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DearPTC®igh School Partner:

We are pleased to have you join us in delivery of the RO@Current Enrollment Programt Pine we

strive to focus on the individual student and support their specific educational jouxfeayare joining a

legacy ofstudent commitmentPine is special because our unique size allows us to personally connect with
students and their individual stories, while delivering the most affordable-gigtlity programming in
Minnesota.This handbook will help provide the toolsated to be part of this legacy.

Have a great year!

All the best,

Joe Mulford

Joe Mulford
President
Pine Technical and Community College

MISSION

Known for innovation and inclusive contributions that strengthen communities, we make college possibleséor tho
starting out or starting over. Whether a student seeks a career program, new skills or general education transferable tc
another college or universityg TC@ an excellent choice.

VALUES

Sudent-focused
Passionate
Inclusive,
Respectful
Innovative
Transparent

a member of Minnesota State

MINNESOTA STATE Pine Technical & Community College,
M

900 Fourth Street SE | Pine City, MN 55063 | 320.629.5100/MN Relay 711 | www.pine.edu | AMEMBER OF MINNESOTA STATE
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TheConcurrent Enrolimerttandbookis a reference foicConcurrent Enrolimenteachers, high school administration
staffandPine Technical & Community College (P Ra€)lty MentorsAt any point, if you need assistance with any
Concurrentenrollmentissue, we strogly encourage you to contact .ughe array of course offeringsntinues to grow
We are expanding our offerings in the Liberal Arts and Sciences along with TechrgcaiPaceas. Awe proceed
forward withNACEP accreditatiowe are facilitating many processes and procedures to ensuygaality experience for
students and ouhigh school partners.

The colleges and universities of Minnesota State remain firmly committed to helping Minnesota's secondary students
prepare for and sccessfully make the transition to college, regardless of when that transition begins. The opportunity
for high school students to challenge themselves with collegel courses without leaving their high school campus
would not be possible without motivad and enthusiastic high school teachers.

PTC®as developed &€oncurrent Enrolimenivebpage where the handbook will be posted awithier documents are
available In addition, you will be able to locatelist of ourConcurrent Enrolimerpartnersandinformation for
students, parents, and secondary partnessvw.pine.edu/concurrent

YourKeyPTCContacts
Concurrent Enroliment Program Staff
Kierstan Peck

Director of StudeniAffairs Kierstan.peck@pine.edu 3206295180

Jodie Klinkhammer

K-12 Partnerships Coordator Jodie.klinkhammer@pine.edu320-629-5117
Academic Affairs

Denine Rood

Vice President of Academia@ Student AffairsDenine.rood@pine.edu 3206295126

Therese Salber Therese.salber@pine.edu 3206295166

Dean of Health Sciences, Liberal Arts, Business and IT

Vacant

Director of StudentSuccess TBD 3206295161

Sarah Dorn

Registrar Sarah.Dorn@pine.edu 3206295193
Student Affairs

Laura Berg

Recruitment and Admissions Specialist Laura.berg@pine.edu 3206295133

Jen Rancour

Recruitment and Admissions Specialist Jen.rancour@pine.edu 3206295189

Robin Johnson

Student Success Coordinator Robin.johnson@pine.edu 3206295174

Brigett Hippen

Student Support Services Specialist Brigett.hippen@pine.edu 3206294541

Adam Bezdicek

College Librarian Adam.bezdicek@pine.edu 3206295163

Jennifer Bakedones

Counselor Jennifer.bakefjones@pine.ediB20-629-4556
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What isConcurret Enrollment?

Concurrent Enrollment Prograsrand partnerships provide high school students the opportunity to take college-credit
bearing courses. Students registered faCancurrent Enrolimentourse are able to take college level courses taught by
their own high school teachers without having to leave their high school. Students receive a high school and a college
grade for theirConcurrent Enrollmentourse.

There are many benefits w®tudentstaking advantage d€oncurrent Enrollmemptions while inhigh school:

Get a jump start on a degree at PTCC or transfer the creditather college

Explore future careers, and in some cases, earn industggnized certifications and credentials
WSOSAQOSIBRRdzIEE 0@ | LILX & (2 ¢ ploidR andl théifigturei ciiliBde Ngrkeh I K &
Opportunity to earn a certificate, diplomar degree from PTCC before thgmaduate from high school
Experience the rigorfaollege curriculum at no cost to students and their families

Have a smoother transition whesntering college or the workforce after high school graduation

=A =4 =4 -4 -4 A

By the Numberg; 20202021 Academic Year

PTC@®as the second lowest tuition in the state of Minnesota. A typical 3 credit course costs a studéihéyd
including fees and textbooksBelowr NB | FS¢g KAIKEAITKIGa T NEMcurdatEnrdlinarR Sy (-
Programduring the2020-2021academic year:

 1100ci20Ff ydzYoSNJ 27F a0 GoRciyeit&EnrdigeNtPriografiR Ay t ¢/ / Qa
9 5,350c¢ total credits earned
1 $843,909thousandc collective cost savings to students and their families

NACEP Accreditation

The National Alliance @oncurrent Enrollmer®artnerships (NACEP) works to ensure that college courses offered by
high school teachers are as rigorous as courses offered ormptressring college campus. As the sole accrediting body
for Concurrent Enrolimenpartnerships, NACEP helps these programs adhere to the highest standards so students
experience a seamless transition to college and teachers benefit from meaningful, opgafiessional development
(www.nacep.org/abounacep). The PTCConcurrent Enroliment Prograis in process of seeking NACEP accreditation
To earn accreditation, PTCC is demonstrating that it mMe&GEP STDARD related to faculty, assessment,
curriculum, student services, and student assessment.

APPENDIX A
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STUDENT INFORMATION

Student&lect for Success The Right Students for the Right Reasons

PTC@artners with school districts throughout Minnesota prepare students to learn essential skills and earn college
credit through a variety of€oncurrent Enrolimenpptions. To participate i€oncurrent Enrolimentourses, students

must meet eligibility requirements established by Minnesota StateRi@Cand satisfy PTCC prerequisites, which may
AyOfdzRS | aldAa¥flOlG2NE LI OSYSyid &a02NB F2NI NBFRAy3I |\

Because these courses are rigorous colieyel courses, students should be motivated and readye challenge of
balancing college coursework with their high school courses and the demands of being a high school student.

Indicators of Success:

Academic skills or standing:

Satisfactory attendance record

Successfully completes related high schamirsework

Completes all assignments by due date, including assigned readings
Demonstrates selinotivation as a learner

Applies classroom learning to rdde cases, observations and service learning
Meets all eligibility requirements as set forth Bynnesota State and PTCC

=A =4 =4 =4 =4 =9

Personal traits/dispositions:
1 Demonstrates respect for others
9 Exhibits intellectual curiosity and openness to new ideas
1  Works well as part of a team
1 Demonstrates honesty and ethical decisimaking
1 Willingness to devote sevdrhours each week outside of class to study, reyemwd prepare for coursework

Maturity:
1 Demonstrates selddvocacy and communication of needs
1 Successfully manages academic, work, extracurricular, and other commitments
1 Takes responsibility for theirdening and success



Seniors

1

T
T

Juniors

T
1

T

Be in the upper ondalf of class or have a test score at or above 50th percentile on any nationally
standardized, nornreferenced test such, or

Have a high school GPA of 3.0 or higher for general educatioseas or a GPA of 2.5 or higher for career
and technical education courses, and

Meet courseplacementrequirements agsletermined by assessment scqich as ACCUPLACER, ACT,
MCA) or multiple measures indicators (such as high school GPA)

Be n the upper onehird of class or have a test score at or above the 70th percentile on any nationally
standardized, norareferenced test, or

Have a high school GPA of 3.0 or higher for general education courses or a GPA of 2.5 or higher for career
and techical education courses, and

Meet courseplacementrequirements agsletermined by assessment scqich as ACCUPLACER, ACT,

MCA) or multiple measures indicators (such as high school GPA)

Sophomores and Freshmen

T

T

T

T

Have a favorable recommendation from asijnated high school official to enroll@oncurrent Enroliment
courses, and

Have a high school GPA of 3.0 or higher for general education and aacktrchnical education courses,

and

Meet courseplacement requirements as determined by assessmentes(uch as ACCUPLACER, ACT,

MCA) or multiple measures indicators (such as high school Gin4)

tKS a0OK22f RAAGNAOG YR GKS StA3aAo0fS LRaidasSodz2yRI
enroliment (documentation must be on file at botbt®ols indicating mutual agreement)

Other considerations,

T

The course is a world language course currently available to 11th andgtatte students, and consistent
with Minnesota Statutes, section 120B.022 governing world language standards, certjfaradeseals.

PTC@®laces the onus of verifying the enroliment eligibility of students taking its courses on the partner high school.

Students who wish to take @oncurrent Enrollmentourse, but do not meegligibility requiements and a
counselor/administrator/teacher within the discipline feels they can be successayl appeal. A student must submit
an appeal form, with all required documentation and signatures to be considered.
1 Submission of an appeal form does not quree course registration.
1 While June %is the suggested deadline for appeals, students may submit appeals 4 weeks prior to the start of
the courses) for which they are appealing.
9 Student must meet any course placement requirements (Accuplacer, ACT AGTA

All students considering enrolling in a PT&@current Enrollmentlass should first apply to the college. In most cases,
this should be done the spring prior to the academic year in which a student plans to take the courseighasghbol
counselors will assist students with their college application, and PTCC staff are availableCorfoeipent Enrollment
students through the application process. To apply to PTCCuwisitpine.edu/amly. Please note that students who
have previously taken a PTCG@ncurrent Enrolimentourse should not apply again. For a stBpstep application guide
for Concurrent Enrolimengtudents, pleaseisitwww.pine.edu/concurrentor contact Jodie Klinkhammer.



http://www.pine.edu/apply
http://www.pine.edu/concurrent

Once students have applied to PTCC, they will be assigned a Star ID. This is their unique student identification for all
Minnesota State Colleges and Universities. They will also caga@sssword. The Star ID and password will give them
access to eServices, studentrail, the library, and mangdditional resources on campusis critical that students
remember their Star ID. If they need assistance with their Star ID,htigit://starid. minnstate.edu

All Concurrent Enrolimergtudents arewelcome to stop by our main campus in Pine City to pick up their official PTCC
student ID. In order to get a PTCC studentiBywilf Yy SSR G2 o6NARyYy 3 | OdzNNRighischbdk 2 i 2
photo ID) and theicurrent printed PTCC schedule (which can be printed from eServices).

