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Welcome Letter

Grants/Dual Enrollment Office
Coconino Community College
2800 S. Lone Tree Rd.
Flagstaff, AZ 86001

September 4, 2009

Dear Educational Partner:

We are happy you are interested in information about our dual enrolilment program at Coconino
Community College (CCC). Enclosed in this handbook are answers to frequently asked questions,
various forms and overview of a range of college procedures. I would like to thank Janice Pratt at
Central Arizona College for letting us model our handbook after their dual enrollment guide.

Dual enrollment provides a bridge between high school and the community college. Dual
enrollment at CCC is defined as college level classes taught at the high school, during a regularly
scheduled high school class period, taught by high school teachers who have been CCC certified.

Dual enrollment gives students a seamless transition to college and prevents the duplication of
coursework. Students can save hundreds of dollars in tuition and can complete a CCC degree or
certificate at an accelerated pace.

Dual enrollment not only helps the student, but also the educators by fostering collaboration
between secondary and post-secondary educators. Student learning is improved through
rigorous and relevant coursework. Educators have increased access to professional development
opportunities and pertinent information about their program area.

The Tech Prep program is a partner in the dual enrollment process at CCC. Tech Prep is a
federally funded program that links high school and college career and technical programs.
Although the majority of the dual enrollment programs are in the career and technical area, CCC
is expanding dual enrollment opportunities in academic areas.

CCC has only been involved in dual enrollment for a few years, so the process is ever changing
and improving. If you would like more information about dual enrollment or would like to be
involved in the dual enrollment program, please call the CCC Tech Prep Dual Enrollment
Coordinator, Kathy Nesbit at (928) 226-4344 or email her at kathy.nesbit@coconino.edu.

Sincerely,

Ann Black
CCC Tech Prep/Grants Manager
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Commonly Asked Questions About Dual Enrollment

Q - What is dual enrollment?

Ans.- Dual enrollment is a method of articulation that allows high school students to take college
classes, at the high school, during the high school day and taught by high school teachers. Students can
earn both college credit and high school credit.

Q - What items need to be submitted each semester from the high school instructor?
Ans.- Full Time Equivalency Roster (submit online via Web4Faculty)
1. Assessment materials (Each department chair determines which courses to assess at the
beginning of the academic year.)
2. Final Grade Roster (submit online via Web4Faculty)

Q - Is there a minimum number of students needed in order for a class to be considered as a dual
enrolled class?

Ans.- No, a class may have only 1-2 students who are registered to receive college credits. However,
an instructor will only receive a partial stipend when a class has less than 10 students.

Q - What if I teach a dual enroliment class more than once in a semester?

Ans.- If for instance, you teach welding 1% period to 13 students and then teach it again 4" period
to 12 students, you are considered to be teaching two separate classes and so you would be paid a stipend
for each class you taught.

Q- What is the cost to the students? Are they required to register?
Ans.- There is no cost, it is free.
*Students will complete and sign the Dual Enrollment Application for Admission and will receive a letter from
CCC informing them about dual enroliment.
«It is not mandatory for students to enroll in the CCC class in order to take the high school class.

Q - What if I have a student with a disability?

Ans.- Students with disabilities may be enrolled as a DE student. However, if they need special
accommodations, the HS teacher should contact the CCC Disabilities Resource Department, at 928-226-
4243,

Q- What if the student is failing a class?

Ans.- Because the credit will become part of their permanent record, it is encouraged that any
student, who does not appear to be passing the class with a “"C” or better, be dropped from the course.
Teachers may mark the student “W” (withdrawn) on either the FTSE roster verification or when completing
final grades. They will still, however, be able to continue the class as part of their high school program.

Q- Are the credits transferable?
Ans.- Just like any other college course, dual enrollment courses may transfer to other colleges and
universities depending on which institution and program a student is transferring into.

Q - How does this effect the Tech Prep transfer credits that students may have already earned?

Ans.- The way the Tech Prep transfer credits were earned, and will be applied, remains the same.
However, now as a DE student, they will already be enrolled as a CCC student, and the DE credits earned
will count towards the 6 credits they initially needed to earn in order to have the Tech Prep transfer credits
from the past applied to their CCC transcripts.

Q - At what grade level can students take dual enroliment courses?
Ans.- Students should be juniors or seniors. However, freshman and sophomores may enroll in the
class as long as they do not exceed more than 25% of the class enroliment and meet all of the prerequisites.
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Steps to Establish Dual Enrollment Courses with Coconino
Community College

1. Contact Tech Prep/DE at CCC to let us know you are interested. You may
contact Ann Black, Tech Prep/Grants Manager at (928) 226-4319 or
ann.black@coconino.edu and/or Kathy Nesbit, Tech Prep/Dual Enrollment
Coordinator at (928) 226-4344 or kathy.nesbit@coconino.edu.

2. Complete the CCC Supplemental Credentials Application and Employee
Paperwork. See Section 2 of this booklet. Be sure to include your resume
and have all your official transcripts and copies of teaching and vocational
certifications forwarded to CCC Tech Prep/DE Office, 2800 S. Lonetree
Road, Flagstaff, AZ 86001. The appropriate CCC Department Chair will
evaluate your credentials to ensure they meet CCC and NCA guidelines.

3. Complete and return the Tech Prep/Dual Enroliment Articulation agreement
for the appropriate CCC course for your high school course. In order for a
student to receive dual credit, the CCC course outline must be followed
exactly!

4. Ensure software and textbooks used in class are approved by the CCC
Department Chair.

5. Offer the class. Send a schedule of your dual enrollment classes to CCC
Tech Prep at the beginning of each year or whenever something changes.

6. Register your students: a representative from the CCC Tech Prep
department will visit your class at the beginning of the semester to enroll
the students.

7. Submit all appropriate paperwork including FTSE rosters, assessments, and
grades to CCC.
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Secondary Responsibilities

1. Billing

CCC will bill the school district for student tuition. It is the responsibility of
the school district to pay this bill. It is also the responsibility of the school district
to send an invoice to CCC in the amount of the tuition billed for dual enroliment
educational services. Although there is no net cost to either institution, there
must be an exchange of checks and invoices.

2. Textbooks and Materials

We prefer that the textbook used at the high school is the same one that is
being used at the college campus. If you are using a different textbook, enclose a
copy of the copyright page and the table of contents for the articulator to review.

3. High School Scheduling Guides

All high schools are requested to include a description of the Dual
Enrollment opportunity and an indicator for each of the DE classes in their high
school scheduling guides.

4. Accommodations and Services to Students with Disabilities

High Schools will refer students to CCC Disability Resources (DR). DR will
qualify students for academic adjustments that are consistent with post-
secondary instruction.

5. Submit Complete Class Schedules

All DE high school teachers must provide the Tech Prep Manager with a
complete schedule of their DE classes. A sample of the schedule and information
needed is included in section 3.

6. FTSE, Assessment and Grades

All DE high school teachers need to complete paperwork for FTSE (Full time
student equivalent) and final grades online at the CCC website via Web4Faculty.
Teachers of dual enrollment courses must complete assessments provided by the
department chair and return results at the end of the semester.
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Dual Enrollment Teacher Responsibilities

1. Register Your Students

All interested students must be registered as a dual enrolled student with Coconino Community
College in order to receive their DE credits. Students must also submit a completed Application
for Admission and Domicile Affidavit if they have not previously been enrolled as a DE CCC
student. Sample registration forms and applications are included in this book(see section 3). It is
your responsibility to ensure that the students complete these forms correctly. Common errors
are; missing signatures, birthdates, addresses, Social Security numbers and expected graduation
dates. Students with incomplete applications, domicile affidavits, registration forms, or missing
supporting documentation will NOT be registered into the CCC class. The application and
registration process must be completed at least two weeks prior to the FTSE date each semester.
See the sample forms in section 3 of this booklet.

*A representative of CCC Tech Prep will come to help you register students at the beginning of
the semester.

2. Fulltime Student Enrollment (FTSE)

FTSE rosters must be completed via Web4Faculty on the CCC web site by the applicable
semester deadline. For the year 2007-2008, the fall FTSE rosters are due October 10, 2007. The
Spring FTSE rosters are due February 27, 2008.

3. Dropping Students

Teachers dropping students from the class for any reason have two chances to do so.
First, on the FTSE roster, a teacher simply marks the student ID. There will be no record of the
student for the CCC course. Second, when the teacher submits their final semester grade the
student may be marked as ID for instructor drop. The student will receive a W on their permanent
CCC transcript; this is not computed in GPA.

4. Assessment
Teachers may be required to give an assessment test or project in their dual enrollment

class.

5. Final Grades

Final grades must be entered via Web4Faculty on the CCC web site. Instructions to enter
grades online are in section 3.

Note: A CCC Academic Calendar for 2009-2010 is included for your
convenience in the appendix of this booklet.
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Dual Enrollment Teacher Stipend Schedule

For classes with ten or more students
The high school instructor will be paid a stipend of $50.00 per credit hour for a

standard class with ten or more students

For classes with /ess than ten students
Instructors will be paid a prorated stipend based on the following rate: $5.00 per
student, multiplied by the number of credit hours taught for classes with /ess than

ten students.

Teachers can expect stipend payments approximately 2-4 weeks after the end of the semester. Payment of
stipends is dependent upon completion of all dual enrollment teacher responsibilities. (see above )
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Instructor Application Paperwork

This section is designed to help you fill out the necessary preliminary paperwork
to have your class become a dual enrollment class. All high school dual
enrollment instructors are considered community college instructors. Therefore,
Coconino Community College reserves the right to evaluate all new faculty
credentials and qualifications the same as that of adjunct faculty members.

In the pages following these directions you will find examples of the paperwork to
copy and complete. You may also find the same paperwork on the CCC website.
Our web address is www.coconino.edu/techprep.

1._Employee Information Sheet- If you already have a CCC generated ID #
please include it on line two. Don’t worry about a hire date, just leave it blank. Your
name, address and phone number are very important. Ethnicity is your choice whether
to fill it in or not. Please sign this page.

2. Supplemental Credentials Application- Make sure all information is correct
and readable. Please fill in number 5 carefully. Don't forget to sign. Remember the
department chair over the area you will be teaching will be evaluating this page. **You
must submit official transcripts and resume with your application.

Vocational Certificates (if any)
Other certificates (relating to your anticipated articulated class or
program)

D. Evidence of Experience, if you are claiming work experience as part of
your qualifications.

E. Copy of your driver’s license

3. Copies: A. Teaching Certificate
B.
C.

4. Course Articulation Agreement-Different Articulation agreements can be
downloaded from our web site or you may call and we will be happy to mail, fax or email
the appropriate forms to you. NOTE- all the course competencies and content must be
included in the high school class in order for the course to be articulated. Please include
not only the name of your main textbook but any supplemental materials you may be
using to teach the class. If you want to talk to one of us or the department chair over
your teaching area, please don’t hesitate to call. Our numbers are listed on page 55 of
this book.

5. After your completed paperwork has been evaluated by the department chair in your
area of teaching, then we can proceed with having your class dual enrolled. We will
contact you when this step has been taken.

If you have any question, please do not hesitate to call Ann Black at 928-
226-4319 or Kathy Nesbit at 928-226-4344.
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Employee Information Form

Coconino
Communlty Employee Information
College

Please complete the following information for payroll and personnel purposes.

Social Security #: Hire Date:

Generated ID #:

Please provide the number if such number exists.

Name:

Address:

City, State, Zip:

Home Phone #: Message Phone #:

Gender (M/F): Date of Birth: Disabled (Y/N): Veteran (Y/N):
Ethnicity: [0 Wwhite [ Hispanic [] African American [] Asian/Pacific Islander [] Native American
Are you currently subject to any active child support wage withholding order? (] VYes ] No

Emergency Contact Name & Phone #:

Education

College/University:

Major: Degree:

College/University:

Major: Degree:

College/University:

Major: Degree:

By my signature below, | hereby swear that all information provided above is true and accurate to the best of my knowledge.

Signature of Employee Date
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Supplemental Credentials Application

Applicant Name:
Contact phone numbers:

Coconino
Community
College

E-mail address:

Area(s) of Teaching Interest:

1) Education: this form does not replace your official transcript. It gives the department chair an
overview of your qualifications.

Earned Type Major / Minor or Total university (300 or higher)
Degree (e.g., BS, Thesis and graduate credits in field of
MA, EdD) teaching interest
Doctorate
Master’s
Bachelor’s
Associates
No degree Number of credits completed:

2) Total years of teaching and/or related occupational experience in field(s) of teaching

interest:

3) Instructors at CCC must demonstrate completion of the Community College course, EDU 250, CC

Please check the appropriate box below.

580 (i.e., at NAU), a minimum of five CCC online learning modules, or a course equivalent to an
Arizona Community College teaching course within the first year of teaching.

a) | have completed EDU 250 at CCC.

b) | have completed CC 580.

c) | have completed an approved, equivalent course to EDU 250.
d) | have completed at least five CCC on-line learning modules.

e) I have not completed a Community College teaching course yet.

Coconino Community College Dual Enrollment Handbook
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4) If you do not hold a degree in the area of teaching interest, please attach employment
history or list any special training, experience, creative production or other
accomplishments or distinctions that you believe would qualify you to teach in this field.

Please list type of documentation for the above and attach to this application (i.e.,
certificate, license, letters of commendation, letters of recommendation).

5) Specify your UNIVERSITY (300 level or higher) or GRADUATE coursework in the specific
field of teaching interest. Again, this does not replace your official transcript.

Course: Hours: Course: Hours:
Course: Hours: Course: Hours:
Course: Hours: Course: Hours:
Course: Hours: Course: Hours:
Course: Hours: Course: Hours:
Course: Hours: Course: Hours:
Course: Hours: Course: Hours:
Course: Hours: Course: Hours:

6) Please list all professional and/or educational licenses, certificates, or credentials.

License or Type Issuing Date acquired Expiration date
Certificate Organization
Coconino Community College Dual Enrollment Handbook Page 10
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7) If you do not hold a baccalaureate or graduate degree, are you actively pursuing or
have plans to complete a program of study? Please explain:

8) Signature: | certify that the above information is true and correct to the best of my
knowledge. | also understand that Coconino Community College requires official transcripts to
be sent directly to the Human Resources Department in order to verify my credentials.

