SERIES 5000:
ACADEMIC POLICIES

5010

ASSESSMENT 

Danville Community College is required by State action to provide a comprehensive plan for student outcomes assessment.  The Danville Community College Plan was approved by the State Council of Higher Education for Virginia in 1987 and has been updated each year.  The plan includes a variety of procedures to insure that the institution has an effective process for improving the instructional and student development programs.  These include:

1. Assessing general education competencies of 100 degree seeking students (Associate of Science, Associate of Arts and Science, and Associate of Applied Science Degrees).
2. Administering pre- and post-tests to Developmental Studies students.

3. Tracking the progress of selected groups of students during their enrollment at Danville Community College.

4. Surveying graduates, employers, and non-completers about the                         programs at the College.

5. Using a variety of assessment techniques to measure the level of success of students in meeting the objectives of their programs of study.

Students are required to participate in the assessment procedures appropriate to their curricula.  For additional information, contact the Vice President of Academic and Student Services.

5010.1
Institutional Effectiveness Days

Two class days are designated each academic year (one per term) as Institutional Effectiveness Days.  The purpose of these two days is to provide time to conduct assessment activities.  Faculty in each program at Danville Community College have developed student outcomes objectives for each curriculum, and experience has shown that the variety of assessment techniques needed for each program requires a significant amount of time.

Each class will be assigned an activity that will be used either for program assessment or for general education assessment.  If by chance any class is not involved in assessment activities, it will meet as scheduled.

The faculty of each program will meet during the early part of the semester to plan assessment methodologies.  During this meeting, faculty should select course sections that meet on Tuesdays and begin planning the assessment activities.  After all programs have made their choices, the Director of Planning, Effectiveness, and Research and the academic deans will work with selected faculty in identifying other course sections to use for General Education assessment.

Some of the assessment activities may be more suitable for early in the semester. Consequently, it is appropriate, and even encouraged, for some course sections to conduct assessment activities on a Tuesday early in the Fall and use the Institutional Effectiveness Day for regular class instruction.

5020

ACADEMIC LOAD


The normal course load during a regular semester at Danville Community College is 15-18 semester hours (not including SDV 100).  A student wishing to enroll in 19 or 20 semester hours (not including SDV 100) must have a 3.0 grade point average or higher and the approval of his/her division dean.  Under exceptional circumstances, a student may be allowed to enroll in more than 20 semester hours provided a request is made in writing to the Vice President of Academic and Student Services and supported by written statements from the student's advisor and division dean.

During the summer session, a student is restricted to two regular courses each summer or 12-14 semester hours for the entire summer session.  Students wishing to enroll in 15 semester hours must have a 3.0 grade point average or higher and/or the approval of the appropriate division dean.  Under exceptional circumstances, a student may be allowed to enroll in more than 15 semester hours provided a request is made in writing to the Vice President of Academic and Student Services and supported by written statements from the student's advisor and division dean.

5030

ACADEMIC STANDARDS 


College instructors in all academic and technical fields will require students to exhibit a quality of work consistent with their major and related fields of endeavor.

5040

ACADEMIC STANDING OF STUDENTS 


Students are considered to be “in good standing” if they maintain a semester minimum grade point average (GPA) of 2.00; are eligible to re-enroll at the college; and, are not on academic suspension or dismissal status.
5050
STUDENT WARNING, PROBATION, SUSPENSION, AND DISMISSAL POLICIES


5050.1
Academic Warning 
Students who fail to attain a minimum grade point average (GPA) of 2.00 for any semester shall be placed on academic warning.  Students on academic warning should be encouraged to consult with their advisor/counselor and take advantage of academic support services provided by the college.
5050.2
Academic Probation 
Students who fail to maintain a cumulative grade point average of 1.50 shall be on academic probation until such time as their cumulative average is 1.75 or better.  The statement “Academic Probation” shall be placed on their permanent record.  Students on probation are ineligible for appointive or elective office in student organizations unless special permission is granted by the Vice President for Academic and Student Services or another appropriate college administrator.  Students may be required to carry less than a normal load the following semester and are required to consult with their advisor/counselor.  Students shall be placed on probation only after they have attempted 12 semester credits.
5050.3
Academic Suspension 
Students on academic probation who fail to attain a grade point average of 1.50 or better shall be placed on suspension only after they have attempted 24 semester credits.   Academic suspension shall be for one semester.  The statement, “Academic Suspension,” shall be placed on the students’ permanent records. Students who are placed on academic suspension and wish to appeal should follow the appeal process established by the College.  Suspended students may be reinstated at the conclusion of the suspension period by following the process established by the College.  Students who have been reinstated from academic suspension must achieve a 2.00 grade point average for the semester of their reinstatement and must earn at least a 1.75 grade point average in each subsequent semester of attendance.  The statement “Subject to Dismissal” shall be placed on the students’ permanent records.  Students who have been reinstated from academic suspension will remain subject to dismissal until their grade point average is raised to a minimum of 1.75.  Reinstated students may be required to carry less than a normal course load the following semester and are required to consult with their advisor/counselor.  
5050.4
Academic Dismissal 
Students who do not attain at least a 2.00 grade point average for the semester of reinstatement following academic suspension shall be academically dismissed. Students who achieve at least a 2.00 grade point average for the semester of their reinstatement following academic suspension must earn at least a 1.75 grade point average in each subsequent term of enrollment.  Failure to attain a 1.75 grade point average in each subsequent semester until the cumulative grade point average reaches 1.75 shall result in academic dismissal.  The statement “Academic Dismissal” shall be placed on the students’ permanent records.  Academic dismissal is normally permanent.  In exceptional circumstances, students may appeal and be reinstated following processes established by the College.  Students who have been reinstated after academic dismissal will remain submit to dismissal until their cumulative grade point average is raised to a minimum of 1.75  Reinstated students may be required to carry less than a normal course load the following semester and are required to consult with their advisor/counselor. 
5060