PTCC is implementing a multiple measures for course placement (MMCP) appfeattesfor Fall 2020 registration.

The new MMCP framework incorporates the use of high school GPA when determining placement into college level
O2dzNESad® ¢KAA YSIya GKIG ¢S oAttt y2g O2yaARSNlert adiddzRe
assessment (ACT, MCA, SAT, Accuplacer) to determine if they are eligible to take a college level course.

In the absence of eligible ACT, SAT, MCA, and/or ACCUPLACER scores and/or in alignment with the local placement

process, college and universitiegy use cumulative high school grade point average (HS GPA) as a standalone measur
for the 20202021 academic year.

Courses that require College Level Reading must have one of the following:

1 ACT Reading score of 21 or higher

1 MCA Reading score 1047 or regh

1 SAT Reading score of 480 or higher

1 Accuplacer Next Generation score of 250 or higher
OR

1 ACT Reading score of-20 ANDa high school GPA of 2.5 or higher

1 MCA Reading score of 1064R46 ANDa high school GPA of 2.5 or higher

1 SAT Reading score of 441 ANDa high school GPA of 2.5 or higher

1 Accuplacer Next Generation score of Z28 ANDa high school GPA of 2.5 or higher
OR

1 Cumulative high school GPA of 2.6 or higher

Courses that requig College Level Math placementust have one of the following:

1 ACTMath score of 22 or higher

1 MCA Math score of 1158 or higher

1 SAT Math score of 530 or higher

1 Accuplacer Next Generation score of 250 or higher on the Advanced Algebra and Functions (AAF) test
OR

1 ACT Math score of 281 ANDa high school GPA of 2.7 or highe

1 MCA Math score of 11521157ANDa high school GPA of 2.7 or higher

1 SAT Math score of 52629 ANDa high school GPA of 2.7 or higher

1 Accuplacer Next Generation score of 2289 on the Advanced Algebra and Functions (AAFANEELa high

school GPAf®.7 or higher

OR

1 Cumulative high school GPA of 2.8 or higher and successful completion of high school algebra Il with
i 2NJ KAIKSNJ
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Most Concurrent Enrolimentourses through PTCC require students to meet minimum placement scoties on
ACCUPLACER exam. ACCUPLACER testing is usualkgiteelat time high school the spring prior to the academic year
in which a student plans to take the cour€oncurrent Enrolimergtudents may also take the ACCUPLACER exam at
PTCCStudents may samit qualifying ACT, MCA, or SAT scores in place of taking the ACCUPLACER exam.

Next Generation ACCUPLACER

PTC@ansitonred¥F NBY GKS OflFaaAro !/ /' 't[!'/9w GSaG/ el F20IRE G S
spring 2019Why did the College &ard redesign the ACCUPLACER placement assessmertsR S / 2t € SIS . ;
responsibility to continuously evaluate and improve our programs and services and, most importantly, ensure that they
respond to the evolving needs of the students, professioraaid,institutions we serve. We have redesigned the

L/ /Pt [/ 9w FaaSaavySyid aeadaSy a2 GKFG Ad O2yiGAydzsSa (2
NBI RAY3II & NG Ay @EtHs:/acfuplackticdilggébdakdinrk/Elacdtér/negeneration/fad

Next-Generation Readingssesses thetest  { SNRA& FoAfAGe (2 RSNAGS YSIyAy3a 7
meaning of words and phrases in shard extended contexts. Passages on the test cover a range of content areas,
writing modes, and complexities. Both single and paired passages are included. Four broad knowledge and skills
categories are assessed:

1 Information and IdeasRhetori¢ Synthesisand Vocabulary

Next-Generation Arithmeticfocuses on computation, order of operations, estimation and rounding, comparing and
ordering values in different formats, and recognizing equivalent values across formats. The following knowledge and
skills categdes are assessed:
1 Whole Number Operation$raction OperationdDecimal Operationgercent andNumber Comparisons and
Equivalents

Next-Generation Quantitative Reasoning, Algebra, and Statistics (Sgsses the following knowledge and skills:
1 Rationd Numbers Ratio and Proportional RelationshjfisxponentsAlgebraic Expressionisinear Equations
Linear Applications and Graph&robability SetsDescriptive Statistic&seometry Concepts

Next-Generation Advanced Algebra and Functions (AA$9essethe following knowledge and skills:
1 Linear Equationd.inear Applications and Grapliactoring Quadratics Functions Radical and Rational
EquationsPolynomial Equationg&Exponential and Logarithmic Equatipfisigonometry

Practice and Get Preparedfdest Day The Official WekBased Study App

The ACCUPLACER yebed study app features practice tests in each test subject. It is accessible from most devices
with internet access, and will help students become familiar with the content and formaedAA@CUPLACER test
questionsd [ S Ny & @&2dz 32¢ (Sada LINROARS &idzRSy i Samplatéss SE
are similar to the real thing, so students Mdhow ahead of time what the@xperience will be like on test dajtey can

save theiwork at any time, and comdbO1 ¢ KSy Al Qa .GtigedsSareaBeyfdirevievethEcdrek S Y
history to see whathey arealready doing well and what skitlsey should focus on improving.

Note: Student scores fromi K S & @bt wiliranaid galid for three years (reading) and two years (math).

Alist of commonConcurrent Enrolimentourses offered through PO& & LJ2 & 0 SR 2 yThis listjpSudes 6 S 0 2
courses offered at a high school by high school teachers, courses offered at a high school by PTCC faculty, and cours
offered via interactive television (ITM)his list is not exhaustive, but represemvat of the courses offeredn this list

you can find course descriptions, prequisites, and required placement scores.

11


https://accuplacer.collegeboard.org/educator/next-generation/faq

Concurrent Enrolimergtudents must maintain a 2.0 GPA and a course completiorofd&% to remain eligible for

future courses. If students do not meet these standards in a given semester, they will be placed on academic warning.
Students who have not maintained a 2.0 GPA and a 67% course completion rate for two semesters, wdbbenplac
academic suspension and will not be eligible to enroll in a fulgecurrent Enrolimentourse.

1 Academic Warning
o Academic warning occurs the first semester that & (i dzjRa8eg ar@aimpletion rate go below the
college standard: Cuafative GPA isédow 2.0 orcompletion of credits is less than 67%.
o During the warning semestestudentsmust complete albf their credits for the semester and earn a
term GPA of 2.3Theywill remain on probation untithey have achieved the Satisfactory Progress
requirements. For some students, this may take several semesters.
1 Academic Suspension
o If studentsare unable to complete the requirements for warning/probation for GPA and credit
completion,they will be suspended at the end of the term.
o Studentswill be notified by letter from the PTCC Director of Student Success. Suspensions are for one
semester (plus summer) to one yeagpnding on whether this is thirst or second suspension.
f All Minnesota Stateinstitutions honor suspensions from PTCC and willimpaét & dzZRSy 4 Qa | 6 Af A i
and receive financial aid.

It is crucial that students who receive a D, F, or W@woacurrent Enrollmentourse have a conversation with their
counselor/dean to see if continuing witiTCQ @oncurrent Enroliment Program the right choice for them.

The Family Educational Rights and Privacy Act of 1974 (FERPA) prevents PTCC from sharing a student's academic re
with anyone, including parents @oncurrent Enrollmengtudents, even if a student is unde8.lUnless the student
completes &Release of Information Forrmdicating PTCC may share information, no information will be disclosed to
parents (or anyone). few important notes about this that you may find helpful:

1 ltis permissible to talk with parents about general procedures andspatific types of information
T High school teachs and administrators cagliscuss theourse with parentsas they would normity

At PTCCwe are dedicated to student success. Our Studdfdirs and Student Success teams are here for students at
each step in their journey. Werovide personalized studenupport to assist students with everything from academic
planning and career development to student servidd'®. provide resources that will hethem choose the right
courses, whether they are looking to expand their opportunities through caraatimg,complete a degree, or transfer
to anothercollege or universityAll services are free and open to @ibncurrent Enrollmengtudents.

PTCC values diversity and inclusion; we are committed to a climate of mupaktteand full participation. Our
institution is committed to the inclusion of individuals with disabilities in its programs, services, and activities titsough
compliance with state and federal laws.

The Office of Accessibility and Accommodations plesreasonable accommodations to individuals with documented
disabilities enrolled in courses at the college. If there are aspects of the instruction or design of a course that result in
barriers to your inclusion, you may receive academic accommodatippsaviding documentation of a disability and
working with the Office of Accessibility and Accommodatiéims.more information visitvww.pine.edu/student
services/disabilityservices/.
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Academic advising f@@oncurrent Enrollmergtudents is generally a joint effort with PTCC staff and staff at the high
school.Concurrent Enrolimenstudents should contact Jodie Klinkhammer for academic planning services, such as:

I Understanding the program requirements

9 Course content and sequencing to meet a timetable and overall goals
9 Career plans and employment opportunities

1 Transfer credits

9 College policies and procedures

TheTutoringCenter is committed to providg studentswith a comfortable learning environment, which fosters
goodstudy habits. Our goal is to hepudentsstudy effectivelyand independently through tutoringnd support
serviceswhile at PTCGVhetherstudentsare facing a first assignment orfmal exam, we can helfpem gain valuable
knowledge and confidence to become a successful college student.
1 Peer Tutoring
TheTuoring Centeiprovidesfree peer tutoring on a wakin basisin subjectssuch asnath, biology, college
composition, M$asics, networking, and mor€indan updatedtutoring schedule online
at: www.pine.edu/academiskillscenter/.
1 Tutor.com¢ Studying that fits your schedule!
PTCffers free online, ordemand tutoring, through Tutor.com. Tutors are always available, even late at night
when instructos may not be. This tutoring service is easy to use and can be accessed on any device that
connects b the internet.Students can accesstor.com through their D2L Brightspace platforfrutors are
available to help you in a wide range of subjects, such as:
1 Math, Science English, History, Computer Science, Social Sciences, Nursing, Microeconomic and
al ONRSO2y2YAO0AaX /I NBSNIIStLI YR Y2NBX
1 Student Success Workshops
Student success workshopan be requested for Concurrent Enroliment courses and include topics
suchasstudy skills, test taking tipstress management, database research, resume and intervievarigggme
management.
1 Study Area
Studentscan study independently, in small groumrswith a tutorin the Tutoring Center The center is equipped
with eight student computers, a student printeand many textbook resources fetudentsto use while
on campus.