Applicant: Date:

Office Use Only:
Applicant meets the minimum requirements to teach at Coconino Community College in the
following areas:

Routing:
Dept Chair Date
Dean Date
Coconino Community College Dual Enrollment Handbook Page 11
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Course Articulation Agreement

SAMPLE
A

ech B

e mﬂr

Tech Prep Articulation/Dual Credit Agreement

**This form must be completed prior to articulation meeting*=

High School:

Course Length:

High School Course
Name:

AZ Dept of Ed Program
Name and CIP Code:

High School Course Information

One Semester[_] Year Long ]
Minutes Per Day:___
Days Per Wesk: ___

Text Books/Instruetional
Materials:

Name:
Email:

Best Method Of
Communication:

High Scheol Instructor Infermation:

Werk Ph:

Hm or Cell Ph:

Fax:

Best Time to Contact:

Please attach the following information to this form if not already on file:
* CCC Credentials Application Form
* Transcripts and other supporting doc’s of teacher qualifications
* Any additional course information that will assist with the articulation process

A Identification:
1 Subyect Area: Allied Health Sciences
2. Course Number: AHS 101
3. Course Title: CAREERS IN HEATITH CARE
4. Credat Hrs: 3
5. Catalog Descrniption:

Presents an mtroduction to the breadth of health care provider and supportive roles 1n

today s rapidly diversifying health care industry. Three lecture.

B Course Goals:
Complementary to Introduction to Health Services (AHS 100). this course examines the growing
array of health careers. offering assistance to the learner in exploring options and identifying career

areas of interest that are compatible with personal expectations and goals.

Course Competencies:

Students will:

[ ] examine the varied educational levels, programs. and sites preparing health care givers today

Coconino Community College Dual Enrollment Handbook
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drsenss the legal and sthical mplications of a health carasr
critigue wavs m which changes in the health care industry are changing the roles of care zivers
| | identrfy work habits and job skalls moportant m the health care mduwstry
[ ] describe how academic subjects apply m the workplace
[] identify strategias for protecting one’s own health whils caring for those whe are il
[ compara and contrast the vared setfings within which health care iz provided
[] dialogue with clinical providers and membars of the support team
complete a computerized and interactive carser skills and interasts inventory

Course Content
Will includa:
[ ] Tab Skalls
Biometrics
Commumecation Disorders
Diantal
Dhatary
Emerzency
hiadical Laboratory
adical Office
Madical records
Nursing
Oeenpatonal Therapy
Fhy=ical Therapy
Fharmaey
Eadiclogzy
Eeaspiratory Tharapy
Admiitmg, Business, Matene! and Cantral Supply, Housekesping, Unit Cledk
Surgary
Viston
Armisted Livimg and Long-Term Care
Activity, Art and Fecreational Therapy
Eask Management and Infection Contral
Madicine, Chiropractic, Maturopathy, and Osteopathy
Adomustration
| | Accupuneture, Massage, Herbalists, Movement, and other traditional modalities
E Please list additional course information as needed:

N

Thiz Tech Prep Articulation/Dual Credit Course Agresment is approved by

GCC Program Evaluator Signature Date:
CCC Department Chair Signature Date:
CCC Dean Signature Date:
Tech Prep/Grants Manager Signaturs; Date:

Copy fre following indwidenls: CCC CTE Dean, High 2chool Insbucloe, Tech Prep Eile Faciitstor & Cumiculum Cooedinator

Coconino Community College Dual Enrollment Handbook Page 13
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Employment Paperwork

Now that the Department Chair and the Dean have signed off
on your application you have to fill out some more forms for
Human Resources. Once these are done, they are good
throughout your employment as a dual enrolilment instructor,
unless you choose to change something.

All forms are available for download at
http://www.coconino.edu/hr/employeeresources/forms/

1. Federal W-4 form. You are being paid a stipend to dual enroll
your class, so this doesn’t change your check, but it is needed when
the state checks out our records.

2. Arizona Form A-4

3. Employment Eligibility Verification-please send a copy of your
drivers license, passport or whatever else you choose that is on the
list of acceptable documents; see pages 18-19.

4. Request for Child Support Wage Withholding Information
5. Loyalty Oath for Employees

6. Certification Statement Selective Service Registration

7. Surepay Employee Authorization for Automatic Deposits

8. Written Authorization Form

9. Human Resources Letter to Employees Regarding ASRS

10. ASRS Form

If you have any question, please do not hesitate to call the Ann Black at 928-226-
4319 or Kathy Nesbit at 928-226-4344.
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Federal W-4 Form

Form W-4 (2009)

Purpose. Compiete Form W-4 so that your
employer can withhold the comect federal noome
tax from your pay. Conaider completing & new
Form W-2 each year and when your personal or
financial stuation changes,
Exemption from withholding. If

sx0mpt, umplmcdylam1 2 3 4 and?
and sign the form 1o validate it Your pion
for 2009 expires Foebruary 15, 2010 Ses

Pub, 505, Tax Withholding and Estimated Tax
Note. You cannot claim exemption rom
withhalding o (&) your income exceeds 3950
and indludes more than $300 of uneamed
Incoms (for axampile, intersst and dvdends}
and {bj anothér peracn can claim you 28 @
depandent on their tax retum.

B-hmmnyouﬂnotum

b-low mmm-mm page 2 Nurther adust
your withhoiding alioweances based on ermized
deductons. certain credits, aduatments to
incorme. of fwo-sarnar/multiple job siuations.

Corngilete all workahasts that apply. However, you
may clasm fewer (or zorg) allowonces, For regular
wagss, withholding must be basad on allowances
you cdemed and may not be a fiat amount or
percentage of wages

Head of household, Generally you may claim
head of housshald filing status on your tax
return caly # you are urenarried and moee
thon 50% of the costs of keaping up & hom:
tor yourself and your dependentis) or other
qualtying individuals. See Pub. 501,
Exemptions, Standard Deduction, and Filing
Information, for information

Tax credits. You can take projected tax
credits o account In figuring your aiowable
number of withholding allowances. Credits for
child or dependsnt care expenses and the
child tax cract may be claimed using tha
Personal Allowances Worksheet beiow See
Pub. 212, How Do | Adust My Tax

Withholding, for nformation on converting
your other credits ino withholdng allowances.

Nonwage income. If you have a farge amount
of noMwage INcome. such as iINterest or

dividends, consider making estimated tax
payments using Form 1040-ES, Estimated Tax
for Individuals. Otherwiss, you may owe

tax. if you have pension or annuity
income. sae Pub. 819 to find ot if you should
acgust your withholding on Form W-4 or W-4P

Two earners or multiple jobs. It you have a
working spouse or more than one job, figure
the total number of allowances you are entitied
10 claim on all jobe ueng workeheets from onty
one Form W-4. Your withbolding usually will

be moat accurste when all aSowances are
clamed on the Form W-d for the highest
paying job and zero allowances are claimed on
the others. See Pub. 919 for details

Noncesident alen. If you are & nonresdent
alien, ses the nstructions for Form 8233
bdon compieting this Form W-4.

‘memm@myou Form W-4
uee Pub. 910 to 900 how the
cmnlywnmm\g withhald compares 10
your pro| meod:owmmzooo S“P\.b
919, especiafly if your samings ex
$1NONW)GSYNWM

Personal Allowances Worksheet (Keep for your records.)

A Enter “1* for yourself It no one elsa can claimyou asadependent, . . . . . . . 4 . o4 4 a4 o0 . A
® You ore single and have only ons job. of
B Enter "17 ¢ * You are married, have only ong 1ob, and your spouse does not work. or o e
* Your wages from a second job o your spouse’s wages (or 1he total of both) are 1,500 of less.
C Enter "1" for your spouse. Bul. you may chooss 10 enter “-0-" If you are mariad and have sither a working spouss o
more than one job. (Entering *-0-" may help you avold havingtoo Mtletax withbeld) . ., ., . . ., . , ., . . ©
D Enter number of dependents (other than your spouse or yoursal) you will claim on your tax reteen ., , | - M—
E Enter "1” iymwﬂﬁeashadoimonyowmrdwntmcmdkmmmadmmg) N1 (=
F Enter *1° ¢ you have at least $1 600 of child or depondent care expenses for which you plan to claimacreatt , ., F
(Note. Do not include child support payments. See Pub. 503, Child and Dependent Care Expenses, for detalis.)
G Child Tax Credit (including additional child tax credit) See Pub 972, Child Tax Credit. for mors information

® It your Yotal Income il bo less Tan $61.000 ($20 000 f married), enter "2 for each elgible cvld. thonless *1° If you have theee of mote elgble chidren,
® If your tofal income will be between $61.000 and $84 000 ($90,000 and $112,000 # married). anter “1” for each aligible
child plus "1" additional If you have six o mors elgibls chikdren

H Add Ines A through G and enter total here. INote. This may be different from the number of axempBons you chaim on your tax returm) » H

& |1 you plan 1o lemize or claim adjustments to income and want 1o reduce yowr withholding, see the Deductions
and Adjustments Worksheot on page 2

® |1you have more than coe job or 30 married and you and your spouse both work and the combmaed earnings from 3l jobs exceed
$40 000 (525,000 i marmadh, see M Two-Eamers/Multipie Jobs Worksheet oo page 2 1o aveld having too litSle tax withheld,

For accuracy,
compiete all
worksheets
that apply.

* |f neither of the above situations applies. stop here and anter the numbsr from Ine H on ine 5 of Form W-4 below

Cut hers and give Form W-4 to your employer, Keep the top part for your records,

Form W'4

Cogarterent of T Trussury
Int=mal fiswanas Seniie

Employee's Withholding Allowance Certificate

CME No, 1545-0)74

» Whether you are entitfed to clawn » certan ber of all
subject to review by the IS, Your

may be

)
oy

qur ‘b“.andﬂhﬂhhﬂ&

2009

tion from withholding is

1 Typs or prnt your fest nams and middie nasl

Home address number and street or rural routa)

Last nams

2 Your seclal security numbser

.

3 ] single [] sarried ] sharrind, but withhoid nt Hgher Bingie rate
Nota. it marzec, but egaly secasiad o 200086 11 & NOTvYes 0Nt sher, check 0w "Snge’ cox

City oc town, state, and ZIP code

4 it your laet name diffors from that shown on your sockal security card,
MMV«»MM'“ m&n’wnnﬂw“’ |

~Naon

Total number of allowances you are claiming (from line H above of from the applicable workshest on page 2)
Additional amount, if any, you want withheld from each paycheck ., . . ., . .
| clam exemption from withholding for 2009. and | certify that | meet both of the following condmons tor umllon
® Last yaar | had 3 right to a refund of all Tederal Income tax withheld becauss | had no 1ax kabllity and

® This year | expect a refund of all fediral income tax withhelkd because | expect 1o have no tax |

If you meet both conditions, write “Exempt” hete . . . . s s -
UndupmdpquyImﬂmmmowwmmimmmumdmmwbddnum carou.nndmﬂ-n

Employee's signature
(Form is not vabd unless you sign it) P

P .

Date »

8  Employer s name and address (Employer: Complete Ines 8 and 10 only if sending to the RS )

9 Ofice 22 (eptarsl

10 Employe dentificaton number EN)

For Privacy Act and Paperwork Reduction Act Notice, see page 2.

Cat. No. 10220Q

Form W-4 2000

Coconino Community College Dual Enrollment Handbook
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Arizona Form A-4

ARIZONA FORM Employee’s Arizona Withholding
A-4 Percentage Election
Type or pint your fill name

Your social secunty numbar

Gy or town, state, and 2P code

Arizona Withholding Percentage Election Options

Choose only ene:
1 O My arvusal compensation s $15.000 or more. | choose to have Arizona withholding at the rate of

fcheckonlyonebox): (1 216% [zesw DO2ssw [O3sme [ 426% ofthe federal tax withhold

2 O Wy amusi compensation i less than $15,000, | choose to have Arzona withholding ot the rate of

fchackontyonedox): O 115% O21e% Ozmsw DO2ssx O3s7%  C1426% ofthe fedoral tax withheld.

3 O | hereby elect an Arizans withholding percentage of zero, and | certily that | meed BOTH of the followsng quakfying conditions for this elecson

* | hod NO Arizona tax labilty for the prior taxable year, AND
* | expeet to hawve NO Aszona bax Habiity for the current taxable year

| cartify that | have made tha parcentage election marked above

SIGNATURE

DATE
ADOR 91-0041 (rev 409)
ARIZONA FORM Employee’s Arizona Withholding
A-4 Percentage Election
Type or pnt your full name

Home address {number and street or rural routo)

}Youv social securty number

Ciy or town, stata, and 2P code

Arizona Withholding Percentage Election Options

Choose only one:
1 O My amual compensation is §15,000 or more. | choose to have Arizona withholding at the rate of

(checkontyonebox): O 218% Dlzesw DO2esw D357 [ 428% of the fedoral tax wihold

2 0 My annuat compensation s less than §15,000. | choase to have Arzona withholding at he rate of

fcheckonlyonebox): O 114% DOzew Ozws% DOesw O37%  C426% ofthe fodoral tax wihhekd

3 00 | horaby eloct an Arzona withholding percentage of 2oro, and | certity that | moet BOTH of the following quaktying conditions for this oleckon

+ | had NO Anzona tax imbilty for the pnor taxable year, AND
+« | expect to hawe NO Anzona tax liabslity for the currort taxable year.

| cedify that | have made the percentage election marked sbove.

ADDR 91.0021 (rev. 408

DATE

Coconino Community College Dual Enrollment Handbook
Updated: 8/20/2009
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Employment Eligibility Verification (I-9)

Department of Homeland Security
U.S, Citizenship and [mmigration Services

OMB No. 1615+0047; Expires 06/30:09
Form 1-9, Employment

Eligibility Verification

Instructions
Read all instructions carefully before completing this form,

Anti-Discrimination Notice, [t is illegal to disceiminate agalnst
any Individual (other than an alien not nuthorized to work in the
United States) In hirlng, discharging, or recruiting or referring foe o
fee because of that individual's national origin or citizenship status,
It is illegal to discriminate against work-authorized individuals,
Employers CANNOT speclfy which document(s) they will accept
from an employee, The refusal to hire an Individual because the
documents presented bave a future expirution date may also
constitute illegal discrimination, For more information, call the
Offioe of Special Counsel for Immigration Relsted Unfhir
Employment Practices at 1-800-255-8135.

The purpose of this form is o document that each new
employee (both citizen and noncitizen) hired after November
6, 1986, is authorized to work in the United States,

uu ‘( ] :((:' l!x’l‘?“g}\ ir({;"‘llt-?z;)}j?\%’x
..L—J L3730
All cmplnyecs. citizens, and noncitizens hired after November
G, 1986, and working in the United States must completo
Form [-9.

R S TG ""l*""\ i
Filling QutForm 19, |
Section 1, Employee

This part of the form must be completed no later than the time
of hire, which is the actual beginning of employment,
Providing the Social Security Number Is voluntary, except for
employees hired by employers participating in the USCIS
Electronic Employment Eligibility Verification Program (E-
Verify), The employer is responsible for ensuring that
Sectlon 1 is timely and properly completed,

Noncitizen Nationals of the United States

Nongitizen nationals of the United States are persons born in
American Samoa, certain former citizens of the former Trust
Territory of the Pacific Islands, and certain children of
noncitizen nationals bom abroad.

