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Nondiscrimination Statement
College of Southern Idaho does not discriminate on the basis of race, color, religion, age, sex, national origin, disability, gender identity, protected veteran
status, or sexual orientation. This policy applies to all programs, services, and facilities, including applications, admissions, and employment. The Dean of
Students has been designated to handle inquiries regarding non-discrimination policies and can be reached at (208) 732-6225 or at the Taylor Building, Room
238, on CSI’s campus, 315 Falls Ave, Twin Falls, ID, 83301.
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ACKNOWLEDGEMENT
Greetings!
Thank you for agreeing to serve as a faculty liaison for CSI’s
dual enrollment program. Please know your participation
is an integral part of the program, and you are fulfilling an
important role in helping high school students understand
the demands of college coursework and to ensure that CSI
credits earned in our dual enrollment program are equally
valid to those earned on campus.
Faculty liaisons verify that high school partner instructors
have the information and tools to teach a rigorous, collegelevel course identical to that offered in an on-campus
setting. Please use this manual as a resource for your work
as a Faculty Liaison. Idaho legislation coupled with the State
Department of Education’s Advanced Opportunities division
and the National Alliance of Concurrent Enrollment Partnerships dictate that concurrent enrollment programs employ
Faculty Liaisons to help fortify relationships and oversee
concurrent enrollment courses.
I welcome you to the team and hope this academic
semester/year is the best it can possibly be. Thank you for
your efforts in ensuring our dual enrollment partnerships
remain strong. Please feel free to contact our program with
questions or to share concerns.
Sincerely,
Jonathan Lord
Associate Dean of Early College
jlord@csi.edu
(208) 732-6280
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DUAL CREDIT
Dual Credit Courses are college courses taken by a high school student for which the student
earns both college and high school credit. Dual credit coursework allows students to make
progress towards a college degree before they finish high school and save on the overall cost of
a college education. Upon completion of a dual credit course, a student’s grade and credit(s)
are recorded on both the high school and college transcripts. Dual Credit coursework takes
place at the high school, online, through the VTC broadcast system, and on the CSI campus.

FACULTY LIAISON
Faculty Liaison Job Description: Quality and academic rigor of the Early College Program (ECP)
is dependent on the active participation of the faculty liaison and professional collaboration
between the dual credit instructor and CSI faculty liaison. The CSI department faculty liaison
provides curriculum oversight and support to the high school instructors. The ECP will provide
administrative and financial support to ensure all dual credit classes offered in partnership with
CSI and cooperating high schools meet high standards of academic rigor.
Responsibilities of Faculty (Faculty Academic Policies 2.02)
All CSI faculty are expected to be professional in their duties and to conduct themselves in an
ethical manner in their role with the institution, its ideals, and its personnel. Part-time faculty
should participate in institutional self-study and strive to maintain or raise the standards of the
College through constructive criticism and suggestions to appropriate faculty and staff. The
College expects part-time faculty to be willing to support administrative and group decisions
and to work toward common goals.
All instructors should consider it a duty to help preserve and protect College property in every
aspect of their professional endeavors.
The primary responsibilities of the faculty liaison are as follows:
• Ensure the dual credit classes reflect the college’s and/or academic department’s pedagogical, theoretical, and philosophical orientation.
• Proactively provide guidance and support to high school instructors in their role as a dual
credit instructor.
• Provide orientation on course curriculum, recommended and/or required textbooks, assessment criteria, and course philosophy to the high school instructor.
• If the curriculum does not meet discipline guidelines, provide a clear action plan to high
school instructor outlining requirements for meeting CSI course objectives.
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• Plan and conduct regular classroom observations/site visits to ensure course integrity, grading
standards, course pedagogy, and other appropriate topics in the content area.
• Communicate department information each semester to high school instructors. Include high
school instructors in departmental correspondence, listserv, academic notices and general
information.
• Supply high school instructors with current sample syllabi, sample exams and other course
materials when requested.

MINIMUM QUALIFICATIONS
The role of a Faculty Liaison is limited to mentoring courses for which he/she is already teaching
online or on campus for CSI, unless otherwise approved by their respective Department Chair or
Associate Dean.

COMPENSATION
Dual Credit Faculty Liaisons will earn $600 for each new high school teacher they mentor and
$200 for each returning high school teacher they mentor. The Faculty Liaison will be paid in
full on the June pay day each year, upon completion of all liaison related tasks. Liaisons are paid
once for each instructor in the academic year, if they conducted a site visit.

