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Program Description and 
General Information 

 
 
The Dual-Credit Program is a cooperative partnership between a high school and Amarillo 
College through which a student may be awarded both college and high school credit in courses 
that meet the requirements of both institutions. The high school will identify students who are 
eligible for dual-credit courses and will recommend courses that potentially qualify for dual-
credit. Students who meet specific eligibility requirements will be permitted to enroll in those 
Amarillo College courses specified in the dual-credit agreement and to simultaneously earn 
credit toward high school graduation and college credit. 
 
• Instructors of the dual credit courses must meet the minimum requirements of the 

Southern Association of Colleges and Schools Accrediting Agency. (A master’s degree 
including 18 graduate hours in discipline is required unless SACS requirements permit 
otherwise). 

 
• Dual-credit courses are joint college-level and high school courses that must meet both 

high school (TEKS) and college standards. 
 
• The dual-credit agreement will be approved by the Superintendent of the ISD and the 

Vice-President of Academic Affairs of Amarillo College based on the recommendation of 
the appropriate individuals of each institution. 

 
• The college faculty will meet with the high school faculty to match competencies and 

identify courses to be offered for dual credit. A departmentally approved syllabus must 
be used. Syllabi are kept on file in the department office. 

 
• Each course is required to follow the college departmental guidelines and regulations. 

These regulations will vary from department to department. They should not be expected 
to be identical as the courses themselves are not identical. Before registering students 
for a dual credit class, the high school faculty must check with the college department or 
program chair to go over departmental policy. 

 
• Claiming of ADA (Average Daily Attendance) for students in dual credit 

courses is the responsibility of the independent school district in accordance 
with the Texas Education Agency rules.  



 3

                         Amarillo College Dual-Credit Guidelines 
 
 
A dual-credit program presents unique opportunities and challenges. The high school and 
Amarillo College will work together to provide an optimum learning experience for dual-credit 
students. 
 
Amarillo College enters into contractual agreements with schools to award dual-credit. In order 
to ensure that the dual-credit course meets the required college and high school learning 
experiences, the following options and guidelines are offered. 
 

 
Definition of Terms 
 
Concurrent-credit - a high school student who meets specific eligibility requirements enrolls in 
Amarillo College courses for college credit only 
 
Department Head - refers to the Amarillo College faculty member who manages a particular 
program area 
 
Dual-credit program - a cooperative partnership between a high school and Amarillo College 
enabling high school students to earn college credits while completing the requirements for high 
school graduation 
 
Dual-credit - a high school student who meets specific eligibility requirements enrolls in 
Amarillo College courses and earns credit toward high school graduation and college credit 
concurrently 
 
Early admission - a high school student enrolls in college level courses prior to graduating from 
high school 
 
Facilitator- an instructor within an independent school district who provides classroom support 
for an alternate method of instruction; i.e. telecourse, interactive video, online course 
 
Instructor - a faculty member who meets the minimal requirements of the Southern Association 
of Colleges and Schools and teaches for Amarillo College full- or part-time or within an 
independent school district  
 
Interactive video - instruction that provides two-way, real-time communication between 
instructor and students who are geographically separated 
 
Online Courses - AC offers online courses taught over the Internet. Students access weekly 
lessons and assignments through the Internet. Students must have access to an IBM 
compatible computer with a modem, an Internet Service Provider, and a web browser 
(Netscape 4.0 or higher/Internet Explorer 4.0 or higher) 

Telecourse - a college course, that uses the telecourse program material as the basis of the 
course whether broadcast or from tape. 
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Dual-Credit Options and Guidelines 
 

 
I. Program Options and Guidelines 
 

A. Option 1 - Concurrent Credit.  A high school student enrolls in an Amarillo College 
course independent of high school enrollment, and the high school allows credit towards 
high school graduation. The student will be charged full tuition. See Concurrent 
Enrollment guidelines in the AC catalogue, 
http://archives.actx.edu/pdf/handbooks/ac_catalog/05-06.pdf

 
B. Option 2 - During High School Day. A high school student earns both high school and 

college credit for a course taught in the high school. The instructor must meet all 
qualifications for faculty teaching each respective course and be approved by the 
appropriate Amarillo College department.  

 
1. The Amarillo College department chair will work with the appropriate high school 

staff to determine the learning experiences necessary to meet the essential 
requirements of both the high school and college course.  

 
2. The teacher will: 

a. use a departmentally approved textbook and syllabus. 
b. be involved in the same instructor/course evaluation procedures as all Amarillo 

College faculty. 
   c.   follow all departmental guidelines provided by the department chairman. 

d. comply with all reporting requirements as directed by the Office of the Registrar.   
 