STUDENT ATTENDANCE POLICY

Regular attendance at classes is essential for academic success.  When absence from a class becomes necessary, it is the responsibility of the student to inform the instructor prior to the absence, whenever possible.  The student is responsible for making up all work missed during an absence.  Any instruction missed and not made up will necessarily affect the grade of the student regardless of the reason for the absence

It is the philosophy of Danville Community College that student and faculty interactions are critical to the learning process.  Class attendance enhances this process.  Regular attendance is thus expected of students.  Students missing twenty-five percent (25%) or more of the total time allocated for classes and/or labs may be administratively withdrawn from the course upon recommendation of the instructor.  Students who are administratively withdrawn prior to the completion of 60% of the classes and/or labs will be issued a grade of “W.”  After that point, students who are administratively withdrawn will be issued a grade of “F.”  Faculty have the discretion to establish more restrictive policies which will be published in the course outline.  Faculty also have the option to excuse a student when documented, mitigating circumstances prevent the student from attending a class or lab session.  Students should be aware that failure to attend classes will negatively affect their finances and award.
5060.1
Faculty Responsibilities
· Faculty must verify attendance.

· Faculty are required to input into SIS the last date of attendance for any student receiving a “U” or “F” grade.

· Faculty are required to consistently review attendance.  Students that never attended should be flagged accordingly in SAILS by the census date.  Students’ names should be submitted to Admissions as administrative withdrawals once they have missed 25 percent of the total class time in accordance with the College’s Attendance Policy.    Those dates will be sent to the faculty each semester by the Admissions Office.*

*These attendance dates enable the college to comply with Virginia Community College System policies (VCCS Policy Manual, Section 8, “Census Date and Registration Periods,” 8.3.0) and federal financial aid guidelines per Title IV.

5070

AUDITING 


Students desiring to attend a course without taking the examination or receiving credit for the course may do so by registering to audit through the usual registration process and paying the normal tuition.  Permission of the division dean or another appropriate academic administrator is required to audit a course.  Audited courses carry no credit and do not count as part of the student’s course load.  

Students desiring to change status in a course from audit to credit or from credit to audit must do so within the swap/drop period for the course.  Students who desire to earn credit for a previously audited course must re-enroll in the course for credit and pay normal tuition to earn a grade other than “X.”  Advanced standing credit should not be awarded for a previously audited course.
5080

REGISTRATION  


Registration is held prior to the beginning of each semester or term.  Information regarding procedures for student registration is available online. 
Students are encouraged to register via the Internet on the College’s website.  Students can also register for classes by mail by completing a DCC registration form and returning it with tuition payment to the College’s Business Office.
5090

REGULAR STUDENTS



During late registration, swap/drops will be initiated in the office of the division in which the student is enrolled.  Instructor approval is required for adding or swapping classes during this time.  Swaps are processed in the Admissions or Academic Offices.  Changes will be reflected on “final" class rolls.  No grades will be issued for classes dropped before the class census date.  Each instructor has the responsibility of checking and reporting to the Admissions Office any discrepancies in class rolls and those actually attending classes.

5100

DOMICILE FOR STUDENTS UNDER 

24 YEARS OF AGE 



All students who are under 24 years of age will be presumed to be a dependent student unless they meet one of the following criteria:

1. They are married.

2. They are a veteran or an active duty member of the U. S. Armed Forces.

3. They are a graduate or professional student.

4. They are a ward of the court or were a ward of the court until age 18.

5. Both parents are deceased and they have not been legally adopted.

6. They have legal dependents other than a spouse.

7. They are able to present clear and convincing evidence that they are financially self-sufficient.

Students who are 19 to 23 may prove they are independent even if they do not meet the first six criteria above, but only if they provide documentation such as their parents' income tax forms showing they were not claimed the previous year by their parent or parents.  They will also need to show how they are self-supporting.  Students who are 18 years of age or younger cannot establish domicile.  

5100.1

Domicile Appeals Process 
A student who disagrees with an initial tuition classification may make a written appeal to the Domicile Appeals Committee within ten (10) calendar days of the initial notification.  The committee will respond to the appeal within fifteen (15) calendar days.  The Domicile Appeals Committee shall consist of two members of the Student Services area.
No person who serves at one level of this appeals process shall be eligible to serve at any other level of this review.

