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Dual Enrollment 

Overview of Dual Enrollment at Feather River College 
 
Mission 
The Feather River College Dual Enrollment program is committed to providing students access to 
college level coursework and units while attending high school.  High school students will be offered 
clear pathways toward degrees and certificates in order to gain a jump start on post-secondary 
education and be more likely to complete an educational goal. 
 
Potential Student Outcomes: 

 Explore career pathways prior to high school graduation 

 Get a head start on earning college credit 

 Save money on tuition and fees 

 Build self-confidence in college level rigor and ease the transition to college 

 Eliminate the duplication of coursework between high school and college 
 
Other Potential Outcomes: 

 Increase communication between high school and college instructors and counselors 

 Reduce remediation rates 

 Increased transfer rate 

 Increase high school graduation rates 

 Increase in students attending Feather River College after high school graduation 

 Increase in the number of people in our community with college degrees 
 

SOURCE: Community College Research Center, http://ccrc.tc.columbia.edu/publications/broadening-benefits-dual-
enrollment.html 

 
Why Dual Enrollment? 
Feather River College’s Dual Enrollment Program was established in an effort to encourage a greater 

number of high school students to enroll and earn college credit while still in high school.   The College 

views dual enrollment as an opportunity for eligible students to broaden their exposure to college 

programs and courses while at the same time getting a head start on their college education.    We 

believe that participation in dual enrollment classes can ease the transition from high school to 

college and encourage local students  to pursue post-secondary education—especially those 

students who might not otherwise do so.     

This Handbook 
The purpose of this handbook is to provide current, general information about Dual Enrollment.   We 

also hope this handbook provides clear guidelines and well-defined expectations regarding your role 

as a Feather River College dual enrollment instructor.   

 

Thank you for your involvement in the Feather River College Dual Enrollment Program.   

  

http://ccrc.tc.columbia.edu/publications/broadening-benefits-dual-enrollment.html
http://ccrc.tc.columbia.edu/publications/broadening-benefits-dual-enrollment.html
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Dual Enrollment Agreement between 
Feather River College and Plumas Unified School District 

COMPENSATION: 
The dual enrollment instructor of record is not a paid employee of the Feather River Community College District or 
Feather River College. 
 
EXPECTATIONS: 
You must adhere to the following expectations: 

1. Mandatory attendance at instructor training. 
2. Mandatory attendance at articulation meetings, if scheduled. 
3. Enrollment Facilitation: 

a. Check all applications/registration forms for completion and signatures and attach high school 
roster to application packet. 

b. Check college and high school rosters at time notified by the Admissions and Records Office for 
accuracy and notify the Admissions and Records Office of any discrepancies. 

c. Adhere to the Feather River College add/drop deadlines as they pertain to specific dual enrollment 
courses. 

4. End of Term Reporting: 
a. Submit course grades on MyFRC and positive attendance hours report no later than three days 

after your class has ended. 
b. Report course Student Learning Outcomes (SLOs) at the end of each semester on the SLOAC Course 

Level form. http://www.frc.edu/instruction/SLOAC-Info.cfm 
5. Instructor Evaluations: 

a. New instructors shall be evaluated by a Feather River College faculty member and the Dean of 
Instruction during a class session in their first semester of instruction and every 6th semester 
thereafter.  Instructors will be notified ahead of time of the date and time of evaluation prior to 
the assessment. 

b. A student evaluation will be conducted during the first semester and every 6th semester thereafter. 
 
INSTRUCTIONAL RESPONSIBILITIES: 

 At the beginning of each semester, prepare and distribute current course syllabus to the students in each 
class taught. The syllabus should include, as applicable, an outline of course objectives and requirements, 
grading policy, course content, student learning outcomes, and any specific rules or expectations of the 
instructor. 

 Present course content according to a planned schedule and consistent with approved course outline.  
When teaching according to the Feather River College outline, the college has primary control over 
instructional activities. 