C. Option 3 - Alternate Methods of Instruction. 
   
  1. Telecourse. The Amarillo College Telecourse course is completed in its entirety.     
 

 a. The instructional video is assimilated into the high school course by the 
facilitator. All the provisions listed apply to the requirements of the college course 
and are not meant to imply any restrictions on the high school course. 

 
   b. An Amarillo College faculty member serves as the instructor for the dual-credit 

students.  The instructor will: 
 1.  meet with the dual-credit class before or within the first week of the college          
       semester. 
 2.   communicate as needed with the facilitator. 
 3. follow the guidelines established by his/her department for successful                 
       completion. 

4.  be responsible for all college credit grading and awarding of Amarillo College                        
final grades. 

 
   c. The high school instructor serves as the facilitator for the dual-credit students 

and will: 
 1.   meet with the instructor and the department head prior to the                
       beginning of the semester. 
 2. teach to the telecourse syllabus provided by the instructor and remit        

assignments as due. 
 3. teach from the required college textbook (including study guides) unless                        

authorized by the department head to use a different text. 

http://archives.actx.edu/pdf/handbooks/ac_catalog/05-06.pdf
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 4. show the instructional television tapes in class to dual-enrolled students.                       
Telecourse lessons must be taped off-air and erased after viewing as 
required by copyright laws. 

 5.   communicate as needed with the instructor. 
 6. assist the instructor in complying with all Amarillo College reporting                      
       requirements. 

  
      2. Online Course. The Amarillo College Online Course is completed in its entirety.      

Additional materials and requirements may be used by the high school for the high 
school portion of the class. Dual-credit students earn both high school and college credit. 

   a.  The online course may be used independently by a student at home or in a   
school computer lab or a class of students may enroll.  

      b.  An Amarillo College instructor serves as the instructor for the dual credit students.        
If the high school wants to add a high school component, the high school may 
assign a facilitator that incorporates both the Internet course materials and high 
school course materials into the high school day. 

 
 3. Interactive Video Course. Students will participate in a class that is taught in an 

interactive classroom. Schools that use Region 16 as their internet provider will not be 
able to use this mode of delivery. The instructor will be an Amarillo College faculty 
member who is teaching from the Amarillo site. 

   a. The Amarillo College faculty member and the site facilitator will meet prior to the             
               beginning of class to discuss responsibilities and routines. 
   b. The Amarillo College faculty member is responsible for: 
    1.  providing class materials to the site facilitator. The Facilitator will then make                       

copies and distribute the materials to the class.  
    2.   all testing and grading. Tests will be sent to the facilitator to be administered. 
    3.   teaching and record keeping. 
   c. The site facilitator is responsible for: 
    1.   duplicating and distributing class materials. 
    2.   monitoring testing situations. 
    3.   returning to the Amarillo College faculty member all written assignments    
    4.   assisting with discipline during the class period. 
    5.   assisting with the technical aspects of the equipment. 
 
 (See the “Checklist for Instructor and Class Facilitator” in the Appendix for further help.) 
 
D. Option 4 - Attend an Amarillo College Class. High Schools may bring students to an 

Amarillo College campus to attend class. High school personnel will work with Amarillo 
College to make arrangements for class times and slots. 

  1.  Amarillo College faculty will teach a course on the AC campus and dual credit               
    students will be incorporated in the class. 
            2. Amarillo College will work with the high school to provide the secondary             

institution with grade reports for high school dual enrolled students. 
  3.  Students will be charged full Amarillo College tuition in this case. 
 
 
II. Student Guidelines 
 
 The dual-credit student will: 

1. comply with the state-mandated Texas Success Initiative testing requirements. 
2. take applicable Amarillo College placement tests prior to enrolling in the dual-credit 

class. 
3. complete the dual credit application acquiring the appropriate signatures.  
4. be classified as a junior or senior and have a minimum of a B overall average.   



5. meet established entrance requirements at Amarillo College as well as appropriate 
prerequisites for any course.  

6. pay the costs associated with taking a college course(s) as established by contractual 
agreement.  

  
III. Texas Higher Education Coordinating Board Rules  
    

See the following website for dual credit rules imposed by the Texas Higher Education 
Coordinating Board, 
http://www.thecb.state.tx.us/Rules/tac3.cfm?Chapter_ID=4&SubChapter=D#4.85
The rules include teacher credentials, class composition, student eligibility, and other pertinent 
information. 
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http://www.thecb.state.tx.us/Rules/tac3.cfm?Chapter_ID=4&SubChapter=D#4.85


AMARILLO COLLEGE  
ASSESSMENT LEVELS FOR DUAL CREDIT  

  
  

COURSES  
If you wish to enroll for:  

  
TESTING REQUIREMENTS FOR ELIGIBILITY  

The following requirements apply:   

Public Speaking  
  

TSI exempt by test scores:  
TAKS English Language Arts score of 2200 with a writing subscore of at least 3  
ACT English 19 and composite 23  
SAT Critical Reading 500 and composite 1070  
                        or  
Accuplacer Writing score 6-8 or a 5 on the essay with objective score of 
80 or higher  
                       or  
THEA Writing score 220 or higher 

  
College Algebra & higher math  
Physics   

TSI exempt by test scores:  
TAKS Mathematics score of 2200   
ACT Math 19 and composite 23  
SAT Math 500 and composite 1070  
                         or  
Accuplacer Math score 75 or higher  
                         or  
THEA Math score 270  
A student who is exempt based on TAKS must either take the AC Math 
Placement Test or have completed a sequence of Math courses including 
Algebra I, Algebra II, and Geometry. And, the student must have maintained an 
overall B average in each course listed above.  