Employers should note the work authorization expiration
date (if any) shown In Section 1. For employees who indicate
an employment authorization expiration date in Section 1,
employers are required to reverify employment authorization
for employment on or before the date shown, Note that some
employees may leave the expiration date blank if they are
aliens whose work authorization does not expire (c.g., asylees,
refugees, certain citizens of the Federated States of Micronesia
or the Republic of the Marshall Islands). For such employees,
reverification does not apply unless they choose o present

in Section 2 evidence of employment authorization that
contains an expiration date (e.g., Employment Authorization
Document (Form [-766)).

Preparer/Translator Certification

The Preparer/Translator Certification must be completed if
Section 1 is prepared by a person other than the employee. A
preparer/translator may be used only when the employee is
unable to complete Section 1 on his or her own. However, the
employee must still sign Section 1 personally,

Section 2, Employer

For the purpose of completing this form, the term “employer"
means all employers including those recruiters and referrers
for a fee who are agricultural associations, agricultural
employers, or farm labor contractors, Employers must
complete Section 2 by examining evidence of identity and
employment authorization within three business days of the
date employment begins. However, if an employer hires an
individual for less than three business days, Section 2 must be
completed at the time employment beging, Employers cannot
specify which document(s) listed on the last page of Form 1.9
employees present to establish identity and employment
authorization. Employees may present any List A document
OR o combination of u List B and a List C document.

If an employee is unable to present a required document (or
doouments), the employee must present an ascceptable receipt
in lieu of & document listed on the last page of this form,
Receipts showing that a person has applied for an initial grant
of employment authorization, or for renowal of employment
authorization, are not acceptable. Employe¢es must present
receipts within three business days of the date employment
begins and must present valid replacement documents within
90 days or other specified time,

Employers must record in Section 2:

1. Document tite;

2, Issuing authority;

3, Dooument number;

4. Expiration date, if any; and
5. The date employment begins.

Employers must sign and date the certification in Section 2,
Employees must present original doouments. Employers may,
but are not reguired to, photocopy the document(s) presented.
1f photocopies are made, they must be made for all new hires.
Photocoplies may only be used for the verification process and
must be retained with Form 1-9. Employers ure still
responsible for completing and retaining Form 1-9,

Form 1-9 (Rev. 020209) N
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For more detailed information, you may refer to the
USCIS Handbook for Employers (Form M-274). You may
obtain the handbook using the contact information found
under the header "USCIS Forms and Information,"

Section 3, Updating and Reverification

Employers must complete Section 3 when updating and/or
reverifying Form 1-9, Employers must reverify employment
authorization of their employees on or before the work
authorization expiration date recorded in Section 1 (if any).
Employers CANNOT specify which document(s) they will
accept from an employee.

A. If an employee's name has changed at the time this form
is being updated/reverified, complete Block A.

B. If an employee is rehired within three years of the date
this form was originally completed and the employee is
still authorized 1o be employed on the same basis as
previously indicated on this form (updating), complete
Block B and the signature block.

C. If an employee is rehired within three years of the date
this form was originally completed and the employec's
work authorization has expired or if a current
employee's work authorization is about to expire
(reverification), complete Block B; and:

1. Examinc any document that reflects the employee
is authorized to work in the United States (see List
AorC);

2. Record the document title, document number, and
expiration date (if any) in Block C; and

3. Complete the signature block.

Note that for reverification purposes, employers have the

option of completing a new Form I-9 instead of completing
Section 3.

e Tt ¥
ot A pdd
ingicer
There is no associated filing fee for completing Form 1-9. This
form is not filed with USCIS or any government agency. Form
-9 must be retained by the employer and made available for

inspection by U.S, Government officials as specified in the
Privacy Act Notice below.

T
[}

(k]
thatlls thel
dEranieh

To order USCIS forms, you can download them from our
website at www.uscis.gov/forms or call our toll-free number at
1-800-870-3676. You can obtain information about Form [-9
from our website at www.uscis.gov or by calling
1-888-464-4218.

Information about E-Verify, a free and voluntary program that
allows participating employers to electronically verify the
employment eligibility of their newly hired employees, can be
obtained from our website at www.uscis.gov/e-verify or by
calling 1-888-464-4218,

General information on immigration laws, regulations, and
procedures can be obtained by telephoning our National
Customer Service Center at 1-800-375-5283 or visiting our
Internet website at www.uscis.gov.

A blank Form I-9 may be reproduced, provided both sides are
copied. The Instructions must be available to all employees
completing this form, Employers must retain completed Form
1-9s for three years after the date of hire or one year after the
date employment ends, whichever is later.

Form 1-9 may be signed and retained clectronically, as
authorized in Department of Homeland Security regulations
at 8 CFR 274a.2.

E u‘::"'i“ ;.“?:.'."’%ll PrINeT “{ — = _
o ActNotice ||

The authority for collecting this information is the
Immigration Reform and Control Act of 1986, Pub. L. 99-603
(8 USC 1324a).

&
2
Py

This information is for employers to verify the eligibility of
individuals for employment 10 preclude the unlawful hiring, or
recruiting or referring for a fee, of aliens who are not
authorized to work in the United States.

This information will be used by employers as a record of
their basis for determining eligibility of an employee to work
in the United States, The form will be kept by the employer
and made available for inspection by authorized officials of
the Department of Homeland Security, Department of Labor,
and Office of Special Counsel for Immigration-Related Unfair
Employment Practices.

Submission of the information required in this form is
voluntary. However, an individual may not begin employment
unless this form is completed, since employers are subject to
civil or criminal penalties if they do not comply with the
Immigration Reform and Control Act of 1986.

EMPLOYERS MUST RETAIN COMPLETED FORM I-9

Foem 149 (Rev. 0202/05) N Poge 2

DO NOT MAIL COMPLETED FORM I-9 TO ICE OR USCIS
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OMB No. 1615-0047; Expires 06/30:09

Department of Homeland Security Form I-9, Employment
U.S. Citizenship and Immigration Services Eligibility Verification

Read instructions carefully before completing this form. The instructions must be available during pletion of this form,

ANTI-DISCRIMINATION NOTICE: Itis illegal to discriminate against work-authorized individuals. Employers CANNOT
:peeify which document(s) they will accept from an employee. The refusal to hire an individual because the documents have a
uture expiration date may also constitute illegal discrimination.

Section l.imployee Information and Verification ﬁo be completed and signed by employee at the time employment begins.)

Prot Name:  Last First Middle Initial | Maiden Nemne
Address (Srees Name and Number) Apt # Date of Birth (moneh/dayyear)
iy Seate Zip Code Socil Security ¢
% £ attese, under penalty of perjury, that [ heck £ the followi

I am aware that federal law provides for C.] " ) > > ,N"n i ok
imprisonment and/or fines for false statements or 4 citizen of the Lintied Stetea
e of false Gocunsenits iy connection with the [C] A noncitizen pational of the United States (se¢ instructioes)
completion of this form. [ A tawhid permanest resident (Alien #)

[] Anatien suthorized to wark (Alien # or Admission £)

undll (experation date, if spplicable - monrkdawyear)

Employee’s Signaure Date (monihdapyvar)

Fl'tplrﬂ' and/or Transiator Certification (To be completed and signed if Section | is prepared By a person other than the employee.) | ateest, wnder
penally of perfwry, that § have assisted in the completion of this form and that 1o the best of my knowledge the information is true and correct.

Preparer's/Transiacor's Sigaature Print Nome
Address (Street Name and Nuwber, City, State, Zip Cods) Dase (manthidap/year)
Section 2. Employer Review and Verification (7o be ted and signed by employer. Examine one document from List A OR

examine one document from List B and one from List C, as listed on the reverse of this form, and record the title, number, and
expiration date, if any, of the document(s).}

List A OR List B AND List C

Document title: >
Issuing authority: ;
Document #: "l

Expiration Date (if auy): l &
Doecument ¥: @

Expiration Date (if auy):
CERTIFICATION: I attest, under penalty of pecjury, that [ have examined the document(s) presented by the above-named employee, that
the above-listed d 1{s) apyp to be genuine and to relate to the employ d, that the employee began employment on
(movith/dayyear) and that to the best of my knowledge the employee is nuthorized to work in the United States. (State
employment ageacies may omit the date the employee began employment.)
Signature of Employer or Authonzed Repeesentative Promt Name Tale
FRasiness or Oxganizatoon TENE 3 AQJIESS (Sireer Name ama Juwber, CIy, SHare, 2ip Lo oz (rrontvdayenr)
Section 3. Updating and Reverification (10 be completed and signed by employer.)
A. New Name (i applicable) B. Date of Rehwe (monmthsdope’year) (i applicabie)
C. Ifemployes's previous grant of wark authorization has expired, provide the infe jon below fior the document that establishes current cmploytment authortzation.

Document Tite Document # Expération Date (i any):

Tattest, under pemalty of perjury, that to the best of my koowledge, this employee is asthorized to work in the United States, and if the employee presented
doc os), tho d {s)} 1 have ined appear to be genuine and to relate to the individual
Sagnature of Employer o Authorized Representative Date (month/dayyear)

Form -9 (Rev. 0202/09) N Page 4
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LISTS OF ACCEPTABLE DOCUMENTS

LIST A

Documents that Establish Both
Identity and Employment
Authorization

All documents must be unexpired
LIST B

Documents that Establish
Identity

OR

LISTC

Documents that Establish
Employment Authorization

AND

1.

U.S, Passport or U.S, Passport Card

1. Driver’s license or ID card issued by
a State or outlying possession of the
United States provided it contains a
photograph or information such as

1. Social Security Account Number
card other than one that specifies
on the face that the issuance of the
card does not authorize
employment in the United States

2. Certification of Birth Abroad

temporary [-5351 stamp or temporary
1-551 printed notation on 4 machine-
readable immigrant visa

2. Permanent Resident Card or Alien name, date of birth, gender, height,
Registration Receipt Card (Form eye color, and address
[-551)
) 2. 1D card issued by federal, state or
3. Foreign passport that contains a local government agencies or

entities, provided it contains a
photograph or information such as
name, date of birth, gender, height,
eye color, and address

issued by the Department of State
(Form FS§-345)

3. Certification of Report of Birth

issued by the Department of State
{(Form DS-1350)

4, Original or certified copy of birth

authorized to work for a specific
employer incident to status, a foreign
passport with Form 1-94 or Form
1-94A bearing the same name as the
passport and containing an
endorsement of the alien's
noaimmigrant status, as long as the
period of endorsement has not yet
expired and the proposed
employment is not in conflict with

4. Employment Authorization Document | 3, School ID card with a photograph
that contains a photograph (Form
1-766) 4. Voter's registration card

3. Inthe case of a nonimmigrant alien 5. U.S. Military card or draft recard

6, Military dependent’s ID card

certificate issued by a State,
county, municipal authority, or
territory of the United States
bearing an official seal

7. U.S. Coast Guard Merchant Mariner
Card

5, Native American tribal document

8. Native American tribal document

9, Driver's license issued by a Canadian

6. U.S. Citizen ID Card (Form 1-197)

Form 1-94 or Form 1-94A indicating
nenimmigrant admission under the
Compact of Free Association
Between the United States and the
FSM or RMI

any restrictions o limitations igmeimhinond
omiest v e far For persons under age 18 who 7. Identification Card for Use of
are unable to present a Resident Citizen in the United
document listed above: States (Form 1-179)
6, Passport from the Federated States of
Micronesia (FSM) or the Republic of
the Marshall Islands (RMI) with 10.  School record or report card 8. Employment authorization

11. Clinie, doctor, or hospital record

12, Day-care or nursery school record

document issued by the
Department of Homeland Security

Illustrations of many of these documents appear in Part 8 of the Handbook for Employers (M-274)

Form 1-9 (Rev. 0202409) N Page 3
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Request for Child Support Wage Withholding Information

Coconino

Community Request for Child Support
Wage Withholding Information

College

Arlzona Revised Statute 23-722.02 requires employers to ask each new employee If he or she Is subject to a child
support wage withholding order. This statute applies to all newly hired individuals and all employees who are rehired
or return from an unpald leave of absence.

I am / am not subject to a child support withholding order.

Print Hame Sgnature

If you are subject to a child support withholding order, Arizona Department of Economic Security (DES), requires that
you provide to Coconino Community College the most recent copy of any active wage/withholding order,

If you are unable to provide a copy of the order, piease complete the lower half of this form. Coconino Community
College will request the necessary information from DES. )

As your primary employer, Coconine Community College is required by state law to start withholding child support from
your paycheck as soon as we recelve the order of reassignment. If you have any questions, please check with Human
Resaurcas or with the Court which Issued the child/support withholding order,

Employee Information Employer Information
Mame: Businass Name: Coconino Community College
Date of Birth: Employer ID Numbear:
55N: Address: 700 5. Lone Tree Road
Address: Fagstalf, A7 B56001-2701
Aftn: Human Resources
Atlas Casa #3 Send reguest form to:
Department of Econamic Securty
Court Number: Divislon of Child Support Enforcement
P.0. Box 40458
Durrmtﬂuhild Suflﬂrt AZ BS057
Arrears Amount Ordered: Phone; (602) 252-2468
Spousal Amount Ordered: FAX: (602) 248-3127
Coconino Community College Dual Enrollment Handbook Page 21
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State of Arizona Loyalty Oath

STATE OF ARIZONA
LO T

I, the undersigned, hereby axecute this docurment in compliance with Sac: 38-231, Arizona Revised
Statutes:

38-231. OFFICERS AND EMPLOYEES REQUIRED TO TAKE LOYALTY OATH; FORM: PENALTY

A in order to insure the statewide application of this gection on & uniform basle, each board,
commisslon, agency, and Independent office of the state, and of any of lis polilical subdivisions, and
of any county, city, town, municipal corporation, school district, and public educational inslifution,
shall immadiataly upon the effective date of this act complately reproduce Section 38-231 as sat
forth herain, to the end that the form of writlen oath or affirmation required herein shall contain all of
the provisions of sald sectlon for use by all officars and employées of all boards, commissions,
agencies and independent offices. .

B. For the purposes of this section, the term officer or employee means any person elected,
appoinied, or employed, elthar on a part-ime or full-iime basls, by the state, or any of iis political
subdivisions or any county, clty, town, municipal corporation school district, public educational
institution, or eny board, commission or agency of any of the foregoing.

C. Any officer or employee elected, appointed, or employed prior to the effective date of this act
shall not later than ninety days after the effective date of this act take and subscribe the form of cath
or affirmation sal forth In this section.

D, Any officer or employea within the meaning of this section who falls o take and subscriba
the oath or affirmation provided by this section within the time limits prescribed by this section shall
not be antitled to any compansation unless and until such officer or employes doas so take and
subscribe to the form of oath or affirmation set forth In this section.