TIME COMMITMENT
Estimated time for high school curriculum evaluation and alignment will vary. Newer instructors
may require up to 12 hours of support over the course of a given class or term, not including the
actual site visit. Returning instructors require much less time as they have a clear sense of what
is expected of them.
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DUAL ENROLL
The CSI ECP uses Dual Enroll (DE) as our online management system for
students and instructors. Liaisons will create an account with Dual Enroll and
will be linked to their assigned instructors inside the system. Liaisons will use
this system to provide support and feedback to instructors at three points
during the course; beginning of term compliance, course observation, and end
of term compliance.
Beginning of Term- Dual credit instructors will be prompted via email to log in
to their DE accounts and upload a syllabus for review. Once they have done so,
the liaisons receive a notification via email to review the documents. The liaison
then has the choice to approve the syllabus as is, send back for alternations
with feedback, or deny. If the liaison chooses to send it back for alterations, the
instructor will get an email informing them how to upload an updated syllabus.
Course Observation/Site Visit – Liaisons will use the form provided in DE, and
in the forms section of this handbook, to evaluate instructors during their course.
This is to be done once a year, not once per course. Following the site-visit,
the liaison will upload the evaluation form into DE along with any comments
and send it to the instructor for review. The instructor receives a notification to
review the document and upload a self-assessment and plan for improvement
based on feedback provided in the site visit evaluation. The liaison will receive a
notification once those documents have been submitted for review. If the course
is running during a term in which the site visit is not performed, the liaison
has an option in the DE step to acknowledge the site visit will be, or has been,
completed in a different term.
*In the event a liaison is unable to conduct a site visit in-person, they are asked
to use assisted technology to evaluate the dual credit instructor.
End of Term- At the end of the course, instructors will first need to enter grades
in CSI Connect. Directions on how to do this can be found on the CSI Dual
Credit website in the Teacher’s Toolbox. Instructors will also receive a prompt
from DE to upload an outcomes assessment. Once submitted, the liaison will
have the opportunity to review the document and accept or send it back with
comments for additional information. Instructors are paid the next payroll cycle
following the end of the course and completion of the end of term compliance
requirements.
*A video for instructors, that includes a walk-through of all these steps, can be
found on the CSI Dual Credit website under “Teacher’s Toolbox”
(https://www.csi.edu/dual-credit/instructor-toolbox.aspx). A video walk-through
for mentors can be requested by emailing jaslett@csi.edu.
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INSTRUCTOR RESPONSIBILITIES
Dual credit instructors are hired based on
qualifications determined by each academic
department and approved or denied by the
department chair. This process is completed
through the Dual Enroll system.

tor’s Conference every July. This conference
seeks to gather educators from Southern Idaho
to explore ways to innovate teaching and
expand learning opportunities for students and
instructors. Dual Credit instructors are required
to attend the second day of the conference and
Onboarding – Each instructor is required to
are encouraged to attend both days. During
attend an onboarding session prior to teaching
the second day, the instructors have time
their first course with CSI. This onboarding
designated to meet with the ECP for updates
will provide institutional information as
and informative sessions on dual enrollment
well as discipline-specific guidance. During
operations. They also have time designated for
onboarding the academic department or
discipline-specific professional development
liaisons are responsible to provide instrucwith their designated academic departments.
tion on the course philosophy, curriculum,
During this time slot, the instructors meet with
pedagogy and assessment. The liaisons provide
CSI faculty liaisons, and department chairs, to
materials and examples to enable the dual
discuss topics such as course content, course
credit instructors to meet the college level
delivery, assessment, evaluation, and research
requirements including a course syllabus.
and development in the field.
The CSI faculty member providing the discipline-specific onboarding will also provide
If an instructor cannot attend the P-20 Educaa completed Onboarding Required Evidence
tor’s Conference, the CSI ECP will follow up
form to the ECP (attached pg. 29).
for the required professional development in
three different ways. First, instructors have
Professional Development – Yearly profesthe opportunity to attend any conference they
sional development is required of all dual
choose, as long as it delivers discipline-specific
credit instructors and is provided in a variety of
content. The ECP tracks this by requiring the
different ways throughout the academic year.
instructors to submit an Alternate Professional
The biggest event CSI hosts is the P-20 EducaDevelopment form (attached pg. 15). This form
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gathers the following information; proof of
attendance, liaison, professional development
activity, date of the professional development,
and a description of the professional development activity. Forms must be signed by both
the dual credit instructor and the CSI faculty
liaison.
The second alternative professional development activity happens in conjunction with the
course observation/site visit. The ECP provides
guidance and training to the liaisons on how
the professional development must be in
addition to the site visit. The ECP asks liaisons
to email their dual credit instructors in advance
and ask them for a specific topic or topics that
give students the most trouble. Then, when
they meet with the instructors for the site visit,
they collaborate with the instructors on effective outcome-based methodologies. If the
instructor chooses this form of professional
development, the ECP asks that they provide

the following information; date of professional
development, academic discipline, meeting
minutes, agenda, meeting materials, and
sign-in sheets. The faculty liaison must also
provide a description of how the PD “Further
enhances course-content and delivery knowledge and/or addresses research and development in the field, and an explanation of how
this professional development is distinct from
new instructor training.”
The third and final way that CSI provides
professional development to our dual credit
instructors is through an online Canvas
course. In this model, instructors work through
modules that discuss course content, delivery
and assessment and are asked to complete
discipline-specific assignments. These modules
and assignments are then graded, and the
instructors are provided feedback from the
CSI discipline specific liaison appointed to the
Canvas course.