  
Freshman Composition I & II  

TSI exempt by test scores:  
TAKS English Language Arts score of 2200 with a writing subscore of at least 3  
ACT English 19 and composite 23  
SAT Critical Reading 500 and composite 1070  
                      or  
Accuplacer Writing score of 6-8 or a 5 on the essay with objective score of 
80 or higher and an Accuplacer Reading score 78 or higher  
                      or  
THEA Writing score 220 or higher and a THEA Reading score 230 or 
higher  

  
Aviation Technology, Biology, BCIS courses, 
Economics, Foreign Language, Geology, Government of 
the U.S., History of the U.S. I & II, Humanities I & II, Life 
Science,   

TSI exempt by test scores:  
TAKS English Language Arts score of 2200   
ACT English 19 and composite 23  
SAT Critical Reading 500 and composite 1070  
                          or  
Accuplacer Reading score 78 or higher  
                          or  
THEA Reading score 230 or higher  

  
Chemistry  

TSI exempt by test scores:   
TAKS English Language Arts score of 2200 and Mathematics score of 2200 
(see Math section above)  
ACT English 19 and composite 23  
SAT Critical Reading 500 and composite 1070  
                         or  
Accuplacer Reading score of 78 or higher and an Accuplacer Math score 
75 or higher  
                          or  
THEA Reading score 230 or higher and a THEA Math score 270 or higher  

  
Non-transferable certificate programs: Automotive 
technology  

  
Must have passed all sections of the TAKS test.  
                        and  
Accuplacer Reading score 61 or higher  
                          or  
THEA Reading score 201 or higher   

  
Non-transferable certificate programs:  
Electronics program courses (CISCO and networking)  

  
Must have passed all sections of the TAKS test.  
                       and  
Accuplacer Reading score 78 or higher and an Accuplacer Math score 41 
or higher  
                           Or  
THEA Reading score 230 or higher and a THEA Math score 180 or higher 
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Texas Success Initiative (TSI) mandates allow students to take either the THEA or Accuplacer test. 
                                

THEA, THEA Quick Test, Accuplacer, and the AC Placement Tests are given on the AC campus at pre-scheduled times. For more 
information go to the AC web page, http://www.actx.edu/testing/. Make reservations for testing by calling 371-5445. 
Revised: July 2004 
 
 

Remuneration 
 

Amarillo College will remit to the high school instructor or independent school district a stipend 
based on a uniform formula. Amarillo College has adopted the following remuneration 
schedules:   

 
High School Faculty Serving as College Instructor-of-Record 

 

 
Number of Students Per Course 

 

 
Remuneration 

5 or less $200 
6 – 10 $400 

11 – 24 $600 
25 – 40 $800 
over 40 $1,000 

 
 
 
 

High School Faculty Serving as Facilitator 
 

 
Number of Students Per Course 

 

 
Remuneration 

5 or less $150 
6 – 10 $300 

11 – 24 $450 
25 – 40 $600 
over 40 $750 

 
 
Revised: July 2001 

http://www.actx.edu/testing/


Checklist for Students 
Dual Credit Enrollment  

  
  
Make sure you have the following materials for registration:  
  
______ Verification of meeting Texas Success Initiative testing requirements, or proof of    
               exemption from testing.  
  
______ “Dual Credit Student Contract” - signed by parent, principal, and student  
  
______ “Amarillo College Student Application for Admission” form (must only be submitted                            

once)  
  
______ “Student Schedule” form  
  
______ Fees - $25.00 per hour (3 hour course is $75.00).  
  
______ “Proof of Academic Excellence” if taking more than 2 courses.  
  
  
  
Spring Registration: If a student was enrolled in dual credit the previous fall semester, they will need:  
  
______ “Student Schedule” form  
  
______ Check testing status - Different classes require different tests  
  
______ Fees - $ 25.00 per hour.  
  
______ “Proof of Academic Excellence” if taking more than 2 courses.  
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Amarillo College History 
 
Amarillo College was created by vote of local citizens on July 16, 1929. The first classes were 
held in September 1929. The College moved to its present location with the construction of its 
first permanent building in 1937. 
 
After serving primarily as a junior college offering arts and science courses, the curriculum was 
expanded in 1942 to include vocational courses. 
 