If the student still disagrees with the tuition classification, the student may file a final written appeal with the Dean of Student Success and Academic Advancement.  This written appeal must be made within five (5) calendar days of the student’s notification of the first appeal.  The Dean of Student Success and Academic Advancement will notify the student in writing of the final administrative decision within thirty (30) calendar days of the receipt of the appeal.

A student who is not satisfied with the outcome of the review by the Dean of Student Success and Academic Advancement may appeal to the appropriate circuit court.  The student must file a petition for review with the court within thirty (30) calendar days of receipt of the decision by the College Registrar.
5110

GRADING SYSTEM


The grade point average (G.P.A.) is determined by dividing the total number of grade points earned in courses in the student's curriculum by the total number of credits in his/her curriculum.

In order to receive any letter grade, a student must have attended a minimum of one class meeting or the equivalent in the case of a distance learning course.  In a distance learning course, initial student attendance is determined by course participation as measured by accessing and using course materials, completion of a class assignment, participation in a course discussion, or other evidence of participation.  Students who enroll in a course but do not attend a minimum of one class meeting or the distance learning equivalent by the census date or earlier date as defined and published by the institution must be administratively deleted from the course by the college.  Existing college policies regarding tuition refund shall remain in effect.

The grades of A, B, C, D, P, and S are passing grades.  Grades of F and U are failing grades.  R and I are interim grades.  Grades of W and X are final grades carrying no credit.

5110.1

Grading—Developmental Studies
A grade of “S” (Satisfactory) shall be assigned for satisfactory completion of the developmental studies course. 
A grade of “R” (Re-enroll) shall be assigned to a student who makes satisfactory progress during the term but has not completed the course objectives. This grade, which is to be used only for developmental studies, is to permit re-enrollment for the completion of the course objectives. 
A grade of “U” (Unsatisfactory) shall be assigned to a student not making satisfactory progress. The Developmental Studies academic advisors, with the concurrence of the Dean of Student Success and Academic Advancement, will determine the subsequent sequence of courses for the student who receives a grade of “U.” 
A student may enroll no more than twice in any single developmental course. Appeal for a third and final enrollment must be addressed to the Admissions Committee. 

5110.2

Explanation of Grades 
The quality of performance in any academic course is reported by a letter grade, the assignment of which is the responsibility of the instructor.  These grades denote the character of study and are assigned quality points as follows:

A
 Excellent

4 grade points per credit

B
Good


3 grade points per credit

C
Average

2 grade points per credit

D
Poor


1 grade point per credit

F
Failure

0 grade points per credit

I 
Incomplete 
No grade point credit. The “I” grade is to be used only for verifiable unavoidable reasons that a student is unable to complete a course within the normal course time. To be eligible to receive an “I” grade, the student must (1) have satisfactorily completed more than 60% of the course requirements and attendance and (2) must request the faculty member to assign the “I” grade and indicate why it is warranted. The faculty member has the discretion to decide whether the “I” grade will be awarded. Since the "incomplete" extends enrollment in the course, requirements for satisfactory completion shall be established through consultation between the faculty member and the student. In assigning the “I” grade, the faculty member must complete documentation that (1) states the reason for assigning the grade; (2) specifies the work to be completed and indicates its percentage in relation to the total work of the course; (3) specifies the date by which the work must be completed; and (4) identifies the default grade (B, C, D, F, P, R, or U) based upon course work already completed. Completion dates may not be set beyond the subsequent semester (to include summer term) without written approval of the chief academic officer of the campus. The student will be provided a copy of the documentation. Procedures are established to ensure that all “I” grades that have not been changed by the faculty member through the normal grade change processes are subsequently changed to the default grade assigned by the faculty member. An “I” grade will be changed to a “W” only under documented mitigating circumstances which must be approved by the Vice President of Academic and Student Services.
P 
Pass 


No grade point credit (applies to special 




courses. P/U Option: No more than seven 





credits can count toward graduation.) 
R 
Re-enroll 

No grade point credit (used only for 




Developmental Studies courses. See above). 

S 
Satisfactory 

No grade point credit (used only for 




satisfactory completion of a Developmental 




Studies course). 

U 
Unsatisfactory 
No grade point credit (applies to specialized
 courses and seminars). 

W 
Withdrawal 

No credit (A grade of withdrawal implies 




that the student was making satisfactory 




progress in the course at the time of 




withdrawal or that the withdrawal was 




officially made before the “deadline” date 




published in the college calendar.) See 5130 




Withdrawal Policy. 
X 
Audit 


No credit (Permission of the Division Dean is 




required to audit a class.) 

The grade point average (GPA) is determined by dividing the total number of grade points earned in courses by the total number of credits attempted. 
5110.3

Grade Processing 


5110.4
Final Grades

Final grades are provided to students at the end of each semester.  Only final grades are a part of students’ permanent records and shall be recorded on their official transcripts.


5110.5
Transcript Paper and College Seal
Security transcript paper and the College seal will be kept in a secure place in the Admissions Office.