Caeer Services can suppatudentsasthey choose a goal, create a career plan and master tools to mahage
career developmeniWe strive to provide students with the knowledge, skills, and resources necessary to be successful
in their job search by hping them develop confidence and independence in reaching their employment goals.

Counseling serviceme free and availablfor all students. IStudentshave concerns or issues that are getting in the way
of them doing theitbest inPTCQoursesthey cantalk to our counselorResources and suppaatetailoredto help

them with career, academiand/or personal concernglalking with the PTCC Counselor can kaldentsto find

solutions, get options and referrals and setaiplan tomake the most of theicollege experience.

PTCC provides technology and assistance to all enrolled students, faculty and staff. The IT staff can assist with questic
or problems with D2L Brightspace, STAR diDa# access,-servces, etc. For more information, call 3829-5113 or at:
www.pine.edu/technologyservices/contacthe-ptcc-helpdesk
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Ourcollege libraryoffers a diverse collection of books, databases, and electresmurcesspaces for individual and
group studyas well asssistanceavith researchprojects. Our friendl staff can helstudentsmakethe most of
the resourcesavailable tanake thecollege experience successful one.

1 Technology Assistance
Librarystaff can assist studentsgith getting a student ID cardheckingcampus email for the first time, using

D2L ,and installing Office 360 on thdaptops and devices.

1 ResearclAssstance
No matter what stage studentsre at in the research process, thierary can help.The PTCC librariarfers
consultation by appointment awalk-in coveringtopics suchasnarrowingresearch topics, devising a search
strategy, finding peer regivedarticles and books faissignmentsandformatting in-text and bibliographic
citations using MLA and APA style guidelines.

Testing services are provided through the PTCC Testing Cénmtenore information, refer tovww.pine.edu/student
services/testing
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COURSE INFORMATION

Registration, Add, Drop & Withdraw Deadlines

Concurrent Enrollimentourse regigttion, add, drop, and withdraweadlines weraipdated to morefully reflea on-

campus deadlines for the 202819 academic year, and PTCC will continue to transition these deadlines to match on
campus deadlines for the 202020 academic yeand beyond This change directly reflects a NACEP requirement as
stated inStudent Stadard 1 (S1)d wS3IA AU NI GA2Y YR (NI y & Oddduldat/Egfadimeni2 £ A OA
aidzRSyiGa FINB O2yaraidSyid sAGK GK2a$sS 2y OF YLz o¢

Student Action Deadlines

For courses based on a 16 week semestagdent registrdion shall occur within the firsh
Course daysfrom the start of the high school term in which the course is taught.

registration

APPENDIX C | For courses that are quarter based or trimester based, student registration shall occur wit

the first 2 daysfrom the start of the high schdderm in which the course is taught.

For courses based on a 16 week semester, students may add or drop a course throfiigjn tt

business dayf the high school term in which the course is taught.

For courses that are quarter erimester based, students can add or drop the course within
two business daysf the high school term in which the course is taught.

Adding/dropping Notes:
acourse i Students who do not add a course during the course registration/add windows cannd
added at a later date andilinot receive PTCC credit.

1 Students who do not contact their high school counselor about dropping from a cours
the stated deadlines cannot be dropped at a later date, risk receiving a grade of F or
and risk violating satisfactory academic prageolicies.

Students may withdraw from a course after the add/drop period and up to approximately ¢

of the term

Notes:

thdrawi /| 2d2NESa | A0dZRSYyd SAGKRNI & FTNBY gAft | L
frV\é 'rtn ari\:)v:;?ge 11 azé Aa y20( O2bafadmisSio chedit fompleiich Snd Eotid have a

yS3t uA@S AYLI Ou 2y | addzRSyuQa | OF RSYA(

T ! ff GdzRSyGa 6K2 gAGKRNI g FyR NBOSAGBS |
Attendance.

1 Students who do not contact their high school codasabout withdrawing from a course by
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the stated deadlines cannot be withdrawn at a later date, risk receiving a grade of F or F
risk violating satisfactory academic progress policies.

It is the responsibility of the high sobl Concurrent Enrollmerteacher to confirm class lists by th&" dayof the

Concurrent Enrollmentlass and let the appropriate PTCC staff know if there are any adjustments that should be made.
Failing to confirm class list could create issues witdent records and transcript&mail Jodie Klinkhammer
(Jodie.klinkhammer@pine.eduby the 15 day of your class confirmaccuracyof your class lister with changes that

should be made.

All concurrent course students will participate in the same course feedback survey that is administered at the college
level course. It is expected that the same level of anonymity is achigvedskthat ConcurrentEnrollmentteachers
havetheir studentscompletethe surveywithin the lasttwo weeksof the course. TheDirectorof StudentSucceswill

sendthe surveylink to all ConcurrentEnrolimentteachersto distribute to their students.

Once the results are made availaglee Director of Student Success will share the results with the instructor, the
appropriate high school administrator, and the PTCC faculty menimse survey results should only be shared with
appropriate high school officials with a stated academic purpose.

Final course grades are to be entered via eServices Viidhirdays of the end of the course. Contact the PTCC Registrar,
Darla Calverley, for assistance entering final grades.

All Concurrent Enrathent courses will be graded using the same grading standards as the courses taught at the college
(including online, hybrid, or face-face) PTCANI RAy 3 &l yRIFI NRa I NB fAadSR o0St 2
the student handbookhttp://www.p ine.edu/currentstudents/studenthandbook. pdf)

Letter | Grade | Letter | Grade | Letter | Grade | Letter | Grade | Letter | Grade
Grade | Points | Grade | Points | Grade | Points | Grade | Points | Grade | Points
B+ 3.33 C+ 2.33 D+ 1.33 F 0.00
A 4.00 B 3.00 C 2.00 D 1.00 FN 0.00
A 3.67 B- 2.67 G 1.67 D- 0.66 W 0.00
I 0.00

Note: W¢t KS y20FGA2y 2F a2¢ gAft 0SS | aaAi3dy SR -dtiké&dyvithdravali dzR
from a course must be declared after the fifth day of the semester, butatet than the 80% point of the class.

Students participating in PSEO may have a different W date per Minnesota Department of Education and state
legislation. Under special circumstances, the college may withdraw a student from a course. This actén pldide

y2 tF30SN) GKIFy GKS RSFRfAYS F2NJ a0dzRSyd AYyAGAFGSR oAl
NEO2NRSR F2NJ 6KS 3INFIRS 2y (KS &ai0dzRSyiQa LISNXIyYySyid NBC
attempted credits andire calculated in the cumulative credit completion percentage for satisfactory academic progress.

FN¢ Failure NorAttendance: This grade is awarded to a student who never attended the course and did not officially

drop or withdraw from the coursélhis3 NI RS OF f Odzf | §S&4 (GKS &lYS & Fy acCé
completion percentage for satisfactory academic progress.
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mailto:Jodie.klinkhammer@pine.edu

Cé o0& G(KS SyR 2F (GKS SA3IKIK $S8SS1 2F GKS ySEG GSNY
Registrar. Incomplete gdes are counted as attempted credits and calculated in the cumulative credit completion
percentage for satisfactory academic progress.

681

The following is the grading scale that is used for all cofedEBIEOP, MEDA, PRSG, and NURS) in the nursing and EMT
programs which are awarded a letter grade. At this time, PRSG clinical/practicum courses are Pass/No Credit.

Letter Grade Percentage GPA
A 94.0%100% 4.0
B 87.09693.99% 3.0
C 80.09686.99% 2.0
D 73.0%79.99% 1.0
F 72.0 and below 0.0

' ANI RS 2F a/ ¢ O6ym:0 A& NBldZANBR FT2NJ 4dz00SaaftdzZ O2 YLt
than 80% is not acceptable. Grades will not be rounded up.
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ROLES AND RESPONSTHES OF CGNRRENT ENROLLMEMNMAKEHOLDERS

lEf adl 1SK2Eft RSNAR Ay t¢// Qa /2y OdaNNByid 9yNRtfYSYyd t NEP:
Concurrent Enroliment Program that adheres to the highest standards and ensures that students experiendessseam
transition to college. The roles and responsibilities of high school teachers, PTCC faculty mentors, high school
administration, and the PTCC Concurrent Enroliment Program are outlined below. These responsibilities are based on
requirements set forthhy PTCC as well as NACEP accreditation standards, which are indicated below.

The PTCC Faculty Mentor

hyS 2F GKS Y2aid SEOAGAYy3 Cohchréd ZnioimeanStru@odzislthd | Odzf (18 Q& 6 ;
mentormmenteerelationships, in which both groups h&@n opportunity to learn from one another about how their
students are alike and how they differ. High school teachers get to consider different methods of teaching or new kinds
of assignments, while college instructors get to learn more about the chgmginid of higmi OK 2 2 £  3I NJ Rdzl { S
soon be seeing, and how prepalthey are to do college work.

A PTCC Faculty Mentor will be assigned tGaticurrent Enrollment Prograteachers¢ KS t ¢/ / FI Odz G &
to serve as the instructor of record overseeamy ensuring the integrity of the course curriculum. Mentors serve a
critical role in ensuring tha€oncurrent Enrollmentourses meet the outcomes, expectations, and quality expected of
traditional oncampus courseddditionally, PTCC Faculty Mentprsvide resources and support throughout length of
the Concurrent Enrolimentourse, including, but not limited t@roviding theConcurrent Enrollmernteacher with initial
training, annual professional development, andsite high school visits. Prior todlstart of a newConcurrent
Enrolimentcourse, the PTCC Faculty Mentor will meet with@mcurrent Enrolimenteacher for the required new
teacher orientation.