 Instruct and/or supervise students during all class times.  During class times, the instructor will not have 
any other assigned duty. 

 If ill, unavoidably detained, or engaged in approved professional, departmental, or college business, please 
make reasonable efforts to ensure continuity of course coverage by arranging for a qualified substitute or 
by other means. 

 Administer exams or other assessment tools consistent with course objectives. 

 Return graded material to students with appropriate feedback in a timely manner. 

 Maintain accurate records of attendance and student grades. 

 Assess and report Student Learning Outcomes. 

 Submit records of grades, daily records of positive attendance hours, textbook orders and other required 
reports to designated campus officials in a timely manner.  These will be permanent records. 

 
________________________________    ________________________________     ____________ 
Instructor Signature     Printed Name          Date 

 
________________________________________________________________         ____________ 
Derek Lerch, Chief Instructional Officer      Date 

  

http://www.frc.edu/instruction/SLOAC-Info.cfm
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Dual Enrollment 
Instructor Approval 

A. Instructors complete Distance Education Form 

B. If min. qualifications are met, Instructor Approved by Office of Instruction 

C. Instructor Completes Instructor Agreement Form 

D. Instructor Reviews Dual Enrollment Instructor Handbook 

 

 High school teachers seeking to teach a CTE dual-enrolled course must meet the 

community college’s minimum qualifications for instruction in Career and Technical Education.  

According to the California Community Colleges Chancellor’s Office Minimum Qualifications 

Handbook: 

 

 “The minimum qualifications for disciplines on this list (CTE areas) are any bachelor’s 

degree or higher and two years of professional experience, or any associate degree and six years 

of professional experience. Professional experience is required when the applicant possesses a 

master’s degree. The professional experience required must be directly related to the faculty 

member’s teaching assignment.” 

 

 To ensure that high school teachers meet minimum qualifications, prospective dual-

enrollment instructors should submit a Distance Education Form (Appendix F) to outline their 

information and educational background. Potential instructors should include their transcripts 

and a resume with the intent form. Forms should be submitted to the Vice President of 

Instruction for approval. 

 

 If the candidate meets the minimum qualifications, the instructor will be approved to 

teach. If not, there may be an opportunity to be approved under an Equivalency, which 

elongates the approval process, but can allow for teachers who do not meet the minimum 

qualifications to still be able to teach. These processes are handled by the Office of Instruction 

at FRC. 

 

 When the instructor is approved to teach the upper division course work, the instructor 

will fill out an Instructor Agreement form to outline the responsibilities of the instructor of an 

FRC course. The instructor will also receive an FRC ID number (900 number). This is a nine-digit 

code the instructor will use to log into FRC’s grade monitoring platform, Banner, so the teacher 

can input grades at the end of the college semester.  

 

 Though high school dual-enrollment instructors continue to be employed by their 

respective high school district, a dual-enrolled course is the held to the policies of the Office of 

Instruction at FRC. Each new instructor will have access to the Dual Enrollment Instructor 

Handbook which includes information on constructing syllabi, and inputting grades into Banner. 

It is vital dual-enrollment instructors familiarize themselves with FRC’s course reporting 

processes, and the information found in the handbook.  

 

 All new dual-enrollment instructors must be approved by the college before the class 

begins. Any instructor teaching a dual-enrollment course who was not approved by the Office of 
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Instruction at FRC is in violation of the MOU and this can result in the suspension of the dual-

enrollment course offering at the corresponding high school. 

 

 When the instructor is approved, he or she will follow the FRC’s grading and instruction 

policies, as outlined in the MOU and the Dual-Enrollment Instructor Handbook for the entirety 

of the course. If there is any change in instructor within the semester, it is the responsibility of 

the District to inform the Office of Instruction of the change, and to follow the instructor 

approval process for any replacement.  

 

Dual Enrollment 
Student Enrollment & Drop Procedures  

 

This process needs to be completed at the very beginning of each semester when instructors 

are teaching a dual enrolled course.   

