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Overview/Introduction

Welcome to Hawkeye Community College’s Concurrent Enroliment Program. While we also offer
concurrent enrollment classes for high school students on our campus and online, this handbook
is intended as a resource for both concurrent enroliment instructors (CEIs) and Faculty Liaisons
(FLs) working to offer our courses in the high school setting. This handbook also includes some
policies and procedures related to students in the program. We have included as many policies
and guidelines as possible to assist you in this professional undertaking.

About Hawkeye Community College (HCC)

Since Hawkeye opened its doors in 1966, it has focused on meeting the needs of the community,
providing quality, affordable training for learners at all stages of life. First opened as Hawkeye
Institute of Technology, today Hawkeye Community College serves more than 25,000 individuals
and awards almost 1,500 diplomas and degrees annually. Hawkeye has a community impact of
$106 million and 1,400 jobs. Since 1966, the college has graduated more than 50,000 students,
with 94 percent staying in lowa.

Mission
Empowering students, strengthening businesses and enriching communities.

Vision
Improving the quality of life in the communities we serve.

Our Pledge
As a college we will provide focus, meaning and skills necessary for qualified individuals to live
competently in their communities.

Institutional Goals
To effectively demonstrate our mission, we are committed to provide:
e Educational opportunities that are student centered, comprehensive and responsive to
the individual and saociety.
e Leadership activities that support a dynamic framework for students, faculty, staff and the
community to reach their potential.
e Quality services to each qualified individual.
Access sensitivity to diversity, support for equal opportunities for all qualified individuals.
Cooperative community relationships which foster human, social, cultural, economic and
civic development.

At Hawkeye Community College We Believe:
e We are in the business of changing lives.
Our students are the top priority in everything we do.
The people who work here are outstanding.
This is a great place to work.
The communities we serve are better because of us.
Partnership and collaboration are central to everything we do.
The future of our college is limitless.



Hawkeye Community College is:
e Committed to creating a culture where everyone is respected, appreciated and
valued.
e Committed to providing relevant and innovative educational opportunities for all
students, businesses and communities.
e Committed to offering programs and pathways that help all students, businesses and
communities reach their goals.

Nondiscrimination Statement

Nondiscrimination Statement

Hawkeye Community College does not discriminate on the basis of sex; race; age; color; creed,;
national origin; religion; disability; sexual orientation; gender identity; genetic information; political
affiliation; or actual or potential parental, family, or marital status in its programs, activities, or
employment practices. Veteran status is also included to the extent covered by law. Any person
alleging a violation of equity regulations shall have the right to file a formal complaint. Inquiries
concerning application of this statement should be addressed to: Equity Coordinator and Title IX
Coordinator for employees, 319-296-4405; or Title IX Coordinator for students, 319-296-4448;
Hawkeye Community College, 1501 East Orange Road, P.O. Box 8015, Waterloo, lowa 50704-
8015; or email equity-titleIX@hawkeyecollege.edu, or the Director of the Office for Civil Rights
U.S. Department of Education, John C. Kluczynski Federal Building, 230 S. Dearborn Street,
37th Floor, Chicago, IL 60604-7204, Telephone: 312-730-1560 Facsimile: 312-730-1576, TDD
800-877-8339 Email: OCR.Chicago@ed.gov.

Annual Notice of Nondiscrimination

The College gives notice of our nondiscrimination policies and practices to its stakeholders every
year in July. The Hawkeye Community College Nondiscrimination Statement applies to all
programs and services offered including all Career and Technical Education Programs and
Liberal Arts AA and AS Degree Programs.

About our Concurrent Enroliment Program

Hawkeye Community College’s Concurrent Enrollment Program provides high school students
the opportunity to earn college credit while earning high school credit. Working primarily with the
25 school districts within our service area, students can attend these courses at an HCC
location, online or by attending class in their own high schools. Upon successful completion of
the course, students will be awarded college credit and will receive a Hawkeye Community
College transcript.

Senior Year Plus

Enacted in 2008 by the lowa Legislature, Senior Year Plus is the foundation for concurrent
enroliment policies and procedures. Hawkeye Community College’s High School Partnerships
office uses the Senior Year Plus Guide to ensure both equitable access to college-level courses
and policy compliance.

The Senior Year Plus Guide is available at https://educate.iowa.gov/higher-ed/senior-year-plus.

Education Service Agreement

The Education Service Agreement is a contract listing district-approved concurrent enroliment
courses, as well as the responsibilities of Hawkeye Community College and the district. A signed
Education Service Agreement is required before concurrent enroliment courses are conducted in
the district.
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Hawkeye is responsible for preparing the required Education Service Agreement and obtaining
the appropriate signatures. Signed copies will be returned to the district and kept in the High
School Partnerships office on the Hawkeye campus.

Supplementary Weighting

School districts may be eligible for additional funding for Hawkeye concurrent enrollment courses
through the State of lowa. To be eligible for supplementary weighting, concurrent enrollment
courses must meet the following legislated requirements per Senior Year Plus:

e Course must supplement, not supplant, high school courses.

e Course must be included in the Hawkeye Community College catalog.

e Course must be open to all registered Hawkeye students, not just high school students.
(High school sections may be closed to Hawkeye students as long as a public section is
available for Hawkeye students.)

e Course must offer college credit to all students in the course.

e Students must be awarded high school credit in addition to college credit. The college
credit must apply toward a degree, diploma or certificate.

e Course must be taught by an instructor meeting the credential requirements of Hawkeye
Community College.

e Course must utilize the Hawkeye course syllabus.

e Course meets quality and rigor of a course offered on Hawkeye’s campus.

The high school district is responsible for determining if the concurrent course meets the state
supplementary weighting criteria for shared programming.

National Alliance of Concurrent Enrollment Partnerships (NACEP)

Since 2012, Hawkeye’s concurrent enrollment program has been accredited through the National
Alliance of Concurrent Enroliment Partnerships (NACEP). NACEP ensures college-level courses
offered in high schools are of the same quality and rigor as courses offered on campus at the
College. Instructors and students are held to the same standards as those at Hawkeye
Community College. Hawkeye evaluates curricula, courses, instructors and student outcomes in
compliance with NACEP guidelines.

Information about NACEP is available at www.nacep.org.
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Instructor Support and Professional Development

Concurrent Enrollment Instructor (CEI) Responsibilities

The high school course of study must meet the same Student Learning Outcomes (SLOSs) as the
on-campus sections. Concurrent Enrollment Instructors (CEIs) must use the required HCC
syllabus template and follow any additional instructions provided by the FLs.

CEls are expected to communicate issues related to the course with the FLs and/or the Director
of High School Partnerships. CEls may be asked to use common assessments or rubrics to
ensure alignment with on-campus sections.

Prospective CEls must submit their credentials, be approved by the appropriate dean and attend
orientation prior to teaching for the first time. New CEls will have a site visit by an assigned FL
within their first semester and every third year thereafter. CEls must attend annual professional
development for each discipline they teach.

See Appendix L (pg. 48-49) for the CEI Responsibilities and Support Agreement.

Faculty Liaison (FL) Responsibilities
Faculty Liaisons (FL) are subject area experts as determined by their credentials and
experience. FLs are assigned by the designated dean.

FLs must maintain an open line of communication with their assigned CEls throughout the year
to ensure quality instruction. This includes the initial site visit and site visits every three years.

FLs must provide orientation for all new CEls and participate in the annual professional
development for their discipline. FLs must also provide CEls with the Course Guide and any
shared learning outcomes or common assessments.

FLs serve as resources who encourage, guide and promote professional development among
CEls.

FLs are compensated for site visits at a rate determined by the College. The current rate is $150
per site visit.

Establishing a New Concurrent Course
High school officials should follow the steps below to establish a new concurrent course.

e A High School Partnerships representative will communicate with the district’s
administration and/or representatives to discuss new concurrent enrollment courses prior
to registration for the term the course will be offered.

e The Director of High School Partnerships will discuss the district’s request with the
appropriate Hawkeye Dean.

e If a high school instructor will teach the course, follow the steps and deadlines detailed
under Becoming a Concurrent Enrollment Instructor (pg. 10).

e |f the concurrent course will be taught by a Hawkeye instructor, an assignment will be
made by the appropriate Dean. Concurrent enroliment course staffing assignments will
be communicated to a High School Partnerships representative, who will then
communicate the assignment to the district administrator and counselor. The calendar of
course meeting dates will be reviewed and approved by Hawkeye and the district.

e The Director of High School Partnerships will amend Education Service Agreements
annually to include all contracted courses.



District administrators should identify the name of the high school designee to receive
student grade and transcript data.