ACCREDITATION
The CSI ECP is accredited through the National Alliance of Concurrent Enrollment
Partnerships (NACEP). The CSI ECP follows all NACEP standards and its policies.
“NACEP works to ensure that college courses offered by high school instructors are as
rigorous as courses offered on the sponsoring college campus. As the sole accrediting
body for concurrent enrollment partnerships, NACEP helps these programs adhere
to the highest standards so students experience a seamless transition to college and
instructors benefit from meaningful, ongoing professional development. To advance
the field and support the national network of NACEP members, NACEP actively share
the latest knowledge about best practices, research, and advocacy. NACEP’s annual
conference is the premier destination for college officials, high school leaders, policymakers, and researchers interested in creating an effective academic bridge between
high school and college.”
– NACEP.org
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2017 NATIONAL CONCURRENT ENROLLMENT
PARTNERSHIP STANDARDS
Adopted May 2017

PARTNERSHIP STANDARDS
Partnership 1 (P1)

The concurrent enrollment program aligns with the college/university mission and is supported by the institution’s administration and
academic leadership.

Partnership 2 (P2)

The concurrent enrollment program has ongoing collaboration with
secondary school partners.

FACULTY STANDARDS
Faculty 1 (F1)

All concurrent enrollment instructors are approved by the appropriate
college/university academic leadersip and must meet the minimum
qualifications for instructors teaching the course on campus.

Faculty 2 (F2)

Faculty liaisons at the college/university provide all new concurrent enrollment instructors with course-specific training in course
philosolphy, curriculum, pedagogy, and assessment prior to the
instructor teaching the course.

Faculty 3 (F3)

Concurrent enrollment instructors participate in college/university
provided annual discipline-specific professional development and
ongoing collegial interaction to further enhance instructors’ pedagogy
and breadth of knowledge in the discipline.

Faculty 4 (F4)

The concurrent enrollment program ensures instructors are informed
of and adhere to program policies and procedures.

ASSESSMENT STANDARD
Assessment 1 (A1)

The college/university ensures concurrent enrollment students’ proficiency of learning outcomes is measured using comparable grading
standards and assessment methods to on campus sections.
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CURRICULUM STANDARDS
Curriculum 1 (C1)

Courses administered through a concurrent enrollment program are
college/university catalogued courses with the same departmental
designations, course descriptions, numbers, titles, and credits.

Curriculum 2 (C2)

The college/university ensures the concurrent enrollment courses
reflect the learning objectives, and the pedagogical, theoretical and
philosophical orientation of the respective college/university discipline.

Curriculum 3 (C3)

Faculty liaisons conduct site visits to observe course content and
delivery, student discourse and rapport to ensure the courses offered
through the concurrent enrollment program are equivalent to the
courses offered on campus.

STUDENT STANDARDS
Student 1 (S1)

Registration and transcripting policies and practices for concurrent
enrollment students are consisten with thsoe on campus.

Student 2 (S2)

The concurrent enrollment program has a process to ensure students
meet the course prerequisites of the college/university.

Student 3 (S3)

Concurrent enrollment students are advised about the benefits
and implications of taking college courses, as well as the college’s
policies and expectations.

Student 4 (S4)

The college/university provides, in conjunction with secondary
partners, concurrent enrollment students with suitable access to
learning resources and student support services.

PROGRAM EVALUATION STANDARDS
Evaluation 1 (E1)

The college/university conducts end-of-term student course evaluations for each concurrent enrollment course to provide instructors
with student feedback.

Evaluation 2 (E2)