5110.6
Review of Procedure
The grade processing procedure will be reviewed periodically by the Vice President’s Council to ensure compliance and to determine if any revisions need to be made.

5120

WITHDRAWAL POLICY  


Students should be aware that withdrawal from a course might negatively affect their financial aid award. Students should be encouraged to check with the Financial Aid Office to determine the impact of a course withdrawal on financial aid eligibility. 
The official date of withdrawal is the date the withdrawal is processed in SIS.    If a student withdraws from a class prior to the termination of the swap/drop period for the session, the student is removed from the class roll and no grade is awarded.  After the swap/drop period, but prior to the completion of 60 percent of a session (nine weeks for regular session), a student who withdraws or is withdrawn from a course will be assigned a grade of “W.” 
After the 60% point, if a student withdraws or is withdrawn from a course(s) or the College, a grade of “F” will be assigned. Exceptions to this policy may be made under mitigating circumstances. If mitigating circumstances cause the withdrawal, and if the student is making satisfactory progress at the time of withdrawal, the grade of “W” will be given.  Division Deans will decide whether the reason for withdrawal is mitigating. 

5120.1
Administrative Withdrawal

Faculty may administratively withdraw any student who has missed 25 percent or more of total class time.  An Administrative Withdrawal Form should be completed and submitted to the Admissions Office. 
5130

REPEATING A COURSE


A student is normally limited to two (2) enrollments in the same credit course.  If special circumstances warrant consideration of a third enrollment, the student must submit the appropriate Third Enrollment Form to the Admissions Committee.  Please note all requests for third enrollments into classes must be “submitted and acted upon” before the first day of classes for the term of enrollment.  After reviewing the request, the Committee will notify the student in writing of the decision.   This documentation is filed in the student's permanent record.

5140

ACADEMIC RENEWAL


Students, who return to the College after a separation of five (5) years, or more, may petition for academic renewal. The request must be in writing on the Academic Renewal Selection Form available in the Admissions Office. 
The purpose of this policy shall be to adjust the cumulative grade point average (GPA) of eligible students who have enrollments from 1984 and forward. 
If a student is determined to be eligible for academic renewal, “D” and “F” grades earned prior to reenrollment will be deleted from the cumulative and curriculum grade point average (GPA), subject to the following conditions: 

a. 
Prior to petitioning for academic renewal the student must demonstrate a renewed academic interest and effort by earning at least a 2.5 GPA in the first 12 semester hours completed after reenrollment.
b. 
All grades received at the College will be a part of the student’s official transcript. 

c. 
Students will receive degree credit only for courses in which grades of “C” or better were earned prior to academic renewal, providing that such courses meet current curriculum requirements. 

d. 
Total hours for graduation will be based on all course work taken at the College after readmission, as well as former course work for which a grade of “C” or better was earned, and credits transferred from other colleges or universities. 

e. 
The academic renewal policy may be used only once and cannot be revoked once approved. 
A student denied “Academic Renewal” may appeal the decision to a committee of at least three people. This committee will be chaired by the Dean of Student Success and Academic Advancement, and the other two committee members will be appointed annually by the Dean of Student Success and Academic Advancement. A written appeal should be sent to the Dean of Student Success and Academic Advancement within seven (7) days of denial. 

NOTE:   Separation from the college for "Five years or more" is defined as a minimum sixty-month period of continuous non-enrollment at the college.

An "eligible' student must be enrolled at the college as of Summer 1994, or any term forward from Summer l994 in order to qualify for Academic Renewal.  However, the continuous sixty-month period of non-enrollment may have occurred prior to Summer 1994, as well as the qualifying period of re-enrollment and subsequent completion of an additional twelve credits.

The qualifying "2.5 GPA based upon first twelve semester hours completed" is defined as a GPA calculation involving all courses and attempts taken in any term (or terms) up to the point of the twelfth semester hour being completed.  A 2.5 GPA must be achieved based upon a calculation of all courses and attempts within the qualifying period of re-enrollment.

For additional information, see the VCCS Policy Manual. 

5150

CLASS RECORDS




Since final grade reports are required for all students, each faculty member is required to maintain sufficient class records of both grades and absences and to report this information at the appropriate times each semester.  Each student's final exam should be kept on file for one year if it is not returned to the student.

5160

CLASSROOM RESPONSIBILITIES


Instructors are expected to meet all classes promptly and to hold classes for the scheduled period of time.  No scheduled class is to be dismissed, canceled, or changed as to time or place without the approval of the appropriate division dean.

5170

CLASS HOURS AND INSTRUCTIONAL

MINUTES 


Class hours for all credit courses will provide for the appropriate number of instructional and non-instructional minutes.  Class hours for credit courses offered in a non-traditional format and fractional credit courses will include appropriate breaks; non-instructional time may never be included in calculating instructional minutes of a class.

5180
NEW CURRICULA/PROGRAM APPROVAL PROCEDURES 


See DCC Policy Manual, Section 1000:  General Administrative Procedures, Section 1090.  
5190

SYLLABI AND COURSE OUTLINES 


It is the responsibility of each division dean to file an outline for all courses for which his/her division teaches each year.

