Expectations for Concurrent Enrollment Courses Taught at Regional High Schools
Division Chair Responsibilities (or some may be assigned to Instructor of Record or instructor setting up course)
1.  Verify from syllabus and faculty working with High School teacher that high school course covers the same content and has the same assessment coverage as the on-campus college course of the same name and number.

·  Maintain syllabi for all CE courses in the Division Office

· Finals common to those given at LCSC should be given.  (Exceptions are negotiated on a case by case basis.)

2.  Inform high school instructors of the following policies and procedures:

·  How to verify 10th day rosters

· When and how to submit mid-term grades

· Deadlines and how to submit final grades

· Know the last date for students to drop the course.

· Policies for giving SCE’s in their CE classes.


3.   All CE courses without an instructor of record must have both a peer and a division chair evaluation completed each time they are taught.
Responsibilities of Faculty Setting Up New CE Courses
4. A one-page report for each new CE course set up must be maintained in the Division Office and copied to the Academic Dean that documents that a CE course is meeting expectations #5A-F in the Policies for Concurrent Enrollment Document.  This should be revisited annually.  Initially this should be done by the faculty compensated for setting up a new course.
Responsibilities of all Instructors of Record
5.  All Instructors of Record (IOR)must submit a report to the Division Chair and the Dean at the commencement of the semester that addresses the following:
·  All expectations of #5A-F in the Policies for Concurrent Enrollment  have been met 

· Work accomplished during semester, frequency and types  of interactions with the HS teacher

· Outcomes of common final assessment

· Peer and Division Chair (if possible) evaluation as well as copy of SCE’s

· Any other information the IOR deems relevant.

Taken from Policies for Concurrent Enrollment 
5. The first time a course is approved the following information must be on record in the division office  before the semester begins.

A.   The name of the course instructor (and instructor of record, if appropriate)

B.  Amount of time the course meets

C.  The textbook and course materials that are required. These should be the   

same as the college course or at least approved by the college faculty in that    discipline.

D.  A course syllabus that includes policies that match the LCSC course including course goals and objectives, the number and types of assignments, methods of assessment, grading scale, etc.  A common final assessment is required.
E.  The method and frequencies with which the course instructor will interact   

       with the LCSC faculty on campus.

F. Any other descriptors that the division faculty and chair deem important to maintain the integrity of the course as college level.

This agreement should be revisited each time the course is taught.