The college/university conducts and reports regular and ongoing
evaluations of the concurrent enrollment program effectiveness and
uses the results for continuous improvement.
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DUAL CREDIT NON-COMPLIANCE POLICY
There are rare instances where the performance of a dual credit instructor at a host high school
does not match the standards set by the College of Southern Idaho, the affiliated content area
department, or the local high school. In these instances, it is sometimes necessary to put a dual
credit instructor into a probationary category or to end the relationship with them as a dual
credit instructor for the College of Southern Idaho.
In addition, in the event an approved dual credit instructor leaves during the school year or
cannot fulfill his/her contracted duties as a dual credit instructor, provisions must also be made
for coverage and completion of the dual credit course(s) affected.
The following are process guidelines for intervention with, or the removal of, a dual credit
instructor, working in partnership with the host high school.
• A performance issue for a dual credit instructor is identified by the content area department
of the College of Southern Idaho, the Office of Instructional Administration, or the local high
school administration.
• The liaison or department chair will communicate with the instructor and express performance concerns and offer support and/or additional training to address said performance
concerns.
• The liaison or department chair will report all activities to the Associate Dean of Early
College, who is responsible for communicating performance concerns to the local high
school/school district administration.
• Based on the specifics of the performance issue as well as previous intervention attempts, the
Associate Dean of Early College or his/her designee (in some cases the content area department chair), after consultation with the liaison and/or department chair, will approve (1) a
probationary period for said instructor, or (2) separation of said instructor from the college as
a dual instructor. The instructor will be notified as to the specifics of the performance issue
and disposition, as well as the high school/school district administration.
• In the event an instructor is unable to complete his/her duties as a dual credit instructor due
to a change in job placement, termination from the local school district, medical leave, or
some other unforeseen circumstance, the department chair of the related content area and
the Associate Dean of Early College will work with the local host high school to (1) approve
a replacement instructor for the interim of the semester, (2) arrange for coverage of the
class with another dual credit or CSI adjunct, or (3) arrange for administrative dissolution of
the class and withdrawal of students if no other solution can be found. All discussions will
require active participation from the administration of the local high school/school district
and their eventual approval.
*Forms for non-compliance probation and termination are provided in the forms section of this
document.
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INSTRUCTOR MEMORANDUM OF UNDERSTANDING
Dual credit instructors will all acknowledge and accept an MOU prior to teaching their
first course with CSI. This document is sent to instructors in DE. The document outlines the
liaison and instructor relationship as well as student responsibilities, instructor responsibilities,
instructor pay and ongoing requirements.
*A sample MOU is provided in the forms section of this documents.

SUPPORT

The CSI ECP is available to provide support to faculty liaisons and dual credit instructors. The ECP has coordinators in local high schools on a weekly basis as well as
coordinators who are housed on campus to provide support, when needed. Liaisons
are encouraged to reach out to any member of the team for assistance. A complete list
of the coordinators can be found on the dual credit website csi.edu/dual-credit.
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FORMS
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Alternative Professional Development
Professional development must be provided by the College of Southern Idaho and be disciplinespecific to meet accreditation standards. Please include proof of attendance with this form.
Dual Credit Instructor:
Liaison:

_____________________________
_____________________________

Professional Development:

_____________________________

Date of PD:

_____________________________

Brief Description of PD activity:

_________________________________
CSI Dual Credit Instructor
(Print)

_______________________________
CSI Dual Credit Instructor Signature

___________
Date

_________________________________
CSI Dual Credit Liaison
(Print)

_______________________________
CSI Dual Credit Liaison Signature

___________
Date
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Memorandum of Understanding (MOU) 2019-2020
A Partnership Agreement Between the College of Southern Idaho Early College Program
&
(Please list your HIGH SCHOOL / INSTITUTION on the line above)
Please note, this document will be used to create your high school’s CSI Dual Credit schedule. Failure to
complete the document in its entirety may result in lost dual credit opportunities.
Dual Credit Courses are college courses taken by a high school student for which the student
earns both college and high school credit. Dual credit coursework allows students to make
progress towards a college degree before they finish high school and participate in a rewarding
college experience. Upon completion of a dual credit course, a student’s grade and credit(s) are
recorded on both the high school and college transcripts. Dual Credit coursework takes place at
the high school, online, through the VTC broadcast system, and on the CSI campus.

Goals and Purpose

The goals of this partnership are to:
- Outline the responsibilities of College of Southern Idaho (CSI) and the high school for
cooperative partnerships in the Early College Program.
- Use resources at both institutions to ensure course alignment and quality of instruction.
- Promote student success and access to degree and certificate opportunities with CSI.
- CSI reserves the right to terminate the partnership for noncompliance with this MOU.

School Responsibilities

The high school will:
- Advise students of CSI recommended GPA of 2.5 or higher at time of enrollment, and that
students are at the sophomore level or higher.
- Work with CSI to ensure the school’s facilities meet the expectations and criteria required
for college classes, college level instruction, and abide by CSI approved textbooks to meet
student learning outcomes.
- Textbooks are purchased by the school district and/or the student as determined by the
school district. CSI is not responsible for purchasing or supplying textbooks for dual credit
courses.
- Make sure dual credit students and faculty have appropriate access to available
instructional resources and essential technology.
- Communicate processes and deadlines for admission, registration to students, parents,
faculty and staff.