5190.1
Course Syllabi
The following policy is intended to guide Division Deans and faculty members in preparation of course syllabi.

1.
A master syllabus for each course will be online.

2.
A syllabus will be prepared for each course offered by Danville 
Community College.

3.
The course syllabus will be distributed to each class member on 
or about the first class meeting.

4.
All faculty members teaching the same course within a 
department should use the syllabus adopted for that department 
as a guide.

5.
An up-to-date syllabus for each course taught shall be on file in 
the office of the Division Dean.

6.
All course syllabi shall be prepared by the appropriate faculty member and approved by their Division Dean and shall include the following:

a. The division in which the course is taught;

b. A listing of all curricula in which the course is required;

c. A course description as it appears in the College Catalog;

d. Dates for withdrawal including the date to withdraw and receive a refund, as well as the date to withdraw and receive a “W” grade;

e. The relationship of the course to the curricula objectives in the curriculum in which the course is taught;

f. Any special preparation required for enrollment including prerequisites and corequisites;

g. The major topics that will be covered in the course;

h. The learner outcomes (competencies or objectives) that students will be expected to master in the course; 

i. Identify how each learner outcome will be measured;

j. An Americans with Disabilities Act statement.

5190.2
Course Outlines  

The following guidelines are intended to guide division deans and faculty members in preparation of course outline.

1. Each faculty member will prepare a course outline for each course they teach at Danville Community College.

2. The course outline will be distributed to each class member on or about the first class meeting.

3. While all faculty members teaching the same course within a department should use the same course syllabus, each faculty member should customize the course outline to meet their individual needs and teaching style.

4. An up-to-date course outline for course taught shall be on file in the office of the Division Dean.

5. Course outlines shall be prepared by the appropriate faculty member and should include the following information:

a. The course section number and course title;

b. Any course prerequisites;

c. The date and semester in which the course is being taught;

d. The instructor's name;

e. The instructor's office number;

f. The instructor's office hours;

g. The instructor's office telephone and home telephone if they so desire.

h. A list of all textbooks and required readings in the course;

i. A summary of the course content which will be covered by the instructor;

j. A detailed description of the attendance requirements that will be expected by the instructor;

k. The grading procedures which will be used by the instructor.  The instructor should list the methods that will be used to measure student progress in achieving the course objectives.

l. The make-up examination policy.

m. An Americans with Disabilities Act statement.

5200

EXAMINATIONS 


Students will be expected to take their examinations at the regularly scheduled times.  No exception will be made without the permission of the instructor of the class.  A faculty member should not move a regularly scheduled final exam to a different time or place without the approval of his/her division dean.  The final exam period will be fully utilized for all students in a constructive learning experience as determined by the responsible faculty member.  A final exam is not required for each course by the College; utilization of the final exam period for a learning experience is required.

5200.1
Final Examination Calendar Requirements 

The following table will be used to calculate the amount of time to be scheduled for all final examinations.

	Number of Semester Hours
	Number of Lecture Contact Hours
	*Number of Lab Contact Hours
	**Final Exam Time Block
	Number of Exam Time Units

	1
	1
	0
	2.5 hours
	1

	2
	2
	0
	2.5 hours
	1

	3
	3
	0
	2.5 hours
	1

	4
	4
	0
	5.0 hours
	2***

	5
	5
	0
	5.0 hours
	2***

	6
	6
	0
	5.0 hours 
	2***

	1-9
	0
	2-27
	2.5 hours
	1

	2-9
	1
	2-27
	2.5 hours
	1

	3-9
	2
	2-27
	2.5 hours
	1

	4-9
	3
	2-27
	2.5 hours
	1


Courses having a laboratory component will have met the VCCS requirement of ". . . 800 minutes of instruction for each semester 'hour of academic credit" prior to the final examination period.  This is due to the 2:1 or 3:1 contact hour to semester hour ratio used in assessing credit hour awards for laboratory courses.  All final examinations will be scheduled in units of two and one-half hours.

***Each final examination will be scheduled within blocks of 2.5 hour time units.  Where two or more units have been scheduled, one could be used as a final examination, one could be used as a regular class period, as a review period prior to the examination, or as an opportunity to discuss the results of the test.

EXAMPLES OF THE AMOUNT OF TIME TO BE SCHEDULED FOR FINAL EXAMINATIONS

	Course Number
	Number of Semester Credits
	Number of Lecture Contact Hrs.
	Number of Lab Contact Hours
	Final Exam Time Blocks
	Number of Exam Time Units

	BIO 102
	4
	3
	3
	2.5 hrs.
	1

	ITE 195
	1
	1
	0
	2.5 hrs.
	1

	ENG 111
	3
	3
	0
	2.5 hrs.
	1

	ETR 112
	2
	1
	2
	2.5 hrs
	1

	MTH 173
	5
	5
	0
	5.0 hrs.
	2

	NUR 106
	6
	2
	12
	2.5 hrs.
	1

	PED 105
	1
	0
	2
	2.5 hrs.
	1


5200.2
Credit By Exam
Credits will be awarded for courses based on national tests such as CLEP, IB, and AP.  Exceptions to this policy may be granted by the Vice President for Academic and Student Services acting on a recommendation of the faculty member teaching the course, his/her division dean, and only if the student is placed in a curriculum.