Becoming a Concurrent Enrollment Instructor (CEI)

High school instructors must be approved by the appropriate Hawkeye Dean prior to teaching a
concurrent enrollment course. The concurrent instructor application, resume and official college
transcripts for the concurrent enrollment instructor must be on file at Hawkeye prior to the
beginning of the course.

If a high school instructor will teach the course:

The high school instructor will receive information from Hawkeye Community College
discussing the credentialing process. The application process begins by filling out the
Inquiry Google Form and attaching or emailing your unofficial transcripts and updated
resume.

A High School Partnerships representative will provide the appropriate Dean with the
completed materials by July 15. The Dean’s office will prepare a timely written reply
indicating whether the instructor meets the qualifications to teach the class.

The High School Partnerships Representative will inform the district’s administration of
the decision by August 1. If the high school instructor is approved, the instructor must
submit all official college transcripts prior to the beginning of the course.

The High School Partnerships representative and the designated Faculty Liaison will
communicate with the high school instructor prior to the beginning of the semester
regarding course syllabi, textbook requirements, grading systems, important dates, library
resources, online resources and professional development requirements. See
Orientation (pg. 11) for more information.

lowa Faculty Standards
Arts & Science

Instructors for transfer arts and sciences courses shall meet one of the following qualifications:

1.

2.

Possess a master’s degree or higher from a regionally accredited graduate school in
each field of instruction in which the instructor is teaching classes;

Possess a master’s degree or higher from a regionally accredited graduate school and
have completed a minimum of 12 graduate semester hours in a combination of the
qualifying graduate fields identified as related to the field of instruction in which the
instructor is teaching classes. These 12 graduate semester hours must include at least
six credits in the specific course content being taught or

For courses identified as applied liberal arts and sciences, possess at least a bachelor’'s
degree and a combination of formal training and professional tested experience
equivalent to 6,000 hours. The instructor shall hold the appropriate registration,
certification or licensure in occupational areas in which such credential is necessary for
practice.

The determination of what constitutes each field of instruction is based on accepted practices of
institutionally accredited two- and four-year institutions of higher education.

10


https://forms.gle/Bsm52mxfEhEaaria8

Career and Technical Education (CTE)

CTE instructors must be registered, certified or licensed in the occupational area in which the
state requires registration, certification or licensure, and must hold the appropriate registration,
certification or licenses for the occupational area in which the instructor is teaching. In addition,
CTE instructors must meet at least one of the following qualifications.

1. Possess a baccalaureate or graduate degree in the area or related area of study or
occupational area in which the instructor teaches classes, or possess a baccalaureate
degree in any area of study if at least 18 credit hours completed were in the CTE field
of instruction in which the instructor teaches classes;

2. Possess an associate degree in the CTE field of instruction in which the instructor is
teaching, if such degree is considered terminal for that field of instruction, and have at
least 3,000 hours of recent and relevant work experience in the area taught or

3. Have special training and at least 6,000 hours of relevant tested work experience in
the occupational area (or related area) in which the instructor teaches classes. If the
instructor is a licensed practitioner who holds a career and technical endorsement
under lowa Code chapter 256, relevant work experience in the occupational area
includes, but is not limited to, classroom instruction in a CTE subject area offered by a
school district or accredited nonpublic school.

See https://educate.iowa.gov/media/5450/download?inline= for additional details.

Orientation

All new Concurrent Enrollment Instructors are required to complete HCC’s Concurrent Instructor
Orientation that consists of the following:

Concurrent Enrollment Basic Information

Concurrent Instructor Responsibilities and Support Agreement
Professional Development Requirements

Canvas Basic Training

Hybrid Training (if applicable)

Academic Content (course guide, textbook, common assessment, etc.)

ogrwNE

See Appendix | (pg. 42) for the Orientation Checklist for New Concurrent Instructors and
Appendix J (pg. 43) for the Orientation Checklist for Concurrent Instructors Adding a New
Course.

Site Visits

A Hawkeye Community College faculty member, possibly accompanied by the appropriate Dean,
will conduct a site visit for high school concurrent enroliment courses. New courses will be visited
the first semester they are taught at a high school. Each course will be visited on a three-year
rotation there-after. See Appendix K (pg. 44-47) for the Site Visit Form.

Annual Professional Development

Concurrent enrollment instructors are required to attend at least one professional development
opportunity for each discipline at Hawkeye annually if teaching concurrent courses. See the
following pages for the NACEP Disciplines and the schedule of professional development days
for this academic year.
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NACEP Discipline

Course Prefix

Arts ART, GRA, MMS, PHT
Communication and Literature ENG, LIT, SPC
Criminal Justice CRJ

Education ECE, EDU

History & Social Sciences HIS, PSY, SOC
Mathematics MAT

Spanish FLS

Agriculture & Natural Resources AGA, AGB, AGS
Automotive & Diesel AGM, AUT
Construction CON

Engineering & Manufacturing EGT, MFG

Hospitality HCM

Welding WEL

Business ACC, BUS, ECN, FIN, MGT, MKT
Information Technology CIS, CSC, NET, WDV
Health Professions EMS, FIR, HSC
Science BIO, PHS

Personal & Career Development SDV, WBL
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Discipline Discipline
Date Discipline #1 #2 Discipline #3 |Discipline #4 |Discipline #5 |#6
Communications & Information
9/27/24 |Literature Business Technology WBL-110
History & Personal &
Social Career
10/18/24 | Education Sciences Arts Spanish| Development
Health
11/8/24 |Criminal Justice Professions |Math Science
Agriculture & Automotive & Engineering &
2/7/25 |Natural Resources |Diesel Construction Manufacturing Hospitality| Welding

Additional Professional Development Opportunities
In addition to the required annual professional development sessions, FLs may invite CEls to
participate in other professional development activities such as attendance at a disciplinary
conference, a guest lecture, or an additional focused professional development day, just to name

a few.

Long-term Instructor Absences
If a concurrent enrollment instructor will be out of the classroom for an extended absence or
medical leave, the high school must notify the Director of High School Partnerships. The district
and HCC will work together to arrange an instructor to cover the course. The substitute instructor
must meet the credentials required to teach the course, see Becoming a Concurrent
Enrollment Instructor (pg. 10) for more information.

Non-compliance
Concurrent enrollment instructors who do not comply with Hawkeye's expectations will be sent
notification of non-compliance issues by the Director of High School Partnerships, including the
appropriate Dean and School Administration. If the hon-compliance issues are not resolved
according to the jointly agreed upon timeline, the concurrent enrolliment instructor will be
restricted from teaching Hawkeye concurrent enrollment courses in the future terms.

13



Course Expectations and Policies

Required Course Minutes

The meeting times and total contact hours must satisfy the minimum number of required contact
hours for a college-credit course. Courses taught by a CEI will run on the same calendar as the
high school.

To calculate the required courses minutes:

e Required hours x 50 minutes = Required Course Minutes
e [or example: 48 lecture hours x 50 minutes = 2400 minutes

To see if you will meet the required course minutes:

e Required Course Minutes - (Number of Days the Course Meets x Minutes Daily)
= Total Minutes Extra or Short
e [For example: 2400 mins. - (84 days x 40 minutes) = 960 extra minutes

In cases where the course is short on minutes, offering the course as hybrid may be an option.
Please reach out to the Director of High School Partnerships to discuss this option and the
additional training needed.

Schedule Changes
A designated high school representative will notify a High School Partnerships representative of
long-term schedule changes that can affect course contact minutes.

Course Attendance and Grading
CEls are responsible for entering attendance, midterm grades and final grades according to
Hawkeye’s grading policies. Attendance and grades should be entered into My Hawkeye by the
due date determined by Hawkeye. The Registrar’s Office will inform instructors of due dates.
They can also be found on the Important Dates Google Sheet.
e Attendance
o Valid attendance choices are Y (attending) or V (not attending). Keeping track of
student attendance is essential for the completion of these reports. Faculty may
be expected to submit the last day of attendance when submitting final grades.
See Appendix D (pg. 29-30) for instructions.
e Midterm Grades
o Valid grade choices are A, A-, B+, B, B-, C+, C, C-, D+, D, D-, or F.
See Appendix E (pg. 31-34) for instructions.
e Final grades
o Generally due three business days after the completion of the course. Valid grade
choices are A, A-, B+, B, B-, C+, C, C-, D+, D, D-, F, FW, or I. You are not
obligated to assign plus/minus grades. If you assign a F, FW, or | grade, you must
also provide a last date of attendance. See Appendix F (pg. 35-38) for
instructions. See Appendix H (page 41) for the Incomplete Grade Form.
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Periodic evaluation of student learning is mandatory and should be shared with the student.
Instructors will use Canvas to ensure students have access to up-to-date information on their
status in the course. Hawkeye will provide attendance and grade reports to the district contact
throughout the course in alignment with the due dates.