1
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-

-

Advise students regarding the responsibilities of enrolling in college level coursework and
ensure that students understand the course’s outcome have the potential to impact future
academic and financial aid eligibility.
Designate an official representative to collaborate with CSI regarding Idaho State
Department of Education Advanced Opportunities.
Identify administrator point of contact, who upholds the MOU with CSI.
Provide orientation and information to students about options to participate in dual credit.
Advocate and support mandatory Professional Development activities.
Immediately notify their CSI Department Chair and the Early College Program in the event
that the instructor is unable to teach the class for an extended period of time, i.e. a period of
more than one week.
Any requests for changes or additions must be submitted in writing no later than 30 days
in advance of the dual credit registration deadlines and agreed upon by all parties.
The school district is liable for instructional costs associated with a CSI provided instructor
at the high school.

Information Exchange Agreement

CSI adheres to Idaho Code Section 33-133 – Definitions – Student Date – Use and Limitations –
Penalties.
- CSI will only release student dual credit data to the Advanced Opportunities Contact
designated in this contract, and/or additional authorized personnel listed below.
Please indicate your school’s designated contact below.
Name of authorized personnel

Email

Phone

High School/Institution Affiliation

Dual Credit Funding Opportunities

State funding is available through the Advanced Opportunities Program at
https://advancedops.sde.idaho.gov/

Applying to Teach Dual Credit

Instructors interested in becoming a dual credit instructor will contact the CSI Early College
Program to determine departmental hiring qualifications and review process.
- New instructors can teach no more than two different disciplines, and no more than two
sections per course.
- The Early College Program and respective department will conduct a thorough review of
following materials for each prospective instructor;
o Letter of support from the principal to include the school’s overall philosophy of dual
credit and how the course you desire to teach fits into the curriculum at the high
school.
o A letter of interest addressing your teaching philosophy regarding dual credit, the
college course you desire to teach and your approach to ensuring students are
prepared to take the course.
o Curriculum Vitae.
o Complete unofficial transcripts including undergraduate and graduate coursework.
- Instructor and principal will be contacted via email and a phone call, regarding the outcome
of the dual credit teaching request.
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2

Dual Credit Instructor Stipend Pay

Instructors will be paid $18 per student, per credit.
Dual credit stipend pay will be distributed in two phases pending the submission of the
competed mentor compliance form and indicated deliverables.

Degree Pathways

The College of Southern Idaho supports the offering of degree pathways as a successful
framework of study for dual credit students.
The Academic Certificate is a pathway intended for students who plan to complete their Associate
of Arts or Associate of Science degree or who intend to transfer into a baccalaureate program after
completing two semesters of study at CSI. Students must complete the minimum number of
credits indicated, from each of the following areas, in order to meet the certificate requirements.
The Academic Certificate is a goal for dual credit students to work towards prior to secondary
graduation.

Academic Certificate

Written Communication
Oral Communication
Mathematical Ways of Knowing
Scientific Ways of Knowing-Must be from two different disciplines with 1 lab
Humanistic and Artistic Ways of Knowing-Must be from two different
disciplines
Social and Behavioral Ways of Knowing-Must be from two different disciplines
Introduction to General Education
Wellness
Minimum Credits Required for this Certificate

*A graduation GPA of 2.0 or better is required for graduation with a degree or
certificate. Each degree may require specific general education courses in each area, be
sure to check your intended program’s curriculum requirements*
Student completing these requirements must apply for graduation online at
my.csi.edu

Credits
6
3
3
7-8
6
6
3
2
36

A variety of different pathways are offered through CSI. To inquire about offering different
pathways in your High School, please contact the CSI Early College Program.

3
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CSI Dual Credit Course Schedule

Please use the form below to list all CSI Dual Credit classes that your school will offer for the 2019-2020 school
year. Please indicate the term the course will run at the high school, such as fall, Trimester 1, Trimester 2 & 3 or
Yearlong. Accurate start and end dates must be provided in order for CSI course registration and grade entry to
function properly. If you have questions in regards to scheduling, please contact-Karrie Hornbacher, Early
College Senior Coordinator at khornbacher@csi.edu or 208-732-6276.
THIS LIST WILL BE USED TO CREATE YOUR HIGH SCHOOL’S DUAL CREDIT SCHEDULE SO PLEASE ENSURE
ACCURACY!

Dual Credit
Instructor Name
EXAMPLE:
Isaac Newton
EXAMPLE:
Clark Kent

CSI College
Course Code

Semester/
Trimester/Yearlong
Please indicate the term
the course will run

High School
Course
Start Date

High
Estimated
School
Student
Course End
Enrollments*
Date

Anticipated
Grade Level
of Student
Participants

MATH 143

TRIMESTER 2 & 3

11-4-19

5-22-20

18

JUNIORS

POLS 101

YEARLONG

8-26-19

6-5-20

25

SENIORS

*Enrollment caps cannot exceed 25 students for ENGL 101, ENGL 102 or COMM 101.