E. An'f of the persons referred to In Article XV, Section 10 of the Arizona Constitution as
amended, related to the employment of aliens, shall be exempted from any compliance with the
provisions of this saction.

F. in addition to any other form of oath or affirmation spacifically provided by law for an officer
or employee, before any officer or employee enters upon the dutles of his office or employment, he
shall take and subseribe the following oath or affirmation:

STATE OF ARIZONA,
COUNTY OF

I, do solemnly swaar (or affirm) that | will support
{type or print name)
the Constitution of the United Stafes and the Constitution and laws of the State of Arizona;

That | will bear true falth and allegiance 1o the same, and defend them against all enemias,
fcrelgn and domesfic, and that | will falthfully and Impartially discharge the duties of the office
according lo the best of my ability, so help me God (or,

sn | do affirm).

(Signatura of officer or employea) URJ/GZ5310
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Certification Statement Selective Service Registration

/ a
2g§,°m"{,",,°ity CERTIFICATION STATEMENT
College ~ SELECTIVE SERVICE REGISTRATION
Print Name:

REGISTRATION COMPLIANCE

Arizona law (Arizona Revised Statutes Section 38-201.D) provides that no person is eligible for employment with
the State or any of its political subdivisions, including Coconino County Community College, unless that person
has registered with the United States Selective Service System, if required to do so by Federal law. In order to
determine your eligibility for employment, you must provide the following information. Failure to truthfully answer
these questions may be grounds for disciplinary action, up to and including termination of employment.

1. | certify that | am not required to be registered with the Selective Service System because

(initial)
Check one reason:
| am a female.

I am in the armed services on active duty (Note: Members of the Reserves National Guard
are not considered on active duty).

| have not reached my 18th birthday.
| have passed my 26th birthday.

| am a permanent resident of the Federated States of Micronesia, the Marshall Islands, or
the Republic of Palau.

I am an alien lawfully admitted to the United States as a non-immigrant.
Other (specify reason):

2. | certify that | am registered with the Selective Service System.
(initial)

Signature Date

C:\A - Work\Forms\Employment\ESSO01 - Selective Service Form.doc
Revised 11/17/99
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SUREPAY Employee Authorization for Automatic Deposits

Coconino
Community REQUEST FOR DIRECT DEPOSIT

College

Print Name (Last, First, Middle) CCCID# Contacl name or email

Check the box that applies:
[C] Enrollin Direct Deposit
[T} Add an additional Direct Deposit account
[C] change cument Direct Deposit information
[[] cancel Direct Deposit account (No documentation required)

To Enroll, Add, or Change an account, please aflach one of the following:
[ A Voided check {write V O | D on a blank check)
D Documentation from the bank verifying your routing number and account
number,

NOTE: If one of the above documentation is attached, then the direct deposit will be effective on the first pay. Otherwise, & will pre-
note (a trial run of $0.CO to verify accounts) and you will receive a check for that pay date.

IN DIRECT DEP QUN
Financial Institution Name:

Routing/Transit # (9 digits): Account #
Account Type (check one): [ checking [] savings
Additional Direct Deposit Account #2
Financial Institution Name:
Routing/Transit # (9 digits): Account #:
Account Type (check one): | Checking O Savings Amount:
Additional Direct Deposit Account #3
Financial Institution Name:
Routing/Transit # (9 digils): Account #:
Account Type (check one): [] Checking [ savings Amount:

By signing below, | hereby awthorize Cocanine Community Callege to initiate crecit and debit/adwustment antries (fo correct cradt made in armov) fo
documentad sccount(s) Nsted above  This suthonzation shalf remain i effact until | give written notice or upon the tarmination of my employment.

Employee
Signature Date:

COCONING COMMUNITY COLLEGE RESERVES THE RIGHT TO DISCONTINUE DIRECT DEPOSIT FOR AN EMPLOYEE IF A
GARNISHMENT OR LEVY IS SERVED.

REQUEST POR DXRECT DEFSITY e 407
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Written Authorization Form

<=

Coconino Community
Colleg e

WRITTEN AUTHORIZATION FORM
In an effort to reduce costs, effective November 7, 2008 CCC will no longer print direct deposit
acknowledgement statements. To view your pay stub, log onto Web4 Faculty and follow the

directions provided. For additional information on how to use and log on to Web4 Faculty please
contact Human Resources or Payroll.

Please select one of the following options:

| do not have Direct Deposit.

[ ] Please mail my PAYCHECK to the address on file with the Human Resources
Department.

[ ] 1 will pick up my PAYCHECK at the Lone Tree Campus Cashier.

Signature Date

Print Name

NOTE: If you sign up for direct deposit and do not attach a voided check or document from the
bank verifying your routing and account number, your pay check will be in a form of a check.
The information will be a trial run for $0.00. This is to ensure that the monies are distributed to
accounts correctly. You will need to pick your first pay in form of a payroll check, at the Lone
Tree Campus Cashier.
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Arizona State Retirement (ASRS)

Human Resources Letter to Employees Regarding ASRS
All Employees:

If you are currently contributing to ASRS at CCC or another employer, you are an active member of the Arizona
State retirement System (ASRS). It is your responsibility to report to your additional ASRS employers,
if any, that you are an active ASRS member. This means that if you are working at CCC in a capacity that
is not retirement eligible, but you are paying into ASRS at another current job, you need to inform Human
Resources immediately and fill out an ASRS enroliment form. Also, if you are contributing to ASRS at CCC and
start working for another ASRS employer at the same time, inform your new employer of your active ASRS
status.

Following is a link to the enrollment form: ASRS Enrollment
When you return the form to Human Resources, indicate which other ASRS employer you work for so that we
can accurately complete our section of the enroliment form.

You are ASRS eligible if:
¢ You meet the 20/20 rule: you work at CCC for 20 or more hours per week for 20 weeks in a fiscal year
(July 1- June 30)
¢ You are ASRS eligible at another employer and you are actively contributing to ASRS with that employer

ASRS does not combine the hours worked at multiple ASRS employers to meet the 20/20 rule.

For example, if you work 10 hours a week for CCC and 10 hours a week at NAU, for any length of time, these
hours do not combine to make you eligible for ASRS.

If you have any questions or concerns about your ASRS status, please contact Human Resources at 226-4280 or
ASRS at 1-800-621-3778.

Thank you,

Human Resources

Please Retain a Copy for the Employee / Employer Files*The ASRS will use Social Security Numbers only to
obtain information about an individual’s ASRS account and to make returns and reports to the Internal Revenue
Service with respect to the individual’s account.

All completed employee paperwork and copies of supporting documentation should be returned to the
Coconino Community College Tech Prep/ Dual Enrollment department at 2800 S. Lonetree Road,
Flagstaff, AZ 86001
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http://www.coconino.edu/hr/employeeresources/forms/WordForms/ASRS%20Enrollment%20form.doc

ARIZONA STATE RETIREMENT SYSTEM (ASRS) ASRS Numbers
COMPLETE AND SEND TO: Phoenix (602) 240-2000

Tucson (520) 239-3100

I I T Employer’s HR Department
1Y (602) 240-5333

PLEASE PRINT OR TYPE - This Form Must Be Accompanied By A Beneficiary Form

Disclosure of your Social Security Number is mandated by Section 6109 of the Internal Revenue Code.*

Social Security Number Member Name (Last, First, Middle)
Date of Birth (MM/DD/YY) Marital Status (Check One) Gender (Check One)
Single |:| Married |:| Divorced |:| Male |:| Female |:|
Home Telephone Number Business Telephone Number Fax Number
( ) ( ) ( )

E-Mail Address

Member Signature Date

MAILING ADDRESS Please indicate below where you would like the ASRS information
to be sent

In Care Of (If Needed)

Address Suite/Apt Number (If Needed)

Second Address Line (If Needed)

City State ZIP Code

HOME ADDRESS If Different From Above

In Care Of (If Needed)

Address Suite/Apt Number (If Needed)

Second Address Line (If Needed)

City State ZIP Code

Employee Information to be Completed by the Employer ONLY

Employer Name Six-Digit Employer Number
Empl oyee’' s Position If School, Is Employee Certified?
Yes |:| No

Hire Date (Start Date of Employment) Enroliment Date (Start Date of ASRS Coverage)
Is the employee currently working for another ASRS employer? If so, who?
Yes |:| No |:|

Employer Signature Date
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s
f—@}@h ARIZONA STATE RETIREMENT SYSTEM (ASRS)

%) ENROLLMENT FORM

ASRS Numbers
COMPLETE AND SENDTO;  Phoenix (602) 240-20%0

Tucson  {520) 2393100
Employer's HR Dopatment  ToB.Fres {800) 621.3778

TIY  {502)240.5233
W2 8818 gorY

PLEASE PRINT OR TYPE - This form must be accompanied by a Beneficiary Form.

Disclosure of your Social Security number is mandated by Section 5109 of the Intemal Revenue Code. The ASRS will use Social
Security numbers only to obtain information about an individual's ASRS account and to inform the Intemal Revenue Service of

distributions and withholdings with respect to tha individual's account,

Social Security Number Membeas Nams (Last) (First) (Maddle)
Dale of Birth (MM/DOIYYYY) Marital Status (Check One, Gonder (Check Cne)
Single D Married Divorcad D Mate Female
[ Home Telephone Number Business Telephono Number Fax Number
( ) ( ) ( )
E-Mall Address e
Member Signature = Date

MAILING ADDRESS Please indicate below where you would like the ASRS information to be sent.

In Care Of (if Neaded)

Addrass

Sulte/Apt Number (If Needed)

Second Addrass Line {If Needed)

City a Slate

21P Code

HOME ADDRESS If different from above.

In Care Of (If Needed)

| Address Sulle/Apt Number (if Needed)
Second Address Line (If Needed)
Cay - State 2P Cods
Employee Information to be Completed by the Employer ONLY
Emplayer Name Skx-Digit Employear Number
Employoe’s Posiion — If Schaol, Is Employee Cerifiect
Yes D No
Hire Date (Start Date of Employment) Enroliment Date (Start Date of ASRS Coverage)

Is the employes currently working for another ASRS empioyer?
Yes D No

If so, who?

Employer Signature

Date

Please retain a copy for the Employee / Employer files.

Enrollment Foan ; Revised: 04/13/07
AR
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Now That Your Class is Dual Enrollment

Once you have taken care of the above paperwork, your class is a dual
enrollment class. So now there are a few things you need to do each semester.

1. Offer the class. Please make sure it is shown as a dual enrollment class in your
school scheduling guide.

2. Send us a copy of your schedule so we can build your class in Coconino
Community College’s schedule and develop a CRN (Course Routing Number) in
the computer system used to register students. There is an example on the next

page.

3. Set up a time for your students to be registered by a representative from Tech
Prep. We will contact the school’s site facilitator about an appropriate date to
visit all the dual enrollment classes in your high school. We visit classrooms to
help students fill out the application and class registration forms. You can help by
explaining to students that we will be coming and encourage them to have copies
of their proof of residency documents available on registration day. *Sometimes,
circumstances may require individual teachers to go over these forms with their
students without the benefit of a Tech Prep representative.

4. Fill out your FTSE (Full Time Student Enrollment) roster. This is done on line
at the Coconino Community College website via Web4Faculty. This is the time
to make any corrections to your roster, so examine the FTSE roster
carefully and notify Tech Prep Dual Enrollment office if you detect an
error.

5. Submit your students’ final grades at the end of the course via Web4Faculty.
We will send instructions and updates each semester. Please take care of this in a
timely manner so that you can be paid your stipend.

6. About 2-4 weeks after your grades are submitted you should receive your
stipend. If you don't please call or email us, so we can fix any problems.

Thank you so much for being a Tech Prep Dual Enroliment Teacher! Your
hard work and going through all the necessary paperwork helps your
students get a jump start on their post secondary education.
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Sample Class Schedule for High School Dual Enrollment Teachers

High School Teacher Dual Enrollment -Class Schedule

This mustbhecompleted  and retumed for all expected spring Tech Prep Classes offered
_High School |
Completed hv SAMPLE
CCC Articulated Course(s)
HIsH SCHOOL  COURSE NAME TEACHERS NAME PERIOD ((5) CLASS TIMES RoOM # # OF
LOCATION STUDENTS
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CCC Dual Enrollment Application for Admission Form

Cownning Commanity CoRoge
Admisiens District Office Dual Enrollment

2800 S Lone Tree RA, Flagaatt AZ 860012701

Application for Admission

9282264299 « 1.800.350.7122 (statewide)
TTY 928.226 4127 = or = TTY 9282264128

Last Name First Middie nitial Previous Last Name
Mailing Address (Street, Apt. Box No) City State | Zp
Home Phone ( ) Other Phone ( ) E-mail Address
Emcum Phone ( ) I _Emuoency Conlact Name Firs! semester you plan to altend CCC

OFall OSpreg D Sammer  Yoar

Admission Level | Gender | Social Security Number' =
[J Requla 3 Male % Date of Birth o day yt 3 ssuod 13 yau by schools n the
B Special {J Feous
Educational Goal (Soct ool ome) Franoal Aud Stuserts mwat dectew et 0C or DY Primary Ethinic Origin
) Dagwss of Gaalticos (T4 [ Transte) oot creetts ony (1T T \White £1) DBk (2  CIHapane (3 Ol Asigry Pacife ol (4)
(1 Deogpas tor transter out (DN Oe 1aatry Englet shals (B5) [ Native Amencan Indian/Alaskan Natve 5) Trbe
0 Bsmaru| imewst (PE) s (8G) D 0rer (B)
123 Joberatated skiks (IR
Citizenship (US) 7 Yes 7 No (It No, then conlinue below) (Francal Aiy Studsnts must decwea 8 mape)
L] Immigrant Status (check one) ] Major Code (Fsie b Cotleges Uting o biack)
"1 Pormanent Resident L1 Not seeking Degree/Cortificate
1 Asylum or Refuges
Other Student Type 5okt ol aoe
1 Non-Immigrant Status O No prev aoe work (IN) B High School Student (S)

Visa Type (Note: we do nol currently accept F-1 or M-1 Visas) ] Pravions solege wark (P
High School (e, Gy, Ttals) Graduation Date GED GED Date Home School
mo: yr Oyes Cno  mo yr Ciyes Mno
Have you proviously attended any college, tfrade school, propri hool, or university? | Yes | No
e, 1% ingtAutons, Kaators and dates, Degnneg with the most reodot InsIBsbon attendad
Name of Institufion Location Dates Attonded Degroe/ Cartificate Earnod

| carti®y that the infarmation gven & complete and accurste to the Sest of my knowledoge | understand the submssion of talee niormaton = grounds %or denid of adme

s, arimmedate suspersion § enrnied and may subject me to oimral charges

Applicants Signature Dato

* You will b assgnod a Coconine Communty Callege 10 number Dsckgure of your sopial secorty number is volyntary bt will md in matching your ourment and future