See Appendix G (pg. 39-40) for information on how to change a grade, if needed.

Learning Management System (Canvas)

Canvas is the college’s learning management system and supports all courses. Canvas support
is available 24/7 to all faculty, staff, and students. Call the Canvas Support Hotline at 833-574-
1137 or click the Help link in Canvas to find phone, chat, and email support options plus
searchable guides and community forums.

Required items for each course in Canvas:

Simple Syllabus - see Course Syllabus below

Grades and Grading Scheme - see Canvas Grades & Grading Scheme below
Assignments

Modules

Evidence of Communication (e.g. Canvas Inbox, Calendar, Discussions, etc.)

Course Navigation — Only display links being used for the course (Note — never hide the
following: Student Resources, Library Resources, Brainfuse Online Tutoring, and
SmartEvals).

Click here for more information on Canvas.

Course Syllabus

Simple Syllabus is a tool in Canvas for instructors to use as they create their course syllabus for
each course. It is required to be used for all courses. All syllabi must be in Canvas no later than
two weeks prior to the start of the course. Note - Instructors will no longer email a copy of their
syllabus to their Dean or administrative assistant at the beginning of the term, because all syllabi
are now to be submitted in Simple Syllabus.

In Canvas, instructors must use the "Simple Syllabus" course navigation link rather than the
default "Syllabus" link to develop and submit their syllabus for each course. Hide the default
“Syllabus” link to prevent confusion for students. Do so in the Navigation tab of course Settings.
For more instructions, see Managing Course Navigation Links from the Canvas Guide.

A Simple Syllabus Training Session Recording is available for anyone who needs it. You may
also contact joshua.mitchell@hawkeyecollege.edu, Instructional Technology Specialist, with any
guestions.

Canvas Grades & Grading Scheme

CEls are required to use the Canvas Gradebook which is the official college gradebook
throughout the course. To support student success, timely input of student grades is

expected. Canvas Gradebook does NOT replace reporting and final grading through Self-Service
on My Hawkeye.
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Assessment Documentation

All faculty (full time, adjunct and concurrent) are required to document assessment results for
one class per semester. Note - if you are on trimesters, the fall semester consists of tri 1 and tri
2, you only need to select one course from tri 1 or tri 2. Tri 3 is considered the spring semester.

Assessment Cycle:

oghkwnNE

Complete Planning form (due one month in) - in the Assessment Reporting Shell
Teach/run your assessment project/determine if your students met your goal
Hook the Institutional Learning Outcome into your course in Canvas

Add it to (or create) an assignment rubric

Mark met/not met for each student - this is how you submit your data

Complete the End of Semester Report (due approximately one month out) - in the
Assessment Reporting Shell

The Assessment Reporting Shell:

Houses all assessment forms
o Look back at prior documentation to refresh your memory
o Make sure you are working in the correct semester/year
Instructions
o Packet of step-by-step instructions in the Resources Module
o How to videos embedded into the instructions of each form

Common Assessments are used with the following courses:

Human Anatomy and Physiology (BIO168)

Intro to General Chemistry (CHM122)
Composition | (ENG105)

Environmental Science (ENV115)

US History Since 1877 (HIS152)

Statistics (MAT156)

Introduction to Psychology (PSY111)
Introduction to Sociology (SOC110)
Fundamentals of Oral Communication (SPC101)

Any questions about the common assessment should be directed to your FL.

Class Size
Hawkeye has global capacities for some courses. The class size for the following courses will be:

Composition | & II (ENG105 and ENG106) — 20
Fundamentals of Oral Communication (SPC101) — 25
Public Speaking (SPC112) — 25

Nursing Assistant (CNA) — 10 (per instructor)

The maximum and minimum class size for other courses will be determined by the District and
Hawkeye based on room size, equipment needed and other pertinent factors.
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Textbooks

CEls will use a textbook approved by faculty on campus. The concurrent enrollment instructor
should work with their FLs to determine what book should be used and how to acquire a copy of
the instructor’s edition. In some cases, an alternate, preapproved textbook may be used for
courses.

If the CEI wants to use a textbook that is different from the book that is being used on campus
they must request to use the book through the FL. The request should include the following:

o What textbook they are requesting to use
e How each of the Student Leaning Outcomes are met in the book, including descriptions
and page numbers.

Some on-campus faculty use eBooks and courseware. The CEI and their District may determine
it is best for them to use eBooks with no courseware or a physical book.

Anytime something different is being used for a concurrent section, the CEI will need to work with
the FL to ensure that all assessments in the course are comparable.

Student Perception Surveys

When administering a survey to obtain student feedback, the Dean will use the college-created
student perception survey. A copy of the student perception survey will be available each
academic year for that specific year. At the time of administration, the surveys shall include the
class section number, date administered and the faculty name. Survey data will be handled
confidentially. Survey compilations will be shared with faculty after grades have been submitted
for the term in which the survey was administered through your Hawkeye email 30 days after the
evaluation period ends. The survey compilations will be placed and maintained in each faculty
member's personnel file. Survey results will be withheld for sections with fewer than 3
respondents.

Classroom Issues
If concerns or issues arise in the classroom, faculty and staff should follow the Concurrent
Enroliment Courses Communication Flowcharts located in Appendix M (pg. 50).

Family Educational Rights and Privacy Act (FERPA)

The Family Educational Rights and Privacy Act (FERPA) is a federal law that protects the privacy
of a student’s education records. The law applies to all schools that receive funds under an
applicable program of the U.S. Department of Education.

FERPA prohibits instructors and other college employees from providing most kinds of
information about a student’s enroliment to parents/guardians unless the student has signed a
release form. The first time students complete the DualEnroll application, they will have the
option to complete this information. If they wish to either make updates to what was provided or
provide information for the first time (after a DualEnroll application was submitted), please have
them contact the High School Partnerships office.

To take concurrent enrollment courses, students grant designated high school personnel
permission to discuss issues in the classroom and receive grades. Hawkeye advises high school
counselors to refer students to their instructors with course-related questions and/or concerns.
Instructors may also communicate with the school counselor regarding a specific student.
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For a list of students at your school who have completed a FERPA release and who the release
was for, please contact either your high school counselor or the High School Partnerships office.

More information about FERPA can be found at www.ed.gov.

Statement on Academic Freedom
Hawkeye Community College champions the ideal of academic freedom for its instructors,
students, administrators, staff and all members of the community it serves.

The College pledges to protect the communication of ideas that are academically valid, creative,
and challenging, as well as points of view that are original and alternative, in all venues and
media associated with the college. Instructors, students and any other participants in college-
based dialogues will make every effort to utilize information that is timely, factually accurate and
relevant to student learning outcomes.

The College shall provide a safe learning environment that stimulates a desire for life-long
learning. The College requires all members to practice civility, academic decorum and mutual
respect, as well as inclusion of all members of the community. Hawkeye Community College
embraces its role in promoting social responsibility, active citizenship and the protection of rights
guaranteed by the First Amendment of the Constitution of the United States.

Plagiarism/Cheating
The integrity of an academic program and degree rests on the principle that the grades awarded
to students must reflect only their own individual efforts and achievement.

Students are required to perform the work specified by the instructor and are responsible for the
content of work submitted, such as papers, reports, examinations and other work. Violations of
academic integrity include various types of plagiarism and cheating.

Plagiarism includes, but is not limited to:

Using exact words from a source without appropriate crediting

Cutting and pasting electronically from any source without appropriate crediting

Using wording and/or sentence structure too close to the original in paraphrasing

Using visual images in whole or in part created by someone else without appropriate
crediting

Buying a paper and presenting any part of it as your own

Borrowing any part of a paper and presenting it as your own without appropriate crediting
Falsifying or inventing any information or citation in an academic exercise

Cheating includes, but is not limited to:

e Obtaining or giving assistance in any academic work such as on quizzes, tests,
homework, etc., without instructor’s consent
Taking a test or course or turning in work for someone else
Allowing someone to take a test or course or turn in work in your name
Using crib notes or electronic devices to get unauthorized assistance on tests or other in-
class work

e Using work from another class or previous semester without instructor consent
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e Uploading or file-sharing of any intellectual property, such as faculty-created course
materials/documents

Academic Integrity

Academic integrity violations will be addressed by the course instructor with the student within
seven calendar days of the instructor’s discovery of the violation. The course instructor must give
the student notice of the violation.

After notifying the student, the instructor may take measures such as:

Modifying or reducing a grade/score on a graded item;

Asking the student to complete new or additional work; and/or

Assigning a course grade of F. An instructor may only assign a course grade of F after
consulting with the instructor’'s academic dean. *

The instructor must complete the Academic Integrity Violation Report and file it with the Dean of
Students and their academic dean when:

1. The situation cannot be resolved between the instructor and student, including when the
student files an appeal; and/or

2. *Every time the instructor assigns a course grade of F, an Academic Integrity Violation
Report is filed and a copy shall also go to the student.

