
 

August 19, 2021 8 

SECTION II: DUAL CREDIT PROGRAMS POLICIES & PROCEDURES 
 
School Districts that participate in the Dual Credit Programs at South Texas College will comply with Board 
approved policies. Below are highlights from policies specific to the Dual Credit Programs. Full copies of these 
policies can be found online in the Academic Affairs Webpage. 
 

SOUTH TEXAS COLLEGE DUAL CREDIT BOARD POLICY HIGHLIGHTS 
School districts which participate in the Dual Credit Programs at South Texas College will comply with South 
Texas College Board Policy and the procedures and guidelines published in the Dual Credit Programs 
Instructional and Quality Standards Manual. Highlights of Board policies relating to the Dual Credit Programs 
are: 
 

 Board Policy #3230 Dual Credit Programs with Partnering School Districts 
o Lists general provisions that partnering school districts must comply with; and 
o States that tuition and fees for dual credit students sponsored by partnering School Districts will 

be charged as approved by the Board of Trustees. 
 

 Board Policy #3232 Dual Credit Student Eligibility Requirements 
o Outlines the dual credit student eligibility requirements; 
o Stipulates limitations on what courses and how many hours may be taken;  
o Limitations on enrollment for Non-S sections; and
o Mandates student compliance with Financial Aid Satisfactory Academic Progress (SAP). 

 
 Board Policy #3320 Academic Progress Standards 

o States expectation that students meet academic standards for coursework at STC; 
o Defines levels of academic status GPA criteria; and 
o Explains student academic progress standards including probation, suspension, and readmission. 

 
 Board Policy #3322 Student Financial Aid - Satisfactory Academic Progress (SAP) 

o Cites federal regulations that require the College to monitor Satisfactory Academic Progress 
(SAP) for all students, including dual credit students, in order to determine financial aid 
eligibility; and 

o Cites regulations that require the evaluation of both quantitative (67% course completion rate), 
and qualitative (maintaining at least a 2.0 cumulative GPA) standards, as well as completion of 
a degree or certificate within 150% of normal time frame. 

 

DUAL CREDIT FACULTY REVIEW AND APPROVAL PROCESS  
The process and timeline for identifying prospective DCF, submitting an application, reviewing and 
interviewing by the departmental chair/committee, and final review by the Office of Human Resources can be 
found in Appendix F at the end of this Manual. 
 

MONITORING QUALITY OF INSTRUCTION 
According to the Interlocal Agreement (IA) between STC and participating School Districts; School Districts 
will work with the College to monitor the quality of instruction in order to assure compliance with the course 
syllabus, the Dual Credit Course Agreement and the standards established by the State of Texas, the Southern 
Association of Colleges and Schools Commission on Colleges (SACSCOC), the College, and the School 
District.  
 
In addition, the College has formally adopted for the Dual Credit Programs the standards set forth in the 
National Alliance of Concurrent Enrollment Partnerships (NACEP) Accreditation Guide. The standards, 
required evidence, and guidelines for supplying the evidence can be found in the NACEP Website. 
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The practices required by the standards include: 

1) College courses offered in the high school are of the same quality and rigor as the courses offered on-
campus at the sponsoring college;  

2) Students enrolled in dual credit courses are held to the same standards of achievement as students in 
on-campus courses; 

3) Instructors teaching college courses through the dual credit program meet the academic requirements 
for faculty and instructors teaching in the sponsoring postsecondary institution and are trained in course 
delivery and provided ongoing discipline-specific professional development; and 

4) Dual credit programs display greater accountability through program evaluation. 
 
Department Chair Responsibilities:  
As the immediate supervisor for all departmental faculty, including DCF, the Department Chair has the duty and 
responsibility to ensure that faculty comply with their duties and responsibilities. When necessary, the 
Department Chair must implement disciplinary action for those failing to comply. The Faculty Handbook details 
supervisory responsibility, as well as implementation of disciplinary action for non-compliance, in the section 
Department Chair   

 
Upon a DCF being approved to teach Dual Credit courses, the Department Chair will: 

 Meet with the DCF to discuss the particular requirements for the department as needed; 
 Verify that DCF credentials have been approved for the assigned course(s), and subsequently verify 

that credentials have been approved for any newly assigned course(s) that a DCF is later scheduled 
to teach; 

 Prior to the DCF teaching the course, determine if a pre-approval visit to the classroom(s)/lab(s) 
used by the DCF is needed in addition to the classroom observation site visit done for the Faculty 
Evaluation; 

