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Introduction, Definitions, and Contacts 
This handbook is designed to provide information regarding Concurrent Enrollment classes 
operated by College of the Canyons and the high schools within the William S. Hart Union High 
School District.  Special thanks and gratitude are extended to Bakersfield College (Kern 
Community College District), who generously volunteered their version of this handbook. 

By definition, concurrent enrollment offers students an opportunity to enroll in college-level 
coursework to earn college credits while they are pursuing their high school diplomas.  

Dual Enrollment: At College of the Canyons, students in concurrent enrollment courses take 
college courses at their high school during the day when school is in session, closed to the 
public. Concurrent enrollment courses are taught by College of the Canyons approved faculty. 

Concurrent Enrollment: Concurrent enrollment refers to college courses that are taught at the 
college or high school but are offered outside regular high school hours. Concurrent enrollment 
courses are also taught by College of the Canyons approved faculty. These courses are open to 
the general public.  The California Community College System collectively refers to Concurrent 
Enrollment classes as Concurrent Enrollment.  

College NOW: Concurrent enrollment courses on the high school campus that are held outside 
the students’ regular high school hours. These courses are open to the general public.  
 
College Credit: Students enrolled in Concurrent Enrollment will be enrolled in and earn college 
credit for the concurrent enrollment course. They will have a final grade posted to a College of 
the Canyons transcript and a final grade posted to their high school transcript. The grades 
assigned to the College of the Canyons are considered final grades and cannot be removed 
from the transcript. All grades earned through Concurrent Enrollment, including non-passing 
grades, will be posted to the College of the Canyons transcript. 
 
Minimum (Teaching) Qualifications and Hiring for Dual/Concurrent Enrollment: Faculty, 
including high school teachers who meet minimum qualifications (as established by the 
Minimum Qualifications for Faculty and Administrators in California Community Colleges), will 
be required to interview at College of the Canyons, and if approved, may teach College of the 
Canyons concurrent enrollment/concurrent enrollment courses as a College of the Canyons 
employee.  

Why Should Students Participate in Concurrent Enrollment? 
Concurrent enrollment is an equity approach to help students make the transition from high 
school to college. Concurrent enrollment is part of a national movement to increase the college 
attainment, which means encouraging a college-going culture and supporting college 
persistence among those who have little college experience in their families. For such students, 
concurrent enrollment can be an introduction to higher education that helps them understand 

https://asccc.org/sites/default/files/Minimum_Qualifications2018.pdf
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what college offers, may enhance aspirations and encourage future college attendance by 
showing students that they are indeed capable of doing college-level work.  Concurrent 
enrollment can also decrease both the time to completion and the cost of post-secondary 
education, and supports our workforce development in California. 

Additional information about Concurrent Enrollment and other Early College Programs, in 
addition to what is found in this handbook, can be found on the college website at the 
following site. 

Contacts 

Associate Vice President, Instruction – paul.wickline@canyons.edu , 661-362-3152 

Outreach & School Relations Director – kari.soffa@canyons.edu, 661-362-5417 

Instruction Office (for absences) – steph.paglia@canyons.edu, 661-362-3412 

Participating High Schools 

Bowman High School – 21508 Centre Pointe Parkway, Santa Clarita, CA 91350 
telephone: 661-253-4400 with calendar and bell schedule 
 
Canyon High School – 19300 W. Nadal Street, Canyon Country, CA 91351 
telephone: 661-252-6110 with campus map, calendar, and bell schedule. 
 
Castaic High School – 31575 Valley Creek Road, Castaic, CA 91384 
telephone: 661-259-0033 with campus map, calendar, and bell schedule. 
 
Hart High School – 24825 North Newhall Avenue, Santa Clarita, CA 91321 
telephone: 661-259-7575 with campus map, calendar, and bell schedule. 
 
Golden Oak Adult School – 23201 Dalbey Drive, Santa Clarita, CA 91355 
telephone: 661-253-0583 with calendar. 
 
Golden Valley High School – 27051 Robert C. Lee Parkway, Santa Clarita, CA 91350 
telephone: 661-298-8140 with campus map, calendar, and bell schedule. 
 
Saugus High School – 21900 Centurion Way, Santa Clarita, CA 91350 
telephone: 661-297-3900 with campus map, calendar, and bell schedule. 
 
Valencia High School – 27801 N. Dickason Drive, Valencia, CA 91355 
telephone: 661-294-1188 with campus map, calendar, and bell schedule. 
 
West Ranch High School – 26255 West Valencia Boulevard, Stevenson Ranch, CA 91381  
telephone: 661-222-1220 with campus map, calendars, and bell schedule.

https://www.canyons.edu/studentservices/outreach/earlycollegeprograms/
mailto:paul.wickline@canyons.edu
mailto:kari.soffa@canyons.edu
mailto:steph.paglia@canyons.edu
https://www.bowmanhighschool.org/
https://www.bowmanhighschool.org/apps/events/?id=0
https://www.bowmanhighschool.org/apps/pages/index.jsp?uREC_ID=319545&type=d&pREC_ID=735149
https://www.canyonhighcowboys.org/
https://1.cdn.edl.io/hzY8YFaIqsZcJPdueAdmS89uXMi5aJjrzDlb3W2myWyEyxzL.pdf
https://docs.google.com/spreadsheets/d/1HToOAgAcH7XoXigYbPHOqUPCDv-aVEMIfQatnmmNTm8/edit#gid=0
https://www.canyonhighcowboys.org/apps/bell_schedules/
https://www.castaichighschool.org/
https://www.castaichighschool.org/apps/pages/campus-map
https://www.castaichighschool.org/apps/pages/School-Calendars
https://www.castaichighschool.org/apps/pages/Student-Bell-Schedule
https://www.harthighschool.org/
https://1.cdn.edl.io/1egDKjm3BGx8lJ7Qc4RxpfRehzdgPgRRAzTOdIDO7qz8kIvw.pdf
https://www.harthighschool.org/apps/events/?id=0
https://www.harthighschool.org/apps/pages/index.jsp?uREC_ID=319558&type=d&pREC_ID=756965
https://4.files.edl.io/4cbb/10/24/19/144148-1fd862f9-e704-4908-ae68-9cbc7f9023a4.pdf
https://www.goldenvalleyhs.org/
https://1.cdn.edl.io/seq8FXBJ2H0H7LmZ55FKWtvsWBmrSf1As2Ku1thfPIBXoDxe.pdf
https://www.goldenvalleyhs.org/apps/events/?id=0
https://www.goldenvalleyhs.org/pdf/2019%20-%2020%20GVHS%20Bell%20Schedule.pdf
https://www.sauguscenturions.com/
https://4.files.edl.io/575e/08/23/19/163239-856a41a8-8321-4870-8de2-bd49456cb3e2.pdf
https://www.sauguscenturions.com/apps/pages/index.jsp?uREC_ID=353319&type=d&pREC_ID=765554
https://4.files.edl.io/1ea7/12/19/19/190531-a0a6dffe-59a3-4af2-b071-9aadf641d132.pdf
https://www.valenciavikings.com/
https://1.cdn.edl.io/3fdfzwcWqAT79Q9pzlKFoKV3P6GO05TsihBGwm32Kx04gunH.pdf
https://www.valenciavikings.com/apps/pages/calendar
https://www.valenciavikings.com/apps/bell_schedules/
https://www.westranchhighschool.com/
https://1.cdn.edl.io/7cvT7d8vUqyihvDcijgFDWhvfQHOGz3DOHjeURwhChAKGtFb.pdf
https://www.westranchhighschool.com/apps/pages/index.jsp?uREC_ID=317306&type=d&pREC_ID=771926
https://4.files.edl.io/14df/08/27/19/165358-fa33353a-7c3e-4cc6-bd81-1281ee5460ea.pdf
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Steps to offering concurrent enrollment courses  