In 1958, Amarillo College was granted its own board of regents independent of the trusteeship 
of the Amarillo Independent School District. The 1960's brought expansion in College facilities 
and programs. A number of allied health and occupational-technical programs were added to 
the curriculum along with an extensive array of continuing education and community service 
courses. 
 
In 1995, State legislation transferred Texas State Technical College-Amarillo to AC. Today, the 
Amarillo College East Campus continues TSTC-Amarillo’s 25-year history of meeting the 
region’s technical education needs. 
 
More than 10,000 students are currently enrolled in academic classes at Amarillo College (Fall 
2003). In addition, more than 25,000 noncredit students will attend classes at on of AC’s five 
campuses this year. 
 

 Moore County Campus, 1220 E 1st, Dumas, Texas (806)934-2011 
 

 Washington Street Campus, 2201 S. Washington, (806) 371-5000 
 

 West Campus, 6222 W. Ninth, (806) 354-6000 
 

 Amarillo Technical Center Campus, I-40 East and Exit 80, (806) 335-4201 
 

 Business & Industry Center, 1314 S. Polk, (806)371-5129 
 
 
 
 

Mission 
 
Amarillo College, a public community college, provides educational programs, services, and 
resources for the residents of Amarillo and its surrounding area. With fundamental principles 
affirming the value of education, the freedom for teaching and learning, and the worth and 
dignity of each individual, the College emphasizes innovation, excellence, and leadership in its 
mission to be an exemplary community college. 
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Goals of Amarillo College 
 

In order to fulfill its mission, the goals of the College are to: 
 
 Maximize student access. 

 Guide students toward educational success. 

 Provide quality general education. 

 Provide quality transfer education. 

 Provide quality technical preparation. 

 Provide quality workforce development opportunities. 

 Promote employee professional growth and equity. 

 Manage institutional resources for the institution. 

 Develop alternative resources for the institution. 

 Serve as a community enrichment resource. 

 

 
Commitments of Amarillo College 

 
In these goals Amarillo College is committed to: 
 

 Excellence in teaching and learning 

 High academic standards 

 Life-long learning 

 An open-door admission 

 The value of the associate degree 

 The value of certificates 

 Institutional evaluation and planning 

 Optimizing human and financial resources. 
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Code of Ethics 
 
Professional Educators affirm the inherent worth and dignity of all persons and their right to 
learn. Learning best occurs in an environment devoted to the pursuit of truth, excellence, and 
liberty. These traits flourish where both freedom and responsibility are esteemed. 
 
In order to more adequately express the affirmation of our professional responsibilities, we the 
faculty of Amarillo College do adopt the following code of professional ethics: 
 
The Professional Educator shall treat all persons with respect, dignity, and justice, 
discriminating against no one on any arbitrary basis such as race, creed, sex, age, or social 
station. 
 
The Professional Educator shall strive to help each student realize his or her full potential as a 
scholar and as a human being. 
 
The Professional Educator shall by example and action encourage and defend the unfettered 
pursuit of truth by both colleagues and students, supporting the free exchange of ideas, 
observing the highest standards of academic honesty and integrity, and seeking always an 
attitude of scholarly objectivity and tolerance of other viewpoints. 
 
The Professional Educator, recognizing the necessity of many roles in the educational 
enterprise, shall work in such a manner as to enhance cooperation and collegiality among 
students, faculty, administrators, and non-academic personnel. 
 
The Professional Educator shall recognize and preserve the confidential nature of professional 
relationships, neither disclosing nor encouraging the disclosure of information or rumor which 
might damage or embarrass or violate the privacy of any other person.  
 
The Professional Educator shall maintain competence through continued professional 
development, shall demonstrate that competence through consistently adequate preparation 
and performance, and shall seek to enhance that competence by accepting and appropriating 
constructive criticism and evaluation. 
 
The Professional Educator shall exercise the highest professional standards in the use of time 
and resources. 
 
The Professional Educator, recognizing the needs and rights of others as embodied in the 
institution, shall fulfill the employment agreement both in spirit and in fact, shall give reasonable 
notice upon resignation or retirement, and shall neither accept tasks for which he or she is not 
qualified nor assign tasks to unqualified persons. 
 
The Professional Educator shall support the goals and ideals of the institution and shall act in 
public and private affairs in such a manner as to bring credit to the institution. 
 
The Professional Educator shall observe the stated rules and regulations of the institution, 
reserving the right judiciously to seek revision. 
 
The Professional Educator shall participate in the governance of the institution by accepting a 
fair share of committee and institutional responsibilities. 
 
The Professional Educator shall support the right of all colleagues to academic freedom and 
due process and defend and assist a professional colleague accused of wrongdoing, 
incompetence, or other serious offense so long as the colleague’s innocence may reasonably 
be maintained. 
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The Professional Educator shall not support the continuation in higher education of a colleague 
known by him or her to be persistently unethical or professionally incompetent. 
 