 Review required course assessments and rigor of the course with the DCF to assure that the 
standards of achievement are the same as expected in on-campus sections;  

 Review with the DCF any discipline and course-specific philosophy, curriculum, assessment, 
learning objectives, and/or pedagogy for the course; 

 Provide course grading expectations and check that DCF understands the grading standards for the 
course; 

 Provide requirements and expectations for the syllabus and course outline, inform DCF of deadlines 
for submitting syllabus/course outline, and review and approve the syllabus and course outline 
within the first week of instruction; 

 Provide DCF access to the electronic version of the Faculty Handbook so that all DCF can adhere to 
the professional guidelines, policies, procedures, rules, and expectations; 

 Provide DCF access to student handbook detailing add/drop and withdrawal policies, student 
code of conduct, grading policies, critical dates, and other pertinent information; 

 Provide assistance to DCF as a mentor or assign a full-time faculty mentor in the same discipline to 
ensure that appropriate academic expectations have been set and are being followed. The Department 
Chair will provide the overall guidance and support to the DCF. The Department Chair will provide 
information about the DCF mentors to the Department of Dual Credit Programs; 

 Inform DCF 
activities for DCF that include professional development days scheduled prior to the beginning of 
each long semester and any required discipline and course-specific professional development;  

 Inform new DCF that they are expected to successfully complete the Developing Excellence in 
Teaching and Learning Academy (DELTA) Online course during their first semester of teaching 
DC courses for South Texas College; 

 Provide DCF with the meeting schedule before the beginning of the semester, so that DCF can 
coordinate their teaching responsibilities at the high school in order to attend required department 
meetings; 

College courses offered in the high school are of the same quality and rigor as the courses offered on-
campus at the sponsoring college; 
Students enrolled in dual credit courses are held to the same standards of achievement as students in 
on-campus courses;
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 Provide contact hours information to the DCF explaining how many instructional hours need to be 
met to ensure fulfilling required contact hours, reporting faculty absences, as well as the STC policy 
on the use of a qualified substitute for a class meeting;

 Verify that DCF have the STC-approved textbook, lab manual, and other materials for the course; 
 Verify with DCF the availability of textbooks for students and how and when students will be issued 

required textbooks and other instructional materials for the course. 
 Provide DCF with instructions on how to check class rosters and refer students not on the roster to the 

appropriate School District counselor and the STC Dual2Degree Department Specialist; 
 Verify that DCF have due dates for CLO assessment and instructions on using PRIDE; 
 Instructions have been provided on accessing SmartEvals and the periods of submission; 
 Verify that DCF know how to access the Faculty Evaluation Plan and are aware that they fall under the 

guidelines and evaluation timeline defined for Adjunct Faculty; 
 Verify that DCF agrees to set up and regularly check South Texas College email; 
 Obtain acknowledgment from DCF that they are expected to respond to emails and phone calls from the 

departmental office within one day of receiving these communications; 
 Verify that DCF have provided accurate contact information to which the STC Department Chair will 

have consistent access to contact them and that the DCF has the STC departmental contact information; 
 Verify that DCF are aware of the rights and responsibilities and other information found in the reference 

guide for faculty teaching Dual Credit courses, IA, Designated High Schools IAs and the Dual Credit 
Programs Instructional and Quality Standards Manual; and 

 Address other areas as needed to help ensure that the DCF feels prepared to offer this course as a match 
for the on-campus sections. 

 
Addressing Concerns: 
The School District will forward any concerns regarding DCF or College faculty teaching the college-level 
course to the College Department Chair for investigation. To resolve the concerns, a meeting shall take 
place between the College Department Chair (and/or designee) and the School Principal (and/or other 
designated high school administrator) to discuss the issues and reach a decision that is mutually agreeable. 
 
Any non-academic complaints or concerns against DCF teaching a College course are required to be 

Relations Officers for investigation. The College will collaborate with the identified School District official 
The College and the 

School District will work collaboratively and timely share any and all information necessary in the event of 
an investigation of a personnel matter. 
 
Monitoring Process: 

 The Department Chair will have the option to conduct multiple observations during the first year of 
review that the DCF is teaching the college-level course at the high school. The time for observations 
should be coordinated with the DCF prior to the observation. Should the Department Chair have 
difficulty in contacting the DCF through STC and School District email communication or phone 
calls, the Department Chair may conduct an observation without prior arrangements. These multiple 
observations could provide assurances to the Department Chair that the DCF is following the college 
course syllabus and is teaching the course at the required rigor. 