5300

ADVANCED STANDING FOR 

EXPERIENTAL LEARNING GUIDELINES


Recognizing that many adults have gained college-level knowledge in non-collegiate settings--through work experience, seminars, workshops, non-credit courses and other educational experiences--Danville Community College provides a mechanism for evaluating and awarding credit for that knowledge and skill.  Credit earned through this evaluation process is considered Advanced Standing Credit (ASC).
The following should apply to the Advanced Standing Credit requirements:

1. To earn credit for prior learning, an individual must be admitted to the curriculum in which advanced standing is requested.

2. As much as 25 percent of the required curriculum credits may be earned through the advanced standing process.

3. Advanced standing credits awarded through the advanced standing evaluation process will be posted to the student transcript after the student has successfully completed 15 credits of course work in the curriculum with a cumulative grade point average of at least a 2.25 in the curriculum.

4. Advanced standing will be awarded only for courses in which a student is not currently enrolled and has not been previously enrolled.

5. Any courses for ASC must be listed in the VCCS Curriculum Guide.  Course content of all courses must be readily identifiable with a discipline listed in the VCCS Curriculum Guide.

6. Student records shall reflect advanced standing by recording thereon the following terminology:

Advanced standing in course; number credits awarded by equated occupational experience.
The procedure for attaining ASC may be found online and in the Student Handbook.  
5310

WAIVER OF REQUIREMENTS 


If a student has reason to believe that previous educational studies, training programs, or work experience may entitle him/her to an adjustment in the coursework required in a particular curriculum, he should contact the Vice President of Academic and Student Services to determine procedures before registering for classes.  A student may qualify for waiver of requirements for admission to a curriculum, for course prerequisites, and for courses in a curriculum department or division concerned through interviews and/or tests.  However, at least twenty-five (25) percent of coursework must be completed at Danville Community College for the student to be eligible for an associate degree or diploma.

5320

TEXTBOOKS  


The College recognizes the cost of textbooks has become a significant proportion of the cost of attendance at Danville Community College.  The College also recognizes that an instructor has far more responsibility in the educational process than simply presenting all of the information in a textbook.  In this light, the College believes:

1.
That if instructors request that students purchase textbooks, then the book should become an integral and substantive part of the course(s) with various assignments made in direct reference to the textbook.

2.
That faculty may opt to use alternative course materials, but must respect all copyright laws.  The decision must be approved by the division dean.

5320.1
Textbook Selection Policy (as per State Board policy)


1. Faculty members will receive information about the cost of textbooks.

2. Textbooks should be selected that can be used in course sequences where possible.

3. Textbook costs should be a significant consideration in book selection.

4. The same textbook should be used for all sections of the same course.

5. All textbook adoptions will be for a minimum of three (3) years except when:

a. The text becomes out of print or changes edition.

b. Major changes in courses occur which require a change in the 
textbook.

c. Documentation specifying that a particular textbook is detrimental to student learning is developed.

d.
This policy need not apply to courses taught on an infrequent basis or courses structured for specific community groups.

6.  
Academic divisions’ textbook orders are accurate and timely.

7.  
The College faculty have the freedom to adopt or develop alternatives to traditional textbooks for their classes as per Item 3 above.

8.  
The College Bookstore provides used textbook sales and purchase program that results in significant cost savings to a significant number of students.

9.
The Bookstore will strive to make use of less expensive sources for textbooks.

10.
Faculty, academic deans, and the Bookstore manager will continue to review the faculty book requests to ensure that these policies are followed and the lowest cost alternatives are considered.
11.
The Vice President’s Council will review the revised textbook policy each year to determine if textbook costs have been contained or reduced.

5330

HONORS INSTITUTE

In keeping with the College’s commitment to provide educational opportunities consistent with the ability and interests of the individual student, DCC invites motivated students to enroll in its Honors Institute.  This program consists of individually contracted Honors projects in regularly-sectioned courses, Honors Courses, and an Honors Symposium that includes two courses related by a common theme in addition to a corresponding one-credit hour weekly Honors seminar.  Students may earn “Honors Scholar” designation on their diplomas and transcripts by completing a minimum of 12 credit hours through a variety of options that include Honors Projects, Honors courses, or an Honors Symposium that includes a one-credit hour Honors seminar.  This designation requires that the student achieve a grade point average (GPA) of 3.0 or greater.  All Honors work must be completed one week prior to the graduation ceremony.  Students may earn Honors designation on transcripts only by completing less than 12 hours of Honors work.  Students are eligible for Honors work if they meet all of the following criteria:
1.
Non-Developmental Studies

2.
A 3.25 or higher high school Grade Point Average (GPA).

3.
A 3.0 or greater overall GPA in non-Honors courses.

4.
Satisfy prerequisites of each Honors Community course.

5.
Special life experiences or aptitude for the course(s) and the 
endorsement of two DCC faculty members.

Honors Projects are based on projects negotiated with faculty and the Honors Institute Chair.  These projects can be done in any non-Honors course and typically focus on topics of special interest to the student, requiring appropriate additional or alternative assignments, which go beyond regular coursework.

