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Quality instruction is the number one priority at DSLCC, and your willingness to accept the responsibilities of serving our students and providing quality Dual Enrollment instruction is greatly appreciated. We are extremely happy to have you as a member of our instructional team and pledge our support to your work.

As part of our team, you are not alone in your efforts. Your contribution to that synergy in which the whole of our efforts is greater than the sum of the parts is very important. What you cannot accomplish alone, we can achieve together.

Again, I welcome you to the challenges of teaching Dual Enrollment classes for DSLCC, and please call on me personally if I may be of service.

Best wishes,

Benjamin T. King

Benjamin T. King, Vice President

for Instruction and Student Services

An Equal Employment Opportunity/Affirmative Action Institution

Tel: (540) 863-2812

 E-mail: btking@dslcc.edu 
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1.
Mission Statement of the DSLCC Dual Enrollment Program 

Dabney S. Lancaster Community College's dual enrollment program is committed to providing local high school students with opportunities to complete college-level classes which will satisfy requirements for the completion of junior and senior high school courses.  
Students can complete a variety of college-level courses, usually at their own high school. These courses will satisfy high school graduation requirements and also satisfy college course requirements typically associated with freshman and sophomore level courses necessary for an associate degree or a bachelors degree. 
Dual enrollment courses are essentially college-level classes taught, for the most part, by high school teachers who are fully credentialed to teach at the college level, thus insuring instructional quality.  Course content, academic standards and college requirements are the same as those for any course taught by Dabney S. Lancaster Community College on its campus.  
Students who seek to be dual enrolled at both their high school and Dabney S. Lancaster Community College must contact their principal or guidance counselor for specific requirements and must have parental permission.  Students must also complete a Dabney S. Lancaster Community College dual enrollment application and satisfy all other college admissions requirements. 
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2.
Dual Enrollment Employment Criteria for Faculty 
Because the dual enrollment program can only function effectively with strong partnerships between Dabney S. Lancaster Community College and local school systems, it is important and required that school systems follow established rules to support the regulations imposed by accrediting institutions like the Southern Association of Schools and Colleges (SACS).  To that end, and to insure compliance with SACS criteria, the following procedures must be followed by all participating public school systems:

2.1
Prospective teachers of dual enrollment courses intended for transfer to a four year college or university must possess a master’s degree and at least 18 graduate semester hours in the subject they wish to teach. Prospective teachers of dual enrollment courses not intended for transfer to a four-year college or university should consult with the Coordinator for Continuing Education and Workforce Services about appropriate credentials.
In addition, a completed application packet must contain the following information:

2.2 Prospective teachers of dual enrollment courses must complete the Virginia Commonwealth Application for Employment, which is available at the following sites: 
http://www.dhrm.state.va.us/statefrm/emplapl99.pdf  as a PDF document or 

http://jobs.virginia.gov/state6.doc as a Microsoft Word document
2.3
Prospective teachers must submit a current resume.

2.4
Prospective teachers must submit official transcripts of all college work completed.  

Information concerning the Human Resources Office may be accessed at the following site: http://www.dslcc.edu/VPFAS/DSLCCHUMANRESOURCES.html.

Mail completed employment application packets to:
Human Resources Office
Dabney S. Lancaster Community College
P. O. Box 1000
Clifton Forge, Virginia   24422

Phone:  (540) 863-2808
Fax:  540-863-2915 

2.5 After a review of a prospective teacher’s employment packet by the Human Resources Office and the Dean/Coordinator of the appropriate academic division, applicants who are approved by the college to teach dual enrollment courses will be considered adjunct faculty members and will be assigned to the appropriate academic division.  All employment records will be housed in the appropriate division office. 
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3.
DEVELOPING A COURSE SYLLABUS 
Essential to the educational experience of the dual enrollment student is the recognition that the student will be taking a college-level course and, as a result, the content of the course must be based on instructional criteria mandated by the content of its campus counterpart.  Thus, all dual enrollment courses must adhere to the instructional criteria established by each academic division for each course offered by the college as established through the Virginia Community College System’s curriculum guide.  The appropriate Division Dean will provide you the syllabus used by non-dual enrollment instructors for the same course.  This, along with the guidelines below, may be used as a model.
 The following information contains guidelines for writing a course syllabus which was approved for adoption by Division Chairs in November, 2001 and which became effective for summer, 2002.  Once again, to insure compliance with SACS criteria, and the VCCS curriculum guide, the following instructional criteria must be adhered to by dual enrollment teachers: 

3.1
A COURSE SYLLABUS which includes the following information:

3.11
Name of Instructor
3.12
Name of High School
3.13
The Semester the Course is to be taught
3.14
Course Title and Number (both high school level and college-level course)
3.15
Instructor’s phone number
3.16
Instructor’s e-mail address
3.17
Instructor’s Office hours (for faculty teaching on DSLCC campus only)

3.2   
A COURSE DESCRIPTION which incorporates the course description from the DSLCC college catalog along with other comments that the instructor wishes to make about the course. For a description of each course offered by the college, see our web site for the college catalog at: www.dslcc.edu
3.3   
A summary of COURSE PREREQUISITIES, which appear in the same area as the course description in the DSLCC college catalog and which refers to the course(s) a student must complete prior to enrolling in a particular course.