 The Department Chair will have the option to require DCF to attend monthly agreed-upon departmental 
meetings at STC. The meeting schedules will be provided to the DCF before the beginning of semester 
so that the DCF can coordinate his/her teaching responsibilities at the high school in order to attend the 
required departmental meetings. 

 
Classroom Observation: 

 All DCF teaching dual credit courses shall be observed by a full-time faculty member or administrator 
using the same criteria as for full-time and/or adjunct faculty. 
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 New DCF will be observed during their first semester of teaching. 
 All DCF will have a minimum of one observation per year. However, the Department Chair of the 

department has the option to conduct additional observations each semester as part of their monitoring 
process. 

 
Student Evaluation: 

 College and School District faculty teaching college-level courses are expected to reach out to students 
who need academic assistance and direct them to appropriate College or School District support 
services. 

 Each student will be informed by the instructor of his/her grade status prior to the Last Day to 
Drop/Withdraw at STC. 

 If a student is not maintaining a passing grade, they will be advised by the instructor or the high 
school counselor to withdraw from the college course in order to avoid future problems related to 
admissions, financial aid, and scholarships at his/her education institutions. 

 Withdrawal from the college course does not result in a withdrawal from the high school course. 
 It is the responsibility of the high school personnel to advise the students concerning their academic 

progress in the high school component of the course. 
 STC instructors teaching the college course are prohibited by law from sharing any individual student 

grade information with anyone but the student taking the class and the high school designated 
educational designee of the dual student(s). Additional exceptions to this are in the case of a court order 
or emergency situation. 

 
Student Evaluation of Faculty Performance: 
DCF will be evaluated by the students online once a semester using the same evaluation instrument used for 
on campus course evaluations. 
 
STC Faculty Mentor: 
The STC Department Chair may assign a full-time faculty member in the same discipline to mentor the high 
school instructor. This mentor can be the Department Chair or a designated full-time faculty member in the 
department. The mentor will work with the high school instructor in the articulation of the course, the 
development of the syllabus, the evaluation of the course and instructor, and will provide any other assistance 
needed by the instructor. Mentorship Program forms for guiding the faculty mentoring process are available 
through the Office of the Vice President for Academic Affairs. 
 

DUAL CREDIT FACULTY RIGHTS & RESPONSIBILITIES  
Even though DCF members are full-time employees of the School District wherein they teach the college 
course(s), DCF are expected to follow all STC policies as applicable during the instructional time designated 
for dual credit courses. Because DCF are employed by both STC and the ISD they are confronted with unique 
challenges, but should have the same rights, responsibilities, academic freedom, and privileges as STC Faculty 
teaching a dual credit course at a high school site. They must fulfill their responsibilities as DCF while acting in 
accordance with the expectations, policies, and responsibilities required by their School District and Principal. 
 
DCF Rights and Responsibilities when teaching a STC Dual Credit Course: Curriculum, Course Competencies, and 
Teaching Requirements: 
 

 Course Syllabus and Reports 
 Syllabus: DCF will develop the course outlines or syllabi, including the following:  a description of 

content, teaching strategies, performance measures, grading standards, resource materials, 
objectives/outcomes, and course calendar. The syllabus must be reviewed and approved by the STC 
Department Chair of the discipline within the first week of instruction. 

 Rigor: The syllabus for the dual credit course should reflect comparable academic rigor, curriculum, 

If a student is not maintaining a passing grade, they will be advised by the instructor or the high 
school counselor to withdraw from the college course in order to avoid future problems related to 
admissions, financial aid, and scholarships at his/her education institutions.

DCF are expected to follow all STC policies as applicable during the instructional time designated 
for dual dd credit courses. Because DCF are employed by both STC and the ISD they are confronted with unique 
challenges, but should have the same rights, responsibilities, academic freedom, and privileges as STC Faculty 
teaching a dual dd credit course at a high school site. They must fulfill their responsibilities as DCF while acting in 
accordance with the expectations, policies, and responsibilities required by their School District and Principal.

Rigor: The syllabus for the dual dd credit course should reflect comparable academic rigor, curriculum, 
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academic integrity, reference to hand-held electronics use, attendance requirements, participation, level 
and pace of instruction, content, learning outcomes, and assessment as the corresponding course held 
on an STC campus. 

 Learning Outcomes: DCF will complete all STC departmental requirements such as diagnostic tests 
and Student Learning Outcomes/Exemplary Educational Objectives (for appropriate courses) according 
to the deadlines set by the College. 

