state funding. 
3. Our funding usually covers a 3 credit class, often it covers some or all of the cost 

of your books. 
4. If you select a 4 credits class (or more) you will have to cover the cost difference.
5. If you withdraw from a class you must replace with another dual enrollment class 

or a class at HHS - you have to have 7 classes each semester.
6. If you fail your course or withdraw after the full refund deadline you are 

responsible for reimbursing the district.



Transferring Credits to College

Michigan Transfer Agreement

The Michigan Transfer Agreement (MTA) allows 
students to complete general education courses 
at participating colleges and universities in Michigan.  
Students may complete the MTA as part of an 
associate degree or as a stand-alone package at 
Michigan institutions.  This is a good place to start when selecting 
courses.

*These are also sometimes called Articulation Agreements.



Questions?