The Professional Educator shall accept all the right and responsibilities of citizenship including 
participation in the formulation of public policy, always avoiding use of the privileges of his or her 
public position for private or partisan advantage. 
 
(Source: Texas Community College Teachers Association) 
 
 
 
 
 
 

Organizational Chart 
Amarillo College 

http://sites.actx.edu/amarillo_college/org_chart/

http://sites.actx.edu/amarillo_college/org_chart/


Policies and Procedures  
  

Class Rolls 
  
State funding is determined from reports that are based on the class rolls that are verified by the 
instructor each semester. Since a large portion of AC funding is from the state, it is important that 
Amarillo College rosters are verified in a timely manner.  And, it is important that the report is accurate.  
This process is now done electronically.  Clicking on this link, 
http://www.actx.edu/registrar/index.php?module=documents&JAS_DocumentManager_op=downloadFi
le&JAS_File_id=25, will provide instructions for verifying grades electronically. If a student’s name is 
not on the roll, it is a sign that the student is not officially enrolled in the proper class.  Contact either 
the Director of Extended Programs or the Registrar to correct the matter. 
 
TWELFTH DAY CLASS ROLLS MUST BE VERIFIED PROMPTLY! You will receive an email 
notification when you are to verify grades.  It is usually around the twelfth day of class. 
  
  

Student Evaluations  
  
Each dual credit instructor of record will be required by the department or division chairman to provide 
each dual credit student the opportunity to evaluate the course. The chairman will review the 
evaluations and discuss them with the instructor. Instructions for conducting the evaluation will be 
provided by the chairman.  
  
It is important that these evaluations be completed since this is one factor used in evaluating 
supplemental faculty for subsequent employment.   
  
  

Drop Procedure  
  
Dual credit students wishing to drop a class must complete the Amarillo College paper work. Students 
who do not officially drop but stop attending or only drop the high school course will be treated as if 
they are still enrolled. This usually results in failure of the class.  Forms for dropping may be obtained 
by calling the Coordinator of Off-Campus Programs.  
  
Financial Aid Implications:  
Withdrawing from a dual-credit course may seriously affect future federal financial aid. When a student 
applies for federal student aid at Amarillo College, the Financial Aid office evaluates all previous 
grades made by that student at Amarillo College. This includes dual credit courses.   
  
The student’s previous academic history at Amarillo College must reflect at least a 2.0 cumulative 
grade point average and at least an 80% course completion rate. Any course in which an F, I, W, N, or 
AU was received does not count as a completed course.   
Students who do not meet these criteria are placed on financial aid suspension. They are not eligible to 
receive Federal Title IV student aid until the student’s suspension status has been changed according 
to Amarillo College’s Satisfactory Academic Progress Policy.  
  
Every school is required to have a Satisfactory Progress policy. If a student is planning to attend 
another school besides Amarillo College, they should contact that school’s Financial Aid Office to 
determine how a student’s college academic history, including dual credit courses at Amarillo College 
will affect their eligibility for financial aid. 
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http://www.actx.edu/registrar/index.php?module=documents&JAS_DocumentManager_op=downloadFile&JAS_File_id=25
http://www.actx.edu/registrar/index.php?module=documents&JAS_DocumentManager_op=downloadFile&JAS_File_id=25
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Grade Reports 
 
WebAdvisor is used to report all Amarillo College grades. Grade Sheets are not sent to 
instructors of record. All grades are reported electronically. 
 
Any Dual Credit faculty member may attend Professional Development training on the 
WebAdvisor Grading System. Check the Professional Development web page for a calendar at  
http://www.actx.edu/pod/. 
 
If you do not attend training, consult the WebAdvisor Electronic Grade Reporting online manual. 
 

 WebAdvisor requires a Web Browser with 128-bit encryption.  If you can’t get 
WebAdvisor to work on your machine, call the HelpDesk at 371-5373 between      
8:00am and 5:00pm for assistance. 

 
 WebAdvisor will not calculate students’ grades.  It is only used to submit grades to the 

registrar’s office. 
 

 Do NOT enter a grade of “Incomplete” for any student.  The “Contract for Incomplete 
Grade” is to be filled out with the student and forwarded by the faculty member to the 
registrar’s office, which will issue the grade of “I.” 

 
 You can change your password any time you want to.  Your password will not have to be 

changed periodically like your Novell network login does. 
 

 Your username cannot be changed. 
 
This manual was created from documents originally created by employees in the registrar’s 
office.  Please direct any questions about the content of this document to that office.  Call 
Charles Hendrick at 345-5540 if you need assistance with the software.  Login problems need to 
be sent to HelpDesk at 371-5373. 
 
If an instructor does not have access to the Internet, public access computers are located on the 
second floor of the Lynn Library on the Washington Street Campus. Or, instructors may check 
with their departmental secretary to see if a computer is available in the department. 
Additionally, the Registrar’s Office will provide computer access and be available to assist with 
grade entry.  
 