 

Student Application Process: 
1. Visit frc.edu  

2. Click the Apply Now button in the right hand corner of FRC’s home page.

 
3. Link will direct you to a login in page, Click on the First Time User Account Creation Link. 

4. Student will create a temporary login and pin number, then click Login. 

5. Click Application New/Transfers on drop down bar and Continue. 

6. Students fill out their basic information then click “Fill Out Application” 

7. Students complete application *Note: Students should have access to their personal 

information including SSN, email, and address* 

8. Student receives a 900 student ID number via email with which to enroll in classes at FRC 

Student Enrollment in Dual Enrolled Course: 

Students must complete the registration application form for admissions and 

records at FRC. 

1. Students complete the registration application form to be signed by: 

 The student 

 The parent 

 The high school principal or authority 
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 The instructor  

2. The student does not need to fill out the information below the bold black line on the form, but 

will need to know their 900 number, and the course title and CRN for the dual-enrolled course 

Once students are registered for a Dual-Enrolled course through FRC, Instructors are responsible for 

inputting their final grades into Banner at the end of the semester. Please review the instructor 

handbook for detailed information on this process. 

 

Drop Procedures 
 

 Last Day to Drop Without a Grade Recorded: Students may drop a class and have no notation 
appear on their transcripts through the pre-determined “Last Day to Drop w/o Record” date of 
each class.  IT IS THE STUDENT’S RESPONSIBILITY TO DROP CLASS(ES).  
Academic Calendar, http://www.frc.edu/instruction/documents/AcademicCalendar.pdf. 

 

 Last Day to Withdraw with a “W”: Students may withdraw from a class after the official “drop” date 
and up through the last day of the fourteenth week or 75% of the term, whichever is less.  The notation 
“W” will appear on the student’s transcript and will not be used in calculation of grade point average. 
Excessive “W”s shall, however, be used as factors in probation and dismissal procedures. Students 
who have not dropped or withdrawn from a class before the end of the fourteenth week or 75% of 
the term will be assigned a course grade. 
 

An instructor may also drop a student during the first 75% of the class for non-participation. Before the 
census date, instructors may logon to MyFRC to complete the drop.  After the census date, instructors 
may print a Class Summary from MyFRC, identify the student(s) to drop with last day of attendance and 
submit it to the Admissions & Records Office for processing. 
 
 
 
 

Dual Enrollment 
Attendance & Rosters 

 

Census Roster: 

Instructions for Completing the Positive Attendance Roster: 

 Review the roster for accuracy. 

 In the column labeled “MGrd” indicate “no show” students with NS (never attended).  

 In the column labeled “FGrd” indicate “dropped” students with DROP (attended at least 
one time) and the last date attended under the column labeled “Last Attend.”  

 Sign and date rosters in ink. 

 Census Rosters are due on or before the third after census. Please see Academic Calendar 
for census dates. http://www.frc.edu/admissions/Popular-Links.cfm 

 Return all rosters to Admissions and Records even if there are no changes.  These 
documents are kept on file for review by the State Auditors. 

 At the end of the spring session, please post your grades in your faculty portal. 
 

Positive Attendance Rosters: 

http://www.frc.edu/instruction/documents/AcademicCalendar.pdf
http://www.frc.edu/admissions/Popular-Links.cfm
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Instructions for Completing the Positive Attendance Roster: 

Step 1: You will receive your Positive Attendance Roster in an Excel Spreadsheet by email 

from Virginia Jaquez in the Office of Instruction. 

 

Step 2:  You will need to input the date and under that date you will need to insert the 

number of hours attended for each student on your roster.  Please make sure the dates 

and times you input on your spreadsheet match that in the title of the spreadsheet. Due 

at the end of the semester. 

 

Step 3:  At the end of the class, email your Positive Attendance Roster to Kathryn 

Henninger, khenninger@frc.edu. 