Notes-(Please list any additional information that might help us to build your schedule such as dual credit instructor(s) who are retiring or
are leaving the school, instructors who’ve recently applied to teach dual credit, classes that run on an every other year basis, etc…)

High School Advanced Opportunities Contact (Print)
High School Dual Credit Official

(Print)

Email
High School Dual Credit Official Signature

4

20 | FACULTY LIAISON HANDBOOK

Phone
Date

CSI Early College Program Contacts and Resources
Jarred Aslett, Early College Senior Coordinator
jaslett@csi.edu
208-933-2321
Karrie Hornbacher, Early College Senior Coordinator
KHornbacher@csi.edu 208-732-6276
Polly Hulsey, Early College Senior Coordinator
PHulsey@csi.edu
208-732-6888
Josh Sakelaris, Early College Senior Coordinator
JSakelaris@csi.edu 208-241-2049
Jonathan Lord, Associate Dean of Early College
jlord@csi.edu
208-732-6280
*The College of Southern Idaho reserves the right to terminate this contract and partnership at any time.

5
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Memorandum of Understanding
Between the College of Southern Idaho and the designated dual credit
instructor.
Liaison and Instructor Introduction
Dual Credit Courses are college courses taken by a high school student for which the student
earns both college and high school credit. Dual credit coursework allows students to make
progress towards a college degree before they finish high school and save on the overall cost of
a college education. Upon completion of a dual credit course, a student’s grade and credit(s)
are recorded on both the high school and college transcripts. Dual Credit coursework takes
place at the high school, online, through the VTC broadcast system, and on the CSI campus.
The purpose of the mentor (CSI department chair or faculty) and mentee (instructor)
relationship is to ensure the dual credit course aligns with CSI’s curriculum and the dual credit
instructor is providing a college level experience. This relationship is vital in ensuring course
alignment, maintaining collegial partnerships, and validating compliance with CSI’s National
Alliance of Concurrent Enrollment Partnerships (NACEP) Accreditation.

Student Responsibilities
-

Students who take dual credit coursework with a CSI Instructor, will be required to be
properly placed into classes according to CSI’s placement policy to register for the
corresponding dual credit courses.
Students should meet CSI’s recommended minimum GPA of 2.5 at the time of
enrollment, and be at the sophomore level or higher.
Students are responsible for the outcome of their dual credit course(s) including their
final grade, and understand the course’s outcome have the potential to impact future
academic and financial aid eligibility.
Students are responsible for meeting college deadlines including admissions,
registration, certificate of residency, tuition, drop and withdrawal deadlines established
by the college.
The Family Education Rights and Privacy Act (FERPA) gives students the right to decide
who can view their educational records. If a student wants to allow another individual
1
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(such as a parent) to have access to their information, the student will need to submit a
FERPA release form to the CSI Office of the Registrar.

Dual Credit Instructor Responsibilities
The dual credit instructor will:
-

Be in compliance with the outcomes, assessments and curriculum guide provided by the
department chair or assigned mentor.
Align with the CSI department instructional standards and student learning outcomes.
Work with the assigned CSI liaison to ensure instructional quality and produce
deliverables indicated in Dual Enroll.
Use the appropriate CSI department approved textbook(s) and course materials that
meet established student learning outcomes.
Know CSI enrollment and instructional deadlines.
Review and approve/accept or decline/deny students requesting registration in your
course through the Dual Enroll system.
Use CSI email as the primary means of written communication.
Attend and participate in annual CSI professional development activities.
Immediately notify their CSI Department Chair and the Dual Credit Program in the event
that the instructor is unable to teach the class due to unforeseen circumstances.
Any requests for course section changes or additions must be submitted no later than
30 days in advance of the dual credit registration deadlines.
Class schedules will be built using the High School MOU agreed upon before the start of
the school year.

Dual Credit Instructor Stipend Pay
-

Instructors will be paid $18 per student, per credit.
Dual credit stipend pay will be distributed with the CSI payroll cycle immediately
following the completion of the course and the final ongoing requirements.

Instructor Ongoing Requirements
The dual credit instructor will need to complete a number of steps in
Dual Enroll to ensure compliance.
-

-

Beginning of Term Compliance
o Upload Syllabus and other course documents
Compliance Observation / Site Visit
o Work with faculty liaison to complete a site visit and follow-up documentation
including self-assessment and a plan for improvement.
End of Term Compliance
o Upload grades into CSI Connect and submit and Outcomes Assessment Report
to upload into Dual Enroll.

2
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By clicking agree in Dual Enroll you are acknowledging you have reviewed and
agreed to this document in its entirety.
This document is to be completed once, upon the establishment of the
mentor/mentee relationship or reassignment.