 

Student Grades 
 
Grades are no longer mailed to students. Students may obtain their grades reports in three 
different ways: 

1. WebAdvisor. Students log on to the Internet and go to the AC web page, 
http://www.actx.edu/. At the top of the page, click where it says “Login to 
WebAdvisor.” Here the student will receive instructions on how to proceed. 

2. Telephone. Students may call 371-5155 (local) or 1-800-996-6707 (outside Amarillo 
and Canyon) to access grades. Students will be asked for an ID number. The 
student’s ID# is their Social Security Number. The student will also be asked for a 
PIN number. The PIN number is the student’s date of birth. The birth date must be 
six digits, such as 01-13-89.  

3. Transcript. Students may request an Amarillo College Transcript. The request must 
be in writing and signed by the student. In the letter requesting a transcript include 

http://www.actx.edu/pod/?&MMN_position=20:2076
http://sites.actx.edu/%7Epdevelopment/download/Old_Web_Grade_Reporting.pdf
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the student’s name, SS#, and date of birth. Fax requests to (806) 371-5066 or mail 
to: 

Amarillo College 
Attn: Registrar’s Office 
P.O. Box 447 
Amarillo, TX  79178 

Students may also obtain transcripts at the Student Assistance Center on the 
Washington Street Campus. There is no charge for an Amarillo College transcript. 

 
 

Attendance/Grade Records Policy 
 
Faculty must carefully keep attendance records in order to comply with requests from the 
Registrar’s Office. These records are official records of Amarillo College and will be the source 
documents consulted in the event the Coordinating Board officials audit our enrollment reports.  
 
Faculty must keep the record of grades on file in their offices at least five years. If they leave the 
faculty, the record of grades are to be given to the department chair or immediate supervisor. 
Faculty on temporary appointment and part-time faculty must turn in their grade and 
student attendance records to their department chair at the end of each academic year or at 
the conclusion of their teaching responsibilities. 
 
This will necessitate the keeping of two sets of records by dual credit faculty members, one for 
the high school and one for the college. 
 

Syllabi 
 
A syllabus is required for each course taught at Amarillo College. A copy of the current syllabus 
must be kept on file in the appropriate departmental office. Copies of course syllabi may be 
found online at http://www.actx.edu/syllabus/index.asp.  
 
 

Changing Grades 
 
Occasionally it will be necessary to change a student’s final grade. A “Change of Grade Form” 
should be completed, in duplicate, and submitted to the Registrar’s Office. Grade Change 
Forms may be obtained by calling the Office of Off - Campus Programs. If over six months have 
elapsed since the grade was assigned, the Vice President for Academic Affairs must approve 
the change. 
 
 

Affirmative Action 
 
Amarillo College is an equal opportunity employer and will assure that: 
 
1. Persons are recruited, hired, and promoted for all positions without regard to race, religion, 
color, national origin, sex, or age. 
2. Placement decisions are based on an individual’s qualifications for the positions being filled. 
3. Other personnel actions, such as compensation, benefits, transfers, layoff, returns from      
layoffs, College-sponsored training, educational, tuition assistance, and social and      
recreational programs, are administered without regard to race, religion, color, national origin, or 
sex. 

http://sites.actx.edu/syllabus/syllabus.asp


Employment Forms 
 

When a dual crediti instructor is employed initially, an application form must be completed to 
provide stipend information and comply with state and federal requirements. Also, official 
college transcripts are required to be on file with the Office of Personnel Services in compliance 
with accreditation requirements.  
  
To be turned in:  

Amarillo College Application Form  
Official College Transcripts  

  
  

Confidentiality and Access of Students’ Record  
  

Student records are confidential. They may be released only for use by faculty and professional 
staff for authorized College-related purposes. Students may withhold their permission for 
release of records for off-campus use. The only exceptions to this policy would be in a case in 
which such release is required by law.  
  
The registrar is the custodian of the student’s academic record. A student’s academic record 
may include application for admission information, dates of attendance, standardized 
achievement test scores, transcripts from previous schools attended, and various Veterans 
Administration forms.  
  
Amarillo College intends to comply fully with the Family Educational Rights and Privacy Act of 
1974, and each year informs students of its provisions. This Act protects the privacy of 
education records, establishes the right of students to inspect and view their education records, 
and provides guidelines for correction of inaccurate or misleading records. Students also have 
the right to file complaints with the Family Educational Rights and Privacy Act (FERPA) 
concerning alleged failures by the institution to comply with the Act. Local policy explains in 
detail the procedures to be used by the institution for compliance with the provisions of the Act. 
Copies of the policy can be found in the Dean of Student Services Office.  
  
