


Contents

LAY =] (oo 4 =PRSS 2
John A. Logan College Mission, Core Values, and GOalS............ccovvvrvvviiiiiieeeeeeeeiiiiee e 2
John A. Logan College MisSiON StatemMeNt.........ccooviiiiiiiiiiiie et 2
Statement 0f COre VAIUES.........oooi i 2
INSTLULIONAL GOAIS ...t e e e e e e e e e eees 2
Relevant Dual Credit Program Laws and RegUIAtiONS ...........cccvvvvuiiiiiieeeeeeeceeiiiiiee e e e e eeeeeianens 3
Instructor and COUrsSe APPIOVAIS ......coiiiiieiiiiiee et e e e e e e e e e 3
Requests for New Dual Credit Offerings.......ccovvvvruiiiiie e e e e e 3
Dual Credit Instructor Credential APProval..............eoiiiiiiiiiiiiiiii e 3
Student Teachers/Maternity Leave/EXtended LEAVE..........coouuuuuiiiiiieeeiiieiiiicie e 4
Required Trainings for Dual Credit FACUILY ...........oovviieiiii e 5
Dual Credit Program OFENTAtION ..........uiiieee ettt e e e eeeeraa e e e e e e eeeeennnns 5
Content-SPeCific OrIENTALION ......uuei e eeee e e e e e e e e e e e e e e aaenne s 5
Annual Professional DeVEIOPMENT ...........iiiiiiiiiiiiiiie e e e e e eeaanees 5
Dual Credit FaCUILY LIGISONS.......iieeiieieiiiiie e e e e e e e ettt e e e e e e e e e et s e e e e e e e e e eaasnn e e e eeeeeeeennnnns 5
NEW DUAI Credit COUISES. ... i eieiiieeiiiiiie e e e e e e e e ettt e e e e e e e eeeeatta e e e e e e e e eeeeesanaaaeeeeeeeensnnnns 5
Continuing DUl Credit COUMSES ....uuiiieeiiiieeiiiiiee e e e e e e e e eeeaatrs e e e e e e e e eeeaaaaae e e e e e eeeeessnnnnaaens 6
Dual Credit Instructor ReSPONSIDIITIES .......uueeeeeieieieiie e 7
Student Eligibility, Placement, and Registration (Administrative Procedure 806)...................... 7
AdMISSIONS REQUITEMIENTS ....vvtiiie e e eeee ettt e e e e e e e e e eeett e e e e e e e e e eeaass e e e e eeeeeeeeasnnnaaaaeeeaeees 7
Academic Information and POLICIES .........ouuuuiiiiiie e 9
Grading System (JALC Board POlICY 8231) .....uuuiiiieeiieiiiiiciie e 9
ACAAEMIC HONON COUB. ...ttt ettt ettt e e e e ettt e e e e e e e e e eesban e e e e eeeeeeennnnns 9
(] - To (=30 = 11 Y2 10
Grade APPEAI PrOCEUUIES .........uuieiiee e ettt e e ettt e e e e e e e et aaa e e e e e e e e eeesenaaa s 11
CoUrSE EVAIUALIONS. .....coeiiieieeeee e 11
NON-COMPIIANCE POIICY ...ttt e e e e e et e e e e e e e eeenenne 11
Resources for Dual Credit FaCUILY ............eiiii i e e e e e e eeaaanes 11
Resources for Dual Credit STUAENTS ..........uiiiiiiiiiieiiiee e eeeeeeeanes 12



Welcome

Welcome to the adjunct faculty of John A. Logan College and specifically to the Dual Credit
Program! Dual credit has the ability to positively impact high school students in a variety of
ways, including:

e Reducing college costs

o Decreasing time to degree completion

e Aligning high school curriculum with college and workplace expectations

« Facilitating the transition between high school and college

e Opportunity for career exploration

We appreciate your dedication to your students and your commitment to the standards of college
level courses. We hope this handbook will be helpful in addressing any questions you might
have about the program, your responsibilities as dual credit faculty, and the resources available
to you and your students. We are here to support you and your students. Please contact the Dual






Required Faculty Credentials for Baccalaureate Transfer Dual Credit Offerings

Baccalaureate transfer dual credit faculty must hold a master’s degree or higher in the discipline
or subfield in which they are teaching. If a faculty member holds a master’s degree or higher in a
discipline or subfield other than that in which he or she is teaching, that faculty member should
have completed a minimum of 18 graduate credit hours in the discipline or subfield in which
they teach.

Required Faculty Credentials for Career-Technical Education Dual Credit Offerings

Dual credit faculty teaching career and technical education courses, including when such courses
transfer into baccalaureate programs, must hold a bachelor’s degree in the field or a combination
of education, training and tested experience equivalent to a bachelor’s degree. Career field
faculty must have 2,000 work hours of experience in the discipline being taught or a related field.