The PTCC Faculty Mentor will warith high school partner teachers to schedule periodic viaitd checlins
throughout the year. A summary of required visits is included in the table below and detailed in the responsibilities of
PTCC faculty mentors and high school teachers.

Meeting Required Number of Visits

For newCorturrent Enrolimentteachers, new mentor/mentee relationships, or ne@oncurrent
Enrolimentcourse offeringsA minimum of one planning meeting between the faculty mentor g
Course Specific | high school instructor will occur prior to the start of the course. This meetilhgnsiude a
Training comprehensive New Teacher Orientation with disciplpecific training in topics includiregurse
curriculum, assessment criteria, pedagogy, course philosophy and theory. Other agenda iten
include theConcurrent Enrollment Prograhandbook, administrative responsibilities,
programmatic policy and procedures and ongoing/annual professional development.
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Discipline Specific
Professional
Development

Faculty mentors must provide annual discipline specific professional development oppiedunit
all Concurrent Enrolimertiigh school teachers.

Classroom observations are required for all fiygair mentor/mentee partnerships and should
occur early in the semester in order to provide timely feedback to the high schachéer. For
established partnerships, a classroom observation is required at minimum once every three \
On years that a classroom observation is not scheduled, a facaltyomshould use the alternate
site-visit options report to document fae®-face interaction with the partner high school teache

Classroom
Observations

Alternate site visits may occonly with Concurrent Enrolimenpartnerships in which the following
requirements are met:

1 Course partnership has been established at least two years

1 Mentor/mentee partnership has been in place at least one year with no change in
representation.
Classroom observation occurs at minimum every three years.
Note: Site visit options must be completed faoeface during years in which classroom
observationdoes not take place.
Alternate site visits may include one of the following activities:

1 Grade norming activity

I Faculty Mentor guest lecture

T Assignment review

Alternate Site

1
Visits T

PostCourse Wrap| PostCourse wrap up meetings may occur in perseig telephone, or virtually PTCC Faculty
Up (in-person or | Mentors and high school teachers should revismester grades, discuss suggestions for
virtually) improvement for ugoming courses anakview concurrent student course evaluations

(A listing of Faculty Mentor responsibilities in a cHestiform can be found avww.pine.edu/concurrent
1 Provide coursespecific training for all new Concurrent Enrollment instructors, new courseitgf&rnew
mentor/mentee relationships.

o For newConcurrent Enrollmerteachers, new mentor/mentee relationships, or né&oncurrent Enrollment
course offeringsA minimum of one planning meeting between the faculty mentor and high school
instructor will ocar prior to the start of the course. This meeting will include a comprehensive New Teacher
Orientation with disciplinespecific training in topics includirmgurse curriculum, assessment criteria,
pedagogy, course philosophy and theory. Other agenda iteithinclude theConcurrent Enrollment
Programhandbook, administrative responsibilities, programmatic policy and procedures and
ongoing/annual professional development.

1 PTCC Faculty Mentors will participate in aalmprofessional development withartner high school teachers
Examples of professional development are included below.

0 Group Professional Developmen# faculty mentor may schedule a block of time to conduct professional
development training for a group @oncurrent Enrolimernteachers. The anral ConcurrentEnrollment
Professional Developmenta® in August is a preferred time to host a discipline specific group siofesd
development opportunity.

o Participate inOneOn-One Professional DevelopmenEor faculty mentors who are assigned to wauikh
only a couple of teachers and where it is impractical to host a group meeting, a mentor may choose to meet
one-on-one with theConcurrent Enrolimeninstructors to review curriculum standards, provide training
related to the course, etc.

o Participate n Other Professional Developmen# faculty mentor may approve or invite a CE instructor to
attend a disciplingelated conference or workshop conducted by a professional organization or an academic
department sponsored professional development traininduidill the professional development
requirement.

o Tracking Professional Development Activities
TheFaculty Mentor is responsible for trackin@oncurrent Enrollmertiigh school teacher participation in
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the required professional development training. Withol professional development training the mentor
should include:

A Alist of attendees.

A An agenda, seminar description and materials, event minutes, conference report, or narrative of
professional development activity.

A A narrative describing how the annuabjessional development further enhances course
content and delivery knowledge and/or addresses research and development in field. Please
include the format, delivery method, and frequency of professional development activity.

PTCC Faculty Mentorsll work with partner high school teachets schedule class observations/site visits.

o For newConcurrent Enrolimenteachers, new mentor/mentee relationships or ne@oncurrent
Enrolimentcourse offerings dassroomobservations are required for all firgear mentor/mentee
partnerships and should occur early in the semester to ensure that the course meets the learning outcomes
approved by the college and that students are being held to coliegs standards.

0 For established partnershipsa classroom observatiaa required at minimum once every three years. On
years that a classroom observation is not scheduled, a faculty mentor should use the alternatiwsitsite
options report to document facéo-face interaction with the partner high school teacher.

0 For eshblished partnershipsone faceto-face alternative site visits should be scheduled for years that a
classroom observation is not scheduled. This site visit report may be used onfyamitiurrent Enrollment
partnerships in which the following requiremerdse met:

A Course partnership has been established at least two years

A Mentor/mentee partnership has been in place at least one year with no change in
representation

A Classroom observation occurs at minimum every three years

Alternate site visits may inalle one of the following activities:

o Grade norming activity

o0 Faculty Mentor guest lecture

0 Assignment review

Review the course syllabus and course outline wWithhigh school teachdp ensure consistency in course
outcomes and expectationfaculty mentos are required to review and submit paired syllabi annually from on
campus andConcurrent Enrolimergections from each course, with learning objectives highlighted.

Review assignments and assessments with the high school teacher to ensure studenia@esbessed using
methodssimilarto those in oacampus coursegaculty mentors are required to review and submit paired
assessments annually from-@ampus and Concurrent Enrollment section for digeside comparison (such as final
exam, lab exercisessay assignment, or grading rubric).

Provide support, guidance and mentoring @oncurrent Enrolimentigh school instructors to ensure the delivery
of a quality, collegiatdevel learning experience f@oncurrent Enrollmergtudents.

Maintain regularommunication with mentee (fae®-face, online, telephone, etc.).

Suggest opportunities to-kK2 Partnerships Coordinator for student engagement events with ParC&ampus or
Aa0KSRdzE SR i KAIK aO0OK22f0 @gAGK O Krée toveBSsyré tBaidentdaaredzR Sy
connected to the college and aware of student resources (exampbacurrent student visit day/tour of campus,
GAaAl SAGK YSydG2NRa 2yairidsS Oflaaz SGOo0 o

Be familiar with theConcurrent Enrollment Handbook and other menteacher, and studentesources found on

t ¢ /sCdmncurrent Enrollment websiteww.pine.edu/concurrent

Ensure high school students are aware of and have access to litoHegeresources, andervices to ssist them in
their academic success.

Notify mentee of updates to course syllabus, changes in curriculum and textbooks.

Provide access to supplementary materials approved by the department for use with the speaifiarrent
Enrolimentcourse

Relay ag concerns or program suggestions to Director of Student Success.
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to Director of Student Success at the end of e@omcurrent Enrolimentourse withall other required
documentation.

For newConcurrent Enrolimerteachers, new mentor/mentee relationships, or n€oncurrent Enrollmentourse
offerings:Aminimum of one planning meeting between the facultyma and high school instructor will occur

prior to the start of the course. This meeting will include a comprehensive New Teacher Orientation with discipline
specific training in topics includirgurse curriculum, assessment criteria, pedagogy, courdesaiphy and theory.
Other agenda items will include tgoncurrent Enroliment Prograhandbook, administrative responsibilities,
programmatic policy and procedures and ongoing/annual professional development.

High school teachers will participate in amhprofessional development with PTCC faculty mentors.

High school teachers will work with PTCC Faculty Mentors to schedule class observations/site visits.

Review the course syllabus and course outline WITCC Faculty Mentto ensure consistency in aese outcomes

and expectations-aculty mentors are required to review and submit paired syllabi annually from on campus and
Concurrent Enrolimergections from each course, with learning objectives highlighted.

Review assignments and assessmavita PTC Faculty Mentoto ensure students are being assessed using
methodssimilarto those in oacampus coursegaculty mentors are required to review and submit paired
assessments annually from-@ampus andConcurrent Enrolimergection for sideby-side comprison (such as final
exam, lab exercise, essay assignment, or grading rubric).

Ensure all students have applied to PTCC by required deadline

Ensure all students have enrolled in concurrent course(s) by required deadline

Confirm class list via eSermgcand notify PTCC immediately of changes

{dzo YAG Ga5NRLXK! RRé | yR a2 Al Rbdguied deaBitheésya | a ySOSaal Ne
Enter grades via eServices by the Monday following the scheduled end date of the course.

Ensure all students meet PSEOhcurrét Enrolimentand course specific eligibility requirements

9y adzNB &0 dzRSy (i a CanduBentlEdréliiNdBivelssite and hdve révi@wed the information included in
the PTCConcurrent Enrolimen$tudent Handbook located atww.pine.edu/concurrent

Enforce all college policies, including studatiendance and conduct policies

Distribute the approved syllabus to students tloaitlines course outcomes, expectations on level of rigor, as well as
college expectations and policiefnstructors are encouraged to have students sign the syllabus to further ensure
that students have read and understand their responsibilities.

Ensure high school students are aware of and have access to limlegeresources, andservices to assist them in
their academic success.

Administer end of coursevaluations to all studentwithin the last two weeks of the course

Attend mandatoryConcurrent Enrollmerrofessional Developmeitay in August to meet witGoncurrem

Enroliment Programstaff and assigned PTCC Faculty Mentor.

Maintain regular communication with mentor (fate-face, online, telephone, etc.)

When appropriate, participate in at least one PTCC event (on campus or scheduled at high school) witlettie stud
enrolled in concurrent course to ensure that students are connected to the college and aware of student resources
(examplegO2 Yy OdzNNBy i aiGdzRSy i OA&aAG RI&kG2dzNJ 2F OF YLzas O
Host classroom visits from PTCC fagwtyvisors, or admissions personnel as appropriate

5AALBTCE WASYYyl yi RdzZNAY.3 O2y OdzZNNBy G Of  aaSa

Remain FERPA compliant

Provide qualified faculty to teach concurrent courses at the high school. Allyfadll remain employees of the
school district.