District Level 
Approval

MOU Department 
Agreement Course Agreement Faculty Agreement

Academic 
Department 

Review
Course Request Course 

Confirmation
Establish standards 
as per COR and SLO

Syllabus & 
Textbook

Tour High School & 
College Facilities 

(as needed)

Schedling Full Schedule 
Submitted

Open course 30 
days in advance of 
start date (College 

NOW only)

New Instructor 
Approval to 

Teach

Meet Minimum 
Qualifications or 

Equivalency

Submit application, 
resume, an 

transcripts to COC 
HR

Interview by 
Department

Reference checks 
and Employment 

Confirmed

Instructor HR 
Onboarding 

Process

Driver's license, 
Social Security 

card, TB test and 
Fingerprints

Instructor 
Orientation

COC ID and email 
address

Student 
Enrollment

CA Comm College 
Online Application

Student 
Orientation

DE Form (signed by 
parent, principal, 
and counselor)

Transcripts, 
Documents, and 
Assessment as 

needed

A&R manually 
enrolls student Textbooks issued

Instructor 
Responsibilities

Communicates 
with COC 

Department

Submits copy of 
syllabus with 

appropriate SLO's

Maintains daily 
attendance roster

Evaluation of 
course (where 
appropriate)

Submits grades & 
attendance hours
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Administration of Concurrent Enrollment  
Offering concurrent enrollment courses requires an executed Memorandum of Understanding 
(MOU) between the Santa Clarita Community College District (on behalf of College of the 
Canyons) and the William S. Hart Union High School District for a period of up to five years.     

Selection of Pathway Courses 
College of the Canyons has established numerous pathways in conjunction with the William S. 
Hart District. A number of these pathways are offered at the high schools. Courses identified in 
these pathways are offered as concurrent enrollment. 

Concurrent enrollment courses are selected as a collaboration between College of the Canyons 
department faculty and administration and high school teachers and administration. If a high 
school site wishes to request a specific course for concurrent enrollment, the appropriate 
Department Chair and Dean from College of the Canyons will review the request along with the 
offices of Instruction and Outreach & School Relations.  The Department Chair and Dean will 
determine the appropriateness of the course based on course content, learning outcomes, and 
pathway and enrollment management considerations.  Instruction and Outreach & School 
Relations will evaluate the request in the context of overall concurrent enrolment offerings. 

When a course is offered as part of Concurrent Enrollment, College of the Canyons’ approved 
Course Outline of Record must be followed and must include all current student learning 
outcomes; there may be no deletions from the Course Outline of Record.  A copy of the 
Course Outline of Record may be found on the college’s eLumen website.  The Department 
Chair should review the syllabus, student learning outcomes, and textbook selection.     

After selection of a course to be offered as part of Concurrent Enrollment, the following is a 
brief list of items the Department Chair and Dean should consider when reviewing the 
concurrent enrollment course.  College of the Canyons seeks to support conversations between 
college and high school faculty, administration, and other relevant staff to ensure the success of 
all students.   

Syllabus 
• The syllabus shall conform to department and Academic Senate policies. 
• The syllabus may be approved by the college department faculty. 
• The syllabus must include appropriate student learning outcomes found on the Course 

Outline of Record. 
• Appropriate methods of evaluation should be included as part of the grading scheme as 

per the Course Outline of Record. 
 
 

https://www.canyons.edu/administration/instruction/directory/index.php
https://www.canyons.edu/administration/instruction/directory/index.php
https://canyons.elumenapp.com/public/
https://canyons.elumenapp.com/public/
https://canyons.elumenapp.com/public/
https://www.canyons.edu/administration/instruction/directory/index.php
https://canyons.elumenapp.com/public/
https://canyons.elumenapp.com/public/
https://canyons.elumenapp.com/public/
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Materials and Reprographics 
• The materials in the class should be the same as the materials used in the college 

course. 
• Sufficient material should be offered to students to complete the coursework.  
• If a class has a laboratory component, materials related to student safety shall be 

addressed with the department and the site.  
• The Library at the high school will contain appropriate out-of-class materials to support 

methods of instruction and methods of evaluation as per the Course Outline of Record.  
Concurrent enrollment students will also have access to the COC database and library 
materials on both campuses as well. 

• Faculty are expected to print and copy high volume materials at either the Valencia or 
Canyon Country campuses.  On occasion, if an emergency arises and an item needs to 
be printed or copied at the high school, this is permissible but should be done sparingly.  
Requests can be submitted to our Reprographics center online via Repro@canyons.edu 
(Valencia) and/or cccrepro@canyons.edu (Canyon Country) or by using the online order 
form at https://www.canyons.edu/administration/reprographics/index.php. You can 
also stop by the Reprographics in BONH-125 (Valencia) or the CCC Switchboard. 

 

Textbooks 
• The textbook should be approved by the college’s academic department.  

 

Schedule 
• Office hours to support college-level instruction are required by instructors to ensure 

access and equitable opportunities for students, so these should be scheduled at the 
site, either before or after class, in concert with Instruction. 

• Start dates and end dates for Concurrent Enrollment classes may differ (per high school 
site) from the traditional College of the Canyons semester start/end dates.  In addition, 
frequency of offerings per week may vary, depending on the high school site.  All 
scheduling information will be communicated to Concurrent Enrollment teaching faculty 
by Instruction. 

• The William S. Hart Union High School District academic calendar differs from the 
College of the Canyons calendar.  For example, during the fall semester, College of the 
Canyons only takes Thursday and Friday off for Thanksgiving break; the William S. Hart 
Union High School District takes an entire week off for Thanksgiving.  Any lost class time 
is factored into the scheduling of each Concurrent Enrollment course.  Such scheduling 
anomalies will be communicated to all Concurrent Enrollment faculty by Instruction. 

 
 

Course Scheduling 
Once a course has been selected to be offered as a concurrent enrollment course, the Office of 
Instruction will be responsible for the scheduling of the course. The course will be offered for 

https://canyons.elumenapp.com/public/
mailto:Repro@canyons.edu
mailto:cccrepro@canyons.edu
https://www.canyons.edu/administration/reprographics/index.php
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the total number of hours as listed in the Course Outline of Record. College of the Canyons will 
work with each high school to determine the appropriate start date, end date, days, and times 
of the course. Each course scheduling is unique. The course will be scheduled into the high 
school course periods, and work within the bell schedule of each individual high school. The 
courses will likely not be scheduled as they are at the College of the Canyons campuses.  

Instruction will work with each high school to ensure the course is set in a classroom 
appropriate for the type of course offered.  Faculty are encouraged to see Appendix I on 
suggested best practices to enhance the classroom experience for their students.  

 

Adjunct Faculty Hiring Procedures 
Upon being identified as a potential Concurrent Enrollment faculty member, the applicant must 
meet appropriate minimum qualifications (as established by the Minimum Qualifications for 
Faculty and Administrators in California Community Colleges) or equivalency and complete the 
college’s Human Resources onboarding process. 