 

 

Dual Enrollment 

Contact Guide 

 
Dean of Instruction: Dr. Derek Lerch 
dlerch@frc.edu – 530.283.0202, ext. 324 
 
Chief Student Services Officer: Carlie McCarthy 
cmcarthy@frc.edu – 530.283.0202, ext. 273 
 
Director of Admission & Records/Registrar: Getchen Baumgartner 
gbaumgartner@frc.edu – 530.283.0202, ext. 285 
 
Dual Enrollment Coordinator: Carolyn Shipp 
cshipp@frc.edu- 530.283.0202, ext. 265 
 
Office of Instruction:  
530.283.0202, ext. 242 
 
Class Scheduling & Information Specialist:  
530.283.0202, ext. 214 
 
 

Feather River College 
5 70 Golden Eagle Avenue, Quincy, CA  95971 

Admissions Fax: 530.283.9961 
www.frc.edu 

mailto:vjaquez@frc.edu
mailto:dlerch@frc.edu
mailto:cmcarthy@frc.edu
mailto:lmikesell@frc.edu
http://www.frc.edu/
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Dual Enrollment 

Grade Submittal Process  

 

Grades are due three business days after the last day of the semester.  

Instructors submit their final grades on their Faculty Portal (MyFRC). 

How to Login to your Faculty Portal and post grades: 

From the FRC Homepage click on “MyFRC”. 

 

You will be prompted to enter your User ID (900xxxxx) and PIN. 
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New Faculty Members: Your temporary PIN is your six digit date-of-birth 

(mmddyy 1987 for yy). You will have to create a new 6 digit PIN using numeric characters.  

Returning Faculty Members: If you forgot your PIN, click the “Forgot PIN?” button, answer 

your security question and the system will reset . 

 

New Faculty Members: Next you will create a security question and answer to use in the future 

if you forget your PIN. 
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Once you login you will see the Main Menu. Click on the “Faculty Services” tab. 

 

 

 

From the “Faculty Services” tab you can view class rosters, see information about your students 

and enter final grades.  
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Working with Terms 

 

It is possible to have more than one term active at a time. You will need to identify what term 

you want to work with.  Use the ‘Term Selection’ link to enter the term you want to work with. 

 

 

Enter the term you want to work with and click the “Submit” button. The term will default to the 

current open term. If you want to change the term you are working with, return to the “Faculty 

Services” tab and click the “Term Selection”. 
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From the “Faculty and Advisors” menu, select the “CRN Selection” link and select the CRN you 

want to view information. Click the “Submit” button. 

 

 

From the “Faculty and Advisors” menu, select the “Detail Class List” link. 

 

 

 

 

To return to the menu, click on “Return to Previous” or the “Faculty Services” tab." 
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The “Summary Class List” displays students in a roster format and may be used to drop student 

after Census date.  To view a summary class list, select “Summary Class List” from the menu.  

The CRN will default to the last CRN you viewed. 

 

 

 

A list of the students registered in the section display. 

 

 

 

To return to the menu, click on “Return to Previous” or the “Faculty Services” tab. 

 

The CRN you select will become the default CRN.  You can navigate from one menu item to 

another and the CRN information will remain constant. If you want to work with another CRN, 

return to the “Faculty Services” tab on “CRN Selection” to choose another CRN. 

 



Entering Final Grades 

 

To view or enter final grades select “Final Grades” from the “Faculty and Advisors” menu. Select 

the appropriate term. 

 

 

 

A final grade roster will display. You can enter final grades by selecting a grade from the drop-

down menu. Positive Attendance Hours are posted in the “Attend Hours 0-999.99” Submit your 

work often.  If Self Service times out before you click the “Submit” button you will lose 

everything.  The system will timeout after 15 minutes of no activity. To return to the menu, click 

on the “Faculty Services” tab. 

 

 

Please note: Incomplete grades are no longer available through MyFRC. An “Incomplete Form” 

must be submitted to the A&R Office for processing. 

Sign out by clicking the “EXIT” link in the upper right hand corner. 