Assist high school students in applying to the college prior to the start ddmeurrent Enrollmentourse.
Ensure that high school teachers confirm course rosters by tHela$ of class.
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Ensure thahigh school teachers enter course grades into eServices wiitiitys of the conclusion of the course.
Ensure all students meet PSE®hcurrent Enrolimerdnd course specific eligibility requirements

Recommend and authorize enroliment/course selecfioneligible high school students for college credit as defined
in Minnesota Statutes 124D.09.

Administer placement testing in partnership with the college prior to the start ofdbecurrent Enrolimentourse.
Participate jointly with college personhim the planning and implementation of an orientation/information session
for students and parents.

Be responsible for publicity, marketing, recruitiagd selecting students to participate in the program.

Arrange educational accommodations as needepgartnership with the college.

wSIljdZANB (S OKSNA {2 CadeuNdnt’EQrallindriiofessibniDeticfomend Ry irf tie Tl Q a
Participate jointly with college personnel in periodic meetings to discus€tmeurrent Enrollment Program
Provide textbooks and other required course materials after approval by the college faculty mentor.

Ensure that at least 50% of the students in the concurrent course are taking it for college credit.

Approve high school instructors in accordance with Minnesota State, HLC, and NACEP credentialing guidelines.
Provide orientation and professional development to the high school instructors as it relates to the discipline and
the concurrent program.

Sdect and assign faculty mentors with appropriate academic credentials to mentor high school instructors for
contracted courses.

t2ad 3INIRS&a (2 GKS adGdRSydGaQ O02tfS3S GNFyaONR LI o
Award college credit to eligible students upon successful completion of enurs

Communicate student eligibility requirements to the school district.

Provide placement testing administration training to the school district and cover testing expense for students
planning on enrolling in PT@@ncurrent Enrolimentourses.

Particpate jointly with school district personnel in the planning and implementation of orientation/information
sessions for students and parents.

Provide common course outline and access to learning resources, including the library and learning management
sysem (D2L Brightspace).

Identify the course materials to be used.

Ensure that the Course Evaluation Survey is completed for each course.

Administer other periodic surveys, as required by NACEP.

Participate jointly with school district personnel in peliotheetings to discuss tHeéoncurrent Enrollment Program
Adhere to all Minnesota State, Higher Learning Commission (HLC), and National Alldoceusfent Enrollment
Partnerships (NACEP) policies and standards.

Createcontracts andnvoices for the skool district.

To ensure thaConcurrent Enrollment Prograstan offer high quality NACEP accredited programs and continue to grow
in the upcoming years, programs must be financially sustainable. By 2022, all cdteses through colleges will have
one uniform price of $3,000 per mentor/mentee relationship per course, per term.

Academic Year 20182019 20192020 20202021 2021-2022
Concurrent Cost $2,100 $2,400 $2,700 $3,000

22



TEACHER AND COURBEROVAL PROCESS

Concurrent Teacher Credentialing

High schools that wish to off€@oncurrent Enrolimentourses must have appropriately credentialed facufigculty
credentialing verification will be facilitated by tidrector of Studentaind reviewed by th&/ice Preslent of Academic
and Student AffairdHigh school instructors shall provide the necessary documiemtab ensureaccuratecredentials
can be establishedf teackers do not meeminimum requiredqualificationsand wish to continue teachinQoncurrent
Enrdiment courses, they are required to complete a proiessil development plaand have it approved by their high
school principal and sponsoring college.@dhcurrent Enrollmenteachers are required to meahinimum
gualifications by 202ZRequired docurantation can be found atvww.pine.edu/concurrent

Extension to Higher Learning Commission Deadline Approved

The Minnesota State system office submitted an application to the Higher Learning Commissian(biRIGIf of all
Minnesota State colleges and universities for an extension of the September 1, 2017 compliance timeline for institution
to ensureConcurrent Enrollmennstructors meet faculty qualifications standards. The HLC approved this request and,
as a result, all Minnesota State colleges and universities witbrecurrent Enrollment Prograhave an extension that

allows an additional five years (2022) by which to meet the faculty qualifications standards. This HLC extension allows
for all current ad newConcurrent Enrollmeninstructors to work towards meeting the faculty qualifications standards
within this extended timeline.

July 29, 2020 Update HLC deadline extended to September 1, 2023

At its June2020meeting,the HLBoardof Trusteesconsderedwhether an additionalextensionto complywith HLC's
AssumedPracticeB.2.a(facultyqualifications)solelyasappliedto dualcredit faculty until Septemberl, 2023was
warrantedasaresultof the disruptiveeffectsof the COVIEL9 pandemic.TheBoard unanimouslyapprovedthe
additionalextensionfor all institutionsthat previouslyreceivedan extensionfor this purpose.TheBoardacknowledged
the difficultiesconfrontedby manydual creditinstructorsworkingto completetheir academiaequiremensin an
environmentmarkedby dramaticchangesdaily challengesaind a highdegreeof uncertainty.

Process for Meeting HLC Requirements by September 13202
PTCQPTCC) is committed to helping our Concurrent Enrollment partners achieve credentialimgmennis as well as
ensuring that progress towards minimum credentialing requirements is being made.

All new and returning Concurrent Enrollment teachers who do not currently meet minimum credentialing requirements
as determined by Minnesota State Collegesl Universities and the Higher Learning Commission, must submit a
detailed outline of their plan to meet credentialing requirements on an annual basis. The Director of Student Success, i
partnership with the appropriate Academic Dean and Vice Presmfefstademic and Student Affairs, will review
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updated professional development plans annually to ensure high school teachers are making progress towards meetin
credentialing requirements.

The purpose of this professional development plan is to identify@an specific coursework and/or relevant work
experience for high school instructors interested in meeting minimum qualifications to teach in specific field/discipline.
The plan should be submitted with explicit timelines for meeting credentiadiggirements by September 1, 2023

Before registering for graduate level courses needed to meet minimum credentialing requirements, high school teachel
must have courses prapproved by the appropriate academic dean and Vice President of Academic and Stiidiesit Af

Feedback regarding the updated professional development plans will be shared with the high school teachers and
appropriate high school administration. If high school teachers are not making progress towards meeting credentialing
requirements, PTCQd the high school will determine if the Concurrent Enrolment course can continue to be offered.

Below is a suggested outline for Concurrent Enroliment teachers to meet credentialing requirements by the stated HLC
extension.

Academic al ai S t&Eeout &f Siscipline No Masters, but currently enrolled in Masters
Year in Discipline
20182019 By January 1, 201@submit updated professiong 12 graduate credits in discipline
development plan to PTCC
20192020 Register for and earn 6-ield graduatecredits 18 graduate credits in discipline
20202021 Register for and earn 64ireld graduate credits 24 graduate credits in discipline
2021-2022 Register and earn 64field graduate credits 30 graduate credits in discipline
2022-2023 Register and ear6 infield graduate credits 30 graduate credits in discipline
20232024 Masters and 18 graduate credits in discipline I Masters within Discipline by September 202
September 1, 2023

The process thecoming an approve@oncurrent Enrollmernteacher in PTCO®oncurrent Enrollment Progralregins
by having a conversation with your high school administration.

Once it is determined by the partner high school to offerew Concurrent Enrollmentourse the high school must

indicate interest to the Director of Student Success for approval. In conjunction with the course approval process, any
interested high school teachers must submit a new teacher interest form, resume/vitae, and undergraduate and
gradude level transcripts, for credentialing review.

Although new teacher interest forms are accepted throughout the year, PTCC prefers that all documents are submitted
for consideration for the upcoming academic year by May 1. The optimal time to apply @otiirrent Enroliment
Programis between January and March when high school schedules are being developed.

PTCC understands that schools already participating in the program may learn after May 1 that they need to replace a
concurrent teacher. Should thexcur, please alert the Director of Student Success as soon as possible so that
credentials can be reviewed in a timely manner. A generous lead time allows schools to address issues that may arise
during the teacher application process and allows teacteomplete the required preparatory work before they
teach. This lead time also allows PTCC and the high schools to make the necessary changes to course listing informat

Credentialing Information
As with our college faculty, minimum qualificationslude graduate education in a focused discipline or concentration
to ensure that teachers have a mastery of the major theories, methods, and approaches in a subject area. Advanced
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subject expertise also means that teachers are well prepared to help steidi@aipply knowledge beyond typical high
school level to important questions and problems.

To determine credentialing requirements of a specific discipline, please viditithreesota State College Faculty
Credentialingpage, where you can search credential fields for discipline specific requirements.

To Apply
Interested teachers must submit these four items to the Director of Student Success:

1. New Teacher Interegtorm

2. Current/Updated Resume or Vitae

3. Transcripts from all colleges/universities you have attended (both undergraduate and graduate work, official
transcripts will be requested upon approval)

4. Concurrent Enrollmeninstructor Credential ReviewoFn

Once these materials have been received, thensitied information will be reviewed by the Director of Student

Success, Vice President of Academic and Student Affairs, and the appropriate Dean according to the concurrent teach
approval process. Once reviewed, the Director of Student Success will thetifiigh school administration and partner
teacher of their approval or denial to teach tR®ncurrent Enrollmentourse.Required documentation can be found at
www.pine.edu/concurrent

High school teachers interested in teachingPdiCQ a o6 €oficurferdt Enroliment Programust submit required
documentation in order to be considered to teach in the program. Below is an outline of the approval process that PTC
uses to erify teachers meet minimum credentialing requirements.