Submit Application & Materials 
All potential concurrent enrollment adjunct faculty are required to submit an electronic 
application to the College of the Canyons adjunct pool specific to the discipline they will teach 
(https://www.canyons.edu/administration/humanresources/employment/index.php).  

College of the Canyons utilizes an online application system. Click on the “Academic 
Openings” or “Non-Academic Openings” links to view a complete list of open positions for 
each area and to apply online. 

 

• Apply to 
https://www.canyons.edu/administration/humanresources/employment/index.php 

• The application should include: 
• Online application 

https://canyons.elumenapp.com/public/
https://asccc.org/sites/default/files/Minimum_Qualifications2018.pdf
https://asccc.org/sites/default/files/Minimum_Qualifications2018.pdf
https://www.canyons.edu/administration/humanresources/employment/index.php
https://jobs.canyons.edu/CSS_Academic/CSSPage_Welcome.asp
https://jobs.canyons.edu/CSS_Academic/CSSPage_Welcome.asp
https://jobs.canyons.edu/CSS_NonAcademic/CSSPage_Welcome.asp
https://www.canyons.edu/administration/humanresources/employment/index.php
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• Resume/CV  
i. If seeking to demonstrate professional experience, list industry experience 

outside of teaching experience as well 
• Transcripts 
• Other documents as needed 

Equivalency Review 
If potential faculty do not meet the minimum qualifications, but the applicant possesses 
qualifications that are at least equivalent to the minimum qualifications for a particular 
discipline, the applicant may submit an Equivalency application (depending on the discipline; 
this will be denoted on the HR job announcement).  Equivalence can be determined through 

a. Degree Equivalence 
b. Academic Background Equivalence 
c. Professional Achievement Equivalence 

The applicant should clearly describe and provide documentation for equivalence as per 
AP7121.  It is highly recommended that the applicant work with Human Resources for support 
in the process.  An Equivalency Committee reviews applications to make determinations 
regarding equivalence. 

Interview with Department 
Qualifying concurrent enrollment faculty applicants, vetted through the initial application 
process, will be contacted by Human Resources for an interview at the college. 

Once the department has completed interviews, the department will then make offers to 
selected candidates to be part of the adjunct pool for that department. Once selected as an 
adjunct, the newly hired faculty member will be added to the adjunct faculty Pool.  

Grades and Transcripts  
College of the Canyons will send final grades to the Hart District for all concurrent enrollment 
courses. The student will not be required to request a transcript to have their grades sent to 
their high school. However, if a student requests a transcript, College of the Canyons provides 
the transcript to the student in two ways: Official or Unofficial. Students may view an unofficial 
transcript on their My Canyons account at any time. The student may request an unofficial 
transcript and official transcript through My Canyons.  

Faculty  
Thank you for joining the College of the Canyons to teach Concurrent Enrollment Courses. This 
section is designated for the faculty member who has been assigned to teach a college course 

https://www.canyons.edu/administration/humanresources/employment/index.php
https://www.canyons.edu/_resources/documents/administration/board/bp-ap/7000humanresources/AP7121.pdf
https://my.canyons.edu/WebAdvisor/WebAdvisor?TYPE=M&PID=CORE-WBMAIN&TOKENIDX=8363663953
https://my.canyons.edu/WebAdvisor/WebAdvisor?TYPE=M&PID=CORE-WBMAIN&TOKENIDX=8363663953
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at one of our local high school campuses. We are excited you took this opportunity to provide 
college courses to students while they are still in high school.   

Human Resources Onboarding Process 
After the College determines that the faculty member meets minimum qualifications for the 
specific discipline, the College of the Canyons Human Resources department completes the 
onboarding and clearance process required of all adjunct faculty, including: 

• A copy of their Driver’s License and Social Security card 
• TB test and Fingerprint Results   

Email 
College communications are issued through the Canyons email system. You must ensure that 
you are set-up with a College of the Canyons email account, which will have generally taken the 
form: first.last(names)@canyons.edu.  For example, John Smith will have an email address: 
john.smith@canyons.edu. To request a COC email account for your use while you are employed 
by the District, log on to the COC Website, and click on Information Technology from the A-Z 
Directory. There you will find a link to “Request an Account” under “Quick Links”.  You can also 
access this form here: 
https://app.canyons.edu/offices/css/account_request/account_req_form.asp. 
 
Faculty should regularly check the email account as this is the primary means of 
communication from College of the Canyons. 

My Canyons 
My Canyons is used to find your class roster, drop students, submit grades, quick access to 
forms such as an incomplete, and links designed for faculty. 

All faculty are assigned a My Canyons Account. To set up this account, go to my.canyons.edu 
and click on Faculty. Click on “Create an Account/Reset Your Log In and Password”. Follow all 
the prompts. If you lose this username and password, you can come back to that link to reset 
your username and password. If you continue to have trouble logging in, please contact Linda 
De Leon at linda.deleon@canyons.edu.  

Canvas  
Faculty are encouraged to use College of the Canyons’ learning management system, Canvas.  If 
you wish to use Canvas, then you will need to complete Canvas Certification, see below. 

Web-Enhanced Courses and Hybrid or Online Instruction 
Many faculty will use Canvas to give students access to lecture notes, course materials, 
administer quizzes and tests, and a gradebook.  To use Canvas for these purposes, faculty must 
complete the following: 

mailto:john.smith@canyons.edu
https://app.canyons.edu/offices/css/account_request/account_req_form.asp
https://my.canyons.edu/WebAdvisor/WebAdvisor?TYPE=M&PID=CORE-WBMAIN&TOKENIDX=8363663953
https://my.canyons.edu/WebAdvisor/WebAdvisor?TYPE=M&PID=CORE-WBMAIN&TOKENIDX=8363663953
https://my.canyons.edu/WebAdvisor/WebAdvisor?TYPE=M&PID=CORE-WBMAIN&TOKENIDX=8363663953
mailto:linda.deleon@canyons.edu
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• Technology Baseline: This self-paced online training ensures that faculty have the basic 
computer knowledge necessary to teach online.  

• Canvas Certification: This training provides an overview of Canvas, including layout and 
settings, how to build, organize and edit content, effective online communication tools, 
and Canvas assessment tools. Training can be completed through the online self-paced 
Canvas course. (Prerequisite: Technology Baseline) 

• Section 508/Accessibility workshop: This training is provided to ensure that web pages, 
electronic content, and software are compliant under Section 508 of the Rehabilitation 
Act. Complete this training by attending 1-hour workshop, offered throughout the year, 
including during the summer. Scheduling details are listed at the Professional 
Development website and announced via COC email. (Prerequisite: Technology Baseline) 

In order to teach 100% online courses at College of the Canyons, you must first become 
certified to do so with the College. The Academic Senate has established Online Instructor 
Qualifications. In brief, these qualifications require that before teaching online/hybrid, faculty 
must complete the following or the equivalent: 

• Technology Baseline: This self-paced online training ensures that faculty have the basic 
computer knowledge necessary to teach online.  