Students may also earn Honors credit by participating in an Honors Symposium.  An Honors Symposium consists typically of two core courses linked by a common theme.  The work is challenging and is designed to enhance the student’s intellectual capacities.  Students enrolling in an Honors Symposium can expect stimulating and rigorous assignments, which expand the ability to write, think critically and independently, research accurately, and make reasonable inferences.

5340

ACADEMIC FREEDOM AND 

RESPONSIBILITY


To ensure the College offers an instructional program marked by excellence, the Virginia Community College System supports the concept of academic freedom.  In the development of knowledge, research endeavors, and creative activities, College faculty and students must be free to cultivate a spirit of inquiry and scholarly criticism.  The faculty member is entitled to freedom in the classroom in discussing matters relevant to the course.  Faculty and students must be able to examine ideas in an atmosphere of freedom and confidence and to participate as responsible citizens in community affairs.

Faculty members should at all times be accurate, show respect for the opinions of others, and make every effort to indicate that he or she does not necessarily reflect the views of the College or the Virginia Community College System.  
5340.1
Academic Responsibility
The rights and responsibilities that accompany academic freedom are at the heart of the intellectual integrity of the College.  Academic integrity requires that all work for which students receive credit be entirely the result of their own effort.  Plagiarism will not be tolerated in any form.  All students are responsible for the integrity of their examination papers and for the integrity of the work of others taking examinations.  

5340.2
Statement on Plagiarism

Faculty members have the discretion to determine their policy on plagiarism for their courses which may lead up to and include dismissal from the College.  In order to ensure high standards are upheld, we must remind ourselves of the academic responsibilities that we all inherit as members of the DCC community.  We should all be aware that we are part of a wider community of scholars, and it is the exchange of ideas, information, concepts, and data that make the advancement of knowledge possible.  However, just as we expect others to acknowledge the ideas that we have worked hard to develop, so we must also be careful to recognize the people from whom we borrow ideas.


5340.2.1
Plagiarism Policy

A student who receives a failing grade (“F”) in a course as a result of academic dishonesty (such as plagiarism) may not withdraw from that course with a “W” or receive a refund.  This policy applies to any student in a particular course deemed to have committed an act of academic dishonesty during any part of a semester, and regardless of whether he/she has turned in any graded work.  
Mitigating circumstances do not apply in such cases.  A student may appeal the failing grade as outlined in the Student Code of Conduct in the DCC Student Handbook.
5350

COMPUTER LAB POLICY


The computer labs at DCC are provided solely for currently enrolled students at the College for academic use.  Any use of the labs or lab equipment for personal or commercial reasons is strictly prohibited.  Food and drinks (including those with screw caps) are not to be brought into the labs.  Children should not be brought to the labs.
Computers are available to the public in the College’s Learning Resources Center (LRC) and Learning Assistance Center (LAC).  Commercial and unlawful activities are strictly prohibited in public labs.  Community members are asked to use discretion regarding material that others find objectionable.  Anyone who disregards or willfully violates this policy will be asked to leave the lab and may be subject to disciplinary action under the College’s Student Code of Conduct.

5360

GUARANTEED ADMISSION AGREEMENTS


DCC, in keeping with the VCCS, encourages articulation between the VCCS and other institutions of higher education and will adhere to the policies established by the General Assembly and coordinated by the State Council of Higher Education.

5370

Workforce Development Services 



Policies

5370.1
Types of Programs

The following policies pertain to Workforce Development Services.

1.
Apprenticeship Related Instruction 

Apprenticeship Related Instruction is an organized and systematic form of instruction designed to augment on-the-job training for registered apprentices by providing knowledge of the theory and technical aspects of the trade. Related instruction usually consists of a minimum of 144 classroom hours for each year of apprenticeship.

2.
Continuing (Adult) Education and Community Services

Continuing Education programs shall be offered to enable adults in the region to continue their learning experiences. Programs may include both credit and non-credit courses. Appropriate records, as set forth below, must be maintained on all non-credit activities for which c.e.u. credit is awarded.

a.
The following distinction is made between non-credit continuing education activities and community service activities: non-credit activities for which c.e.u. credit is awarded are considered to be continuing education; non-credit activities for which no c.e.u. credit is awarded are considered to be community services. 

(1)
Continuing Education Unit. The continuing education unit (c.e.u.) is defined as ten (10) contact hours in an organized continuing education (adult or extension) experience under responsible sponsorship, capable direction, and qualified instruction. (A decimal fraction of a unit may be awarded for an offering of shorter duration.)

(2)
Full-time Equivalent Continuing Education Student. An annual full-time equivalent continuing education student is defined as forty-five (45) continuing education units.  These may be divided into the following categories:  Conferences, Institutes, Short Courses, Workshops, Seminars, Special Training Programs, and Media Instruction.