The policy is also printed in the Student Right and Responsibilities, 
http://www.actx.edu/admission/index.php?module=article&view=11. The offices mentioned also 
maintain a Directory of Records, which lists all education records, maintained on students by the 
institution. 
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Support Resources 
 

Amarillo College Library 
http://www.actx.edu/library/ 

 
The Amarillo College Library includes the Lynn Library on the Washington Street Campus, 

West Campus Library Services in the Northwest Branch of the Amarillo Public Library, and AC’s 
Moore County Campus Library in Dumas. 

 
The AC Library was a founding member of the Harrington Library Consortium (HLC), an 

association of over 50 college, public, and school libraries across the Panhandle of Texas. The 
holdings of all the HLC member libraries are contained in the HLC Online Catalog. All students 
and faculty holding a library card from a member library in the dual credit area may use the AC 
Library facilities. 
 
 The Amarillo College Library home page is your starting point for library resources and 
services.  From here you will have off-campus access to the Library databases, which are 
collections of articles in journals and magazines, many of which are available to be viewed and 
printed in their entirety. Library services (book checkouts, materials on reserve, library hours, 
tours, library instruction, guides and tutorials, interlibrary loan, and more) are described fully in 
the “Get Help” section of the Library web pages. 
 
Library tours and research classes for dual-credit faculty and students may be arranged by 
contacting Kaki Hoover, Assistant Director for Instruction (345-5582). 
 
 

Advising and Counseling Center 
http://www.actx.edu/advising/

 
Advising and Counseling services are available for all students and prospective students. 
Professional counselors are available to help individuals evaluate academic, personal, and 
career options. The Advising and Counseling Center has offices at the following locations: 
                       Student Service Center on the Washington Street Campus -  371-5440 
         Student Activities Center on the East Campus – 335-4216 
    Lecture Hall on the West Campus – 354-3646 
    Moore County Campus – 934-7224 
 
General services of the Center include: 
Χ Education and Career planning and academic course advisement for prospective students 

interested in college 
 
Χ Academic advising for those majoring in General studies, Elementary Education and 

persons who are undecided about a major 
 
Χ Comprehensive services for students planning to transfer to universities or entrance into 

professional schools 
 
Χ Counseling to assist those who are having personal or life adjustment difficulties.  
 
The Washington Street Center is open from 8:00 a.m. until 7:30 p.m., Monday through 
Thursday, and from 8:00 a.m. until 5:00 p.m. on Friday. Summer hours vary. 

http://www.actx.edu/library
http://www.harringtonlc.org/
http://catalog.harringtonlc.org/uhtbin/cgisirsi/x/0/57/49?user_id=AC-WASHWEB&password=
http://www.actx.edu/library/
http://www.actx.edu/library/index.php?module=article&view=51
http://www.actx.edu/library/index.php?module=article&view=7
mailto:hoover-kj@actx.edu
http://www.actx.edu/advising/


Assessment Services 
http://www.actx.edu/testing

 
Assessment Services, a unit of the Amarillo College Enrollment Services Department in the Student and 
Academic Development Division, supports instruction and academic planning by providing various testing 
services for students, prospective students and instructors.  These services include standardized testing, make-
up testing, instructional support such as certification and competency examinations, and proctoring services for 
students enrolled in distance learning programs.  Assessment Services administers the Accuplacer and THEA 
exams for placement into college level courses.  The deadline for completing the Accuplacer assessment at 
Amarillo College for placement into Dual Credit coursework is the last business day in June.  
Assessment must be completed PRIOR to enrollment in Dual Credit coursework.  Dual credit students may 
retest one time only.  After they have retested, they must wait 3 months before retesting again. The 
Assessment Center is located in the Student Service Center on the Washington Street Campus.  The phone 
number is 806-371-5445. 
 
Any student who needs accommodations because of a disabling condition may request special arrangements 
for testing, classes, and accessibility by contacting disAbility Services, AC Student Service Center, Room 125, 
806-371-5436. 
 
Amarillo College’s academic honesty policy, published in the Student Rights and Responsibilities Bulletin states:  
“students are expected to maintain a high standard of individual honor in their scholastic work.”  Students who 
are guilty of cheating, plagiarism, or dishonesty may be excluded from classes with a grade of F, or in flagrant 
cases, may be suspended from the College. 
 
In addition, students who are guilty of academic dishonesty while testing will be asked to leave the testing area, 
and his/her scores will be cancelled.  If scores are canceled due to academic dishonesty, the student will not be 
entitled to a refund of the test fee. 
 
TEXAS SUCCESS INITIATIVE 
State legislation, in conjunction with the AC Developmental Plan, requires students entering Texas public 
colleges and universities be assessed for reading, mathematics, and writing skills before they enroll in any 
collegiate course work for credit, unless exempt. 
 