• Canvas Certification: This training provides an overview of Canvas, including layout and 
settings, how to build, organize and edit content, effective online communication tools, 
and Canvas assessment tools. Training can be completed through the online self-paced 
Canvas course. (Prerequisite: Technology Baseline) 

• Section 508/Accessibility workshop: This training is provided to ensure that web pages, 
electronic content, and software are compliant under Section 508 of the Rehabilitation 
Act. Complete this training by attending 1-hour workshop, offered throughout the year, 
including during the summer. Scheduling details are listed at the Professional 
Development website and announced via COC email. (Prerequisite: Technology Baseline) 

• College-level coursework in online teaching strategies: At COC, "Introduction to Online 
Instruction" (previously ITL-106) fulfills this requirement, and is offered 3 to 4 times per 
year through the Center for Excellence in Teaching and Learning. Register 
online at MyLearningPlan. An equivalent fee-based course is also available to complete 
through @ONE. 

• Certificate Renewal: Faculty will refresh their Online Instructor Qualifications every 
three years by completing a self-paced online training (approximately two hours), which 
includes updates on technology, regulations, accreditation requirements, best practices, 
and resources. 

Concurrent Enrollment Faculty Orientation   
In advance of the start of the term, an orientation may be held for all new concurrent 
enrollment faculty to familiarize them with the college’s process and procedures and to offer an 
opportunity to answer any questions. This will be held for FLEX credit (or alternatively, 
instructors will be paid at their non-instructional rate) prior to the start of the courses. 

https://app2.canyons.edu/offices/css/forms/canvas/
https://app2.canyons.edu/offices/css/forms/canvas/
https://www.canyons.edu/administration/pd/index.php
https://www.canyons.edu/administration/pd/index.php
https://app2.canyons.edu/offices/css/forms/canvas/
https://app2.canyons.edu/offices/css/forms/canvas/
https://www.canyons.edu/administration/pd/index.php
https://www.canyons.edu/administration/pd/index.php
https://www.canyons.edu/administration/cetl/index.php
https://www.mylearningplan.com/mvc/login
https://onlinenetworkofeducators.org/course-cards/
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Facilities Tour (as needed)  
In some cases, concurrent enrollment faculty members may tour the facilities to make sure 
they are appropriate to deliver course work (e.g., Construction lab, Welding workspace, etc.) 
and that appropriate instructional media (e.g., A/V equipment) are available prior to the first 
day of class.  All tours should be arranged through the Associate Vice President of Instruction. 
 

Concurrent Enrollment Faculty Members Responsibilities 
Syllabus 
At the beginning of each semester, faculty must prepare and distribute current course syllabi to 
each student in every class taught on the first day.  

Such syllabi shall be consistent with the approved course of record and should include, as 
applicable, an outline of course objectives and requirements (exams, assignments, written 
work, field trips, etc.), grading policy, course content, student learning outcomes, and any 
specific rules or expectations of the faculty.  Please remember that the syllabus is an official and 
legally binding contract between faculty and students.   
 
Contact your Department Chair or refer to Appendix II of this handbook for further guidelines 
on constructing a course syllabus.  In general, each syllabus should include and consider the 
following guidelines:   
 
• At a minimum, the concurrent enrollment syllabus must include the college name, official 

course title, course prefix and number, section number, and SLOs.  Faculty are encouraged 
to include additional Syllabus Elements from the approved Academic Senate guidelines (see 
Appendix II – Effective Syllabus Design). 

• At least one week prior to the start of the course, concurrent enrollment faculty are 
encouraged to ask the College discipline-specific Department Chair or Curricular & 
Assessment Coordinator (where appropriate) to review the syllabus. 

• Student Learning Outcomes, found in the official Course Outline of Record, must be noted 
on the syllabus. 

• Methods of Evaluation must be included, as per the official Course Outline of Record, that 
denotes an appropriate grading scheme for the course. 

• The syllabus should include a statement regarding academic integrity. Issues of cheating 
and plagiarism are pervasive on today's college campuses.  Though there are alarming 
statistics of students who know what plagiarism is, there are still a number of naive 
students who do not truly understand the concept.  Let students know what the policies 
are, and what the consequences of academic dishonesty entail.  Refer to the college 
website for very specific information on conduct policies. 

https://canyons.elumenapp.com/public/
https://canyons.elumenapp.com/public/
https://www.canyons.edu/_resources/documents/studentservices/studentserviceslanding/StudentConductCodeRevJune2018.pdf
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• An electronic copy of the syllabus must be provided to the appropriate College of the 
Canyons Dean, at the beginning of the semester, for accreditation documentation. 

Course Outline of Record 
The College of the Canyons approved Course of Record must be followed; no deletions from 
the Course Outline of Record are permitted.  The approved course of record may be found 
online at: http://canyons.elumenapp.com/public. For assistance with this, please contact your 
department chair.  

Class Schedule, Office Hours, and Class Rules  

All classes must begin and end on time. The course has been aligned to the high school bell 
schedule and meets for the required number of hours as listed on the course syllabus to comply 
with contact hour requirements. In addition, office hours are required, so these should be 
scheduled at the site, either before or after class, in concert with Instruction to answer student 
questions and provide overall additional student support (e.g., tutoring).  It is important to 
instruct and/or supervise students during all class times. Establish and consistently enforce 
appropriate classroom rules and procedures. These should be addressed in the course syllabus.  

A template on how to capture attendance hours will be emailed to you.  You are responsible for 
collecting attendance hours to be reported per student at the end of the semester or term. 

Class Roster 
The Class roster is available in My Canyons. To receive a username and password, please see go 
to my.canyons.edu and click on Faculty. Click on “Create an Account/Reset Your Log In and 
Password”. In order to print or access a class roster, log on to My Canyons, and have the PDF 
version emailed directly to you. A roster can be printed at any time throughout the term using 
My Canyons. Please remember to check the roster after each drop deadline (located in the 
upper right hand corner of your roster) to ensure you have an accurate student count. 
Everyone on the roster should be sitting in class. Everyone sitting in class must be on the class 
roster. Everyone who is on the roster after the withdrawal deadline must receive a grade.   
 

https://www.canyons.edu/administration/instruction/directory/index.php
http://canyons.elumenapp.com/public
https://my.canyons.edu/WebAdvisor/WebAdvisor?TYPE=M&PID=CORE-WBMAIN&TOKENIDX=8363663953
https://my.canyons.edu/WebAdvisor/WebAdvisor?TYPE=M&PID=CORE-WBMAIN&TOKENIDX=8363663953
https://my.canyons.edu/WebAdvisor/WebAdvisor?TYPE=M&PID=CORE-WBMAIN&TOKENIDX=8363663953
https://my.canyons.edu/WebAdvisor/WebAdvisor?TYPE=M&PID=CORE-WBMAIN&TOKENIDX=8363663953
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Student Attendance Documentation and Adding/Dropping Students 
Student Attendance Documentation 
Faculty must document daily student attendance.  At the end of the semester when final grades 
are reported for each student (see “Grading” below), faculty will also have to enter these hours 
(known as positive attendance).  Please make sure that daily rosters (Appendix III) 
demonstrating daily attendance is submitted to the A&R office at the college via Linda De Leon 
(linda.deleon@canyons.edu), as this is important audit information, and we are required to 
keep these records as documented verification of hours.   
 
Adding Students 
Adding students to a concurrent enrollment course is different than adding students to a 
regular high school course. The students must be approved by their high school to take a 
concurrent enrollment course. If a student attends a class and they want to be added, direct 
the student to meet with their high school counselor. If the counselor believes this is an 
appropriate course for the student, the student will then be required to complete the 
requirements to be added to your course. You may be contacted to ensure there is room in 
your course. Once the student has been added to the course, the student’s name will appear on 
your class roster.  