3
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Dual Credit Instructor Onboarding
Required Evidence For Each Discipline
The College of Southern Idaho Early College Program is accredited by the National Alliance of
Concurrent Enrollment Partnerships (NACEP) and as such, must provide evidence CSI is meeting
specific standards. In regards to instructor onboarding, NACEP requires the following:
“Faculty Liaisons at the college/university provide all new concurrent enrollment instructors with
course-specific training in course philosophy, curriculum, pedagogy, and assessment prior to the
instructor teaching the course.”
To prove we are meeting this standard, the Early College Department is requesting you submit the
following evidence for each discipline following instructor onboarding:

Number of Dual Credit Instructors Attending:

_____________ (Sign-in sheet required)

Number of Faculty Liaisons Attending:

_____________ (Sign-in sheet required)

Date of Onboarding:

_____________

Academic Discipline:

_____________

Required Documentation:
- Meeting Minutes
- Agenda
- A sample of course-specific training materials and a description written by the liaison of how new
instructors are trained, including a description on how the materials provided are used.
- Instructor and Liaison Sign-In Sheets
Please submit these materials, along with this sheet, to the Early College Department following the
event.
_________________________________
Department Chair
(Print)

_______________________________
Department Chair Signature

___________
Date
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Dual Credit Professional Development
P20 Required Evidence For Each Discipline
The College of Southern Idaho Early College Program is accredited by the National Alliance of
Concurrent Enrollment Partnerships (NACEP) and as such, must provide evidence CSI is meeting
specific standards. In regards to professional development, NACEP requires the following:
“Concurrent enrollment instructors participate in college/university provided annual discipline-specific
professional development and ongoing collegial interaction to further enhance instructors’ pedagogy
and breadth of knowledge in the discipline.”
To prove we are meeting this standard, the Early College Department is requesting you submit the
following evidence for each discipline following the P20 Conference:
Number of Dual Credit Instructors Attending:

_____________ (Sign-in sheet required)

Number of Faculty Liaisons Attending:

_____________ (Sign-in sheet required)

Date of PD:

_____________

Academic Discipline:

_____________

Required Documentation:
- Meeting Minutes
- Agenda
- Any Meeting Materials
- Instructor and Liaison Sign-In Sheets
- A description of how the PD “Further enhances course-content and delivery knowledge and/or
addresses research and development in the field, and an explanation of how this professional
development is distinct from new instructor training.”
Please submit these materials, along with this sheet, to the Early College Department prior to August
30th.
_________________________________
Department Chair
(Print)

_______________________________
Department Chair Signature

___________
Date
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Dual Credit Professional Development
The College of Southern Idaho Early College Program is accredited by the National Alliance of
Concurrent Enrollment Partnerships (NACEP) and as such, must provide evidence CSI is meeting
specific standards. In regards to professional development, NACEP requires the following:
“Concurrent enrollment instructors participate in college/university provided annual discipline-specific
professional development and ongoing collegial interaction to further enhance instructors’ pedagogy
and breadth of knowledge in the discipline.”
To prove we are meeting this standard, the Early College Department is requesting you submit the
following evidence for each discipline following the P20 Conference:
Date of PD:

_____________

Academic Discipline:

_____________

Required Documentation:
- Meeting Minutes
- Any Meeting Materials
- A description of how the PD “Further enhances course-content and delivery knowledge and/or
addresses research and development in the field, and an explanation of how this professional
development is distinct from new instructor training.”
Please submit these materials, along with this sheet, to the Early College Department prior to August
30th.
_________________________________
CSI Liaison
(Print)

_______________________________
CSI Liaison Signature

___________
Date
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How to access Canvas courses:
1. Go to www.csi.edu
2. Click the Faculty & Staff, then Canvas OR click the Menu icon, then Canvas to get to login screen

3. On the login screen, click LOG TO CANVAS and type your login information
NOTE: On the login page, you will also find the Help Resources for Faculty. If you are new to Canvas, please check
Canvas Instructor Tour – the collection of short (5 min) videos on Canvas basic tools and features (45 min total
time).
4. Type your login information (the same as for CSI email or MyCSI) to login to Canvas
5. Once in Canvas, you’ll see the Dashboard with your courses. Click on the course “card” you want to access.
NOTE: If you don’t see your course, please click Courses (on the yellow vertical bar), then All Courses, and search
for the course. You can add it to the Dashboard by clicking on the star next to the course title to highlight it.