1. Interested high school administrator conta®®$CG Director of Student Success to express interest in having a
teacher's credentials reviewed in order to offer a new concurrent course or to deteiifrtime new teacher
meets credentialing requirements teach for PTCCGoncurrent Enrollment Program
2. The Director of Student Success will send required documentation to HS teacher to fill out.
a. New teachers:
i. New Concurrent Teacher Interest Form
ii. Credenial Review Form
b. Returning teachers interested in teaching n€ancurrent Enrollmentourse:
i. Credential Review Form
3. High school teacher completes required documentation as indicated above and attaches current resume and
unofficial copies of undergraduate dmgraduate transcripts. The teacher or HS contact returns required
documentation to PTCC's Director of Student Success for credential review.
4. Once all required documentation is obtained, the Director of Student Success will direct all documentation to
the appropriate Academic Dean and Vice President of Academic and Student Affairs for credential review.
5. The Academic Dean and Vice President of Academic and Student Affairs reviews credentialing information
according to guidelines from Minnesota State Cakegnd Universities Policy 3.32 found on Ei@enesota
State website The Academic Dean and Vice President of Academic and Student Affairs will consult with the
Faculty Chair of #hn Department as needed.
6. The AcademiBean and Vice President of Academid&tudent Affairs may choose to:
a. Approve credentials. The HS teacher is fully qualified to teach PTCC courses in their approved credenti:
area.
b. Deny credentials. The HS teachemas qualified to teach PTCC courses, but may continue to work with
PTCC to move towards proper credentialing requirements.
c. Grant conditional approval. The teacher is permitted to teach forGbacurrent Enrollment Program
but must submit a ProfessionBlevelopment Plan outlining how they will meet Minnesota State/HLC
credentialing requirements prior to September 1, 2022.
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7.
8.

The Director of Student Success will communicate decision to high school teacher and administrator.

If PTCC indicates the teacher da®t presently meet credentialing criteria but may submit a Professional
Development Plan, the teacher is responsible for seeking out graduate programs or courses that will fulfil
credentialing requirements, filling out the Professional Development Piimrequired documentation, and
submitting to the Director of Student Success for approval.

Guidelines for New Teacher Approval
In order to comply with HLC credentialing requirements, @ncurrent Enrolimerntieacher applications that do not
meet minimumcredentialing requirements will be considered according to the guidelines established below.

Academic al adSNNa 5S3INBS 2d NoMasters, but currently enrolled in Masters
Year in Discipline
20182019 By January 1, 20k9submit updated profesenal 12 graduate credits in discipline
development plan to PTCC
20192020 Register for and earn 6-ield graduate credits 18 graduate credits in discipline
20202021 Register for and earn 64ireld graduate credits 24 graduate credits in discipline
20212022 Register and earn 64fteld graduate credits 30 graduate credits in discipline
2022-2023 Register and earn 64field graduate credits 30 graduate credits in discipline

20232024 Masters and 18 graduate credits in discipline I Masters within Discipline by September 202

September 12023

When a high school requests to offer a n@ancurrent Enrolimentourse not previously offered at their school, the
Director of Student Success will work with the ammiate Dean and Vice President of Academic and Student Affairs to
assign a PTCC subject matter expert to complete a course review. A PTCC subject matter expert will conduct a thorou
detailed review of the proposed course. The reviewer should consilether the couse would align with the same
on-campus course offering, analyzing the pedagogical, theoretical, and philosophical orientation; the assessment
methods; grading standards; and course rigor.

Approval Process/Steps:

1.

PN

High school expresses intetan offering a nevConcurrent Enrollmentourse and informs PTCC of potential
Concurrent Enrollmerteacher interested in teaching.
Director of Student Success provides high school with the common course outline for review.
Concurrent teacher credentiatview isinitiated.
High school provides the following documentation to the Director of Student Success to begin the course
approval process:

a. Proposed textbook

b. Proposed syllabus

c. Examples of assessment instruments

d. Course outcomes

e. Pedagogy and course phitgshy
Once all documents are submitted, the Director of Student Success provides course review package to the
appropriate academic dean, who will appoint a PTCC subject matter expert to perform course review.
Usig the Course Reviefgrm, the PTCC subjectatter expert conducts a thorough, detailed review of the
proposed course. The reviewer should consider whether the course would align with the same on campus
course offering, analyzing the pedagogical, theoretical, and philosophical orientation; therasaegasethods;
grading standards; and course rigor.
The PTCC subjetiatter expert returns the Course Reviéarm and the submitted documentatioto the
Academic Dean indicating if they approve, approve provisionally, or deny the new course request.
lfaO2dzNBES NBOASE aill ddza A& Gl LIWINRPGOSR LINPGAAAZ2YI &€
review with the Academic Dean and provide feedback regarding how the high school teacher may better align
the course.
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9. The Director of Student Sug=ewill follow up with appropriate notifications to the teacher and any appropriate
high school staff or administration.

The followingNACEP STAND/ARMII be reviewed to help determine course approval:

Assessment Standard The college/university ensur&@oncurrent Enrollmerd G dZRSy 18 Q LINRPFAOASYy O
outcomes is measured using comparable grading standards and assessment methods to on campus sections.
Curriculum Standard 1Courses administered throughGoncurrent Enroliment Prograare college/uiversity

cataloged courses with the same departmental designations, course descriptions, numbers, titles, and credits.
Curriculum Standard ZFhe college/university ensures ti@oncurrent Enrolimentourses reflect the learning

objectives, and the pedagaml, theoretical and philosophical orientation of the respective college/university discipline.
Curriculum Standard Faculty liaisons conduct site visits to observe course content and delivery, student discourse anc
rapport to ensure the courses offedlghrough theConcurrent Enrollment Prograare equivalent to the courses offered

on campus.
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MINNESOTA STATE IDAMVES TO ASSISONCURRENT ENROLLMBBACHERS
INMEETING CREDENTMEIREQUIREMENTS

18 Onlineg A Graduate Initiative for High School dehers

Teachers instructinGoncurrent Enrolimentdual credit)general educatiorourses are now required by thdigher

Learnirg Commissionthe accrediting body forpost SO2 Yy R N®B SRdzOF A2yt AyadAddzia
adzo2SOG YFOGGSNI GKSe INB (SFOKAy3aA:Z 2N G2 KFE@S | YIaidsSi
This important change Wensure teachers are adequately qualified to teach these advanced high school courses.

My hyftAyS LINRPOARSaA (KS my ONBRA (i aCoacrdm Erfrollnye SR G (INa1zOai 2 :
the result of Minnesotddouse of Representatives bill H.F. 3326d Senate bill S.F. No. 306@&hich appropriated $3

million to provide curriculum development for the Northwest Regional Partnershipyéat#h y 3 S RdzOlF G A2y L
collaborative effort betweeriake Country Service Cooperatj\orthwest Service Cooperativand Minnesota State
University Moorhead. Fd8 Online Admission & Application Requirementisit www.mnstate.edu/18onlinefor more
information

Metro ECSU¢ Statewide Partnerstp for Concurrent Enroliment

Approximately76%ofthe & ( | kigh s2oolconcurrentenrollmentinstructorsdo not currently meetthe Higher
LearningCommission'standardfor instructors.In orderto meetthe needsof concurrentenrolimentinstructors and the
students they servicdhe state legislaturehas expande@ndappropriatedunding opportunities foinstructors
throughoutall regionsof the state. Metro ECSUseavingasthe fiscalhostfor thesemonies,representshe following
servicecooperativeregionsof the state: SoutheastSouth CentralSouthwestWestCentral, Resourcéraining&
SolutionsNJPAand Northeast.

Approved instructors in participating districts are eligible for tuition scholarships of up to $300 per credit at panicipati
higher education institutes. Tuition will be paid upon successful completion of coursework as reported by higher
education institutes. Instructors that drop courses after the deadline or who do not successfully complete courses will
be responsible for tuition costs. In some cases, application or other fees may be charged by the higher education
institute. Instructorswill be responsible for paying these costs along with costs for any materials required for the
courses. Courses will be considered successfully completed if graduate credits are obtained. Information on who
qualifies for this grant can be found atvw.metroecsu.org/ProgramsServices/statewidePartnership/
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A

PTC@ committed to a multlevel approach to the assessment of student learning with continuous improvement in
teaching and learning strategies to foster academiebence, rigor, and student achievement.

1. Learning ObjectivesiVe will take a formative assessment approach at this level. Using both in and out of the
classroom activities that will introduce, reinforce, and master course content topics. Some of the staket
as high at this level, this is where students will understand how well they will achieve competenceéatiise
Outcomelevel. Exanips include: Text book readings; Internet reseaiidtreaded discussions online.

2. Course OutcomesAt this leve] all of the assessemt will be summative in nature iktS S @I f dzZ G A2y 2
knowledge, skills, and/or ability to successfully completeG@oairse Outcomed he stakes are higher at this
level Examples include: Final exarivgjor student projects.

3. Program OutcomesThis level is defined by a set of professional or industry specific knowledge, skills, and/or
abilities students will possess when they have completed a series or sequence of courses. This level is the drivi
of preparing graduates for thworkforce. The assessment is exclusively summative, the culmination of
successful completion of this level is a board certification, national licensure, technical skill assessment,
internship evaluationprogram portfdio, or amajor student project.

4. PTE Student Learning Outcomelsis expected that every student that graduates with an award of significant
length possesses the knowledge, skills, and abilities to create the most comprehensive individual with broad
based knowledge and commitment to lfeng learning. Summative assessment of HFIleECC Student Learning
Outcomesh & SELISOGSR FyR LN} OGAOSR GKNRdAAK2dzi | &GdzRSYyY
completed all students are expected to possess the folloRiRGC Student Learni@gitcomesComputer,
Informational and Technical Literadgommunication; Critical Thinking; Sedfvelopment;and Global Issues

It is expected that all concurrent instructors will participate in the assessment of student leafhisgorocess is

requNER a | O2YLRYSyd 2F t¢// Qa | OONBRicirrentinstuftorssshaull § K-
consult with their faculty mentor to determine assessment and evaluation strategies that align with the on campus
course.Data may be collected & G NI O1 SR | 62dzi &0 dzRSy (i & QChaifgesBRINY | y OS 2
modifications to improve student learning wélhhance the student experienci.you have questions about the

assessment of student learningpntactthe Director of Student Success.

Gudelines for Writing a Gurse Syllabus

The course syllabus is prepared to provide students with information on the course content, course requirements, and
course expectation®¥TC@asestablished procedures to ensure all students receive a course syhleithin the first

week of class. (PTCC Policy 234)

1. Concurrent Enrollmenteachersshall provide studentand their PTCC Faculty Menttine Director of Student
Success, and the Academic Deaith a copy of each course syllabus within the first weeladses.

2. PTCC Faculty Mentors shall submit paired syllabi froimaompus andConcurrent Enrolimentlass on an annual
basis
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3.
4.