Dropping students 
Similar to the uniqueness in adding students to a concurrent enrollment course, if you choose 
to drop a student as per below, it is important to work with Kari Soffa to ensure the high school 
is notified as well. There are two required drop periods for a college course and one optional 
drop period.  To drop a student, go to the My Canyons website. Faculty must process your no-
show, census and withdrawal drops online. Log onto My Canyons using your User Name and 
Password any time during the drop periods and drop a student at your convenience. Students 
may not be dropped after the withdraw deadline. 
  
No–show Drops: If a student does not attend the first course meeting, faculty are required to 
drop the student from the roster.  
 
Census Drops: If the student has stopped attending since the first day of class and has not come 
back to the course prior to the census date for the course (i.e., the add/drop deadline), the 
faculty is required to drop the student to clear the roster of any students not in attendance.  
 
Withdrawal (Optional Drop): The college catalog states, “Any student absent for any reason, for 
more than 10% of the class meetings, may be dropped from the class prior to 75% of the 
course.”  This is at faculty discretion; faculty do NOT have to drop a student who has missed 
classes or who has stopped attending.  Procedures for withdrawing for non-attendance should 
be outlined in the course syllabus and followed.  
 

mailto:linda.deleon@canyons.edu
https://my.canyons.edu/WebAdvisor/WebAdvisor?TYPE=M&PID=CORE-WBMAIN&TOKENIDX=8363663953
https://my.canyons.edu/WebAdvisor/WebAdvisor?TYPE=M&PID=CORE-WBMAIN&TOKENIDX=8363663953
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Required Notification: In all three instances noted above, if you ultimately drop a student, 
please email Kari Soffa, kari.soffa@canyons.edu, so we may inform the high school of the 
removal of the student from the course roster.    
 

Student Accommodations 
Students taking concurrent enrollment courses who have approved Section 504 Plans may seek 
accommodations through the Disabled Students Programs & Services (DSPS) office at College of 
the Canyons. Students requesting accommodations must provide the DSPS office with a copy of 
their Section 504 Plan documentation; additional documentation may be necessitated as 
determined by the DSPS office.  Similarly, if a student has an Individualized Education Program 
(IEP) Plan, any requests for accommodations must be made through the DSPS office while also 
providing appropriate documentation.   
  
Once the disability has been verified by the DSPS specialist at College of the Canyons, the 
necessary paperwork will be completed and the student can schedule an appointment to meet 
with the DSPS staff to discuss and receive their accommodation letter. An accommodation 
letter denotes the appropriate accommodations for that student.  All students are responsible 
to show their faculty member their letter of accommodation, and if they want to continue 
receiving accommodations each semester, visit the DSPS office and receive an accommodation 
letter with the current semester date stamped. 
  
We encourage faculty to please provide the accommodations listed on the student’s letter, and 
if there are any questions or concerns, to contact the DSPS office at 661.362.3341. 
 

Grading/Assessment Tools 
Assessment for the course is outlined in the Course Outline of Record. The faculty may 
administer exams or other assessment tools consistent with course objectives. Please return 
student graded materials, with appropriate feedback, in a timely manner to each student.  
Faculty may use the Canvas gradebook to ensure the students have access to their grades 
throughout the term.  Faculty are encouraged to see Appendix I on suggested best practices to 
enhance the classroom experience for their students. 

Grading 

The grades of A, B, C, D, F, EW, FW, or I may be assigned to a student as a final grade based on 
the college’s grade policy found here.  

• An EW grade is assigned only when a student is permitted to withdraw from a course 
due to specific events beyond the control of the student affecting their ability to 
complete a course and may include a job transfer outside the geographical region, an 
illness in the family where the student is the primary caregiver, when the student who is 
incarcerated in a California state prison or county jail is released from custody or 

mailto:kari.soffa@canyons.edu
https://www.canyons.edu/studentservices/dsps/index.php
https://www.canyons.edu/studentservices/dsps/index.php
https://www.canyons.edu/studentservices/dsps/index.php
https://www.canyons.edu/studentservices/dsps/index.php
https://www.canyons.edu/studentservices/dsps/index.php
https://www.canyons.edu/studentservices/dsps/index.php
https://www.canyons.edu/studentservices/dsps/index.php
https://www.canyons.edu/studentservices/dsps/index.php
https://canyons.elumenapp.com/public/
https://www.canyons.edu/studentservices/admissions/transcripts/grading.php
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involuntarily transferred before the end of the term, when the student is the subject of 
an immigration action, or other extenuating circumstances, making course completion 
impracticable.  

• The FW grade is assigned to a student who failed the course based on non-attendance 
after the withdrawal date, not based on understanding of the material.  

• An Incomplete (I) grade may be assigned to a student in the course when extenuating 
circumstances prevent timely completion of the course and the student is passing with a 
C or higher.  The faculty and student must complete the Grade Contract at the time final 
grades are submitted.  The Incomplete Grade Contract is submitted to Linda De Leon in 
A&R no later than the deadline for final grades.  All incomplete work must be completed 
by the student no later than the following semester. Please note that when follow-up 
work occurs between the student and the faculty subsequent to the completion of the 
semester or term in which the student received an Incomplete, faculty are not paid for 
their work with the student.   

Final grades are due for all students on the roster within 48 hours of the last class period. The 
grades must be submitted in My Canyons. If the course is also assessing Student Learning 
Outcomes (SLOs), the SLO data is submitted via eLumen.  Faculty should contact their 
department chair or the SLO Technician for instructions on how to submit SLO data via eLumen.  
To submit final grades, go to My Canyons, Log In, Select Faculty, and Select Grades. Select the 
term and section to record grades. Please have all grades ready prior to entering them in the 
system. The system is timed and will time you out. Please see the counter at the bottom of the 
page to see how much time you have left. You will also need to enter the positive attendance 
hours (required for all Concurrent Enrollment courses) the student has earned for the entire 
term on this same page. Once you hit the submit button, you cannot use the back button. 

Final grades are only to be submitted through My Canyons; you will not be providing your 
grades to the high school nor to parents.  Please refer parents to their high school should they 
have any questions about (final) grades.  The final grades, once uploaded and certified in My 
Canyons, will be shared with the Hart District.  The Hart District will then post the final grades 
onto the student’s high school record.  

Concurrent Enrollment Faculty Evaluation 
The Department Chair will monitor the quality of instruction in order to assure compliance with 
the Concurrent Enrollment MOU and the standards established by the California Community 
College Chancellor’s Office, the Association of Community College and Junior Colleges (ACCJC), 
and College of the Canyons.  

Adjunct faculty are evaluated during the first semester of employment and at least one time 
every four semesters of employment. Per the AFT contract and at the option of the department 

https://my.canyons.edu/WebAdvisor/WebAdvisor?TYPE=M&PID=CORE-WBMAIN&TOKENIDX=8363663953
https://canyons.elumenapp.com/elumen/
https://canyons.elumenapp.com/elumen/
https://my.canyons.edu/WebAdvisor/WebAdvisor?TYPE=M&PID=CORE-WBMAIN&TOKENIDX=8363663953
https://my.canyons.edu/WebAdvisor/WebAdvisor?TYPE=M&PID=CORE-WBMAIN&TOKENIDX=8363663953
https://my.canyons.edu/WebAdvisor/WebAdvisor?TYPE=M&PID=CORE-WBMAIN&TOKENIDX=8363663953
https://my.canyons.edu/WebAdvisor/WebAdvisor?TYPE=M&PID=CORE-WBMAIN&TOKENIDX=8363663953
https://www.canyons.edu/_resources/documents/administration/humanresources/collectivebargainingagreements/2017-20_AFT-CB-FinalVersion-Board.pdf
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chair, an adjunct faculty member may be evaluated more often and/or when the faculty is 
assigned to teach a new course. 
 