3.4  
A listing of the TEXTBOOK AND REQUIRED MATERIALS for the particular course. This is available through the appropriate academic division office.

3.5  
A summary of ACADEMIC POLICIES which will include: 



3.51
Make-up Testing Policy



3.52
Late Work Policy



3.53
Attendance Policy



3.54
Grading System

3.6
A summary of COURSE GOALS and/or OBJECTIVES which will include the various learning outcomes or results specific to a particular course.

3.7
An outline of the various TOPICS to be covered in the course during the semester.

3.8
A section on COURSE REQUIREMENTS which outlines the type and number of assignments which students must complete.  Some faculty members combine the TOPICS and COURSE REQUIREMENTS sections along with a running calendar of dates when topics and assignments will be reviewed by the class throughout the semester.

3.9
The drop/add dates for the course.  See Section 4.

3.10
Copies of each course syllabus must be forwarded to each Division Dean/Coordinator by September 15.  An instructor may send this document as a word document attachment to each Dean/Coordinator’s e-mail address.   Please refer to the following list of e-mail addresses:


3.10.1
Michael R. Scott, Ph.D.




Dean of Arts and Sciences




Office: 540-863-2850




Fax: 540-863-2915




mscott@dslcc.edu
3.10.2 Earl Dodrill
Coordinator for Continuing Education and Workforce Services 
Office: 540-863-2900

Fax: 540-863-2915

edodrill@dslcc.edu
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4.
ACADEMIC CALENDAR FOR DUAL ENROLLMENT 

The academic calendar for the Dual Enrollment Program sponsored by Dabney S. Lancaster Community College is given below. For the purposes of DSLCC, the following dates will make up the most significant part of the academic calendar for the dual enrollment partnerships during the school year.


4.1
FALL SEMESTER 
4.11
PICKUP OF HIGH SCHOOL CLASS ROSTERS 

SEPTEMBER 7
DSLCC will pickup a high school class roster for each dual enrollment class being offered from each Counseling Coordinator at each high school and technical center.  Class Rosters must contain the following:
4.111
High School’s Name
4.112
Instructor’s Name
4.113
Course Name
4.114
Period of the Day the Course is being taught
4.115
Name of all Students Enrolled 

4.12
OFFICIAL START DATE FOR ALL DUAL ENROLLMENT CLASSES 

SEPTEMBER 15 
As far as DSLCC is concerned the above date is the official start date for all dual enrollment classes even though most high school classes will have started several weeks prior to this date. During this enrollment period, students will be officially registered for the dual enrollment classes they intend to complete during the semester.
4.13  
OFFICIAL DROP/ADD DATE FOR ALL DUAL ENROLLMENT CLASSES

OCTOBER 1

The enrollment period for students will end on October 1. During the period between September 15 and October 1, students may drop and add another class without penalty. If a student drops a class during this period, a refund will be processed if the class has already been paid for. 

OCTOBER 1 WILL BE THE LAST OFFICIAL DATE THAT STUDENTS MAY REGISTER (ADD) OR DROP ANY DUAL ENROLLMENT CLASS OR RECEIVE A REFUND FOR THE FALL SEMESTER. 
AFTER THIS DATE, NO STUDENT WILL BE ALLOWED TO REGISTER FOR ANY DUAL ENROLLMENT CLASS. STUDENTS WHO WISH TO DROP A CLASS AFTER OCTOBER 1 WILL NOT RECEIVE A REFUND AND WILL RECEIVE A “W” GRADE ON THEIR ACADEMIC RECORD AT THE COLLEGE. 
4.14 
LAST DAY TO WITHDRAW FROM A DUAL ENROLLMENT CLASS WITHOUT PENALTY (AND WITHOUT A REFUND)
NOVEMBER 30

This is the last official date that students may WITHDRAW from a dual enrollment class and receive a grade of “W” (however, they will not receive a refund after October 1). Counselors or instructors who wish to withdraw a student should contact Dr. Michael Scott at (540) 863-2850 or e-mail at mscott@dslcc.edu.  

Students who wish to withdraw after this date (November 30) must complete a MITIGATING CIRCUMSTANCE FORM and provide a written reason for requesting a “W” grade.  This form and request must be approved by the DSLCC Vice President for Instruction and Student Services or a designee, and if approval is not given, the student must stay in the course and receive whatever final grade he or she has earned.
4.15 
OFFICIAL END DATE FOR ALL DUAL ENROLLMENT CLASSES

JANUARY 15

This date will be the official end date for all dual enrollment classes as far as                the college is concerned although most high schools will have completed their fall            semester classes by this date. Grades for students should be entered directly                into the College’s computer system (OASIS) by instructors as soon as possible.       
4.16
DEADLINE FOR FALL SEMESTER GRADES TO BE ENTERED INTO THE OASIS SYSTEM BY DUAL ENROLLMENT INSTRUCTORS.