Academic Affairs will review the syllabus for completeness and currency.
Academic Affairs will retain the syllabus for each cofwseurriculum referencend NACEP evidence

The course syllabus is a document that contains the elements of the corresponding course outline, standards for
evaluation of student learning, and additional information which reflects the creative worledattulty member.

Course syllabi include the pertinent information from the corresponding course outline and the details of the course as
determined by each individual instructor. The details may include meeting dates, times, locations, instructor contact
information, grading policies, required materials, course requirements, statements or references to
college/university/System policies, accommodation requests,(®0oSCU Board Policy 3.22, Course Syllabi)

TheConcurrent Enrollmensyllabusshould include the following:

=8 =4 =4 =8 =8 =8 -8 -8 9

= =4 =a =

=a =9

PTCaogo - Include in the upper left or right corner of all concurrent syllabi

College Informatior, List the college name, instructional site, and address.

CourseTitleli KA a akKz2dzZ R YI G§OK ¢ KI (lineNdiontampud Gabses2 y t ¢/ / Qa (
Course Number(l KA a aK2dzZ R YIFGOK gKI G Aa -tampusGaseszy t ¢/ / Qa
Course Descriptiogii KA & aKz2dz R YIGOK gKIG A& -tampus@aBseszy t ¢/ / ¢
Course PreRequisites-thisshalzf R Y I 4§ OK ¢gKIF G A& f A &G Sdampugclasses/ /| Qa O
Course Outcomesii KA &4 aK2dzZ R YIFIGOK ¢KIFd Aa -tampusidabsessy t ¢/ / Q
Course Schedule and Assignmenthis information should match what is listed on tR&CC course outline.
Instructor Information¢ List your full name, office number, office phone number, office hours, and if you want

to add them, fax/email address and home phone number.

Mentor Information ¢ Listthe course mentor, phone number, and einaddress.

Course Focus Give the purpose of the course or technical program requirement and, if and how, the course
relates to the transfer curriculum.

Textbooks and Materialg, List the textbook(s) and other materials or supplies students need &cdurse.

Student Requirements, Articulate expectations of studentsicluding assignment®utside work or activities,

class participation, safety expectations, attendance (what students should do if they are absent), etc.
Assignment information can ihale the conditions, value, and timing as determined by the instructor.

Academic Integrityg Include an appropriate statement that explains the PTCC Academic Honesty policy.
Course Evaluatioq Describe how student achievement is assessed (measureldg iclassAlso include how

grades are assigned (straight percentage or curve).

Emergency ProcedurasProvide general instructions regarding an emergeieyocedures may include who to

call or where to go.)

Student Code of Conduct and Academic Dishogdstquired)

Academic dishonesty is the submission of false academic records, cheating, plagiarism, altering, forging, or
misusing a college academic record; acquiring or using test materials without faculty permission; acting alone o
in cooperation withanother to falsify records or to obtain dishonest grades, honors, or awaAsiemic

Dishonesty is a violation of the Student Code of CondukfT&CStudents who do not follow this code of

conduct are subject to disciplinary procedure as outlined inRi€Qa { G dzZRSYy G | I yR6o 221 @
Accessibility and Accommodatior{sequired)

PTCwalues diversity and inclusion; we are committed to a climate of mutual respect and full participation. Our
institution is committed to the inclusion of individuals with disalabtin its programs, services, and activities
through its compliance with state and federal laws. If there are aspects of the instruction or design of this course
that result in barriers to your inclusion, please notify the instructor as soon as po$gil€. will provide

reasonable accommodations to individuals with documented disabilities enrolled in courses at the college. For
further information regarding the College's services, please contact the Student Success Coordinate€2& 320
5174 orjen.rancour@pine.eduFor more information visitittp://www.pine.edu/student-services/disability

services
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f  Mandatory Reporting(Optional statemefjca a A yy Sa 2 (i | fetlugatold® limumkdiaiels redort
instances of actual or suspected sexual abpbgsical abuse, or neglect of individuals under the age of 18 to
the local policeO2 dzy i@ AKSNRATFTF 2NJ a20AFf aASNBAOSa | 3Syode d¢
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TEACHER ANMAWLTYMENTOR NOICOMPLIANE POLICIES

Non-Compliance Policy for Professional Development

All Concurrent Enrolimeninstructors are expected to participate in annual professional development. The professional
development will inform the secondary partnerséini N#zOG 2 N& 2F (GKS /2t f $§350a SELISC
All concurrent instructors are expected to participate in discipfipecific professional development to comply with the

policy.

The Academic Affairs division (or designee) of theegelwill keep and maintain records and documentation of all
Concurrent Enrollmerninstructors and their participation in annual professional development activities. The college will
notify the secondary partner if th€Eoncurrent Enrolimeninstructor is injeopardy of norcompliance.

High school instructors are also expected to participate in discipline specific development activities. The development
activities will be established BBTCCThe Academic Affairs division will create and maintain a recaadl fstructors
teachingConcurrent Enrolimentourses and their participation in development activities. If high school instructors fail
to participate in development activities, the following shall occur:

1. High school instructors must meet individudlyior to the start of the course) with the appropriate
mentor/content expert. This arrangement will be able to be used on atme basis and will not be able to
meet the requirements for development on an-going basis.

2. If a meeting is canceled, thesitnuctor is unwilling to meet, or a time cannot be established to meet, the
Director of Student Success will contact the high school administration with a notification that the course may
be cancelled. When the meeting occurs, the mentor will documentiketing and record the content of the
meeting.

3. If the high school instructor misses the annual workshop and the mentor meeting, the high school instructor will
be placed on @ne-yearprobation and made aware of the consequences of-nompliance. The higéchool
administration will also be made aware of the rRoompliance. During the probation, the instructor must meet
with the mentor and attend the next workshop to continue to teach/offer the course.

4. In the event that the probation is not met, the highsol and the instructor will be made aware of the Ron
compliance and the instructor will no longer be able to teach that course.

Note: If courses are not offered on an @oing, yearly basis, instructors are expected to participate in the academic year
their courses are offered. New concurrent instructors are encouraged to participate in the next scheduled development
opportunity.

Non-Compliance Policy for Course Content

All Concurrent Enrolimenistructors must adhere to the current course outlineohaer to adhere to this document

the instructor must follow the standards and rigor throughout the course. This includes: assessment of student learning
achieving the course outcomes, course content, and the appropriate credit amounts.
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If the mentor feds that collegefd S@St adk yRFNRA YR NAI2NI INB y20 060SAy3
of Student Success and will meet with the instructor to address the concerns on-hyeease basis.

All Concurrent Enrolimentourse content willneet the course outcomes listed on the course outline (offlelBCC
curriculum document). This includes the intended course expectations and rigor. During the academic year, the mentot
will meet with the instructor to ensure course content is being nrethe case that course content is not being met, the
following will occur:
1. The mentor will document the concerns that course content is not being met and share this information with
the Director of Student Success.
2. The Director of Student Success willbaige a meeting between the appropriate high school personnel and
college personnel to determine a development plan.
3. The mentor will determine if the development plan has been implemented through a classroom observation.
If it is determined that the coursgoes not meet the intended outcomes or rigor, the instructor will not be allowed to
teach the course in the next academic offering. The high school will be made aware and will need to identify another
appropriately credentialed instructor to teach the ase. If there are no other instructors, the course will not be offered
for the next academic year.

Allfaculty mentorgfor Concurrent Enroliment are expected to adhere to the guidelines sBfli@@&nd National

Alliancefor Concurrent Enrollment Partnerships (NACEP). The guidelines set forth by NACEP are to ensure quality for
Concurrent Enrollment Programs. All facuttgntorsare expected to follow the roles and responsibilities within the
position, and frequent and tikly communication with CE instructors and the Concurrent Enrollment program director is
required. Participation in iperson meetings, email communication exchanges, phone calls, and requests for
documentation related to NACEP Standards is expected.

Activiies such as site visits, ensuring curriculum alignment, syllabi review, new instructor training, and professional
development approval/monitoring are also required. If college administration deems that a faculty liaison is not fulfilling
their duties, theliaison may be subject tdisciplinary action.
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APPENDICES

APPENDDA ¢ NACEP Standardsd Required Evidence for Accreditation

Partnership Standards

oot The concurrent enrollment program aligns with the college/university
mission and is supported by the institution's administration and
academic leadership.

i s i The concurrent enrollment program has ongoing collaboration with
secondary school partners.

Faculty Standards

Facuity 1 (F1) All concurrent enrollment instructors are approved by the appropriate
college/university academic leadership and must meet the minimum
qualifications for instructors teaching the course on campus.

Faculty 2 (F2) Faculty liaisons at the college/university provide all new concurrent
enrollment instructors with course-specific training in course
philosophy, curriculum, pedagogy, and assessment prior to the
instructor teaching the course.

Faculty 3 (F3) Concurrent enrollment instructors participate in college/university
provided annual discipline-specific professional development and
ongoing collegial interaction to further enhance instructors’
pedagogy and breadth of knowledge in the discipline.

Faculty 4 (F4) The concurrent enroliment program ensures instructors are
informed of and adhere to program policies and procedures.
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Assessment Standard

Lt The college/university ensures concurrent enrollment students’
proficiency of learning outcomes is measured using comparable
grading standards and assessment methods to on campus sections.

Curriculum Standards

Curriculum 1 (C1) Courses administered through a concurrent enroliment program are
college/university catalogued courses with the same departmental
designations, course descriptions, numbers, titles, and credits.

Curriculum 2 (C2) The college/university ensures the concurrent enrollment courses
reflect the learning objectives, and the pedagogical, theoretical and
philosophical orientation of the respective

college/university discipline.

Curriculum 3 (C3) Faculty liaisons conduct site visits to observe course content and
delivery, student discourse and rapport to ensure the courses
offered through the concurrent enrollment program are equivalent
to the courses offered on campus.

Student Standards

Student 1 (S1) Registration and transcripting policies and practices for concurrent
enrollment students are consistent with those on campus.

Student 2 (52) The concurrent enrollment program has a process to ensure students
meet the course prerequisites of the college/university.

Student 3 (53) Concurrent enrollment students are advised about the benefits and
implications of taking college courses, as well as the college's policies
and expectations.