In the case of an academic integrity violation, an assigned grade of F or FW for the course takes
precedence over a course withdrawal received by the Registrar’s office.

Further Discipline/Student Conduct Code
Upon receipt of an Academic Integrity Violation Report, an academic dean and/or Dean of
Students may file charges against the student to seek additional disciplinary sanctions, including,
but not limited to:

e Removal from the academic program

e Suspension

e Expulsion

If such a charge is filed, the remainder of the matter will be heard subject to the provisions of the
College’s Student Conduct Code. The other procedures contained in this policy will not apply and
the matter cannot be heard concurrently by the Academic Integrity Review Board.

Student Notification and Appeal Process

After receiving the instructor’s notification via Hawkeye email, the student may respond to the
instructor’s allegation and meet with the instructor to attempt resolution within seven calendar
days of the instructor’s notification. If a mutually agreeable resolution is achieved, the student
may remain active in the class.

If a mutually agreeable resolution is not achieved, the instructor’s decision regarding score/grade
reduction on the graded item will be enforced.

The student may appeal the instructor’s decision directly to the Academic Appeals Review Board
by completing the Academic Integrity Policy Form this form needs to be updated to the correct
form and filing the appeal with the Dean of Students within seven calendar days of the

19


https://my.hawkeyecollege.edu/Departments/rr/Faculty%20and%20Staff/Academic%20Integrity%20Code%20Violation%20Report%20-%20Final.pdf
https://www.hawkeyecollege.edu/webres/File/students/academic-integrity-appeal-form.pdf

instructor’s notification of the violation. Appeal forms are also available in the Student Services
office.

Pending an outcome of an academic integrity matter, the student shall remain active in class. If
the course instructor determines additional measures are necessary (for instance, if the student’s
pending academic integrity violation was due to collaboration, collusion, or the student is likely to
re-offend), the instructor must contact the Dean of Students or Provost/Vice President of
Academic Affairs to determine whether restrictions from class activities or other protective
measures are warranted. If so, the student will be given the opportunity to be heard on whether
any measures should be imposed.

Reviewing the Appeal

If the Dean of Students receives a student’s appeal of an instructor’s decision, the Academic
Appeals Review Board will be notified of the appeal and will meet to consider it. Both student and
instructor will be notified by the Dean of Students of the date and time of the Board hearing.

If the student and/or the instructor cannot attend, the Board will still consider the appeal based
on the information provided on the Academic Integrity Violation Report and the Academic
Integrity Violation-Student Appeal Form.

The decision of the Academic Appeals Review Board is final. The Dean of Students, in
consultation with the Provost/Vice-President of Academic Affairs, will notify the student and the
instructor of the final decision in writing.

The Academic Appeals Review Board is comprised of:

Dean of Students (presiding)

At least three faculty representatives selected from the Academic Standards Committee
One Student Leadership Council representative

Registrar or designee (serving as ex officio)

Free Speech and Expression Policy
Hawkeye Community College establishes this Policy to comply with the laws of the state of lowa
and to protect speech and expression at public institutions of higher education.

The primary function of an institution of higher education is the discovery, improvement,
transmission and dissemination of knowledge by means of research, teaching, discussion and
debate. To fulfill this function, the institution must strive to ensure the fullest degree of intellectual
freedom and free expression allowed under the First Amendment to the Constitution of the
United States. This Policy is made and published by the College to prohibit intellectual
restrictions and penalties based on protected speech, including political speech, to the fullest
extent of the First Amendment of the United States Constitution.

It is not the proper role of an institution of higher education to shield individuals from speech
protected by the First Amendment to the Constitution of the United States, which may include
ideas and opinions the individual finds unwelcome, disagreeable, or even offensive.

It is the proper role of an institution of higher education to encourage diversity of thoughts, ideas
and opinions and to encourage, within the bounds of the First Amendment to the Constitution of
the United States, the peaceful, respectful and safe exercise of First Amendment rights.
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Students and faculty have the freedom to discuss any problem that presents itself, assemble,
and engage in spontaneous expressive activity on campus, within the bounds of established
principles of the First Amendment to the Constitution of the United States and subject to
reasonable time, place and manner restrictions that are consistent with established First
Amendment principles.

The outdoor areas of campus of an institution of higher education are public forums, open on the
same terms to any invited speaker subject to reasonable time, place and manner restrictions that
are consistent with established principles of the First Amendment to the Constitution of the
United States.

The outdoor areas of campus, which for this Policy means the generally accessible outside areas
of campus where the campus community are commonly allowed, such as grassy areas,
walkways, or other similar common areas. Outdoor areas of campus do not include areas
outside health care facilities, veterinary medicine facilities, facilities or outdoor areas used by
Hawkeye Community College’s athletic programs or teams, or other outdoor areas where access
is restricted to a majority of the campus community.

Annual training shall be provided to the College’s students, faculty and staff on free speech and
First Amendment protections.

To learn more about protected activities, non-protected activities, student organizations, student
government, public forums on Campus-Freedom of Association and the complaint procedure
please refer to the policy and procedure in its entirety on the Hawkeye website:
hawkeyecollege.edu.
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Student Information and Policies

Student Eligibility
Concurrent courses are open to any student in grades 9-12 who meets the following
requirements:

e The district must verify students are proficient according to Senior Year Plus and/or the
district’s proficiency standards, if applicable. Students must demonstrate proficiency in
three academic areas — reading, math and science — for any course not designated as
career and technical. Specific score requirements are detailed in the lowa Department of
Education Memo Regarding lowa Assessments and Student Proficiency Requirements
and The Education Reform Bill, which can be found on the lowa Department of Education
website at www.educateiowa.gov.

e For applicable Hawkeye courses, students must meet required course prerequisites
and/or placement scores as listed on the Concurrent Course Score Requirements in
Appendix A (pg. 26).

Student Registration
High School Partnerships representatives will inform instructors, counselors and high school
contacts of deadlines related to registration procedures, class rosters and drop/withdrawal dates.

High School Partnerships representatives will also instruct high school counselors and students
in using the online concurrent enrollment registration system. Students must complete the online
concurrent enrollment account application prior to registering.

The registration process:

e High School Partnerships representatives conduct group registration sessions for
students at each high school.
o Fall registration sessions are held February through May.
o Spring registration sessions are held October through November.
e Intent to Register requests will processed by students through DualEnroll.
e All student Intent to Register requests must be approved by the district designee in order
for the student to be registered at Hawkeye.
e By the 14" calendar day of Hawkeye's semester, all changes in registration and class
rosters will be finalized by the course instructors and District designee.
e The district will communicate the student’s concurrent enroliment courses to the
appropriate parent or guardian.
e Registered students have access to their My Hawkeye account and are encouraged to
check it regularly. My Hawkeye login instructions are provided to students at registration
sessions and can be found in Appendix B (pg. 27).

Dropping a Course

All student drops should be processed in DualEnroll by the student. Once the student submits
the drop request it will go to their high school counselor or district designee for review. The date
recorded in the system will be the date assigned to the drop request.

The district will be responsible for determining an alternative for students who drop concurrent
enrollment courses.
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If the student stops attending and fails to withdraw, the student may receive a “Failure to
Withdraw” (“FW”). This grade will be reflected on the college transcript and factored into the
college GPA. “FW” grades may affect future financial aid.

For courses running on the Hawkeye 16-week Semester calendar:

e On or before the 14th calendar day of the semester (count from the semester start date),
students will be dropped with an “X” status. The course(s) will not be reflected on the
college transcript.

e After the 14th calendar day of the semester (count from the semester start date),
students will be dropped with a “W” grade (withdrawal) for the course(s). This grade will
be reflected on the college transcript, but will not be factored into the college GPA. “W”
grades may affect financial aid.

e On or after the 8th calendar day from the end of the course (count the semester end
date), students will be given the grade issued to them by the instructor. “F” grades may
affect future financial aid.

Courses running on an alternate-term schedule (e.g. trimester, high school calendar, late-start,
summer, minimester, etc.) will have different drop deadlines. View the Important Dates Google
Sheet for specific drop deadlines for alternate-term courses.

Textbooks

Per Senior Year Plus, school districts must provide textbooks to concurrently enrolled students in
the same manner as books for other courses are provided (pursuant to lowa Code Chapter 301).
Hawkeye will notify the district when textbook changes take place, and CEls will be assisted in
selection and implementation of textbooks by their faculty liaison.

Textbook information can be found at https://www.hawkeyecollege.edu/academics/bookstore.