Tweants wih sy past records, ensuing that you wil mcele full crec® tor all academic wark. Your socal secunty number is necesaary far IRS and Francal Ax puiposss

Your nocei secutty numbur wil) 2ol be used 58 your sludent idasiibcation ramber | chocss nok 1o Sackoue mry socinl secorty numbes  nitis

Office Use Only

R/S/W

Entered by

o

Date

T QAR X,
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PROGRAM MAJORS

Assoclates of Arts (AA) CODES Certificates Programs CODES
JAadministration of Justice AlST Accounting Technican ATCT
nthropology ANTI Administrative Office Specialist AOS7
Business Administration ABUS Alternative Energy Techniclan (Intermediate) AECS
Colorado Pateau Studies - Arts & Culture Emphasis CPAY Jternative Enerqy Technician (Mvameg AECH
K olorado Plateau Studies - Sclence Empha_sss CPS1 .gphcabon Software Specialist ASCY
L onstruction Management CIMV rchitectural CAD Techniclan ACTS
Eiementary Education EEDY General Education Curriculum-ARTS (AGEC-A) AGAT7
Ine Arts - Visual Arts FAV1 AZ General Education Curriculum-BUSINESS (AGEC-8) AGR7
General Studies GST1 AZ General Education Curriculum-SCIENCE (AGEC-S) AGS7
jHotel and Restaurant Management HRM1 sic Detention Academy EDA7
Pre-Social Work PSW1 Communications Dispatcher Acad BED7
Psychology PSY1 arpentry Apprenticeship (Intermediate) CACS
|lology SCC1 Carpentry Apprenticeship (Advanced) CACE
Nocational Technology Education VTE? Jomputes Alded Drafting CADA
Assoclates of Sciences (AS) CODES Computer Software Technology csT17
nvironmental Sclence ENV2 omputer Technlcan CTE7
General Studies GST2 Joonstruction Technology cy
Associates of Applied Sciences (AAS) CODES Early Childhood Education ECE7
JAdministration of Justice AJS3 Employment Success ESC7
Alternative Energy Technology AET3 Fire Science (Intermediate) FSCS
Architectural Design Technology ADT3 Fire Science (Advanced) FSC6
wsiness Technologles BST3 Forensics FOR7
Carpentry Apprenticeship CAAZ Graphics & Web Design GWD7
Colorado Plateau Studies - Business Emphasis CPa2 Hospitality (Intermediate) HAMS
Computer Software Technology CSF3 spitality (Advanced) HRME
onstruction Technology COoT3 ndustrial Maintenance Technician IMT7
Eulinafy CUL3 Leﬂs_s«stam LAC7
ance DANZ ical Insurance, Codlng & Billing MIC7
Early Childhood Education ECE3 Pledical Office Assistant MOA4
Fire Scence FSC3 Medical Transcription MTC?
ospitality Management HRM3 Network Systems Administration NSAT
edical Office Assistant MOA3 INursing Assisting NAC?
Network Engineering NEC3 Phiebotomy PHLY
Nursing (must be admitted into program to declare this
mor) *NUR3* Pre-Pro!e_suonal Nursing PPN
Ot fice Information Systems OIS3 heet Metal Apprenticaship (Intermediate) SMAS
Paramedic Studies PAM3 heet Metal Apprenticeship (Advanced) SMAG
Bheet Metal Apprenticeship SMAL
oclate of General Studies CODES ared CODES
eneral Studies AGS ble for Financial Aid) NOC2
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CCC Registration Form

Perod 4

Dual Enrollment Application and Registration Im‘orrr[jion Deadline to Register:

First, If you have not already been admitted to Coconino Community
College, you:
1. MUST fill out an Application for Admission form
2. Need to show lawful presence” in the United States and need to
submit ONE of the following:
a. Birth certificate with a photo ID

b. Certificate of Indian blood with a photo ID
¢. AZ driver's License or AZ identification card This includes a complete CCC
d. License from all states except: Hawaii, Maryland, application for admission form, proof
Massachusetts, Michigan, New Mexico, North Carolina, of lawful status in the US and this
course registration form. If any of the

Oregon, Texas, Utah, and Washington e
ahove paperwork is incomplete by the
. U.S. passport deadline, you will not be registered for

f. Permanentresident card, certificate of naturalization/visa college credit.
with a photo ID (must provide if you are not a US citizen)

3. Complete Course Registration Form

*Duof enrollinent students who ore not lowfully present n the US. cannothave thar Calege twnan pad by high Coconino
schoat funds, nor can the Callege wane Tnan. Stdents v Uis Suanan may find other sourcss of payment, or drop ( Community
College

the COC credi parvan of the courss

1]

« 28005, Lore Tree Rd,

4 Flgea, 42 S5 1-27 01

b, o 2261299 Add/Dro P Form gFFKZE ltjys'E ONLY
Coconine 5232264127 al B ception TTYTDD) ntered by
Community 9752264125 (Disab Iy P son pxs TTYTOD) [ Fal [Hsping  [] summer Year 09 Date:

CCCID# Last Name First Name

CRN Course Prefix # Credit Hours Days andTime Class Meets

DROP OSF& Date:

CRH Subject { Courgest/ Section ¢ Hrs hy sigvate re belw hdicates that [ hae rukwed aid idersErdtie pokcks
assoctaed Witk e yrollhg rordropph g the cotrses BQuird tocompk & my
degre of c2rtica program atCCC. Whether | haue corsiited Witk 2y academic
adikoror ot my £iati e hdkaes tiat e b choase 1 earol br

these cotrses 3nd Hatl assame Nl resporsblity Y1 my cON fse se Botior ard
3wy BsAthg corseqe aces and IED Itk associated Witk my se kotion.

" hstructor's signatures are required when: 1)adding classes that have a waiting list and
2) adding dlasses aterthe add deadline.
Al dropsdvithdrawals must be cleared throughthe Office of Student Financial Aid.

A student will not be allowed to enroll in 3 course which requires a pre-requisite unless |
hefshe has presented evidence o fhawng satisfed that pre-requisite. St ¥ -
udent's Signature
Pre-requi site viewed and met
Awthorized Signature onk: 07335 (rev. 308)
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Assessment of Student Learning

Purpose:
CCC is committed to the ongoing assessment of student learning. The purposes of assessment include:

e To provide high quality instruction that pursues improvement on a continuous basis that ensures
students they are learning what they need to be successful in their careers and as members of an
educated citizenry.

e To provide external constituents (including peers, parents, students, policy makers, accreditation
agencies and the public) evidence concerning the levels of academic achievement gained, the
increases in learning realized, and the intellectual and social development made by individuals as a
result of their experiences as a CCC student.

Types:
Our assessment activities are diverse due to the complexity of the educational process and the variety of our
programs. The following are the main types of assessment being implemented at CCC:

s Course Level Assessment - provides information on student attainment of course goals, standards
and competencies and gives summative information about student performance.

e Program Level Assessment — provides information on student attainment of program goals and in
some cases, pass rates of licensure exams or success in employment or further education.

e Institutional Level Assessment - provides information on the attainment of institutional goals and
success within institutional core indicators.

Dual Enrollment and Assessment:
It is very important for dual enrollment instructors to participate in assessment activities for the following
reasons:

e To ensure dual enrollment student learning is comparable to regular CCC students

e To provide dialogue and information about student learning and course outcomes between dual
enrollment instructors and CCC faculty and department chairs.

s To contribute to program level assessment activities

e To comply with A.R.S.15-1452

¢ To assist with the continuing accreditation of CCC programs.

Dual enrollment FAQ's

Will my students be assessed every semester/year?
Ans. - No. Each year department chairs choose which individual courses will be assessed for that
year.

What if the assessment does not relate to what I am teaching?
Ans. - You need to communicate immediately with your department chair. It may be that your high
school course does not match up with the articulated course.

What if I choose not to participate in assessment activities?
Ans - Instructors who do not participate will not be allowed to continue to teach CCC dual enrollment
courses.

Can I find out how my students performed against other CCC students?
Ans — Each year an assessment report will be published that includes this data
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Courses to be assessed 2009-10*

CCC Department Chair
Course Name
Prefix

ACC 100 Paul Holbrook
ACC 101 Paul Holbrook
AHS 100 David Ramos
AHS 101 David Ramos
AHS 105 David Ramos
AHS 110 David Ramos
AHS 131 David Ramos
AJS 101 David Ramos
BUS 206 Paul Holbrook
BUS 207 Paul Holbrook
BUS 213 Paul Holbrook
CIS 117 Dave Bowman
CIS 120 Dave Bowman

CIS 122 Dave Bowman 7Y

CIS 123 Dave Bowman
CIS 130 Dave Bowman

CIS 140 Dave Bowma

CIS 150

CTM 123

ECE 120

EDU 200

EDU 2

ENG 1 en Carscallan
aul Holbrook
aul Holbrook

NU Don Johnson

NUR Y11 Don Johnson
SPA 101 Barbara Eickmeyer
SPA 102 Barbara Eickmeyer

*Courses to be assessed in 2009-2010 will be determined by Department Chairs and

Faculty.

Email/Contact Information

Paul.holbrook@coconino.edu
Paul.holbrook@coconino.edu
David.ramos@-coconino.e
David.ramos@coconino.ed
David.ramos@coconi
David.ramos@coc
David.ramos@c!
David.ramos

wMan@coconino.edu
Wowman@coconino.edu
.bowman@coconino.edu
ve.bowman@coconino.edu
Dave.bowman@coconino.edu
Dave.bowman@coconino.edu
Joe.costion@coconino.edu
Paul.holbrook@coconino.edu
Paul.holbrook@coconino.edu
Paul.holbrook@coconino.edu
Colleen.carscallen@coconino.edu
Paul.holbrook@coconino.edu
Paul.holbrook@coconino.edu
Don.johnson@coconino.edu
Don.johnson@coconino.edu
Barbara.eickmeyer@coconino.edu
Barbara.eickmeyer@coconino.edu

Coconino Community College Dual Enrollment Handbook

Updated: 8/20/2009

Page 35



Instructions for entering FTSE Enrollment in Web4Faculty

ENTERING FTSE ENROLLMENT VERIFICATION CODES
0 Login to Web4Faculty (use Internet Explorer 5 or higher) & enter your User ID & PIN

0 Note: If you are team teaching, the primary instructor must enter the codes.

o Click on Faculty Services

a Click on Term Selection and select the current term then click on Submit

a Click on CRN Selection and select the CRN then click on Submit (If you are teaching multiple
sections, including ITV sections, you must select each CRN individually, one at a time.)

a Click on FTSE Enrollment Verification

o The FTSE Enroll ment Verification code (in the

codes have been entered.

O To enter the FTSE Enrollment Verification Code:

1) Click the down arrowonthedropdownli st box i n the “Grade” <col
2) Highlight the desired code for the student (
you do not want to drop, “I D” for those studc

code must be entered for every student)
3) Repeat this process for each student on the list until all codes have been entered
4) Once you have entered a code for EVERY student, click on Submit to save your entries
5) Make sure to enter the last date of attendance (MM/DD/YYYY) for any “ID” code
6) Make sure to look for an additional link to another screen with more student names. If
there are more students there will be a link to click on at the bottom of the current page
which will take you to the next page.
7 Click on Submit. After c | iaodedyougmadewdrasaved y ou v
successfully” statement appear. You can cli
verification entry.

o To enter FTSE Enroliment Verification Code for another CRN from the roster on the screen:
1) Click on the “ CRtNebBtoheftheéscreen” | i nk at
2) Select another CRN then click on Submit
3) You will be taken back to the Faculty Services menu page
4) Click on FTSE Enrollment Verification and follow the same process as above

IMPORTANT: When you are finished entering a FTSE Enroliment Verification code (in the

“Grade” column) for EVERY student, click on “Su

After your have entered the codes, print a copy for your records.

0 When all codes have been entered, exit Web4Faculty
1) Click on * EXihdtdp right hand eotner df tha $creen)
2) Then exit your internet browser

NO documents are required to be turned in to Admissions and Records

If you need any assistance, please come to Admissions and Records during normal business hours.
Questions regarding Web4Faculty? Call 226-HELP (4357) during normal business hours.
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Instructions for Entering Final Grades

Login to Web4Faculty (use Internet Explorer 5 or highe& enter your User ID & PIN.
Click on Faculty Services Menu.
Select Term; then CRN; then Final Grades.
The grade fAinoneo defaults when no grades |
Note:_If you are team teaching, the primary instructor must enter the grades.
To enter a grade
1. Click the down arrow on the drop down
list of valid grade codes
2. Highlight the desired grade code for a student
3. Repeat this process for each student on the list until all grades have been entered
4. Make sure to enter the | ast date of a
e To enter grades foanotherCRN from within the current Final Grades Worksheet:
1. Click on the ACRN Selectiono Link at
2. Select another CRN
3. You will be taken back to the Faculty Services menu page
4, Click on AFinal Gradeso menu option
5. To begin entering grades for students in the CRN, repeat same process as before.

| MPORTANT: when finished entering al/|l grades,
When all grades have been entered, exit Final Grades:

Click on fiexito (loxated at the top of the sc
Click on dAfiled then fAclosed to exit your broc

IMPORTANT: After grades for your class(es) have been entered, print a copy for your records.

Required documents to submit to Admissions and Records
Only if appropriate and necessary: Incomplete Grade Form, S/U Contract Form,
Written explanation of any student not on the roster

Question regarding Web4Faculty? Call 226-4299 or 222-HELP during normal business hours.
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Appendix
The following pages contain extra information for you.

e CCC Academic Calendar: The calendar for Coconino Community College of
Course changes each year and can be found at our website www.coconino.edu.

e Sample Intergovernmental Agreement: The sample agreement shows what
the school district and the community college must agree to before dual
enrollment classes can be set up. Arizona Statute 15-1821.01 Dual Enroliment
directs how we are allowed to administrate our dual enrollment programs.

e CCC Contacts Directory: We have included a directory of department chairs and
other college employees to help you dual enroll your class. Please don’t hesitate
to call the Tech Prep department or email us at any time and we will get back to
you.

¢ University Transfer Guide: We have included a university transfer guide that
shows how dual enrollment courses may transfer to one of the three state
universities.