The Student Success Initiative (TSI) was established in 2003 by TEC code 51.307.  TSI is designed to ensure 
that students have the academic skills necessary for effective performance in college-level course work.  
Assessments used at Amarillo College for TSI purposes are THEA (Texas Higher Education Assessment) and 
ACCUPLACER.  Results of these assessments are used by advisors to place students into appropriate course 
work and to help students achieve academic success at Amarillo College.  Assessments are administered by 
Assessment Services located in Room 101 in the Student Service Center.  Testing schedules may be obtained 
in the Assessment Center or by assessing the department’s website.  Legislative and policy changes may affect 
information on assessment services. 
 
Dates and times of tests vary.  Check with the high school counselor for information (registration forms, dates, 
appointments, guidelines, etc.) about each test.  To schedule a test call the Amarillo College Assessment 
Center at 806-371-5445. 
 
 

Access Division 
 

Any student who needs assistance in a course may request a tutor through Peer Tutoring.  Peer 
tutors are available at no cost in almost every subject.  Tutoring can help students understand course 
material better while gaining confidence in their own abilities. All tutoring is done on the AC campus.  
Students may make arrangements by calling the Peer Tutoring Coordinator at 371-5432. 
 
In addition, Lunch and Learn Seminars are offered.  These seminars are held on the Washington 
Street Campus at noon on selected Thursdays.  Each seminar is recorded and tapes may be 
checkout out at the Reserve Desk of the Lynn Library.  A handout accompanies each tape and  
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the handout may be duplicated. For more information about these seminars, contact Ann Britt at 
371-5464.  Topics for the Lunch And Learn Seminars include: 
  20 Ways to Succeed in College 
  Taming Time and Building a Study System 
  Tackling the Textbook and Getting Control 
  Taking Note of Lectures 
  Analyzing Your Learning Style 
  Memory Techniques - Remembering and Recall 
  Stressing the Point 
  De-Traumatizing Test Taking 
  Math! A Four Letter Word 
  Test Review: The Light at the End of the Tunnel 
 
 

Professional and Organizational Development 
http://www.actx.edu/pod/

 
Amarillo College has a comprehensive development program designed to promote quality 
performance and to improve skills of all employees in tasks related to organizational, program, 
and staff development. Under the plan, faculty, classified employees, and administrators each 
have committees representing their particular concerns that prioritize and plan activities. Each 
representative committee sends its ideas to a central clearinghouse committee for further 
refinement, elimination of duplication, and prioritization for budget purposes. 
 
As Amarillo College employees, dual-credit instructors are encouraged to participate in 
Professional Development activities. If you would like to receive information about upcoming 
activities or to become involved in the program, please email Patsy Lemaster, Director of 
Professional and Organizational Development or call 371-5254. 
 
The Professional Development Web site also has information concerning development 
activities.  
 
 

E-Learning/Educational Technology Center 
 

The E-Learning/Educational Technology Center facilitates and promotes the use of technology 
in the academic setting. It assists faculty with incorporating the use of technology in instructional 
design and in the development of online courses and works with departments in designing and 
maintaining web pages. The Center will complete projects for individuals or provide one-on-one 
assistance. 
 
Services provided: 

• Development of online courses 
• Training in the use of technology 
• Web page design 
• Presentations 
• Graphic design 
• Digitization and editing of images and text 
• Conversion of image formats 
• Conversion of word-processing formats to Adobe Acrobat (pdf) 

 
The Center is located in the Lynn Library in room 309. It is open from 8:00 a.m. until 5:00 p.m.  
For further assistance call (806) 371-5141. 

http://www.actx.edu/pod/
mailto:lemaster-pc@actx.edu

	Amarillo College Dual-Credit Program Handbook 2006-2007
  
	Personnel and Addresses
 of Amarillo College 
	Program Description and General Information

	Amariillo College Dual-Credit Guidelines

	Definition of Terms


	Dual-Credit Options and Guidelines
	I. Program Options and Guidelines

	A. Option 1 - Concurrent Credit

	B. Option 2 - During High School Day

	C. Option 3 - Alternate Methods of Instruction

	1. Telecourse

	2. Online Course

	3. Interactive Video Course


	D. Option 4 - Attend an Amarillo College Class


	II. Student Guidelines

	III. Texas Higher Education Coordinating Board Rules


	AC Assessment Levels for Dual Credit

	Remuneration

	High School Faculty Serving as College Instructor-of-Record

	High School Faculty Serving as Facilitator


	Checklist for Students Dual Credit Enrollment

	Amarillo College

	History

	Mission

	Goals

	Commitments

	Professional Educator Code of Ethics

	Organizational Chart


	Policies and Procedures

	Class Rolls

	Student Evaluations

	Drop Procedure

	Grade Reports

	Student Grades

	Attendance/Grade Records Policy

	Syllabi

	Changing Grades

	Affirmative Action

	Employment Forms

	Confidentiality and Access of Students' Records


	Support Resources

	Amarillo College Library

	Advising and Counseling Center

	Assessment Services

	ACcess Division

	Professional and Organizational Development

	E-Learning/Educational Technology Center