Transcripts - Unofficial and Official

Students can access their unofficial transcript through My Hawkeye and Self-Service. Under
Students, Academic Profile, Transcript, then unofficial transcript. Students have access to their
official Hawkeye transcripts through the National Student Clearinghouse. Appendix C (pg. 28)
provides instructions for obtaining transcripts.
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Student and Parent Information

Information about concurrent enrollment courses must appear in the district’'s program of studies
using Hawkeye course numbers, titles and course descriptions. Promotion of concurrent
enrollment courses available to high school students will be the joint responsibility of the District
and Hawkeye.

Hawkeye will provide students with concurrent course information at registration sessions.

Students will be informed about the Student Handbook, which is available on the Hawkeye
website at www.hawkeyecollege.edu/students/handbook.

Student Tutoring and Computer (STC) Lab
The Center for Learning and Academic Success is located on Hawkeye’s main campus in
Bremer Hall 127, and can be reached by calling 319-296-4029.

The Student Tutoring and Computer (STC) lab provides learning assistance and support to all
current credit students. STC services are designed to help students with academic related
activities, and help develop the educational skills and strategies essential for academic
achievement. Faculty are encouraged to refer students to the STC for instruction for Canvas,
tutoring and study skills. Staff are available to provide instruction in the lab or in the classroom
and are responsive to faculty requests for student instruction.

The STC lab offers current Hawkeye students access to more than 80 computers, scanners,
printers and a wide variety of software applications used to support the many academic program
areas across campus. It is not open to the public. Computers are available on a first-come basis.
Computer lab coordinators are available to assist students with computer software related
guestions.

Workstations and study tables are also available for students who bring in laptops.

Professional tutoring is available and free to students in the STC lab. Students will find tutors for
math, chemistry, A & P, health sciences, business and writing. ACCUPLACER and TEAS prep
are available as well. Peer tutoring is also available for many subject areas.

Regular Hours | Monday-Friday 8:00am-4:30pm
For tutoring help 24 hours a day, students can utilize Brainfuse. With Brainfuse, students can:

Access a live, personal session with a Brainfuse tutor in Live Help

Schedule a personal session with a tutor of your choice in Live Help.

Submit your writing for any class to our Writing Lab.

Get questions answered in subjects such as math, bilingual math, biology, chemistry,
physics, anatomy and physiology, economics, accounting, statistics and writing.
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Resources

My Hawkeye or Hawkeye Email Login Issues - CEls
For help with logging into My Hawkeye or Hawkeye email, please contact The Communication
and Information Systems (CIS) department at 319-296-4415 or support@hawkeyecollege.edu.

Brobst Center for Teaching and Learning

The Brobst Center for Teaching and Learning is located in Tama Hall and can be reached by
calling 319-296-4021. The mission of the Brobst Center for Teaching and Learning Services is to
provide resources and on-going support for faculty development and innovation to enhance
student learning.

For more information visit Brobst Center for Teaching and Learning.

Hawkeye Library

The Hawkeye Library belongs to the Cedar Valley Library Consortium (CVLC) and the Two
Rivers Alma Collaborative (TRAC) which allows Hawkeye faculty, staff and students to borrow
resources from local and statewide academic libraries including all three lowa Regents
universities, Drake, Grand View, St. Ambrose Universities and Wartburg College.

Hawkeye’s Reference, Instruction & Digital Services Librarian provides custom information
literacy instruction upon request. Use the “Request Library Instruction” link on the library’s home
page to schedule a session for your students.

Online research guides can be developed for your course, discipline or specific assignments.
Online research guides provide targeted research help, listing certain databases that are relevant
to your discipline/course, etc.

Submit requests for new books, journals or videos to the Library Director, ext. 4229.

The library staff provides individualized research assistance for your students. 60+ databases
may be accessed via the library’s website or via the A to Z Database list.

See the Faculty Resources page on the Library’s website for additional information about OERS,
copyright basics, etc. To learn more about the Library, consult the Hawkeye Library website.

Hawkeye Reads

Hawkeye Reads is a campus-wide program the seeks to support the College’s Institutional
Outcomes and increase literacy. It promotes dialogue amount students, faculty and staff across
campus. To learn more about the program, to request a free copy for yourself and/or copies for
your class, visit https://www.hawkeyecollege.edu/students/arts-and-culture/hawkeye-reads.
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Appendix B — My Hawkeye Login Instructions

MY HAWKEYE

LOGIN INSTRUCTIONS

Apply How  Visit Hawheye Request Info 0, Search

VISIT WWW.HAWKEYECOLLEGE.EDU

Faculty & Staff  Alumni & Donoers Contact Us My Loging ~
Hower the cursor over My Logins. Business & Community ~ ba I
Ermail

Click on the My Hawkeye link from the dropdown menu.

Canvas

E SIGN IN Login

Hawkeye Username:
Your username is your preferred firstname lastname

This is what you submitted on your Hawkeye application.

User Account

Hawkeye Password: Password

‘Your starting password is your birthday in six digits.
(Bxample: June 2, 1988 = 060288) Initial Password — HawkeyeD60288

‘Your password will need to be changed upon logging in.

Login Troubles?
Wisit Student Tutoring & Computer Lab (Bremer, Rm 127) with a Drivers License or your Hawkeye Card.

Wisit the Hawkeye Library. You must show your Hawkeye Card before they will assist you.
Can't travel to campus? Call the Student Tutoring & Computer Lab at 319-296-4029.

H SET UP YOUR MY HAWKEYE ACCOUNT

1. Read the Welcome screen. Click the Next button.
2. Set up your Hawkeye Alert to be notified of eritical campus information. Click the Mext button.
3. Enter your Password Reset information. Click the Next button.
4. Carefully read the Responsibility and Condition of Use statement. Click the Confirm button.
5. After your account has been processed, open the Student Handbook. Close using the X button.
& Acknowledge receipt of the Student Handbook by clicking | Agree.

Upon completion, your My Hawkeye Homepage will appear.

n REVIEW YOUR MY HAWKEYE
HOMEPAGE

Here you can access your Hawkeye Community e 8
College email, Self-5ervice, CANVAS (online) g a
Courses, and more.

Click on Main Menu > Resources > Self-Service

for the following: user account, student finance, &
financial aid, student planning, grades, and

academic attendance.
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Appen

dix C - How to Request an HCC Transcript

HOW TO REQUEST YOUR

HAWKEYE CREDIT TRANSCRIPT

What you will need to request your transcript:

» ‘four personal information including mailing address, email, phone number, date of birth, and either your social
security number OR your Hawlkeye student 100

* CreditDebit card - there is & small fee starting at $4.30 for each request.

» Recipient name and mailing address or email.

O oooR

Go to Hawkeye's website at www.hawkeyecollege.edu ot myHavkeyel,
Type in “transcript request” in the search field at the top.
Click on the first link. 1t shauld be Transeript Reguest - Hawkeye Cammunity Collage.

Click ‘National Student Cl-aarlny'-nuse' under the heading 'Request Your Transeript’. You will be redirected

o @ secure third party website for the Mational Student Clearinghouse. They will process your transeript reguest.

Type in 'HIW&G}‘E Community ':ﬁ"ﬂgﬂ" in the field labeled " Enter the schoal you want to request your

transcript from® then select “continue®.

Adter reading the “Weleome to Transeript Ordering’ page, scrll to the bottom and click order transcriptis).

You

The following steps will need to be completed to make your request.

You can follow the banner to identify which step you ane on,

Enter your personal and contact infarmation
Select your recipient type

Enter recipient details and select delivery method
Artach I:up|uad| any addinenal docurments

Review your arder

Enter payment information

Sign consent

can track your order through the Mational 5tudent Clearinghouse website.

3 HAWKEYE

COMMUNITY COLLEGE
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Appendix D - Instructions for Entering Attendance

oW

!

7.

o

Log into your “MY HAWKEYE"

Click on the 3 lines to the left of the word myHawkeye,
Click on Resources.

Click on Self-Service.

Select “Faculty”

Faculty

Here vou can view your active classes and submit

All sections you are teaching will be listed here under the appropriate term.

Select your section for attendance.

On the course, Select “Grading/Attendance”
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8. MNext, select the “Attendance”

Chworvwew Fanal Grade Muctorm Aftondanco second Attendance

o

Under Midterm Grade/Attendance, use the drop down to select a “¥” Attending or “V” Non-

Attending.
a. DO NOTUSE: (A, A-, B+, B, B-, C+,C,P,C-, D+,D,D-, F, FW, |, Q, or S)

10. Your roster of students will be listed. Enter the appropriate attendance (Y or V) in the
Midterm/attendance column by using the drop-down arrow for each student on your roster.
PLEASE DO NOT CHECK THE NEVER ATTENDING BOX.