JANUARY 31


4.2
SPRING SEMESTER 

4.21
PICKUP OF HIGH SCHOOL CLASS ROSTERS 

JANUARY 31
DSLCC will pickup a high school class roster for each dual enrollment class being offered from each Counseling Coordinator at each high school and technical center.  Class Rosters must contain the following:

4.211
High School’s Name
4.212
Instructor’s Name
4.213
Course Name
4.214
Period of the Day the Course is being Taught
4.215   Name of all Students Enrolled

4.22
OFFICIAL START DATE FOR ALL DUAL ENROLLMENT CLASSES 

FEBRUARY 15
As far as DSLCC is concerned the above date is the official start date for all dual enrollment classes even though most high school classes will have started several weeks prior to this date. During this enrollment period, students will be officially registered for the dual enrollment classes they intend to complete during the semester.
4.23 
OFFICIAL DROP/ADD DATE FOR ALL DUAL ENROLLMENT CLASSES

MARCH 1
The enrollment period for students will end on March 1. During the period between February 15 and March 1, students may drop and add another class without penalty. If a student drops a class during this period, a refund will be processed if the class has already been paid for. 

MARCH 1 WILL BE THE LAST OFFICIAL DATE THAT STUDENTS MAY REGISTER (ADD) OR DROP ANY DUAL ENROLLMENT CLASS OR RECEIVE A REFUND FOR THE SPRING SEMESTER. 

AFTER THIS DATE, NO STUDENT WILL BE ALLOWED TO REGISTER FOR ANY DUAL ENROLLMENT CLASS. STUDENTS WHO WISH TO DROP A CLASS AFTER MARCH 1 WILL NOT RECEIVE A REFUND AND WILL RECEIVE A “W” GRADE ON THEIR ACADEMIC RECORD AT THE COLLEGE. 
4.24
LAST DAY TO WITHDRAW FROM A DUAL ENROLLMENT CLASS WITHOUT PENALTY (AND WITHOUT A REFUND)
APRIL 15
This is the last official date that students may WITHDRAW from a dual enrollment class and receive a grade of “W” (however, they will not receive a refund after March 1). Counselors or instructors who wish to withdraw a student should contact Dr. Michael Scott at (540) 863-2850 or e-mail at mscott@dslcc.edu.  

Students who wish to withdraw after this date (November 30) must complete a MITIGATING CIRCUMSTANCE FORM and provide a written reason for requesting a “W” grade.  This form and request must be approved by the DSLCC Vice President for Instruction and Student Services or a designee, and if approval is not given, the student must stay in the course and receive whatever final grade he or she has earned.
4.25 
OFFICIAL END DATE FOR ALL DUAL ENROLLMENT CLASSES

JUNE 15
This date will be the official end date for all dual enrollment classes as far                     as the college is concerned although most high schools will have completed their              spring semester classes by this date. Grades for students should be entered            directly into the College’s computer system (OASIS) by instructors                               as soon as possible. 

4.26 
DEADLINE FOR FALL SEMESTER GRADES TO BE ENTERED INTO THE OASIS SYSTEM BY DUAL ENROLLMENT INSTRUCTORS.

JUNE 30
5. DSLCC CAMPUS CONTACTS
5.1

For Student Registration and Enrollment Information, please contact

Dr. Mary Wilson at (540) 863-2830 or mwilson@dslcc.edu
or

Ms. Kim Kleber-Covati at (540) 863-2818 or kklebercovati@dslcc.edu
5.2

For information about Arts and Sciences Transfer Classes, please contact
Dr. Michael Scott at (540) 863-2850 or mscott@dslcc.edu
5.3

For information about Occupational/Technical Classes, please contact

Mr. Earl Dodrill at (540) 863-2920 or edodrill@dslcc.edu  

5.4
For information about Dual Enrollment Contracts, please contact
Dr. Michael Scott at (540) 863-2850 or mscott@dslcc.edu
5.5
For information about Any Other Dual Enrollment Questions, please contact
Dr. Michael Scott at (540) 863-2850 or mscott@dslcc.edu
6. Special Attendance Requirement
Dual enrollment students who enroll in courses offered on the DSLCC Clifton Forge Main Campus (including compressed video classes) or at the DSLCC Rockbridge Regional Center in Lexington must adhere to the College’s schedule of classes and must attend these classes even when their high schools are not holding classes (i.e., high school snow days when the College is still open, high school spring break when it differs from the College’s scheduled spring break, high school teacher workdays when students do not go to their high schools, etc.).  