To get Help on how to use Canvas, you can choose any of the options listed below:
•
•

Call CSI Help Desk at (208)732-6311 (from 8 am to 5 pm) or email them at helpdesk@csi.edu
Contact Canvas Tier 1 support (free service is available 24/7). The phone number or link to the live chat can
be found by clicking the HELP icon on your Canvas Dashboard as shown below:
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To submit grades:
1. Log into CSI Connect with your network user name and password. You can get
to CSI connect by clicking on “quick links” at the top right corner of the main
CSI homepage.
2. Select the ‘Faculty Dashboard’ tile
3. Select the ‘Course Management’ tile
4. In the Faculty Course Control portlet, which lists all of your courses, use the
drop down menu next to the course name to select grade entry.
5. Select a final grade for each student on your grade list.
6. Click Save at the bottom of the page when you are done. The most common
error is forgetting to Click Save!
• The ability to enter grades automatically closes at 12:00 PM the Tuesday
following the last day of the course. Please make arrangements to ensure
grades are entered before this time.
• You cannot make grades changes in MyCSI. Grade changes must be done
through the Office of the Registrar by completing a grade change form. Forms
can be submitted in person or by emailing a scanned copy to
mmcfarlane@csi.edu.
• Remember that grades of ‘F’ require entry of the last date of attendance. You
will not be able to submit your grades if you have entered a grade of ‘F’ but the
date is missing.
• If you discover a student who should have been dropped for no show during
the first week, DO NOT enter a grade. Please complete a “Drop for No Show
Correction Form”.
• To issue an “I” a copy of the Incomplete grade contract (attached) needs to be
submitted to the Office of the Registrar. Forms can be submitted in person or
by emailing a scanned copy to mmcfarlane@csi.edu. When the student
completes the missing work please submit a Grade Change form to update the
grade.
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Non-Compliance Probation
The College of Southern Idaho (CSI) Early College Department, Academic Department, or Faculty
Liaison has identified areas of non-compliance regarding your partnership with the college. The
following areas must be addressed prior to ______________ or your partnership with the college may
be terminated:
___ Academic Alignment

___ Professional Development Participation

___ Poor Communication

___ Required Compliance Deliverables

Dual Credit Instructor:

_____________________________

Liaison:

_____________________________

Date of non-compliance notification:

_____________________________

Brief Description of non-compliance:

_________________________________
CSI Faculty Liaison Signature
Date

__________________________________________
CSI Dual Credit Instructor Signature
Date

_________________________________
Early College Signature
Date
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[address]
[address]
[address]
[address]
Re: Non-compliance with College of Southern Idaho Policy and Procedures
Dear ____:
This letter will serve to notify you that you are out of compliance with College of Southern Idaho Policy
and Procedures regarding your dual credit coursework, inform you of the actions which caused the noncompliance, and serve as a partnership termination notification.
The academic department overseeing your dual credit coursework has identified the following areas of
continued non-compliance:

In a letter dated ______, CSI requested corrective action to address these issues. The college feels you
have not rectified the issues and will terminate our partnership effective ________.
If you have any questions/comments regarding this action please contact me at (208) 732-6280 or by
email at jlord@csi.edu.
Sincerely,

Dr. Jonathan Lord
Associate Dean of Early College
College of Southern Idaho
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INSTRUCTOR PERFORMANCE EVALUATION – DUAL CREDIT INSTRUCTOR
Employee Name:
Department:

DC Liaison Name:
Date of Evaluation:

ATTACHMENTS (Responsible Party):

DOCUMENTS TO BE INCLUDED IN THE
PREPARATION AND DISCUSSION:

__ Student Eval Summary Report (Chair)
__ Liaison Notes (Liaison)
__ Other, specify:

__ OA Forms, incl. Self-Reflection (INSTRUCTOR)

2)

Are responsive to students’ needs and treat all
individuals with respect.

3)

Present ideas clearly and are available to
students.

4)

Exhibit fairness when evaluating students and
provide timely, constructive feedback.

5)

Exhibit knowledge about the primary work area
or discipline

6)

Display behavior consistent with professional
ethics.

7)

Do work in a well-prepared and well-organized
manner.

Usually

Show a positive attitude about students’
abilities to learn and are enthusiastic about their
primary professional responsibilities.

Sometimes

1)

Rarely

LIAISON-ASSESSMENT

--

--

--

Comments

8) Accept assistance from other instructors and from
administrators and give consideration to
feedback from students and others.
B. Participation in non-required College- and
Department-related activities is optional
C. Professionalism and Collegiality
D. TRENDS OR THEMES FROM STUDENT
EVALUATIONS

FACULTY LIAISON HANDBOOK | 41

(This is the point at which the instructor and liaison should have a meeting and develop goals.)
FUTURE GOALS, with Inspiration (ADDRESSES OUTCOMES ASSESSMENT, LIAISON
ASSESSMENT, STUDENT EVALUATION FEEDBACK, or OTHER?)
F

GOAL

INSPIRATION

F
F

Liaison comments:

Instructor comments:

X __________________________________
Instructor Signature

__________________________________
Date

X __________________________________
Liaison Signature

__________________________________
Date

X __________________________________
Next Level Supervisor Signature

__________________________________
Date

Copies to: ___ Instructor ____ Liaison ____ HR Dept. (Original)

Rev: 11/12/2019
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1

Personal and Confidential
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Contact Us:
(208) 933-2320
dualcredit@csi.edu