11. To confirm that you have submitted attendance for all students in a class, go back into the
Faculty Menu. Choose “Grading/Attendance” and the appropriate term & course/section.
Select “Attendance” and review each student for attendance entered.
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Appendix E - Instructions for Entering Midterm Grades

1. Loginto your myHawkeye

2. Click on the Main Menu in the top left corner

= _myHawkeye

3. Click on Resources at the bottom of the list and then Self Service

mmm) = Resources A~

Canvas
Gmail

Library
NEOED

Panopto

‘ Self-Service

Zoom

4. From Self Service, select “Faculty”

Hello, Welcome to Seif-Service!

P Couse Cataog R Fecumy =

5. All sections you are teaching will be listed here under the appropriate term. Select your section for midterm
grading.
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Manage your courses by selecting a saction beloar

272 Fall Termi

saclen e LECaiieg Rpcdaiy [ Tatas Dol

SR 1E-1 4. THe ol B2 i Nike =0 Orlisd, CHLAE F-2F-11- AT P L2 o' - Ca a0 Ot ON B2 12062
BN - WM TOEE Leciwre

SD1E 15 The Coliege Experinnges L Cnline. CHLRE Pt 1l Ameradanos S04 IGE Cervres - Corificanion Qgen On &7 10T
LTITEAD - BT LEctare

SDA-188-10: The Collwee Eapermrge: =0 ki, CHLNE I Sehwrclance B KT Cormran - Cortificaion Opem. On W10
- 12BN Lectare

ELRiE3 A8 The Collepe Experiengs L= Cwine. DHLME BEIBIE A paani S N Coreres - Comificamon Qe On &0
NI 1 Lecizre

T g T

eciian Times Locations Apalabiliy Q) Bogks A [uier

ELRLIE3 R The College Es prdance: TRATh RS - Cwline. CHLRE (IR ] Amepadanie 1 AAN0T Cargat
WITEDD - I Lactarn

SIRL1RAS: The Coliegs Pipprienne TALTH a5 - COmline, CHLNE 1M Sefwraane | TUNEE Cernay
VIO - ISR Lectare

EDn 1531 & The Collpge ENperenge WTAAUTR R - s, GhLNE MBI dmepdiaace | AUNGT Coraat
LI - B Lecture
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6. On your course, select “Grading/Attendance”
Section Details
¢ Batk to Courses

2022 Spring Term
OMLINE- Mo Specific Day/Time

MITAWITh/F/Sa/SU -
1/10/2022 - 3/8/2022
online, OMLNE Lecture
Seats Available 2 of 24
Deadline Dates

Waitlisted 0

7. HNext, select Midterm

Section Details
< BacK Lo Courses

2022 Spring Term
OMLUME- Mo Specific DayfTime

MTAGTHYR/ SalSu -
11042022 - 3/82022
Online, OMLNE Lecture
Seats Available 2 of 24
Deadling Darss
waitlisted 0

Roster Grading | Altendance Waitlist

Roster Grading / Attendance

SDV-108-9: The College Experience

Overview  Final Grade Midterm  Attendance

SDV-108-9: The College Experience

Waitlist

Second Attendance
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8. Your roster of students will be listed. Enter the appropriate grade in the Midterm Grade column by using the
drop down arrow. (A, A-, B+, B, B-, C+, C, C-, D+, D, D, F, P¥) [*P grades can only be submitted for midterms if the sectionis
being taught as a pass/Tail course, meaning final grade reporting is only F or P.) Once midterm grades are entered using the drop
down, they are automatically submitted to our Colleague student database system. There is no
submit/complete button.

Orvarviews  Final Grade | Midterm | Attendancs  Second Attendance

Under the Family Educational Rights and Privacy Act (FERPA), you are not allowed to post enroliment or grading
information for your classes using social secunty or student ID numbers since they are personally identifiable. Doing so
would be a violation of FERPA.
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Appendix F - Instructions for Entering Final Grades

1. Loginto your my Hawkevel

2. Click on the Main Menu in the top left corner

= _myHawkeye

3. Click on Resources at the bottom of the list and then Self Service

mm) = Resources ~

Canvas
Gmail
Library
NEOED
Panopto

- Self-Service

Zoom

4. From Self Service, select “Faculty”

Hello, Welcome to Self-Service!
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5. All sections you are teaching will be listed here under the appropriate term. Select your section for final grading.

Manage your courses by selecting a section below

L] Rl T

6. Onyour course, select “Grading/Attendance”

Section Details
< Back to Courses

S5DWV-108-9: The College Experience

2022 Spring Term
OMNLINE- No Specific Day/Time

MITATHhARSaMSu -

1110/2022 - 3/8/2022

Online, ONLME Lecture

Seats Available 2 of 24
lin

Waitlisted 0

Roster Grading / Attendance

Waitlist

Semoe Tns i Sraiaieity () Tt Dot

‘SN F08 Lk The Collops Expeserno: ™ Crioe. DRLNE TF 1] ASroiance WA Crmen - Cerfcation Opern On MFLOIIT
BEICRIE. WY L

SO 108 15 T Coee Entestros 130 i, (Mt Mparot BRI (et - CemioRon D On Mozl
BIOEN. AR e

‘S0 108k 1 Tre Colope Expesemos e Criine, (RAKF B Apeiance WM Crmmn - Certcaton Speme On MFLOEIT
WAHVILT - 10T LS

S0 18 15 Thw Cobens Excmsernn o Orin. (RLNE o M BRI Ut - Cartifaton Opers On MILGDCE
1N . 1andeR -

3851 e e

Seton T Leaors sttty (o Urrnas Detm

S0 a8 1A T C b Exprerce WA i, (% F smpedancr 1FM Censat
\1BGEIE. MIOREE L

509 108 The Cabeee Liererce WSS Crina. DRANE L] ASmciance | ZHE? Cersat
GG VAR e

0 1 T g B Tt i L s 1A Ot
WG WV kBT
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T. Mext, select the “Final Grade”

Section Details
'3 ck to Courses

S0OV-108-9: The College Experience

2022 Spring Term
OMLINE- Mo Specific Day/Time

MITANTHFR/Sal5u -
14102022 - 37872022
Online, OMLME Lecture

Seats Available 2 of 24

Deadline Dates

Waitlisted 0

Grading / Attendance

Overview Final Grade Midterm Attendance Second Attendance
—

&. Your roster of students will be listed. Enter the appropriate grade in the Final Grade column by using the drop down
arrow. Mote: If vou are assigning an F, FW or | grade you will need to report & last date of attendance in the “Last
Date of Attendance” column. If the student was marked as never attending at enrollment reporting, please list the
Last Date of Attendance as the first day of class. PLEASE DO NOT CHECE THE NEVER ATTENDING BOX. You will also
need to report an expiration date for any | grades in the “Expiration Date” column.

Section Details

SOW-108-10: The Collage Experienca

ey M lade

Wt

Lo Baaie of Amendare | Final Grade Enpranon Gae
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***The Registrar's Office will run the Grade Verification process daily. Once the Grade Verification process is run,
faculty will not be able to change the final grade reported via Self Service.

A Grade Change webform will need to be completed if you need to make a change. The grade change link can be
found in my Hawkeye within the Forms Library and click on the Grade Change Form box which will take you to the
submission page.

Grade Change Form

\J

Important note concerning posting final grades: Under the Family Educational
Rights and Privacy Act (FERPA), you are not allowed to post enroliment or grading
information for your classes using social security or student ID numbers since they
are personally identifiable. Doing so would be a violation of FERPA. If you feel you
must post final grades for your students, you will need to assign them a random look-
up password/number.