Student 4 (54) The college/university provides, in conjunction with secondary
partners, concurrent enrollment students with suitable access to
learning resources and student support services.
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Program Evaluation Standards

Evaluation 1 (E1) The college/university conducts end-of-term student course
evaluations for each concurrent enrollment course to provide
instructors with student feedback.

Evaluation 2 (E2) The college/university conducts and reports regular and ongoing
evaluations of the concurrent enrollment program effectiveness and
uses the results for continuous improvement.

APPENDIX 8Student Application Process
NOTEStudents patrticipating in concurrent classes only need toyaigpP TCC once. SKIP this step if a student has taken
PTCC classes previously.

1. www.pine.edu

2./t A0l 2y a4l LLX é¢

3./t A0l dahytAyS 1 LILX AOFGAZ2YE

4. bSo {ﬁdzﬁéyGéY /f)\vl G/ NBIFGS {GF NL5 éndpaSstvgfd) A y dzS G K N.
5 wSGdzNy Ay 3 { i dzRSudeintd who hateita®dn a cotirge AtPYGC or any other Minnesota State

college or university)
9y GSNI @2dzNJ a{ GF NL5¢é
9YGSNI @2dzNJ a{ G NL5 LJ dagz2NRE
{StEBTE da e2dzNJ AyaldAddzirazy o
Fill out the application witlall required fields
a. Personal tab: double check social security numbenémuracy

©® N

b. 9RdzOlF GA2Yy Gl oY Yllé adzNB aiGdzRSyda asStSOd a, Sa¢
c. 9Rdz0F GA2y GFoY 9YyUGSN) &aiddzRSy (i Qéatiod 4d@OA FAO KA 3 K a
d 9RdzOlI GA2y GFoY {1AL) al A3K {OK22f tNBL) {{FyRINR
e. Major tab: select the semester in which the course began.

f.al22NJ GFoY &aStSO0 aO02YLX SGS O2dzN& S4& 5 -edudationay 2 i |

intent option
g. al 22 NJ {1 0 €Coachrte Enirolindetd ¢ /I & OF YLIdza 2 LIiA2Yy
h. al22NJ GFoY &aStSO0 ab2é¢ AYRAOFGAY3 aGdzRSYyd KI &
i. Review tab: check the box, enter StarlD password and submit
10. Welcome toPTCC

APPENDIX €Student Registration Process
1. www.pine.edu
2./ tA01 2y &/ dINNByG {GdzRRSydaé¢ i GKS (2L 2F GKS YI A
3. / £t A0l 2¥SewiceB AAY G2
4. 9YUGSNI 82dzNJ a{ GF NL5¢
5. 9YGSNJ @82dzNJ a{ Gl NL5 LI dag2NRE
a. Note: students created their St&land associated passwosdurlng the application proces Clik
abSSR [ 23AY plaﬁvf/otd]Ke G2 NBasi
€ a @2dz2NJ AyadAGdziazy
2y a[ 23AYyE
2y a/ 2dz2NESa FYyR wSIAAGNI GA2YyE
2y avdzAi Ol ' RR o0wS3IA&aGSNDE
10 Select the appropriate semester (semester in which the course began)
11. Enter course ID

© N
~ O~~~
,_a,_a,_ag
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12.Clicki wS 3 A & G SNE

13. Review the course listed

14. Enter your StarlD password to register
15. You are now registered!

Verify your class lists often on the PTCC web site:

1. www.pine.edu

2./ £t A0l 2Facul GHFFiGS G2L) 2F GKS YIFAy LI 3S

3. Clickoa/ faa [Aadta FyR DN}YRS 9y iuNEé

4. 9YUSNI 282dzNJ a{ GF NL5¢ o L)X Siditatps:/aid.Bngcuadd) | OGA G 4GS
5. 9y (i SNJ IRNIdANJ LAI{ &4 6 2 NR €

6. { St BTCE & a &2dz2NJ AyadAddziazy o
7.1 KSO1 GKSY8&6Aa2EI & bl

8./t A0l 2y da[23AyE
9. Login

10./ £t AQ1 2y al/ ftl a
11. Change semester if necessary
12./ t A0l 2y al/ftlraa [Aadé

13./ £ A O{n désidedl the churse name row

14.Clickz Yy at 5Ckt NAyGé NBOGIy3IdzZ | NJ 62E
15. A PDF File will load in your web browser; you maw thiew or gint the class list

& al yl3sSySyis¢

e 2 dz

NOTE: If you do not have a Tech ID #, need to obtain your existing Tech ID #, or need help activating yqle&tariD,

contactthe Registrar

Entering grades on the PTCC web site:

1. www.pine.edu
I tAOl 2y @EGUHTT 0KSCHI@dd 2F GKS YIAy LI} 3S
Clicky a/traa [A&dda yR DNIRS 9y iNE:é
9y G SNJ &2dzNJ a{ dtd adlvaieéyouo StafIS visit Bitpsyl/ataridmnscu.edu)
9YGSNI @2dzNJ a{ GFNL5 LI} aag2NRE
Sd SOICEG & 22dzNJ AyadAddziazy o
/| KSO1 GKS a5AraLXl & blYSé o02E
I tAO1 2y G[23AAYyE
9. /t A0l 2y a/flaa alyl3aSySyias
10. Change semester if necessary
11.Clickom@ DN} RS 3 [ 5! 9y {GNEé
12b2G A0S GKS GDNIRAYy3I {GFGdzaé .2EY DNhgRAY3I GAf f
a. Savingraftsallows you to save a draft 6f &  dzR S yThi©does AdtprdviBe a student witHinal
grade and can be changed
b. Posting Grades posts final student grades and cannot be changed.
i. Posting Grades opens up one week befdre $chedwdd course ending datand remains open
until four days after the end of the course.
13./ £ A O1ndésited the churse name row
14. Check the box next to the studeftdr whichyou intend to assign a letter grade
15. Find the appropriate gradg/i G KS & DNJ iReSlédmnRNR LJ R2 ¢
a LT + addzRSyid SFENYSR Fy daCé Ay @&2dzNJ O2dzNB S
the student last participated in class, evéit iwas during the final exam

ONoTaswN

SAd

iKS

16. If applicable, enter the appropriate grade shade inth® NI RESE K RNR L) R2gy O2f dzYy
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17.al 1S adzNB GKS a! GGSYRSRERBYWZIGRY NBOOKSDYSRI vzya§é&a
18. If you wish to only save your draft of the grades and post final grades later, or if posting final grades is not
I @F At ofS &SalZF (G AdOdel GixKyS® o, {2 ddSe BIND GKSy oS G 1Sy I
password/PIN to save the draft
a. Note: If you elect to save a draft of your grades, you are still required post your final doadesys
following thescheduled end date of theoarse
19. If you wish to permanently post your final grades, and the grading window is open for posting final grades, click
Gt2adeézr yR @2dz gAff 0S &Syl O StatDpads@dd Post thee gradés o A €
a. Note: posted grades canhbe revoked usingServiceslf you wish to change your grades after posting,
see the process outlined below
b. b2dSY {GdzRSyiGa ¢K2 KI@ZS a2A0KRNIgyé¢ FTNRY GKS O
able to change those grades usigervices
20. If you wish to print your gradegou can follow the previous directions for printing a class list to print your grade
reports.

If you have made an error after posting final grades, you chinceurse grades aieSerivces

[ 23Ay G2 S{ SNkkudySpplicatigR Of A O] 2y a

. {StSO0 G¢3aINIRS OKIFy3aS¢ 2LWA2y> sKAOK gAff RANBOG @
Select the appropriate term

Select appropriate course

Locate student that requires a grade changear@tli ¢ SRAGé¢ 2y GKS FIFNJ NAIK(G &)
Record the new grade

wSO2NR GKS NBlF&azy F2N GKS OKIy3IS Ay 3INIRS o60F2N SE
Click save

. Enter StarlDpassword for confirmation

0.! Yy2UAFAOFIGAZ2Y gAftf 0SS aSyiedrde dhande/prockss NBE I A & (i NI NE
LT &2dz gAakK G2 OKIFy3S | acontaBifie/PTCCIRedisNditRiGe coubdiirSaNnation, & G A y :
student ID, and requested changes you would like to make.

BPOONOOA~WNE
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APPENDIX GSample PTCC Syllabus for Concutienrollment Classes

Pine Technical & t

Communlty CO”ege MINNESOTA STATE

PTCC
Course Title, Course Number, Course Credits
[Enter Term]

High School Teacher Nam@&NTER INFO HERE] PTCC Faculty Mentor Name:
Availability: [ENTER INFO HERE] PTCC Faculty Mentor Email:
Email:[ENTER INFO HERE] PTCC Faculty Mentor Phone:

Phone:[ENTER INFO HERE]
Other Contact Information/Platforms{ENTER INFO HERE]

Course Overview

*INSTRUCTORS: In this section, include a message discussing the course title, credits, and description. Expand the
breadth and deth of this overview by discussing specific concepts, theories, etc., that will be covered during class
[REMEMBER TO DELETE THIS MESSAGE]**

Prerequisite Knowledge

*INSTRUCTORS: In this section, include a message discussing prerequisite knowledgeetiditeyou prefer that

students have before taking this course. Prerequisite knowledge should include prerequisite coursework as well as oth
skills and proficiencies [REMEMBER TO DELETE THIS MESSAGE]**

Course Learning Objectives

*INSTRUCTORS:this ction, include a numbered list of coutsgel learning objectives. Ensure that you address a
range of words fronBloom's Taxonomyand if the course is upper division, that multiple objestiare at the "apply,
analyze, or create” levelBelow is an example:

At the conclusion of this course, students will be able to:

Explain...

Apply...

Discuss...
Recognize...
Critically evaluate...

aprwWNPE

[REMEMBER TO DELETE THIS MESSAGE]**

Textbook and Readiniylaterials

Required:

*INSTRUCTORS: This section should be edited prior to the beginning of each course, and should include an exhausti
list of required textbook and/or reading materidiaclude identifying information such #SBNs, website addresses,
citations, etc.). If there are no required reading materials for this course, state "NfREMEMBER TO DELETE THIS
MESSAGE]**

Optional:
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