The AFT contract describes the evaluation process for part-time faculty; the COCFA contract 
describes the evaluation process for full-time faculty.  For further information regarding the 
evaluation process and other negotiated matters, please consult Article 8 of the AFT contract 
and Articles 7 and 8 of the COCFA contract. The evaluation will be maintained in the faculty 
member’s permanent file in the College of the Canyons Human Resources office.  
 

Confidentiality of Concurrent Enrollment Student Records  
FERPA (Family Educational Rights and Privacy Act) - FERPA is a Federal law that is administered 
by the Family Policy Compliance Office (Office) in the U.S. Department of Education.  Once a 
student reaches 18 years of age or enters a postsecondary institution, they become an "eligible 
student," and all rights formerly given to parents under FERPA transfer to the student.  FERPA 
generally prohibits the improper disclosure of personally identifiable information derived from 
education records to anyone other than the student. 
 
In the classroom setting, faculty should be careful when passing back exams, quizzes, reports, 
and/or any other graded assignments.  Student privacy should be maintained at all times.  For 
example, it is not appropriate to stack graded assignments and allow students to sort through 
the stack and obtain their graded paper(s) while simultaneously viewing other student scores.  
Regardless of a student’s grade on a particular assignment, faculty have a duty to ensure the 
confidentiality of these records at all times, especially in our day-to-day interactions with 
students. 
 
On occasion, a parent or other outside person may inquire about a student’s progress in a class, 
especially if the student is less than 18 years of age.  Please note that faculty should NOT 
disclose any information to this parent or outside person under any circumstances; in fact, one 
should not even formally acknowledge that the student is enrolled at the college.  Once more, 
the privacy and confidentiality of the student must be preserved at all times. 
 
If a student and accompanying parent, guardian, or outside person request a conference with 
the faculty (to discuss the student’s grade), the faculty member must first obtain written 
permission from the student to include the accompanying parent, guardian, or outside person 
in the conference.  Moreover, once the student consents to having the parent, guardian, or 
outside person present during a conference, it is recommended that the meeting occur with 
the student and all stakeholders at the same time (and not separately). 
 

Absence Reporting/Request for Leave of Absence 
If ill, unavoidably detained, or engaged in approved professional, departmental, or college 
business, it is the responsibility of the Concurrent Enrollment faculty to contact their 
department chair, Dean, and Steph Paglia (661-362-3412; steph.paglia@canyons.edu), prior to 
the absence. Otherwise, it is assumed that faculty will attend each class session during the 

https://www.canyons.edu/_resources/documents/administration/humanresources/collectivebargainingagreements/2017-20_AFT-CB-FinalVersion-Board.pdf
https://www.canyons.edu/_resources/documents/administration/humanresources/collectivebargainingagreements/COCFA2018-20CollectiveBargainingAgreement.pdf
https://www.canyons.edu/_resources/documents/administration/humanresources/collectivebargainingagreements/2017-20_AFT-CB-FinalVersion-Board.pdf
https://www.canyons.edu/_resources/documents/administration/humanresources/collectivebargainingagreements/COCFA2018-20CollectiveBargainingAgreement.pdf
https://www.canyons.edu/administration/instruction/directory/index.php
mailto:steph.paglia@canyons.edu
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assigned class hours in the normally assigned location as stipulated in the signed contract with 
College of the Canyons.  Upon return from the absence(s), faculty must fill-in the appropriate 
absence form and submit it to the appropriate Dean.  They will sign the absence form and 
submit the paperwork to Payroll for processing.  Faculty cannot arrange for substitutes.  Please 
check with your department chair to determine if a substitute has been authorized. 
 

Communication Procedures 
Concurrent enrollment faculty should communicate through the offices of Instruction when any 
questions or concerns arise with respect to teaching at a particular high school site.  The offices 
of Instruction will respond to the concurrent enrollment faculty in a timely manner and 
subsequently communicate to the high school site liaison where appropriate.  

For non-site-specific questions, please confer with your Department Chair, Curricular & 
Assessment Coordinator, and/or Dean. 

Student Conduct Guide for Faculty 
Concurrent Enrollment students must follow the College of the Canyons Student Code of 
Conduct.  If questions or concerns arise about a student in your concurrent enrollment course, 
or if faculty are unsure about a conduct case, please contact Michael Joslin, Associate Vice 
President of Student Services at Michael.joslin@canyons.edu. Below are links regarding student 
conduct.  

Student Conduct Guide for Faculty - This document is located on the College of the Canyons 
intranet. You must have your College of the Canyons network username and password to 
access this document. You can access it directly at intranet.canyons.edu, click on “College 
Information”.  

Student Conduct Code – this document is located on the Student Services page and can be 
found at here. 

Behavioral Intervention Team (BIT) 
The Behavioral Intervention Team (BIT) is a multi-disciplinary group whose purpose is to 
support faculty and staff by providing a structured, positive method to address student 
classroom behaviors which may negatively impact either the student or the college community.  
If classroom faculty encounter a recurring behavioral issue with students, Michael Joslin 
(Michael.Joslin@canyons.edu; 661-362-3260) should be contacted immediately, and the 
situation will be assessed.  For more information, please see the BIT website. 

Mandated Reporting 
 
The California Penal Code mandates that certain professional occupations follow specific 
requirements for reporting suspected child abuse cases to the proper authorities.  Penal Code 

https://www.canyons.edu/administration/instruction/directory/index.php
https://www.canyons.edu/administration/instruction/directory/index.php
https://www.canyons.edu/_resources/documents/studentservices/studentserviceslanding/StudentConductCodeRevJune2018.pdf
https://www.canyons.edu/_resources/documents/studentservices/studentserviceslanding/StudentConductCodeRevJune2018.pdf
mailto:Michael.joslin@canyons.edu
https://intranet.canyons.edu/Information/StudentConductGuideFaculty.pdf
https://www.canyons.edu/_resources/documents/studentservices/studentserviceslanding/StudentConductCodeRevJune2018.pdf
https://www.canyons.edu/studentservices/behaviorintervention.php
mailto:Michael.Joslin@canyons.edu
https://www.canyons.edu/studentservices/behaviorintervention.php
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Section 11166(a) specifically identifies child care custodians (teachers) as mandated 
reporters.  Failure to report suspected child abuse may result in criminal charges.  Please be 
mindful of mandated reporting responsibilities, and if you have any concerns, contact Michael 
Joslin. 
 

Emergency Procedures 
 
Through the leadership provided by our Incident Command Systems (ICS) team, College of the 
Canyons has done extensive outreach in recent years across our district while also working with 
our local school districts to enhance our Emergency Preparedness.  Information regarding the 
college’s Emergency Operations and Safety can be found here.  Specifically, instructors are 
encouraged to take a moment to familiarize themselves with our college’s Emergency 
Operations Plan, Emergency Response Quick Reference Guide, and the student emergency 
guide to Exits and Emergency Evacuation Sites. 
 