5370.2
Non-Credit Grading Policy


5370.2.1 
Recognition

Local college boards have the authority to grant “awards of completion” for

persons satisfactorily completing community service and workforce development non-credit courses. Community service courses are not occupational in content and require a grade. As such, grades are not required for community service courses.

Grades are required for workforce development non-credit courses. Workforce

development non-credit courses are occupational in content and suitable for

Continuing Education Units (CEUs). CEUs do not have to be awarded.


5370.2.2 
Grading System for Workforce Development Non-



Credit Courses

A grade of “S” demonstrates satisfactory course completion. The grade of “G” is used in unique circumstances and at the discretion of the college to recognize limited subject competency. The grade of “U” is a failing grade. “I” is an interim grade or a non-punitive final grade. Grades of “N” and “W” are non-punitive grades. “X” indicates that a course was completed (or taken) for content and no grade awarded.

No grade point credit shall be assigned to the following grades:

S – Satisfactory
 Individual demonstrates subject competency (assignments, labs, tests, clinical, etc.) and fulfilled attendance requirements needed to pass the course. Individual is ready to progress to higher level course. CEUs can be awarded.

G – Progress 
Optional grade used in unique circumstances and only at

the discretion of the College for courses such as ESL, in which demonstration of progression toward subject competency is desired. Individual fulfilled attendance 

requirements but fails to demonstrate the level of subject competency needed to earn an “S” or CEUs. Individual is not ready to progress to a higher level course but would benefit from repeating the course. CEUs cannot be awarded.

U – Unsatisfactory Individual fails to demonstrate subject competency 

and/or fulfillment of attendance requirements needed to pass the course and to move to a higher level course. CEUs cannot be awarded.

I – Incomplete
Individual, due to unavoidable circumstances, attended

part, but not all of a course. CEUs cannot be awarded. Courses for which the grade of “I” has been awarded must be successfully completed by the end of the subsequent

semester for another grade (“S”, “U”, or “G”) to be awarded by the instructor. If “S” is awarded, CEUs can be awarded. If “U” or “G” is awarded, CEUs cannot be awarded.

N – No Show 
Individual neither attends nor formally withdraws from a 




course for which registered.

W – Withdrawal 
Individual formally withdraws from a course after the refund period but prior to the start of the course.

X – No Grade 
No grade awarded. Course taken for purpose of learning the subject matter and not for a grade. CEUs cannot be awarded.


5370.2.3 
Grade Report

Final grades are available to students via the web or the Student Information Services (SIS) or blackboard. These final grades are a part of students’ permanent record of non-credit activities.

5370.3
Community Services

Community services include meetings and special community projects which are designed to provide needed cultural and educational opportunities for citizens of the region. The following policies apply:

a. 
These programs are designed to supplement the regular instructional program, shall be designated as community services, and shall not be regarded as part of the regular instructional program.

b. 
No college credit shall be awarded for these programs.

c. 
These programs shall not be listed on the student's permanent record. 


5370.3.1 
Types of Services

The facilities are available for Non-Profit organizations and personnel of the community colleges are available for community services such as:

a. 
Faculty and staff speaking engagements for local organizations;

b. 
Cultural events;

c. 
Public affairs, lectures and forums;

d. 
Newspaper articles on educational topics;

e. 
Non-instructional radio and television programs;

f. 
Special community (research and development) projects;

g. 
Extension programs offered by four-year institutions;

h. 
General interest films;

i. 
Exhibits; or

j. 
Special campus services for use by local citizens including the library, 


learning laboratory, and counseling center.

The facilities are available as outlined in policy number Series 4000; Section 4260.


5370.3.2 
Administrative Guidelines

The President shall designate the Vice President of Workforce Services or designee to be responsible for the programs of continuing education and community services and shall prescribe the duties and responsibilities in accordance with the policies and regulations of the State Board and the VCCS.

a. 
The Vice President of Workforce Services or designee of the programs shall utilize the assistance of other staff and faculty members and the services of relevantly involved citizens.

b. 
The community college shall work cooperatively with other local and State agencies interested in developing such services.

c. 
Whenever possible and practical, college facilities may be made available for community use. Community college facilities shall also be available to four-year colleges and universities desiring to offer programs at the upper-division and graduate levels.

d.
Periodic reports shall be provided to the Workforce Services Advisory Board and the local college board regarding specialized regional and community service programs. The Workforce Services Board and local college board shall make recommendations to the college administration regarding the development and operation of such programs. The Workforce Services Board or local college board may appoint a special committee of citizens to advise on the establishment, promotion, development, and evaluation of these programs.

e.
Reports for the continuing education and community service (non-credit) programs shall be filed annually with the System Office of the VCCS and as requested by other appropriate agencies.


5370.3.3 
Financial Support
Community education and community service programs and non-credit courses are regarded as being self-supporting in the aggregate. Fees shall be established for Community Education and Community Service offerings appropriated in the Education and General Program such that revenues generated in the aggregate shall be equal to or greater than the direct cost of such offerings   plus an additional 40% as typically applies for administrative overhead support.  Such programs are to be budgeted within the State Maintenance and Operation Budget of each college and all funds are to be received and disbursed through the State Treasury.
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