APPENDIX I
Policies/Procedures for Concurrent Enrollment
Qualifications
1. Students must be 16 years old, or

2. Have successfully completed at least one-half of the high school graduation requirements as certified by the local school district.  (Home schooled students must provide documentation that they are participating in a home school program).
-Students who do not meet these criteria may petition through a written statement.  The Registrar, will determine approval.

3. All participants must have approval from their high school counselor, parent/guardian, and LCSC Market Development/Transfer Student Specialist or Coordinator of New Student Recruitment before registration occurs.
Application Process
1. Students fill out the “Concurrent Enrollment Admission and Registration Form” with all necessary signatures.
2. The Office of Admission/Registrar will enter the students as non-degree seeking concurrent enrollment students.

3. Students will register into classes.
Registration
1. Students may register for no more than 7 credits per semester.  

-Exceptions will be made on a case by case basis for students taking academic classes at the high school by the Coordinator of New Student Recruitment.
2. If students wish to register for English or math classes, they must place into the courses based on ACT or SAT scores, which will be reviewed by the Market Development/Transfer Student Specialist.  Prerequisites must be met per ACT or SAT for on campus and online classes.
3.   Registration forms will be accepted up until 10th day.  After 10th day, exceptions will be made for extenuating circumstances, on a case by case basis.

-Students will be encouraged to submit their registration forms early.

- Students and high school faculty will be informed of a deadline prior to 10th day, but forms will be accepted up until 10th day.

- If a student wishes to register after 10th day, he/she must contact Coordinator of New Student Recruitment for approval.

Fees
1. At the high school:  $65/credit.  Fees for the 2007 fall semester are due by October 1, 2007.  Fees for the 2008 spring semester are due by February 28, 2008.
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2. On Campus:  $153/credit plus any special course fees.  Students from all high schools (public and private) receive this discounted rate.  Home schooled students 
3. must show documentation that they are participating in a home school program in order to receive the discount. Students must purchase all required textbooks and materials. Fees are due by the second day of class.
4. Online:  Regular part time fees plus any special course fees.  Students must purchase all required textbooks and materials.  Fees are due by the second day of class.

5. A $100 late fee will be applied for students who do not meet the deadlines.

Student Benefits
1. Students taking classes on campus will be issued a Student Identification Card.  This will provide them with the use of computer lab facilities, tutoring centers, and free admission to campus and athletic events.

-Students will not have access to the fitness center.
      2.
Students taking classes at the high school will not be issued an ID card.

Termination Policy
1. At the time of application, a permanent college record is created.  Each class registered for is listed on the transcript.  

2. At the time of registration, a financial obligation is created.

3. If a student decides not to take the class and needs to terminate, he/she must follow the LCSC Termination Policy guidelines.  This policy can be found at www.lcsc.edu/Admissions/acl

4.  If all classes are being dropped, a signed TERMINATION form must be submitted to the Registrar's Office in person.  Failure to do so will leave the class on the student’s permanent college record with a failing grade.
5. Once a student participates in a class, a transcript is generated.
Approval Process for High School Faculty
1.  All inquiries fill out the Concurrent Enrollment Inquiry Form.  Market Development/Transfer Student Specialist will receive the form and forward it to Dean of Academic Programs and the appropriate division chair. 
2.  The Market Development/Transfer Student Specialist will request the following from the applicant and submit copies to division chair, Dean of Academic Programs and their administrative assistants. 
A)  Name and number of the course they want to teach.

B)  Resume

C)  Names and contact information for references 

D)  Letter of support from the principal  

E)  Unofficial Transcripts
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3.  Division Chair and faculty review the inquiry form and other materials and correspond to the applicant, Market Development/Transfer Student Specialist and Dean of Academic Programs indicating if they are interested in pursuing this concurrent enrollment opportunity.  This must be complete within two weeks of receiving the inquiry.  If Market Development/Transfer Student Specialist doesn’t hear from the division chair within two weeks, he/she will email the Division Chair and cc the Administrative Assistant and Dean of Academic Programs.

4.  If the applicant has a Master’s Degree in the content area, the faculty and division chair evaluate and determine if the course and instructor are appropriate.  If the applicant does not possess a Master’s Degree, an instructor of record is required.  Using an instructor of record requires compensation and thus requires the approval of the academic dean and high school principal before it may be pursued.

5.  The first time a course is approved the following information must be on record in the division office with a copy submitted to the Academic Dean for approval 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.

6.  Instructor of Record:  High School faculty must possess a Master’s degree or 18 credits of graduate work in the content area to be approved as the instructor for a concurrent enrollment course.  In some instances, high school teachers who do not possess a Master’s degree in the content area may be considered qualified to teach a dual credit course if they are willing to work with an instructor of record from LCSC.  This may only occur under the following circumstances:

a. The division faculty determine that the high school teacher is able to teach the course content at an appropriate level with some supervision.

b. The instructor of record is able to communicate with the high school teacher on a regular weekly basis.

c. An agreement is written that specifies all of the above in section 5A-5F and additionally that all course content and assessment will be developed 

in consultation between the high school teacher and the instructor of record. 

d. An LCSC faculty is willing to serve as the instructor of record for a salary negotiated with the dean.

e. LCSC equally divides the cost of paying the instructor of record with the school district.

7.  Concurrent Enrollment Course Evaluation:  All dual credit courses should be evaluated by the Division Chair, a peer evaluator, and the students taking the class.  This evaluation, as well as the outcome of the common final, should be submitted to the Academic Dean at the conclusion of the course.

8.  LCSC faculty are encouraged to interact as much as possible with Concurrent Enrollment high school students in order to strengthen our connections with regional high school students and promote a positive relationship with high school students and teachers.
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