¢ General Petition Form: On occasion, students will feel that they have been
treated unfairly regarding grades they received in a course, etc. The most
common complaint we have is that students believe they were registered in the
course, but for some reason, they did not receive a grade. This most usually
occurs because the student failed to properly complete the admissions and
registration process; for example, they did not provide proof of legal residency. In
these cases the student has the right to appeal by submitting the General Petition
Form to the CCC Admissions, Records, and Registration. More information
regarding the appeals process can be found at www.coconino.edu/handbook/
handbook.htm#GradeAppealsandOtherCourseRequirementDecisions

e Instructions for students to check grades online: We encourage you have
your students logon to the CCC webpage to view their grades or print unofficial
transcripts online using these instructions.
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2009/2010 ACADEMIC CALENDAR

COCONINO COMMUNITY COLLEGE

FALL 2009 SemesterAugust 24, 2009 December 12, 2009)

August
13
24
28
28
29

September
4

¢

11

9/81 9/11

October
5

7

7

30

November
11

20
26-28

December
7-12

15

17

2371 31

Faculty return

Instruction begins

Deadline for 100% refund*

Deadline to add classes*
Begin 0% refund*

Deadline to add classes with Instructor signature*

Labor Day i college closed
Deadline to change registration status from audit to credit or credit to audit*

Deadline to add with petition*

Graduation applications due

Deadline to drop without record*
Faculty deadline for submitting FTSE enrollment verification
Employee Development Day i College closed for general public business

Vet er ai©oHegeblased

Fi

nal

dead]l

ne

Thanksgiving - College closed

Last week of fall semester
Final grades due

Fall grades available online

Winter Break - College closed

f

or

wi thdr awi

ng

wi t h

*Deadlines may change and differ for short and late starting classes. Contact Admissions, Records &

Registration

Please review the Campus hours, Emergency and Holiday closures at www.coconino.edu/safety/

Coconino Community College Dual Enrollment Handbook

Updated: 8/20/2009

Page 39


http://www.coconino.edu/safety/

COCONINO COMMUNITY COLLEGE
2009/2010 ACADEMIC CALENDAR

SPRING 2010 Semester (January 11, 201day 8, 2010)

January

1 New Ye art @HegeClasegd

4 College re-opens after winter break

5 Faculty return

11 Instruction begins

15 Deadline for 100% refund

15 Deadline to add classes*

16 Begin 0% refund

18 Martin Luther King, Jr. Day i College closed

18-22 Deadline to add with instructor signature*

22 Deadline to change registration status from audit to credit or credit to audit*
25-29 Deadline to add with petition*

February

15 Pr es i d einCollégs clofed y

24 Deadline to drop without record*

24 Faculty deadline for submitting FTSE enrollment verification

March

1 Graduation applications due

15-19 Spring Break 1 College closed

20 College closed

April

2 Employee Development Day 1 College closed for general public business
16 Final deadline for withdrawing with
May

3-8 Last week of Spring semester

7 Commencement

11 Final grades due

13 Spring grades available online

May 29-30 College closed

May 31 Memorial Day - College closed

*Deadlines may change and differ for short and late starting classes. Contact Admissions, Records &
Registration

Please review the Campus hours, Emergency and Holiday closures at www.coconino.edu/safety/
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Sample of Intergovernmental Agreement

DUAL ENROLLMENT INTERGOVERNMENTAL AGREEMENT
BETWEEN
COCONINO COMMUNITY COLLEGE DISTRICT
AND
YOUR SCHOOL DISTRICT

Thi s Il ntergovernment al Agr eement (AAgr eeme
____________________ : 2008 between Coconino

river Uni fied SocohooDi shirsitcrtioc)t (Noo.l |2e0c t (i fve
c agencies of the State of Ari zonéb5las de

BACKGROUND

College and School District are authorized to enter into this Agreement pursuant to A.R.S. § 15-
342(13), § 15-701.01(F), 8 15-1444(B)(4), and § 15-1821.01. Grant schools are authorized to
participate in this Agreement under the Tribally Controlled Schools Act, 25 U.S.C. § 2501 et seq This
Agreement and its use are mandated under A.R.S. § 15-1821.01(1).

College has determined that it is in the best interests of the citizens of the district to offer college level
courses that may be counted toward both high school and college graduation requirements at the high
school during the school day.

School District desires that College provide to high school students college level courses that may be
counted toward both high school and college graduation.

AGREEMENT
In consideration of the mutual promises contained herein, the Parties agree as follows:
1. PURPOSE
The purpose of this Agreement is to set forth the understanding of the Parties as to their respective
responsibilities and rights in providing Dual Enrollment Courses, as defined in Section 2 below, to
eligible School District students.
2. DEFINITION
Pursuantto AR.S.815-1 01 ( 10) , a fnDual Enrol |l ment Cour se
is conducted on the campus of a high school or on the campus of a joint technological education

district, and that is:

A. applicable to an established community college academic degree or certificate program, and
transferable to a university under the jurisdiction of the Arizona Board of Regents; or

B. applicable to a community college occupational degree or certificate program.
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C. Notwithstanding the foregoing, physical education shall not be available as a Dual Enroliment
Course.

3. EFFECTIVE DATE AND TERM
This Agreement shall be effective:
A. After the governing boards of School District and College have approved it; and
B On the date that authorized representat:i

The term of this Agreement shall be from the

4. RECORDING

Pursuant to A.R.S. § 11-952(A),(D) and (G), College shall be responsible for filing this Agreement
with the County Recorder or the Secretary of State, as applicable.
5. OBLIGATIONS OF COLLEGE
5.1  General Course Requirements
A. College will offer Dual Enrollment Courses to School District juniors and seniors, and
freshman and sophomore students subject to Paragraph E in this Section 5.1, who meet

Coll egebs prerequisites.

B. Pursuant to A.R.S. 8 15-1821.01(3), College will ensure that all Dual Enrollment Courses
offered to School District students are:

=

of a quality and depth to qualify for college credit as determined by College;
2. evaluated and approved through the College curriculum approval process;
3. ata higher level than taught by the School District high school;

4. transferable to an Arizona public university or applicable to an established community
college occupational degree or certificate program; and

5. compliant with all other standards for College courses.

Dual Enrollment Courses offered pursuant to this Agreement are listed in Exhibit B
attached to this Agreement.

C. Students enrolled in Dual Enrollment Courses shall be admitted to College for college level
credit under current procedures for admission of students to College, and in compliance
with A.R.S. 8§ 15-1821.01 and A.R.S. § 15-1805.01. A student who is under eighteen (18)
years of age may be granted admission if the student meets the pre-requisites for the Dual
Enrollment Course and the student achieves any one of the following:
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1. a composite score of ninety-three (93) or more on the preliminary scholastic aptitude
test;

2. acomposite score of nine hundred thirty (930) or more on the scholastic aptitude test;
3. acomposite score of twenty-two (22) or more on the American college test;

4. a passing score on the relevant portions of the Arizona instrument to measure standards
test;

5. the completion of a college placement test designated by College that indicates the
student is at the appropriate college level for the course; or

6. is a graduate of a private or public high school or has a high school certificate of
equivalency.

Home schooled students are exempt from Sections 1-6 of this Paragraph C.
Notwithstanding the above, a student who enrolls in a vocational or occupational education
course may be admitted on an individual basis with the approval of College if the student
meets the established requirements of the course for which the student enrolls and College
determine that the studentds admission i
the right to refuse admission to and remove a student from Dual Enrollment Courses in
accordance with College policy.

D. College has the right to limit the number of semester hours in which a student may enroll in
Dual Enrollment Courses to not more than six (6) credit hours per semester.

E. College shall determine residency status of students for tuition purposes in accordance with
A.R.S. 8 15-1801 etseq

F. Pursuant to A.R.S. § 15-1821.01(2)(b) and subject to Section 6.1(E) below, College may
waive the class status requirements for up to twenty-five percent (25%) of the students
enrolled for Dual Enrollment Courses by College. College shall have written criteria for
waiving the requirement for each Dual Enrollment Course which shall include a
demonstration, by an examination of the specific purposes and requirements of the course,
that freshman and sophomore students who meet the Dual Enroliment Course prerequisites
are prepared to benefit from the college level course. College shall report all exceptions
and the justification for each exception.

G. College will provide to School District the instructional information necessary to meet the
goals of the courses delivered, including but not limited to College approved textbook titles,
syllabi, course outlines and grading standards applicable to the Dual Enroliment Courses.

H. College will ensure that instructors of Dual Enrollment Courses follow the Dual Enrollment
Course guidelines, and that the same standards of expectation and assessment that are
applied to other College courses are applied to the Dual Enrollment Courses.
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I. For each student, College will assign an identification number to the student that shall
correspond to or reference the Student Accountability Information System (SAIS) number
assigned to the student. School District will provide College with the SAIS number for
each student as provided in Section 6.1(G).

J. College will grant College credit for a Dual Enrollment Course when a student
satisfactorily completes the course.

5.2. Instructors and Instruction

A. College will ensure that School District instructors teaching Dual Enrollment Courses have
valid College teaching qualifications in the field being taught and are selected and
evaluated by College using the same procedure and criteria that are used for instructors at
College campus.

B. If College is providing the instructor for a Dual Enrollment Course, College will provide at
Coll egebs expense a Ssubstitute instruct
District, to cover the absence of any College instructor teaching a Dual Enrollment Course.

5.3.  Assessment and Monitoring

A. Except for vocational and occupational Dual Enrollment Courses, and if required by
College policy, College will assess each student who seeks enrollment in a Dual Enroliment
Course through an assessment test prior to, or at the time of, enroliment to determine and
assure proper placement in the Dual Enrollment Courses.

B. College will involve full-time College faculty who teach a particular discipline in the
selection, orientation, ongoing professional development and evaluation of School District
faculty teaching Dual Enrollment Courses.

C. College will designate a liaison officer to assist with dual enrollment activities and to meet
with the liaison designated by School District as necessary and, at least once within a two-
year period, to review Dual Enrol |l ment
Scope and Sequence, and to review and amend the course outlines as necessary.

D. College will provide career counseling and advisement for School District students enrolled
in Dual Enrollment Courses for the duration of the term of this Agreement.

5.4  Policy and Procedure

A. College will comply with all applicable procedures and requirements for the Dual
Enrollment Courses set out in state statute and College policy.

B. College will provide School District with College policies and procedures applicable to
students enrolling in Dual Enrollment Courses.

C. College will provide School District access to the educational records of students as
necessary to carry out the terms of this Agreement, and limit access to such records to
employees who have a legitimate interest and a need to know the substance of the particular
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record, understanding that students enrolled in the Dual Enrollment Courses will be
enrolled in both School District and College. Pursuant to Title 34, Part 99, Section 99.31 of

the Code of Federal Regulations, the Family Educational Rights and Privacy Act of 1974,

as amended (AFERPAO), School District ar
students to each other as ndnofficials of

55 Students with Disabilities

A. After notification from School Distri ¢ t of a studentods need,
instructor, College will cooperate with School District to ensure the instructor complies
with Section 504 of the Rehabilitation Act of 1973, as amended, and the Individuals with
Disabilities Education Act. College shall work with School District in determining
appropriate accommodations, however, School District shall have the primary financial and
administrative responsibility for providing and implementing necessary accommodations.

B. College will provide training and guidance to instructors and other personnel in the area of
compliance with the Americans with Disabilities Act (ADA) and Rehabilitation Act of
1973, as amended, as the Acts specifically relate to instructing students in a postsecondary
education situation.

5.6. Reporting and Tracking

A. College will provide a report to the Joint Legislative Budget Committee on or before
October 1 of each year with such documentation as may be required under A.R.S. § 15-
1821.01(6), as from time to time amended, regarding the Dual Enrollment Courses offered
in conjunction with School District during the previous fiscal year. School District shall
provide College with data required for inclusion in the report not later than September 1 of
each year as specified in Section 6.6. School District will also assist College by providing
data for any additional reports required by State or other governmental entities in relation to
Dual Enrollment Courses.

B. College will conduct tracking studies of subsequent academic or occupational achievement
of students enrolled in Dual Enrollment Courses offered pursuant to this Agreement, and
shall provide its report to the Joint Legislative Budget Committee by October 1 of each
year, or each odd numbered year as may be required pursuant to A.R.S. § 15-1821.01 (7).
School District will provide College with data required for inclusion in the tracking study if
requested by College.

6. OBLIGATIONS OF SCHOOL DISTRICT
6.1  General Course Requirements
A. School District will provide an opportunity for School District students who meet criteria

pursuant to Paragraph B of this Section 6.1 to enroll in Dual Enrollment Courses and to
receive college credit and credit toward high school graduation.
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B. Pursuant to A.R.S. 8§ 15-1821.01(8), School District will ensure that each student who
enrolls for a Dual Enrollment Course pursuant to this Agreement is a full-time student, as
defined in A.R.S. § 15-901(b), and is currently enrolled in and attending a full-time
instructional program, as defined in A.R.S. § 15-901(c), in a school in School District;
except that high school seniors who satisfy high school graduation requirements with less
than a full-time instructional program shall be exempt from this provision.

C. If School District is providing the instructor for the Dual Enrollment Course, School
District will provide instruction in accordance with the polices, regulations and instructional
standards of College in courses designated as Dual Enrollment Courses to students of
School District at the School District facility during the day.

D. School District will verify that each student enrolled in a Dual Enrollment Course,
including those not electing to enroll for College credit, satisfies the prerequisites for the
Dual Enrollment Course as published in College
policies and this Agreement regarding student placement in courses.

E. The School District Superintendent or designee may allow freshman and sophomore
students to enroll in Dual Enrollment Courses subject to Section 5.1(E) above.

F. School District will adopt and utilize College approved textbooks, course outlines, and
grading standards applicable to the Dual Enrollment Courses being taught. School District
shall provide textbooks for the students according to School District policies. Each student
shall be responsible to purchase other supplies, if any, required for the Dual Enroliment
Course. Classroom supplies normally supplied by College are included in tuition charges.

G. For each student enrolling in a Dual Enrollment Course, School District will enroll the
student using the studentds SAIS number

6.2 Instructors and Instruction

A. If School District is to provide the instructor, School District will nominate an instructor
qualified in the appropriate subject area for each Dual Enroliment Courses and submit each
instructords name and credentials to Col

B. School District will ensure that instructors teaching Dual Enrollment Courses provide
instruction in accordance with policies, regulations and instructional standards of College
and comply with College assessments.

C. If School District is providing the instructor, School District will provide at School
Di st r i c ¢ adsgbstitetexiqsteuctos, as necessary and as agreed upon by College, to
cover the absence of a School District instructor who teaches a Dual Enrollment Course. In
the case of substitutions exceeding ten (10) consecutive school days, School District shall
notify College in writing of the name and credentials of the substitute instructor.

6.3  Assessment and Monitoring

A. School District will designate a liaison officer to assist with dual enrollment activities and
to meet with the College designated liaison as necessary and, at least once within a two-
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year period, to review Dual Enrol |l ment (
Scope and Sequence to review and amend the course outlines as necessary.

B. School District will provide counseling and advisement for School District students
enrolled in Dual Enrollment Courses for the duration of the term of this Agreement.