Recognizing that our concurrent enrollment courses are located at various high schools across 
the William S. Hart Union High School District, it is also important for instructors to be familiar 
with emergency protocol at the various high school sites, which includes participating in any 
drills that occur during their classes.  After-hours Administrative interns are available on school 
sites and they are on an emergency call list for the afterschool classes. There is an emergency 
manual in each classroom and this information can also be found as follows for each respective 
high school: 
 
Bowman High School 
 
Canyon High School 
 
Castaic High School 
 
Hart High School 
 
Golden Oak Adult School 
 
Golden Valley High School 
 
Saugus High School 
 
Valencia High School 
 
West Ranch High School  

http://www.canyons.edu/emergency
https://www.canyons.edu/_resources/documents/studentservices/campussafety/EOP.pdf
https://www.canyons.edu/_resources/documents/studentservices/campussafety/EOP.pdf
https://www.canyons.edu/_resources/documents/studentservices/campussafety/COCEmergencyGuide.pdf
https://www.canyons.edu/_resources/documents/studentservices/campussafety/StudentEmergencyGuide.pdf
https://4.files.edl.io/9d7d/04/15/19/220556-3809e064-1c0e-4304-93c2-cfa053c3dbf9.pdf
https://drive.google.com/file/d/1TECTXI2NJZp2wYIKUjk_lMz67V8NBWDf/view?usp=sharing
https://www.castaichighschool.org/apps/pages/Safe-School-Plan
https://www.harthighschool.org/apps/pages/index.jsp?uREC_ID=1101766&type=d&pREC_ID=1384390
https://2.files.edl.io/sQLyxWYYBHxE0HQBwuZMvGRbi50HEtoidRPerpQqzLcyprmL.pdf
https://www.goldenvalleyhs.org/apps/pages/index.jsp?uREC_ID=185241&type=d&pREC_ID=402445
https://4.files.edl.io/f644/05/28/19/163107-74da8819-dd4b-4af4-b401-0b130f47f036.pdf
https://4.files.edl.io/e64e/02/06/19/023030-97c51ae4-660a-4d6b-8d06-e2084eab6060.pdf
https://4.files.edl.io/d189/09/27/19/185547-48e591d4-a6da-4dac-841d-1e8da16ec99c.pdf
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Appendix 
APPENDIX I – CLASSROOM BEST PRACTICES GUIDE 
 
Leading Research in Classroom “Best Practices” 
 
Seven Principles for Good Practice in Undergraduate Education (Chickering and Reisser, 1993) 

• Encourage student-faculty contact in and out of class 
• Encourage cooperation among students through collaborative assignments and in-class, 

group exercises 
• Encourage active learning by having students apply course content to real-world 

situations 
• Provide prompt feedback throughout the term 
• Emphasize time on task by indicating how long students should spend on an assignment 
• Communicate high expectations 
• Respect diverse talents and ways of learning by providing a variety of learning modes 

(written, oral, visual) that are culturally relevant 
 
Eight Characteristics of an Effective Teacher (Langlois & Zales, 1992) 

• Promotes high expectations of student achievement 
• Provides careful delineation of course methods and routines 
• Uses varied and appropriate teaching methods and materials 
• Creates a supportive, cooperative atmosphere 
• Shows enthusiasm, energy, caring, and maintains a nonthreatening atmosphere 
• Manifests a belief that their subject is important 
• Relates instruction to student interests 
• Demonstrates content expertise 

 
Growth Mindset (Dweck, 2006) 
Carol Dweck has demonstrated that students who adopt a fixed mindset tend to respond to 
academic setbacks with a sense of helplessness.  Alternatively, those with a growth mindset 
typically respond to setbacks with a commitment to master the material and succeed.  Students 
with a fixed mindset tend to believe that something is “wrong” with them, and often express 
these defeatist traits in their academic career.  Instead, we want to encourage students by 
fostering the following positive attributes: 
 

• Thinking “I can see the relevance of this to my future” 
• “I am successful in what I have been doing and can actually do this” 
• Enhanced enjoyment through active participation in the classroom and increased 

intellectual curiosity 
• Increased motivation 
• Decreased anxiety 
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Those adopting a growth mindset seem to believe that intelligence is changeable, and that 
people can improve with hard work and perseverance, and moreover, that failure is a natural, 
healthy part of the learning process. 
 

High-Impact Educational Practices 
Research has shown that high-impact practices have considerable benefits for students and can 
foster student success.  Below are just a few selections of high-impact practices faculty might 
consider employing in their teaching: 

Collaborative Assignments and Projects  
Collaborative assignments attempt to bring together diverse groups of students in an effort to 
broaden our understanding by listening to the viewpoints of peers.  This can be done through 
study groups, team-based projects, and cooperative presentations.  Such assignments can also 
be broadened to include global learning projects, which study racial, economic, gender, and 
other differences found throughout the world. 

Community-Based Learning 

This type of practice entails experiential learning in local communities, working and learning 
alongside experts in a wide range of fields. Service learning provides opportunities for students 
to gain work experience, while often adding value through community outreach, organization, 
and partnerships. This type of learning also conforms to the broader mission of the college.  
Please contact our Office of Community-Based Learning for more information on how to 
incorporate service learning into classes. 

Internships (Cooperative Work Experience Education) 
Internships are increasingly valuable in today’s competitive job market, and offers hands-on 
experience in a student’s projected career field. Internships allow students to gain not only 
experience but also networking skills while working closely with professionals in their field.  As 
part of a course, students draft a paper relating to what has been learned. Please contact our 
Internship Program office for more information on the process for offering students an 
internship. 

Capstone Courses and Projects 
These projects involve summative experiences, often assigned at the end of a semester, or a 
student’s college career.  Capstones emphasize application of learning, often via research 
papers, or portfolios. 

For more information on high-impact practices, see this link, provided by the American 
Association of Universities and Colleges, 2008, 
http://www.aacu.org/leap/documents/hip_tables.pdf. 
 
 

https://www.canyons.edu/academics/learning/index.php
https://www.canyons.edu/studentservices/internships/index.php
http://www.aacu.org/leap/documents/hip_tables.pdf
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Strategies for Engaging Students and Improving Retention 
Most students decide whether to continue enrollment within the first 6-8 weeks of their first 
semester. What happens on the first day of class frequently sets the learning climate for the 
entire semester and may help a student decide whether to stay or leave. The following is a list 
of suggested classroom activities for the first week that classes that so many faculty members 
have found to be useful: 
 

• Begin building connections with your students by introducing yourself. Tell students 
what you would like them to call you and how you can be reached outside of class. Tell 
them how you chose your field of study and your educational background. If you went 
to a community college, be sure to let them know that as well.  Tell them why you are 
teaching at COC. 

 
• Learn about your students. Ask students to complete an informational survey listing 

name, major, work information, how many hours a week they work outside of class, 
why they are taking this class, what other courses they are taking, what grade they 
expect to earn, how much time they expect to study outside of class, their strengths and 
weaknesses, previous related courses, etc. Ask students to let you know if they have 
special needs of which you should be aware. 