 Aligning Competencies: DCF will participate in aligning the high school and college course 
competencies with the assigned STC Department Chair.

 Potential DC Students: DCF will assist in the identification of potential dual credit students. 
 Reporting Requirements: College and DCF teaching dual credit courses should check their class 

rosters during the first week of classes by accessing Starfish through JagNet to make sure that all 
students attending the class are enrolled in the dual credit course. Refer students not on the roster to the 
appropriate School District counselor and the Dual2Degree Department. Any student not listed on the 
roster by the 12th day of class (Census Day) will not be enrolled in the dual credit course. 

 
 Teaching Expectations 

 College-Level Course Work: More time is required outside of class for students to do the work 
required in a college level course, and DCF should not be pressured to decrease the amount of out of 
class work given to students or water down the course. 

 Substitutes: DCF are required to teach the course. College policy calls for faculty to meet each 
scheduled class at the designated place for the entire class period. STC policy on the use of a qualified 
substitute for a class meeting needs to be adhered to. Because of the THECB and SACSCOC 
requirements, if a DCF is unable to teach the course, arrangements must be made by contacting the 
Department Chair prior to absence. The Department/Program Chair must approve any substitute, and 

 
 

 Issuing of Grades 
 College Grade: DCF should not be pressured to inflate the college grade, which might differ from the 

high school grade. 
 Student Academic Progress: DCF will advise students concerning their academic progress prior to 

the last day to drop/withdraw from STC.  
 Assigning Grades and Grade Changes: DCF will assign the student a letter grade for STC through 

JagNet. Once grades are entered into JagNet, grades can only be changed as a result of an error in the 
grade issued, an error in processing the grade, or in the instance with an Incomplete  grade with 
student completion of course requirements. A grade change form should be submitted to the 
Department Chair. Should a DCF member continue instruction beyond the STC semester, the grade 
reported to the high school might differ as the grade might include additional work or work differing 
from the requirements of the college course. 

 Copy of Grades: DCF will provide the Department Chair, as requested, a copy of the grade sheet for 
the class showing all exam scores, the term paper score (if any), the final exam score, and the final 
course grade. 

 Grade Appeal: College procedures should be followed by dual credit students who wish to appeal a 
grade by contacting their school counselor or the Dual2Degree Department for direction on the 
process. 
 

 Class Disruptions 
 Classroom Assignment: DCF, as much as possible, should remain in their usual room for class 

meetings and not be moved around from room to room at the convenience of the school. 
 Class Instructional Time: Pulling DCF from their class instructional time to perform hallway 

monitoring or other duties during school-wide testing days or other events, should be minimal or 
avoided as much as possible. 

academic integrity, reference to hand-held electronics use, attendance requirements, participation, level 
and pace of instruction, content, learning outcomes, and assessment as the corresponding course held 
on an STC campus.
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College Grade: DCF should not be pressured to inflate the college grade, which might differ from the 
high school grade.
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 Student Code of Conduct: All dual credit students are expected to 
handbook and student Additionally, DCF 
can include additional conduct expectations which will be reflected in the syllabus. The decision of 
which disciplinary support structure to use in individual cases is left to the professional judgment of 
the faculty. 

 Announcements and Classroom Visits: Except for official business or cases of emergency, dual 
credit classes should not be interrupted for announcements or visits by school personnel. 
 

 Meetings 
 STC Meetings, Professional Development, and Training: DCF will attend STC planning 

meetings and staff development activities, including Dual Credit training workshops, 
discipline and course-specific professional development, and the professional development 
days scheduled prior to the beginning of each long semester; so, time needs to be provided 
by ISDs for DCF to participate in these activities. STC strives to minimize the number of 
meetings that conflict with the high school teaching day, since this places an undue hardship 
on the hiring and paying of substitutes. STC Department Chairs are encouraged to schedule 
meetings after school as much as possible.  

 STC Department Chairs will document dates and attendance at departmental meetings, discipline and 
course-specific professional development training, as well as the agenda and materials used for these 
departmental sponsored activities. Department chairs need to document DCF compliance with required 
attendance and the repercussions for non-compliance as outlined in the Faculty Handbook in the section 

 In compliance with NACEP Accreditation 
requirements, STC Department Chairs must use the Professional Development Documentation System 
to indicate meeting dates, times, and location.  

  

Student Code of Conduct: All dual credit students are expected toaa
handbook and student handhand Additionally, DCF
can include additional conduct expectations which will be reflected in the syllabus. The decision of 
which disciplinary support structure to use in individual cases is left to the professional judgment of 
the faculty.