Important note concerning retention of paper grade books and daily attendance
data: If you record your grades and daily attendance manually on paper records), please
remember these records should be retained by the college indefinitely. Should you
cease to be employed by the college, please contact your department secretary
concerning turning over your records for permanent retention by the department.
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Appendix G - How to Change a Grade

1. Loginto My Hawkeye. Under the hamburger menu on the left side, select
DEPARTMENTS.

o

5 HAWKEYE
COMMUNITY COLLEGE

My Howkoyo

My Hewheve

Home

Welcome to My Hawkeye

Stay up-to-date with the latest information:

hitps://wwew.hawkeyecollege edu/CQVID-19

Spring 2022 Registration Begins on November 1!
2

Hawkeye Bookstore, ownad and oparatad by Barnas and Noble Collage and Iocated in the Brock Student Centar, is vour place for official Hawkeye Commu)

College texlbooks, gear, 2nd supplies. Click here ler more informiation

Institutional Research
A ation

My Hawkeye
Metro Center ELL

National Career Readiness
Scheduling

Payroll

Fall 2023 F

Hawkeye Bookstore, owned and operated by Barnes &
Hawkeye Community College texthc

ronone | Pay Your Bill & Vie
School of Heal ences.
| Student Transition to G Suite (Gooale Docs. Gmail. Gooale Drivi

3. Once there, click on FACULTY AND STAFF on the
left side of the page

Home

Welcome to My Hawkeye - Important Announcements

P fy and
Emerger Management

5 HAWKEYE
COMMUNITY COLLEGE

My Hawkoyo

Announcements

Links




4. Scroll all the way down to the bottom of the page to LINKS, and click on
GRADE CHANGE REQUEST

h COMMUNITY COLLEGE
My Hawkeye
= Menu  crowse

14th Day Additional Program List September 10, 20|

SHARED DOCUMENTS

SITE CONTENTS CERTIFICATES, DIPLOMAS and DEGREES REPORT e July 19,2016
Demographic Reports July 19,2016
FERPA Resources e May 32017

File Director Resources May 3, 2017

Grade Forms o May3 2017
Graduation Applications on File Juy 17,2017
HCC Catalogs (1967-2011) - July 19,2016
VIORE Registration Packet Resources e July 10,2017
Non-Cradt to Credt e May2 2017
Records and Registration Important Calendar Dates e May 32017
Section Buiding Resources e May 32017
TES Track - Evaluations ... November 12, 207
The Modernized ACE Miltary Guide - Evaluation Guides we Oclober 11,2021
Transferology - Al 23,2019
Academic Integrity Code Violation Report - Final July 19,2016
Early Alert instructions for Faculty ... August21,2018

Faculty Authorization to Release Information August 23, 2016

Facuity Instructions to Enter Final Grades v August21, 2018
L | n ks Haukeye Email Box Ful July 19, 2016
HCC Employees and HCC Transcript Requests for Spouses and Chidren wee Uiy 19,2016

Wilitary Activation May 4, 2017

Test Out Form 8-26-11 e July 19,2016

Grade Change Request

Links

Grage Change Request

5. Complete the form, and click SUBMIT.
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Appendix H - Incomplete Grade Agreement

HAWKEYE COMMUNITY COLLEGE
Incomplete Grade Agreement

Directions: Student and Instructor must complete and sign this form.
Instructor: Send the original to the Department Administrative Assistant. Make copies and send one to your
dean, give one to the student, and keep one for your records.

Student Name: Student ID#:
Student’s Address:

Street Apt. #

City State Zip code
Course Number & Title: Synonym #:
Instructor:
Semester Course Taken:

Reason for requesting Incomplete grade:

Requirements for completion of the course:

Student will complete requirements of course by the date of:

PLEASE NOTE: Incomplete grades must be updated with a grade change webform submitted by the Faculty & Dean
within 45 days of the end date of the course or the Incomplete Grade will be changed to an “F” grade.

Student signature: Date signed:

Instructor signature: Date signed:

Qriginal: Scanned to File Director under Registrar's Office/Incomplete Grade Agreement
3 Copies: Academic Dean, Student, Instructor
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Appendix | - Orientation Checklist for New Concurrent
Instructors

R HAWKEYE

COMMLUNITY COLLEGE

Concurrent Instructor Orientation Checklist

Instructor Mame - Faculty Liaizon -
High School/Location - Dean -
Course - Meeting Location: In-person OR Zoom

The following will be dizcuszed and/or provided by the Hawkeyer:

[0 Hawkeye email login information and expectations
O Guides

[l Hawkeye Concurrent Instructor Handbook

[ lowa Department of Education - Senior Year Plus

[ Mational Alliance of Concurrent Enroliment Partnerships (NACEF)
[0 Concurrent Instructor Responsibilities and Support Agreement
[ Professional Development
[ Record Requirements: Attendance & Grades - Midterm and Final
] Canvas Basic Training - Scheduled
[ I teaching hybrid, hybrid training - Scheduled:
[0 Email fo connect with Faculty Ligizon

H3P Specialist: Date:

The following will be discugsed and/or provided by your Faculty Liaison:
[J A course guide and course syllabus
[ If teaching hybrid, discussion of hybrid format and documentation requirements
[ Textbook requirements
[ Provide a Teacher's Edition of the textbook
[ Aszeszment Requirements
[] Canvas Assessment (1 course per semester)
[J Semester Planning Form
[ End of Semester Report
] Common Assessment (If applicable to this course)

Faculty Liaison: Date:
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Appendix J - Orientation Checklist for Current
Instructors Adding a Course

JaHAWKEYE

COMMLINITY COLLEGE

Concurrent Instructor Crientation Checklist
Additional Courses

Instructor Mame: Faculty Liaison
High School/Location: Dean
Course Meeting Location: In-person OR Zoom

The following will be discussed and/or provided by Hawkeye:
[0 Email containing the following information: HCC Email, Guides, Responszibilities and

[ Confirmation - Concurrent Instructor Responszibilities and Support Agreement
[J Profes=zional Development - Attendance for current academic year.

[ If teaching hybrid, hybrid training

[ Email to connect with Faculty Ligison.

HSFP Specialist: Date:

The following will be dizcuzzsed and/or provided by your Faculty Liaison:
[l A course guide and course syllabus
] If teaching hybrid, dizcussion of hybrid format and documentation requirements
[0 Textbook requirements
[ If a textbook is used - Provide a physical Teacher's Edition of the textbook
[0 Assessment Requirements (Mofe - discuss the one that pertaing to this course)
[J Canvas Assessment (1 course per semester)
[ Semester Flanning Form
[] End of Semester Report
[l Common Azzeszment

Faculty Liaison: Date:

Support Agreement, Professional Development, Aftendance and Grades, and Canvas.
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Appendix K - Site Visit Form (pages 1-5)

j HAWKEYE
COMMUMNITY COLLEGE

Concurrent Enrollment Instructor Site Visit

Instructor Name High School

Course Date of Site Visit

Faculty Liaizon Mame & Title

Owur concurrent enrollment program is accredited by the Mational Alliance of Concurrent
Enroliment Partnerships (NACEP). NACEP requires site visits to be completed in-person by a
faculty liaison for each of cur concurrent courses. This must take place within the first semester
the course iz offered by an instructor and once every three yvears following. Upon completion of
the site vigil. the faculty liaison and the concurmrent enrollment instructor should discuss the visit
and =ign this document. The faculty ligison and the concurrent enroliment insfructor are reguired
to sign and date this form at the conclusion of the site visit. The form must be turned in to the
required parties within two weeks of the site visit.

Evaluation - Use the following scale to evaluate.
1 - Beginning {requirement iz missing)
2 - Developing (some requiremenis not yet met)
3 - Proficient {meets all requirements)

TO BE COMPLETED PRIOR TO THE SITE VISIT:

Rating | Syllabus Review [Ask the concurrent enrcllment instructor or the faculty chair for
access to the course syllabus. )

Simple Syllabus template utilized and published

Grading scale outlined

Grade point distribufion described

Course calendar included (Includes dates and description of activity)

Attendance/Absence policy listed

Rationale
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TO BE COMPLETED PRIOR TO THE SITE VISIT:

Rating | Canvag Requirements (Ask the faculty chair for access fo Canvas for the course. )

Simple Syllabus used and published

Canvas Gradebook and Grading Scheme

Aszsignments

Uze of modules to deliver course confent

Evidence of Communication (e.g. Canvas Inbox, Calendar, Discussions, etc.)

Course Mavigation - only display links being used

Rationale

Yes Mo Is assessment documentation completedfup to date in Canvas? (Contact Dee
Ulrich fior the up-fo-date assessment information).

TO BE COMPLETED DURING TO THE SITE VISIT:

Rating | Azsessment Standards

Methods of student assessment are similar o methods used by on-campus
counterparts (e.g. papers, porfolios, quizzes, labs)

Final grades are linked to course objectives

Rationale
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Rating | Curriculum Standards

Implementation of curriculum, adherence to HCC course outline

Course reflects pedagogical, theoretical and philosophical orientation of academic
discipline and HCC

Course aszignments and requirements meet HCC expectations

Appropriate use of instructional resources (e.g. Canvas, texibook, equipment)

Rationale

Rating | Hybrid Requirements*

Documented substantial and instructor directed ouiside work.

Required course minutes are met by the documented outside work

Rationale

*nly if the course requires hybnd minufes.

Yes MNo  Has there been on-going communication between Concurrent Enrollment
Instructor and HCC Faculty Liaison?

ez  HNo  Is the Concurrent Enrollment Instructor using an approved textbook?

What textbook(s) are being used (Title & ISBN):

Yes Mo | am satisfied that HCC's curriculum is being delivered successfully in this

concurrent enrollment course_ (If not, provide specific details on the next page.)
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Izzues/concerns for discussion

Recommendations for the future

| have visited with the Concurrent Enrollment Instructor at the high school on the date below and
confirm the information on the form is comect.