 
• Learn student names as quickly as possible, and use them when addressing students in 

class (and out of class). The following suggestions may help you quickly learn names: 
 

o Ask students to introduce themselves (a great way to take attendance without 
you worrying how to initially pronounce names!) and share something that will 
help you and the rest of the class learn their names. This can also be done as a 
paired-activity with students introducing each other. This will encourage student 
participation and classroom interaction. 

 
o Take pictures and paste them on index cards. Use them as “flash cards” to help 

you learn names. 
 

o You may want to use name tags or name tents to help class members get to 
know one another’s name. 

 
• Be enthusiastic. If you act bored or lack passion for teaching or your subject matter, you 

will impart that attitude to your students. Why would students want to learn your 
subject if you don’t seem interested or interesting? 

 
• Help students connect with classmates. Encourage students to have an in-class-buddy, 

study partners, or learning teams, and have them exchange phone numbers and e-mail 
addresses. 
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• Set a positive tone that focuses on student success. When students see your syllabus 
and course requirements, they may feel overwhelmed. Be reassuring. Let students know 
that you believe they can succeed, and let them know you will help them. The purpose 
of the initial class session should set up an expectation for success—not scare students 
away! 

 
• Involve students and encourage participation in first-day activities so that they become 

active learners early in the course. You may ask students to discuss what they already 
know about the subject matter of your course or why they signed up for your course. 

 
• Don’t just read the syllabus. Students find that as uninteresting as faculty do! Instead, 

design a group activity for students to understand both the syllabus and course policies. 
In this way students will get to know their classmates and begin to make connections as 
well as learn about the syllabus. When forming groups, use something class related. For 
example, in a computer programming class, you might ask students to line up according 
to their birthdays. You can then explain that they just demonstrated the process of 
“sorting” and as part of the course they will learn how to write programs so that the 
computer can automate such a task. You can also give a take-home quiz on the syllabus 
(a great homework assignment for the first class and a great way for students who miss 
the first class to learn about the requirements!). Scoring the quiz will help you learn 
what students understand and don’t understand about your expectations and allow you 
to focus on just those points of the syllabus during the second day of class. 

 
• Determine students’ goals and objectives while discussing your goals and objectives. Let 

students know how your course can fit in with their personal or career goals and 
objectives. 

 
• Explore students’ fears and apprehensions. In your class, and perhaps in the college 

setting, there are students who are entering an unfamiliar environment that carries with 
it a new set of performance expectations and different social principles. Acknowledge 
these factors, address students’ apprehensions, and encourage their academic 
performance. 

 
• Communicate what students can expect of you and what you expect of them. This can 

be done orally or by writing students a short letter or posting a brief biography on 
Canvas. 

 
• Help students understand the amount of work that goes into being successful. Explain 

that being successful in college is less about “brains” and more about willingness to 
work hard and spend many hours outside of class reading, reviewing, doing 
assignments, and studying. Help students budget their time by informing them how 
much time they will need to devote to study outside of class. 
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• Don’t dismiss class early on the first day. If there is time remaining after your syllabus 
activity, begin communicating the content of your course, provide an overview of course 
material and content, explain the relevance and usefulness of the course material (i.e. 
transferability, prerequisites, vocational applications, etc.). 

 
• Build a sense of community in and out of the classroom. Provide opportunities for 

students to get to know and learn from other students in the class. Integrating 
academics and social opportunities increases retention. Use collaborative/cooperative 
assignments to foster social and academic integration. 

 
Many of these suggestions are not just for the first day. You may want to review these 
suggestions whenever you are starting a new topic, explaining a difficult assignment, or 
periodically throughout the course. 
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APPENDIX II – EFFECTIVE SYLLABUS DESIGN 
 
Effective teaching and learning require a partnership between faculty and students. Consider 
the syllabus a contract between faculty and students: it provides a binding agreement stating 
your expectations, how the student should proceed, and how faculty will evaluate the student. 
 
Ideally, the syllabus is a description and plan for a course and should facilitate student learning. 
Thus, the course syllabus forms the backbone of a course offering: 
 

“The syllabus functions as a major communication device that provides details of how 
student learning will be assessed and about the roles of both student and instructors in 
the learning and assessment process.” (Habanek, DV. An Examination of the Integrity of 
the Syllabus, College Teaching, 2005; 53:62–4)  

 
As such, the Academic Senate recommends the following elements for all course syllabi:   
 

 
 
** There may be additional Optional items to consider, such as lab safety or information about 
field trips.  
  
Approved by the Academic Senate, March 23, 2017 
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APPENDIX III – POSITIVE ATTENDANCE ROSTERS (samples) 
 
Faculty will be provided with a Summary Positive Attendance Roster (sample below) via email 
that will allow them to track total hours for the entire semester.  
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APPENDIX IV – COVID Updates 
Syllabus 
Within your syllabus, please be sure to include the following information for students, beyond what is in the 
handbook.  

• How the student should contact you.  
• How the course will meet, days and times for synchronous interaction, asynchronous interactions. 
• How to access the recordings of your synchronous sessions.  
• Canyons Connects information. 
• Canvas Student Support:   

https://www.canyons.edu/academics/onlineeducation/studentsupport/canvasstudentguides.php 
• General Student Support: earlycollege@canyons.edu  

Hart District Schedule – Approved on July 15, 2020 
The Hart District approved a 100% online schedule for their students for the first 5 weeks of courses. They 
will reevaluate the decision to move back into the classroom and when that may occur. As of now, they have 
decided to be online until September 14, 2020.  

 

The schedule may change when the Hart District may decide to go back to in person course. This is the 
proposed schedule after September 14, 2020.  

https://www.canyons.edu/academics/onlineeducation/studentsupport/canvasstudentguides.php
mailto:earlycollege@canyons.edu
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Holidays 
All approved College holidays as stated on the Academic Calendar will be observed and should be shared with 
your students. https://www.canyons.edu/studentservices/admissions/resources/calendar.php. Please note 
there are a few Hart District school holidays that are not observed by the College, specifically Monday, 
October 5 and Monday - Wednesday, November 23 – 25. These are college instructional days and students 
should be expected to attend class and/or complete assignments as you have outlined.  

Class Roster 
Outreach works with each individual school site to onboard students and complete the registration process 
for all dual enrollment students.  Rosters should be available by August 12.  

My Canyons Accounts 
All students have a My Canyons account and have access to their email. If they are having a problem, please 
have the student reach out to earlycollege@canyons.edu. We will help them gain access to their email. 
Outreach also has a number of How-To resources related to My Canyons and student email.  Please feel free 
to share the link: https://www.canyons.edu/studentservices/outreach/outreachresources/index.php. All 
students should be using their My Canyons account. When you are contacting the student, we ask that you 
email their My Canyons account. For student phone numbers, please see your class roster accessed through 
your My Canyons account. Also, in Canvas, the student may enter their phone number as a point of contact 
as well.  

https://www.canyons.edu/studentservices/admissions/resources/calendar.php
mailto:earlycollege@canyons.edu
https://www.canyons.edu/studentservices/outreach/outreachresources/index.php
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Canvas 
The students will have a canvas account for their high school and college courses. They are not connected. 
Please be sure to have a link to the canvas site available for your students. We highly recommend every 
instructor use Canvas for their site to allow students a place for dialogue and contact.  

Textbooks 
Your students will receive their textbooks from their high school library. At this time, we are expecting the 
students will be able to pick up their textbook for your course at the same time they are receiving their high 
school textbooks.  
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