6.4  Policy and Procedure

A. School District will ensure that each student seeking enrollment in a Dual Enrollment

Course:

1. has completed the necessary registration forms;

2. has completed College assessment examinations, if required by College;

3. is aware the student is subject to both School District policies and procedures and
College policies and procedures;

4. is aware the student is participating in a college level course, even though provided at
the School District, and should act appropriately; and

5. is aware of the requirements for determination of resident/nonresident tuition.

B. School District will ensure that each instructor of Dual Enrollment Courses agrees to be
subject to School District policies and procedures and College policies and procedures,
including the right of College to withdr
the dual enrollment program for failure to follow College requirements.

C. School District will provide College access to the educational records of students as
necessary to carry out the terms of this Agreement, and limit access to such records to
employees who have a legitimate interest and a need to know the substance of the particular
record, understanding that students enrolled in the Dual Enrollment Courses will be
enrolled in both School District and College. Pursuant to Title 34, Part 99, Section 99.31 of
the Code of Federal Regulations, the Family Educational Rights and Privacy Act of 1974,
as amended (AFERPAO) , School District ar
students to each other as Aoffi ci enolkd of

6.5 Students with Disabilities

School District will determine the appropriate accommodations for each qualified student
with disabilities in accordance with the Americans with Disabilities Act and Section 504 of
the Rehabilitation Act of 1973, submit appropriate documentation on students with
disabilities to the Disabilities Coordinator at College, and implement accommodations as
required by Federal and State law and as negotiated between the College Disability
Resource office and School District. School District shall work with College in
determining appropriate accommodations. School District shall have the primary financial
and administrative responsibility for providing and implementing necessary
accommodations.

6.6 Reporting and Tracking

By September 1 of each year, School District will provide to College information required by
the Legislature for submission of reports as specified in Section 5.6 above.

6.7  Facilities and Funding
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A. School District will provide classroom/laboratory space in which Dual Enrollment Courses
and activities will be conducted. Facilities and ancillary services provided for the delivery
of Dual Enrollment Courses shall comply with all applicable provision of the state Fire
Marshall Code, A.R.S. § 41-2161 et seq. (access for disabled persons), and all other
applicable federal and state laws.

B. Payment, if any, for facilities and ancillary services shall be designated in Exhibit A
attached to this Agreement.

7. MUTUAL AGREEMENTS
7.1. Instructor.

A. Throughout the term of this Agreement, an instructor provided by College shall remain an

empl oyee of Coll ege, and shall be subj e

employment contract and College policy. An instructor provided by School District shall
remain an employee of School District, and shall be subject to the terms and conditions of
the instructordés employment contract
continuing approval by College. Should a School District instructor violate College
procedure or policy, College may withdraw authorization for the instructor to participate in
the dual enrollment program and School District, upon such withdrawal of authorization,
shall substitute another qualified instructor and notify College in writing of such
substitution. The instructor must be approved by College pursuant to the terms of this
Agreement.

B. Throughout the term of this Agreement, an instructor provided by College shall remain an
employee of College, and shall be subj ect t o the terms and
employment contract and College policy, but shall also be subject to School District policy.
Should an instructor violate School District procedure or policy, School District may ask
College to withdraw authorization for the instructor to participate in the dual enrollment
program and College, upon such withdrawal of authorization, shall substitute another
qualified instructor and notify School District in writing of such substitution.

7.2.  Student. Each student enrolled in a Dual Enrollment Course, even though enrolled as a
College student during the term of the Dual Enrollment Course, shall remain a student of
School District and shall follow the schedule and calendar of classes as established by School
District and approved by College.

7.3. Removal from Course. School District retains the right to refuse to allow a student to
enroll in a Dual Enrollment Course and to discipline and/or remove any student from the Dual
Enrollment Course in accordance with School District policies. College shall have the right to
request School District to remove a student from a Dual Enrollment Course in accordance with
College policy.

7.4.  Schedule and Number of Students. School District and College shall mutually determine
the schedule of, and maximum and minimum number of students to enroll in, each Dual
Enrollment Course. Such schedule shall not be changed except by written agreement of School
District and College. School District and College must mutually agree if any student who is
not a student of School District will be enrolled in a Dual Enrollment Course; provided,
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however, that any such student must comply with the admissions requirements and course
prerequisite requirement provisions of this Agreement.

7.5.  Availability of Instructors. Availability of Dual Enrollment Courses offered by College
shall be dependent on the availability of appropriately qualified instructors. College may
compensate School District for the services of a qualified instructor provided by School District
or, alternatively, College may provide a qualified instructor to deliver any Dual Enroliment
Course.

7.6.  Guidelines. School District and College shall ensure that each student enrolled in a Dual
Enrollment Course, and all personnel of School District and all personnel of College who are
involved in the dual enrollment program are provided with dual enrollment guidelines, and that
such persons agree to review and comply with the guidelines.

7.7.  Rigor of Courses. College and School District agree that college level courses are rigorous
and demanding courses, and the standards and criteria of any Dual Enrollment Course shall
meet statutory and College criteria, and such criteria shall not be diminished for the purpose of
the dual enrollment program.

8. FINANCIAL PROVISIONS AND FORMAT FOR BILLING:
8.1. Fees. Fees and charges for the Dual Enrollment Courses and program are provided on
Exhibit A attached to this Agreement.
8.2.  Supplies. School District will provide and pay for basic textbooks,
workbooks, supplies and other costs related to the teaching of and the
administration of Dual Enrollment Courses within School District.
8.3.  Tuition.

A. The student or School District shall be responsible for payment of tuition to College.

B. College may provide grants, scholarships or financial aid in accordance with College
policies and as set forth in Exhibit A. In addition, College may offset tuition payments
owed to College by School District with payments due from College to School District.

C. School District understands and agrees that tuition charges for students enrolled under this
program may vary from student to student depending upon the total number of student
credit hours for which each student has enrolled each term, and depending upon the
residency status of the student. Pursuant to A.R.S. § 15-1802(C), the residency of an
unemanci pated student under the age o
or legal guardian, and any student who is not a legal resident of Arizona will be charged out
of state tuition rates.

9. CONTINUATION OF AGREEMENT
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The continuation of this Agreement beyond the initial fiscal year is dependent on and subject to the
appropriation and availability of funding for each Party in each subsequent fiscal year. If sufficient
funding is not made available to allow a Party to continue meeting its contractual obligations under
this Agreement, that Party shall so notify the other Party and either Party may cancel this
Agreement and have no further obligation to the other Party. In the alternative, the Parties may by
mutual written agreement, modify this Agreement to reduce the level of compensation, services or
other consideration provided.

10. RECORDS

All accounts, reports, files and other records relating to this Agreement shall be kept for a
minimum of five (5) years after termination of this Agreement and shall be open to reasonable
inspection and audit by the other party during that period. Audits may be conducted, at a time
mutually agreed upon by the parties, by any appropriate political subdivision or agency of the State
of Arizona or by representatives of the comptroller General of the United States or the Secretary of
Education when required by applicable federal regulations.

11. CONFIDENTIALITY

All written student records shall be kept confidential in accordance with the Family Rights and
Privacy Act (20 USC 1232(4g9)) (AFERPAO) anc
Individuals with Disabilities Education A c t (Al DEAO) and regul ati
applicable state laws and school board policies controlling the disclosure of personally identifiable
information from a studentoés education reco

12. TERMINATION/DISPOSITION OF PROPERTY

12.1. Termination. Either Party may terminate this Agreement for any reason following
written notice to the other Party of intent to terminate delivered not less than ninety (90) days
prior to the intended date of termination. Except as provided in this section 12, termination
shall only be effective at the end of a semester, and no Dual Enrollment Course shall be
terminated prior to such effective date.

12.2. Risk to Health or Safety. If either Party has reason to suspect that any activities
undertaken pursuant to this Agreement present a risk to the health or safety of students or is
contrary to the Partyés mission or operat.
Parties be convened within 48 hours and promptly confirm the meeting in writing. In such
circumstances, the Parties to this Agreement will attempt to reconcile differences within five
(5) working days of such meeting. If reconciliation is not achieved within the five (5) day
period, this Agreement will automatically terminate.

12.3. No Relief from Obligations. Termination shall not relieve either Party from its
obligation to pay for services provided prior to termination and those for any student already
admitted and enrolled in a course or courses and obtaining dual credit at the time of termination
or notice thereof.

12.4. Disposition of Property. The Parties do not contemplate joint acquisition of any
property pursuant to this Agreement. Upon termination of this Agreement, equipment
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13.

14.

15.

16.

17.

18.

furnished or purchased by College for the program shall be retained by College, and equipment
furnished or purchased by School District for the program shall be retained by School District.

RESPONSIBILITY

13.1. Conduct of Operations. Each Party agrees to be responsible for the conduct of its
operations and performance of contract obligations and the actions of its own personnel while
performing services under this Agreement, and each party shall be solely responsible for
supervision, daily direction, control of payment of salary (including withholding for payment of

taxes and social security), workersod compe

13.2 Indemnification. Each Party, to the greatest extent legally permissible, shall
indemnify, defend, and hold harmless the other Party from any liability resulting from the
negligence, intentionally tortious, or
officers, students and agents.

CANCELLATION FOR CONFLICT OF INTEREST

This Agreement may be canceled pursuant to A.R.S. § 38-511, the pertinent provisions of which
are fully incorporated herein by reference.

NON-ASSIGNABILITY

Neither Party may assign any right or delegate a duty or responsibility under this Agreement
without the prior written consent of the other Party.

COMPLIANCE WITH NON-DISCRIMINATION LAWS

To the extent applicable, the Parties shall comply with all College policies and State and Federal
laws and regulations which prohibit discrimination against any person based on race, religion,
handicap, color, age, sex, sexual orientation, political affiliation or national origin, and the Parties
shall prohibit discrimination in the employment or advancement in employment of a qualified
person because of physical or mental disability including all applicable provisions of the
Americans with Disabilities Act (Public Law 101-336, 42 U.S.C. §8 12101-12213).

RIGHTS/OBLIGATIONS OF PARTIES ONLY

The terms of this Agreement are intended only to define the respective rights and obligations of the
Parties. Nothing expressed herein shall create any rights or duties in favor of any potential third
Party beneficiary or other person, agency or organization.

ENTIRE AGREEMENT

This Agreement, and its attachments as noted herein, constitutes the entire agreement between the
Parties, and, except as previously noted, all prior or contemporaneous oral or written agreements
are superseded by this Agreement. There are no representations or other provisions other than those
contained herein, and any amendment or modification of this Agreement shall be made in writing
and signed by the Parties to this Agreement.
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19. INVALIDITY OF PART OF THE AGREEMENT

If any part of this Agreement is held to be illegal, invalid or void by a court of competent
jurisdiction, the remainder of this Agreement shall remain in full force and effect with those

offending portions omitted.

20. GOVERNING LAW

This Agreement shall be construed under the laws of the State of Arizona and shall incorporate by
reference all laws governing intergovernmental agreements and mandatory contract provisions of
state agencies required by statute or executive order.

All statutes and regulations referenced in this Agreement are incorporated herein as if fully stated in
their entirety in the Agreement. Each Party agrees to comply with and be responsible for the
provisions, the statutes, and the regulations set out in this Agreement.
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Arizona Revised Statute 15-1821.01 Dual Enrollment

On a determination by a community college district governing board that it is in the best interest of the
citizens of a district, the district governing board may authorize district community colleges to offer college
courses that may be counted toward both high school and college graduation requirements at the high school
during the school day subject to the following:

1. The community college district governing board and the governing board of the school district or
organization of which the high school is a part shall enter into an agreement or contract. Beginning in the
2008-2009 school year, these intergovernmental agreements or contracts shall be based on a uniform format that
has been cooperatively developed by the community college districts in this state. The uniform format of the
intergovernmental agreements and contracts shall be submitted for review to the joint legislative budget
committee by December 31, 2007. On or before August 1 of each year, the joint legislative budget committee
shall notify each community college district to report on or before October 1 of each year a specified percentage
of its initial intergovernmental agreements or contracts executed with school district governing boards or charter
schools. Each of these agreements or contracts shall clearly specify the following:

(a) The financial provisions of the agreement or contract and the format for the billing of all services
under the agreement or contract, including the amount that the community college received in full-time student
equivalent funding pursuant to section 15-1466.01, the portion of the funding that is distributed to the school
district governing board or charter school and any amount that is subsequently returned to the community
college district by the school district governing board or charter school.

(b) Student tuition and financial aid policies, including if scholarships or grants are awarded to students
in dual enrollment courses from the community college.

(c) The accountability provisions for each party to the agreement or contract.

(d) The responsibilities and services required of each party to the agreement or contract.

(e) The type of instruction that will be provided under the agreement or contract, including the titles of
the courses to be offered.

(f) The quality of the instruction that will be provided under the agreement or contract.

2. Students shall be admitted to the community college under the policies adopted by each district,
subject to the following:

(@) All students enrolled for college credit shall be high school juniors or seniors. All students in the
course, including those not electing to enroll for college credit, shall satisfy the prerequisites for the course as
published in the college catalog and shall comply with college policies regarding student placement in courses.

(b) A community college may waive the class status requirements specified in subdivision (a) of this
paragraph for up to twenty-five per cent of the students enrolled by a college in courses provided that the
community college has an established written criteria for waiving the requirements for each course. These
criteria shall include a demonstration, by an examination of the specific purposes and requirements of the
course, that freshman and sophomore students who meet course prerequisites are prepared to benefit from the
college level course. All exceptions and the justification for the exceptions shall be reported as provided in
paragraph 6 of this section.

3. The courses shall be previously evaluated and approved through the curriculum approval process of
the district, shall be at a higher level than taught by the high school and shall be transferable to a university
under the jurisdiction of the Arizona board of regents or be applicable to an established community college
occupational degree or certificate program. Physical education courses shall not be available for dual
enrollment purposes.

4. College approved textbooks, syllabuses, course outlines and grading standards that are applicable to
the courses if taught at the community college shall apply to these courses and to all students in the courses
offered pursuant to this section. The chief executive officer of each community college shall establish an
advisory committee of full-time faculty who teach in the disciplines offered at the community college to assist in
course selection and implementation in the high schools and to review and report at least annually to the chief
executive officer whether the course goals and standards are understood, the course guidelines are followed and
the same standards of expectation and assessment are applied to these courses as though they were being offered
at the community college. The advisory committee of full-time faculty shall meet at least three times each
academic year.

5. Each faculty member shall meet the requirements established by the governing board pursuant to
section 15-1444. The chief executive officer of each community college district shall establish an advisory
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committee of full-time faculty who teach in the disciplines offered at the community college district to assist in
the selection, orientation, ongoing professional development and evaluation of faculty teaching college courses
in conjunction with the high schools. The advisory committee of full-time faculty shall meet at least two times
each academic year.