Professional Development Plans

In some situations, high school teachers who do not meet the faculty credential standards for
teaching dual credit can enter into a professional development plan with JALC while continuing
their education to raise their credentials to meet standards. A high school teacher shall qualify for
a professional development plan if the teacher:

1) has a Master's degree in any discipline and has earned 9 graduate hours in a discipline in
which he or she is currently teaching or expects to teach, OR

2) is afully licensed instructor in career and technical education who is halfway toward meeting
the institution's requirements for faculty in the discipline to be taught, AND

3) agrees to demonstrate his or her progress toward completion to the JALC, as outlined in the
professional development plan.

High school teachers may enter into professional development plans with JALC through January
1, 2025, and all plans must be complete by January 1, 2028.

Student Teachers/Maternity Leave/Extended Leave

Student teachers are not considered competent-to-render under the Higher Learning Commission
(HLC) guidelines. Student teachers are not permitted to instruct and/or lecture in dual credit
courses.

Extended leave is considered more than three weeks of consecutive absence from the classroom.
In the event of an extended leave for dual credit faculty, the high school, with the approval of
JALC, can take one of the following actions:

1) The high school may appoint a competent-to-render substitute instructor for the course. A



3) The high school may opt out of offering the course for dual credit for that year/semester
if the high school or college is unable to identify a competent-to-render instructor.

Required Trainings for Dual Credit Faculty

All dual credit faculty are required to attend a dual credit program orientation with the Dual
Credit Office and Content-Specific Training. While not required, dual credit faculty are also
encouraged to participate in any JALC training offered to other adjunct faculty. Information






1. Dual credit faculty will be given a written warning and a probationary year to raise






student shall have access to the supplementary aids and accommodations included in the
student's individualized education program set by the high school while the student is accessing a
dual credit course on a high school campus. This shall be in accordance with established
practices at the high school for providing these services.

A student who accesses a dual credit course at JALC shall have access to supplementary aids and
accommodations in accordance with the Americans with Disabilities Act (ADA). To determine
eligibility for accommodations, students must contact JALC’s Disability Support Services
Coordinator.

Academic Information and Policies

Grading System (JALC Board Policy 8231)

AExcellent................ooooinils 4 grade points
B Good.............ceveiienneneena... 3 grade points
C AVErage....ocviveeveeeena e, 2 grade points
DPOOF....o i 1 grade point

FFRailing.......ccooeeviviiiiiinnnn, 0 grade points

INC Incomplete. It may be made up at the discretion of the instructor. The maximum time for
making up an “INC” is one semester; otherwise, the student must repeat the course in order to
gain credit. The incomplete grade will convert to an F if not completed by the end of the
following semester, excluding the summer semester.

W Authorized withdrawal no later than the last day of the fifteenth week of the semester. No
grade points/no credit.

AU Audit. No credit.
R Denotes repeat course.
P Pass (credit but no grade points).

CR Denotes credit earned but no grade points awarded.

Academic Honor Code
The following three sanctions, alone or in combination, may be imposed by the instructor for
offenses or violations of the Academic Honor Code:

1) Reprimand/Warning

2) Rewriting/Redoing the assignment

3) Failing Grade. Student may receive a failing grade on the assignment, for a component of
the course, or the entire course.



If the student acknowledges his/her actions and accepts the instructor-imposed sanctions, the
matter shall be resolved, and documentation of the incident will be forwarded to the Assistant
Provost for Student Affairs for record keeping.

More serious sanctions may be recommended by the instructor under the College’s Student
Disciplinary Action process.

Grade Entry

Students enrolled in dual credit courses will receive final grades on both their high school and
college transcripts unless they have elected to receive high school credit only. High school dual
credit instructors shall submit midterm and final grades for their semester long courses in
accordance with the JALC academic calendar. Instructors will receive an email from the Dual
Credit Office each semester in which they are teaching regarding midterm and final grade entry
due dates.

Midterm and Final Grades

Instructors shall submit letter grades for each student enrolled in their course for college credit in
the J1 Web grading portal for midterm and final grades in accordance with JALC’s grading
scale. If instructors are unable to submit grades by the deadline, they may email them to the
Dual Credit office, and a member of the Dual Credit office will input them. They will return a
listing of the grades entered into JALC’s grading portal for the high school dual credit
instructor’s verification of the grades. This ensures that all students will receive proper credit for
their coursework.

Yearlong Course Grading

The Dual Credit office enrolls students in yearlong dual credit classes in the fall semester each
year to correspond to the beginning of college coursework. Instructors teaching yearlong classes
will submit midterm grades in the fall semester each year. Students will receive INC grades in
the fall semester. Once instructors complete the college material for their yearlong class, they
will email their final grades to the Dual Credit Office and receive back their grades in JALC’s
grading system for their verification.

Student Drops and Withdrawals

Students who stop attending or are unable to successfully complete their dual credit courses may
be administratively withdrawn from their course by the request of the dual credit faculty, similar
to the administrative withdrawal policy on campus. Students who leave their high school or dual
credit course through no fault of their own before the course is complete may be dropped at
100% from the college portion of the course to prevent a failing grade or withdrawal from
appearing on their college transcript. Dual credit instructors or team leaders may email
dualcredit@jalc.edu
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JALC Library
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