Faculty Liaizon Signature Date

| have reviewed the commenis writien by the Faculty Liaison and acknowledge the liaizon's visit
on the date below.

Concurrent Enrollment Instructor Signature Date

Additional Comments

ntzrnal Use - Once the site visit has been completed, email a copy of this form to your Dean, their
Administrative Assistant, and the High School Parinerships email within two weeks. Any questions, p

B
e 5 5
u or 318-205-4028

metmmt B Disberke s hinherhordnarinare b s S b aw b aames
3T A 15 =] At JrnNersiips WK

HE] ol y Ly =l = dot S jE
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Appendix L - CElI Responsibilities and Support Agreement

g HAWKEYE @&

COMMUNITY COLLEGE

2024-25 Concurrent Enrollment Instructor
Responsibilities and Support Agreement

This Memorandum of Agreement between Hawkeye Community College (“Hawkeve™) and

{(“the Instructor™) defines the responsibilities and commitments of

2

=]

[0 ]

both parties that support instruction meeting the College’s requirements and accreditation guidelines, as
well as the Instructor’s needs.

Hawkeye agrees to provide the following services and resources:
1.

Instructional and Administrative Support, including a Hawkeve faculty liaison from the
appropriate discipline and the High School Partnerships office.

Orientation, including timely and thorough orientation for each course taught by the Instructor,
with special attention to required course content, concurrent enrollment policies and procedures,
Hawkeye resources, and the Concurrent Instructor Handbook.

. Professional Development Opportunities, including annual professional development activities

and other collaboration with Hawkeye faculty and other concurrent instructors.
Technical Training and Support, including instruction and ongoing support in the use of
Hawkeye's online resources and learning platforms.

Communication, including timely and consistent communication regarding upcoming events,
activities, deadlines, and Hawkeve policies.

The Instructor agrees to fulfill the following responsibilities:
1. Participation in required annual professional development activities and events.
. Facilitation of a site visit by the appropriate faculty liaison, to occur the first semester any

concurrent course is offered and a minimum of every third yvear thereafter for each course.

. Deliver the course in the agreed-upon modality and on days/times officially scheduled. Any

hybrid minutes must be documented on the svllabus.

4. Selection of Hawkeye-approved textbooks.

Use of Hawkeye's learning management system (Canvas) to complete the following for each

course:
a.

LN S

Simple Syllabus - due two weeks prior to the start of the course.

Grades and Grading Scheme

Assignments

Modules

Evidence of Communication (e.g. Canvas Inbox, Calendar, Discussions, etc.)
Course Navigation - only display links being used for the course
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6. Complete, accurate, and timely student records, including grades (midrerm and final) and
attendance, using Hawkeye’'s Self-Service system.

7. Participation in Hawkeye's assessment of student learning practices, including submission
of assessment documentation required each semester (Semester Planning Form & End of
Semester Report).

8. Use of the email address provided by Hawkeve for timely communication with Hawkeve
faculty and staff.

Duration
This agreement will remain in effect from the date of signature until June 30, 2025. Any changes

required to the agreement must be presented in writing and agreed to by both parties.

Instructor

Signature Date First & Last Name (Printed)

Hawkeve Community College

Lynn LaGrone Date Sarah Topliff Date
Provost & Vice President for Academic Affairs Director of High Scheool Partnerships
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Appendix M- Concurrent Enrollment Communication
Flowcharts

Concerns Initiated by Concurrent Enrollment Instructor
When a concern regarding a concurrent course arises, the following communications
flow should be follows:

High School High School
Issue/Concern - )
) Instructor Administration
Arises from . . o
. informs High or District
High School . )
School Liaison informs
Concurrent .. . .
Administration Director of
Enrollment o ;
or District High School
Instructor . .
Liaison Partnerships

Concerns Initiated by Hawkeye Faculty Liaison
When a concern regarding a concurrent course arises, the following communications
flow should be follows

Director of
Hawkeye High Schqol
Issue/Concern Faculty Liaison Partner§h|ps
Arises from informs communicates
Hawkeye appropriate with
Faculty Liaison Hawkeye Dean Concurrent
& Director of Enroliment
High School Instructor and
District

Partnerships . .
Administration

50



Appendix N— Accommodations Guide for Students with
Disabilities

ACCOMMODATIONS FOR STUDENTS WITH DISABILITIES

There are some differences in disability laws that students need to be aware of when
taking classes at their high school compared to a college or university.

HIGH SCHOOL COLLEGE

IDEA {Individuals with Disabilities Education Act) ADA (Americans with Disabilities Act)

Section 504, Rehabilitation Act of 1573 Sectlon 504, Rehabllitation Act of 1973

The school district Is responsible for identifying the student’s Students must self-identify by requesting accommodations
disabllities. providing documentation.

Students have IEP {Individual Education Plans) to define
educational goals and allow assignments to be modified to the
student’s abilitles.

Students do not have |EPs, but recelve accommodations to ensure
equal access to educational opportunities.

Students are responsible for making decislons and signing

Parents ctively iInvalved In thelr student’s educational
STENES A1E aCtvEly TIatvedin Helr stcen Hestens documentation themselves. Students must sign a “Release of

LI Information™ for parents to speak with the college.
Schools have a system set up for providing transportation to and Students are responsible for finding thelr own transportation to
fram high school. and from campus.

COLLEGE-LEVEL ACCOMMODATION EXAMPLES BASED ON ADA

ALLOWED NOT ALLOWED

Extended testing time Completing 50% of the questions on a test
Testing In a reduced distraction area Having only A and B cholces on a multiple-cholce test
Use of text to speech software Unlimited time to complete an exam

Belng allowed to turn In assignments late or take tests multiple

Accessible textbooks
times to Improve their grade

Copiles or lecture notes/powerpolnts Writing a five-page paper Instead of a 10-page paper

Taking photos of the board

SETTING UP ACCOMMODATIONS FOR CONCURRENT STUDENTS
Students attending Hawkeye classes on campus will need to apply/request for accommodation services. Students attending
Hawkeye classes at their home school will need to work with their school's representative to apply/request accommodation services.

Students will meet with the student accessibility services coordinator to complete thelr Intake and then an accommodation letter will be Issued
to the student via thelr Hawkeye emall. Thelr accommaodation letter will be valld for that academic year.

HAWKEYE ...
Student Accessibility Services Coordinator

COMMUNITY COLLEGE 319-296-4016 // teresa.hellum@hawkeyecollege.edu
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Appendix O — NACEP Standards

MATIONAL CONCURRENT ENROLLMENT PARTMNERSHIP STANDARDS

First Adopted April 2002 Revised March 2020
Effective 2018-18 Academic Year

PARTNERSHIP STANDARDS

Partnership 1 (CEP - P1) The concurrent enrcllment program aligns with the college/university
mission and is supported by the institution’s administration and
academic leadership.

Partnership 2 (CEF - P2) The concurrent enrollment program has ongoing collaboration with
secondary school partners.

FACULTY STANDARDS

Faculty 1 [CEP - F1) All concurrent enroliment instructors are approved by the appropriate
collegefuniversity academic leadership and must meet the minimum
qualifications for instructors teaching the course on campus.

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

Faculty 3 (CEP - F3) Concurrent enroliment 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 (CEP - F4) The concurrent enrollment program ensures instructors are informed of
and adhere to program policies and procedures.

ASSESSMENT STANDARD

Assessment 1 [GEP - A1) The college/university ensures concurrent enrollment students’
proficiency of learning cutcomes is measured using comparable
grading standards and assessment methods to on campus sections.




CURRICULUM STANDARDS

Curriculum 1 (CEP - C1) Courses administered through a concurrent enrollment program are
collegefuniversity catalogued courses with the same departmental
designations, course descriptions, numbers, titles, and cradits.

Curriculum 2 [CEP - 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 [CEP - 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 eguivalent to the courses
offered on campus.

STUDENT STANDARDS

Student 1 [CEP - 51) Registration and transcripting policies and practices for concurrent
enrollment students are consistent with those on campus.

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

Student 3 (CEP - S3) Concurrent enroliment students are advised about the benefits and
implications of taking college courses, as well as the college’s policies
and expectations.

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

PROGRAM EVALUATION STANDARDS

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

Evaluation 2 {CEP - E2) The college/university conducts and reports regular and ongoing

evaluations of the Concurrent Enrcllment Program effectiveness and
uses the results for continuous improvement.




HAWKEYE

COMMUNITY COLLEGE

High School Partnerships | 319-296-4038 | highschoolpartnerships@hawkeyecollege.edu
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