6. Each community college district, on or before October 1, shall annually provide a report to the joint
legislative budget committee on the courses offered in conjunction with high schools during the previous fiscal
year. In the case of a multicollege district, the multicollege district shall provide a separate report for each
college. This report shall include the following:

(a) Documentation of compliance with the requirements identified in paragraphs 3, 4 and 5 of this
section, including a listing of the members of the faculty advisory committees at each community college as
provided in paragraphs 4 and 5 of this section.

(b) The number of students in each course who did not meet the criteria prescribed in paragraph 2 of
this section.

(c) The total enrollments listed by location, by high school grade level, by course and by whether the
program was academic or occupational.

(d) Summary data on the performance of students enrolled for college credit in courses offered in
conjunction with high schools, including completion rates and grade distribution.

(e) Course level data on the performance of students enrolled for college credit in courses offered in
conjunction with high schools, including completion rates, grade distribution and the number of students who
received remedial instruction for the course.

(f) A copy of each addendum of an intergovernmental agreement or contract executed pursuant to
paragraph 1 of this section.

(g) Summary data by community college district and by individual community college on the number
of scholarships or grants awarded to students.

(h) Itemized actual program costs including actual program costs for each of the following:

(i) Curriculum development and approval.

(if) Textbook costs.

(iii) Facility and equipment costs.

(iv) Counseling and tutoring costs.

(v) Teacher training and observation costs.

(i) Course level data delineating the entity that provided faculty, the entity that provided the faculty pay
and the amount paid to the faculty member.

7. Each community college district shall conduct tracking studies of subsequent academic or
occupational achievement of students enrolled in courses offered pursuant to this section. The reports of the
results of the tracking studies shall be submitted to the joint legislative budget committee on or before October 1
of each odd-numbered year, subject to the following:

(a) The tracking studies prescribed in this paragraph may involve statistically valid sampling techniques
and shall include, at a minimum, the high school graduation rate, the number of students continuing their studies
after graduation at a community college in this state or a university under the jurisdiction of the Arizona board
of regents, the performance of the students in subsequent college courses in the same discipline or occupational
field and the student's grade point average after one year at an Arizona community college or university as
compared to the student's college grade point average for courses completed while still in high school.

(b) On receipt of the report of the tracking studies prescribed in this paragraph, the joint legislative
budget committee may convene an ad hoc committee that includes community college academic officers,
faculty and other experts in the field to review the manner in which these courses are provided. This committee
may make recommendations to the joint legislative budget committee regarding desirable changes in this section
or in the manner in which this section is being implemented. A copy of this report shall be provided to each
district governing board.

8. A school district shall ensure that a pupil is a full-time student as defined in section 15-901 and is enrolled in
and attending a full-time instructional program at a school in the school district before that pupil is allowed to enroll in a
college course pursuant to this section, except that high school seniors who satisfy high school graduation requirements
with less than a full-time instructional program shall be exempt from this paragraph.
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CCC Tech Prep Contact List

2008-2009

Coconino Community College

2800 S. Lonetree Rd.
Flagstaff, AZ 86001-2701

Ann Black

CCC, TP/Grants Manager
Phone (928)226-4319
Fax (928) 226-4118
ann.black@coconino.edu

Kathy Nesbit

Tech Prep/DE Coordinator
Phone (928) 226-4344

Fax (928) 226-4118
kathy.nesbit@coconino.edu

Carol Chicci

TP/Grants Office Assistant
Phone (928) 226-4354
Fax (928) 226-4118
carol.chicci@coconino.edu

Monica Baker, Dean

CTE Dean

Phone (928) 226-4262

Fax (928) 226-4118
monica.baker@coconino.edu

Dave Bowman, Dept. Chair

Computer & Office Information Systems
QlIs, CIS

Phone (928) 226-4361

Fax (928) 226-4118
dave.bowman@coconino.edu

Joe Costion, Dept. Chair
Industrial Technologies, AUT, AVT
DFT, ELT, ITC, MCH, MIT, IEC
3000 N. 4™ Street

Flagstaff, AZ 86004

Phone (928) 526-7696
joe.costion@coconino.edu

Jane Ward, Educational Services Coordinator
Page/Lake Powell Campus

475 S. Lake Powell Blvd.

Page, AZ 86040

Phone (928) 645-6689

Fax (928) 645-3501

Jane.ward@coconino.edu

Barbara L. Klimowski, Dept. Chair
Fine Arts ART

Phone: (928) 226-4259

Fax: (928) 226-4118
Barbara.klimowski@coconino.edu

Liz Gallegos

CCC Assistant Registrar
Phone (928) 226-4228
Fax (928) 226-4110
liz.gallegos@coconino.edu

Kara Stella

Disability Resources
Phone (928) 226-4309 v/tty
Fax (928) 226-4128
kara.stella@coconino.edu

John Henneberg

Career Services Coordinator
Phone (928) 226-4316

Fax (928) 226-4128
john.henneberg@coconino.edu

David Ramos, Dept. Chair

Public Safety, Law & Allied Health
AJS,AHS, NTR, PHE, EMS, FSC, PAR
Phone (928) 226- 4245

Fax (928) 226-4118
david.ramos@coconino.edu

Paul Holbrook, Dept. Chair

Business- ACC, BUS, ECE, ECN, EDU,
HRM, LDR, RES

Phone (928) 226-4248

Fax (928) 226-4118
paul.holbrook@coconino.edu

Don Johnson, Director
Nursing — NUR

3000 N. 4™ Street

Flagstaff, AZ 86004

Phone (928) 526-7665

Fax (928) 526-1821
don.johnson@coconino.edu

Emily McRobbie — Education
Articulator
emily.mcrobbie@coconino.edu

Rick McDonald,
Instructional Technology

Web4Faculty
Www.coconino.edu

pull down administration tab
(928) 226-4357

Teaching & Learning Center
Www.coconino.edul/tlc
(928) 226-4357 (HELP)
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Dual Enrollment University Transfer Guide

The following table list current dual enrollment courses and how each AZ University will accept the
credits. This information is as of August 11, 2008. For the most up to date transfer information,

please go to: http://az.transfer.org/cas

CCC Credits | ASU NAU UA
Prefix
ACC 100 5 | Elective Credit Elective Credit Non Transferable
AHS 100 3 | Elective Credit HS Departmental Elective Elective Credit
AHS 101 3 | Non Transferable Elective Credit CPH _Departmental
Elective
AHS 105 3 | Elective Credit Elective Credit Elective Credit
AHS 110 3 | Elective Credit Elective Credit Elective Credit
AHS 131 3 | Non Transferable Elective Credit Non Transferable
ART 130 3 | GIT Departmental Elective VC Departmental Elective Elective Credit
ART 135 3 | Non Transferable VC Departmental Elective ART Department Elective
ART 136 3 | ART Department Elective, GIT | 5, hobarmental Elective | ART 244
Department Elective
ART 150 3 | ART 101 PHO 281 ART241
AUT 100 3 | Non Transferable CTE Departmental Elective Non Transferable
AUT 106 3 | Non Transferable CTE Departmental Elective Non Transferable
BIO 100, Natural Science - BIO 100 (3) also satisfies: ECOL Departmental
Quantitative (SQ) Science/Applied Science Elective
BIO 100 3 [SAS] --and-- BIO 100L (1)
also satisfies: Lab Science
[LAB]
BUS 206 3 Elective Credit Elective Credit MGMT Departmental
Elective
BUS 207 3 | Elective Credit Elective Credit Elective Credit
BUS 218 3 | Elective Credit MKT Departmental Elective Elective Credit
CHM 130 (3) also satisfies:
. ) Science/Applied Science CHEM 101A(3) and
CHM 130 4 g;‘x}&gtvg?;“é‘;" Science [SAS] --and-- CHM 151L (1) | CHEM Departmental
also satisfies: Lab Science Elective (1)
[LAB]
CHM 151 (4) also satisfies:
CHM 113 (4) & Elective Credit Science/Applied Science CHEM151 (4) --and--
CHM 151 5 | (1), Natural Science - [SAS] --and-- CHM 151L (1) CHEM Departmental
Quantitative (SQ) also satisfies: Lab Science Elective (1)
[LAB]
CIs 117 2 | Elective Credit Elective Credit Non Transferable
CIS 122 2 | Elective Credit Elective Credit Non Transferable
CIS 123 2 | Elective Credit Elective Credit Non Transferable
Cls 127 3 | Elective Credit Elective Credit JOUR Departmental
Elective
CIS 130 4 | Non Transferable CTE Departmental Elective Non Transferable
CIS 140 4 | Elective Credit Elective Credit Non Transferable
CIS 150 4 | Elective Credit Elective Credit Non Transferable
CIS 160 4 | Elective Credit Elective Credit Non Transferable
CIS 217 3 | Elective Credit VC Departmental Elective Non Transferable
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CCC Credits | ASU NAU UA
Prefix
CTE Departmental Elective
CTM 122 3 | Non Transferable also satisfies CM Non Transferable
Departmental Elective
CTM 123 3 | Non Transferable CM 123 also Sat'Sﬂ.ES: CTE Non Transferable
Departmental Elective
CTM 124 3 | Non Transferable CM 124 also saﬂsﬂgs: CTE Non Transferable
Departmental Elective
CTM 151 3 | Non Transferable CM Departmental elective Non Transferable
CM Departmental elective
DFT 110 3 | GIT Departmental Elective also satisfies: CTE Non Transferable
Departmental Elective
DFT 125 3 | GIT Departmental Elective CM222 also satlsﬁe_s: CTE Non Transferable
Departmental Elective
DFT 150 3 | GIT Departmental Elective CTE Departmental Elective Non Transferable
DFT 200 3 | GIT Departmental Elective CTE Departmental Elective Non Transferable
ECE 120 3 FSD 220 (2) & Elective Credit Elective Credit Non Transferable
ECE 200 3 | Elective Credit ECI Departmental Elective Non Transferable
EDU 200 3 | CED 111, (ASUWesLTELLLL), | prpe o4, EDL 200
Social and Behavioral Science
BME 310 also satisfies:
Cultural Understanding
MCE 230, TEL 212, Cultural | [CU] & Ethnic LRC Departmental
EDU 230 3 - - .
Diversity (C) Elective
Note: Carries lower-
division credit only )
ENG Departmental Elective
ENG 101 3 | ENG 101 also satisfies: Foundations ENGL 101
(F)
ENG Departmental Elective
ENG 102 3 | ENG 102 also satisfies: Foundations ENGL102
(F)
HST 109, [ASU West: HIS 103],
HIS 131 3 Social and Behavioral Sciences | HIS 291 also satisfies: Social | HIST or HSTV Dept
(SB), Humanities and Fine Arts and Political Worlds [SPW] Elective
(HU), Historical Awareness (H)
HST 110, [ASU West: HIS 104], s .
HIS 132 3 | Social and Behavioral Sciences :rlwi ﬁ%ﬁtngvflitrlls;f[ss'g\?ﬁal E:S;i\% HSTV Dept
(SB), Historical Awareness (H)
HRM 100 3 | Non Transferable HA100 Non Transferable
HRM 140 3 | NTR Departmental Elective HA240 Non Transferable
HRM 210 3 | Non Transferable HA210 Non Transferable
HRM 240 3 | NTR 142 HA243 N SC Departmental
Elective
MAT 151 4 MAT 117 (3), & Elective Credit MAT llQ also satisfies: MATH 110
(2) Foundations (F)
. . MAT 125 (4) also satisfies: MATH120R (4) --and--
MAT 187 5 ('\g')ATMlaZr?e(ri)afiLcEI?l\iltjb\\/)e Credit Foundations [F] --and-- MATH Departmental
' Elective Credit (1) Elective (1)
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CCC Credits | ASU NAU UA
Prefix
. . MAT 136 also satisfies
MAT 220 5 (“Q)AT,&;%S:T)];CES'E(%S Credit | gjence/Applied MATH 124
' Science (SAS)
. . NAV 101 also satisfies
NAV 101 4 | Elective Credit Cultural Understanding (CU) LING 104A
. . NAYV 102 also satisfies:
NAV 102 Elective Credit Cultural Understanding [CU] LING 104B
NTR 135 3 | NTR 100 NTS Departmental Elective N SC 101
NUR 110 4 | Non Transferable Elective Credit Non Transferable
NUR 111 1 | Non Transferable Elective Credit Non Transferable
Valid thru Fall 2009:
POS 110, [ASU West: POL
éi?ghfgglgg)nd Behavioral POS 110 also satisfies:
POS 110 3 Social and Political Worlds POL 201
Spring 2010 and beyond: POS [SPW]
110, Social and Behavioral
Sciences (SB)
SPA 101 also satisfies:
SPA 101 4| SPA101 Cultural Understanding (CU) SPAN 101
SPA 102 also satisfies:
SPA 102 4| SPA102 Cultural Understanding (CU) SPAN 102
WLD 102 3 | Non Transferable CTE Departmental Elective Non Transferable
WLD 106 3 | Non Transferable CTE Departmental Elective Non Transferable
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General Petition

GENERAL PETITION

y Coconino
4 Community
\ College

SEMESTER: [ ] FALL

STUDENT NAME:

Admissions, Records & Registration

2800 S Lone Tree Rd
Flagstaff, AZ 86001-2701
(928) 226-4299
[C]sUMMER YEAR
CCCID @

REQUEST: (Please use one form for cach request}

l:] Re-instatement into course
Course;

Completed Add/Drop form must be attached

[CJ Register for overload
Total Credit Hours:

[] Residency Reclassification Review
New Residency Statement and Documentation
must be attached

C] Register Against Placement

[] Grade Appeal
[T] Add course beyond the deadline
Completed Add/Drop form must be attached [J Other
REASON FOR REQUEST:
STUDENT SIGNATURE DATE PHONE
FACULTY/ADVISOR RECOMMENDATION DEAN/DEPARTMENT CHAIR APPROVAL
[ Yes CIvo (] Yes [INe
COMMENTS:
S_igmtum Date
REGISTRAR/DIRECTOR APPROVAL
D Yes C:] No
Faculty/Advisor Signature Date Signature Date
ARR - 001 General Petition Rewvised 20080421
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Instructions for Students to Check Grades Online

Follow these instructions to view your final grades online

1)
2)
3)
4)
5)
6)
7)
8)

Go to the CCC website . . . www.coconino.edu

Click on Online Registration (at the bottom of the screen).
Enter your User ID and PIN then click on Login.

Click on Student Services & Financial Aid.

Click on Student Records.

Click on Final Grades.

Select a Term and click on Submit then your grades will appear.
Print your grades by using your web browser print options.

To view your entire unofficial transcript, follow steps 1 through 5 above and then:

6)
7)
8)

Click on Academic Transcript.
Select All Levels and Web Unofficial then click on Submit.
Print your grades by using your web browser print options.

For assistance call (928) 226-HELP (226-4357)
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