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College in the  
High School Program 

Instructor Handbook 
(2020-2021) 

College in the High School is a program for academically qualified high 
school students that offers college courses on the high school campus.  
Participating high school teachers partner with WWCC instructors to 
deliver a quarter long WWCC course over one semester, based on the high 
school’s academic calendar.  This program allows students to accelerate 
their academic studies without sacrificing their high school experience or 
impacting school/sport/club participation.   

WWCC Vision Statement: 
Walla Walla Community College will be the catalyst that transforms our 

students’ lives and the communities we serve. 

WWCC Mission Statement: 
Walla Walla Community College inspires all students to discover their potential 

and achieve their goals by providing relevant, equitable, and innovative 
learning opportunities and services. 
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SECTION ONE: INTRODUCTION 
1.1 What is the College in the High School (CiHS) Program? 
Walla Walla Community College collaborates with district, charter, or tribal compact schools to offer 
students the opportunity to enroll in College courses delivered on their campus. Qualified instructors 
work closely with faculty liaisons to insure that the course instruction is equivalent to the same course 
taught at WWCC. High school students concurrently (simultaneously) earn course credit that fulfills 
both college and high school requirements. 

 
1.2 How do students benefit from the program? 
• Students take College courses at their secondary school during regular school hours without 

having to travel to a local college campus; they can continue to participate in activities without 
sacrificing their high school experience.  

• Students can pursue more rigorous academic content in a college-minded culture. 
• Students can build academic confidence in a comfortable, familiar environment, and see 

themselves succeeding in college. 
• The courses included in the program are those most often required in the freshman coursework at 

Washington’s community colleges and universities. 
• Upon completion of the CiHS course, the credits are entered on a student’s college transcript. 

 
1.3 How do high school instructors benefit from the program? 
• Secondary instructors are paired with WWCC faculty liaisons who assist with course instructional 

methodology, curriculum development, assessment, and supplemental materials.  
• A collegial partnership between the secondary instructor and faculty liaison is formed through 

dialog, annual on-site classroom visits, and professional development opportunities. 
• Instructors can challenge and engage students in more rigorous content; students may be more 

engaged while earning college credit. 
• Secondary instructors are building their students’ capacity and confidence as they prepare them 

for higher education.  
• Instructors are continuing their efforts to develop and maintain high quality education standards. 

 
1.4 Will WWCC apply for CiHS program accreditation? 
Walla Walla Community College has applied for CiHS course approval with Washington’s State Board 
of Community and Technical Colleges. It is the College’s intention to pursue program accreditation 
with the National Alliance of Concurrent Enrollment Partnership. NACEP is an accrediting organization 
that supports collaboration between secondary schools and colleges that provide dual credit 
opportunities for students to earn college credit.  
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SECTION TWO: CiHS PROGRAM PROCEDURES & REQUIREMENTS 
2.1. How do I become a CiHS instructor with WWCC?  
WWCC welcomes you to apply to be a CiHS instructor.  If your school or district already has a 
Memorandum of Understanding with WWCC for College in the High School, first talk with your 
principal about what your school and students need, and then work with the CiHS Coordinators on 
either the Clarkston or Walla Walla campus to begin the application process.  If your school or district 
does not already partner with WWCC, please have your principal or superintendent contact us to learn 
more about how CiHS courses could benefit your students.  We want to have your Memorandum of 
Understanding in place prior to the start of class, so please apply in the spring for a fall start date, and 
apply in fall for a January start date.  
  
Instructor Eligibility:  
At a minimum, prospective CiHS instructors must: 
• Have provided at least 2 years of instruction in a public or private secondary school in the 

subject area in which you are applying. 
• Have earned or are currently pursuing a Master’s degree or higher in the discipline or any fields 

equally acceptable, or have a combination of Master’s degree in a closely related field, related 
work experience, and at least fifteen (15) graduate coursework credits in the discipline.  

• All questions of interpretation and clarification of these guidelines, and all evaluations of 
requests to consider other credentials or experience as equivalent, shall reside with the full-time 
faculty of that discipline and appropriate Division Chair, in consultation with the Dean of Arts & 
Sciences.  For specific information regarding the minimum qualifications for the CiHS course you 
are interested in, please contact the CiHS Coordinator to be put in touch with the correct WWCC 
Department/Division Chair. 

Application Materials:  
• Complete the CiHS High School Instructor Information Form.  Please provide: 

o Your contact information 
o Degrees and endorsements 
o Teaching experience, including grade levels and courses taught 
o Additional professional development in the subject area (e.g. workshops)  

Approval/Post Approval Process:  
• Send your application materials to the WWCC CiHS office by email to arts.sciences@wwcc.edu 

or return it to your school principal.  
• The Dean of Arts & Sciences, appropriate Division Chair and select department faculty will 

evaluate your application packet. As part of the review process, we may request a meeting with 
you or schedule a classroom visit. 

• We will notify you and your administrator when the application is approved, or provide 
feedback on what may still be needed to reopen your application for consideration.  
o New instructors will be invited to a New Instructor Orientation at the participating 

secondary school or WWCC campus. The orientation includes information on policies and 
procedures, course administration, and student registration.  

o Your assigned WWCC faculty liaison will contact you to set up a meeting either on your 
campus or ours. Together you will review course content and learning outcomes while 
forming a partnership that brings your combined strengths and strategies to the CiHS 
classroom.   

mailto:arts.sciences@wwcc.edu
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2.2 What are the secondary instructor’s CiHS program responsibilities? 
Our first and foremost concern is supporting you as you deliver college content in your high school 
classroom.  Our priorities are in assisting you with aligning your content, assignments, assessments, 
and delivery with the comparable course taught here on our campus.  Your responsibilities are to 
provide your CiHS /College course to your students, complete and submit required materials when 
needed, and participate in site visits, professional development opportunities, and program reviews.   
• Complete an application and submit needed materials for participation in the CiHS program. 
• Align your syllabus to ensure the quality and equivalency of your CiHS course mirrors the 

corresponding course taught on the WWCC campus.  Your faculty liaison can help with WWCC 
curriculum including textbook, curriculum design, syllabi, student learning outcomes, Master 
Course Outline (MCO), assignments, grading criteria, and other course-related topics. 

• Attend orientation in the fall, usually held on your high school campus.   
• Confirm students have met prerequisites for the class before having students enroll or register.  

WWCC uses a multiple measures assessment process; students may be able to take a placement 
test at your school, if needed.  Please contact your school counselor or the CiHS Coordinator for 
more information.  

• Assist in enrolling and registering students at the beginning of the semester.  Please see the 
section on Student Registration.  In addition, we ask that you provide a copy of the CiHS Student 
Handbook to every student. 

• Communicate with students and parents/guardians.  We want you to be able to share program 
specifics, explain transcribed credit, counsel on prerequisites, and outline the differences in 
course delivery or expectations.  WWCC has developed a single-page parent letter that 
addresses most topics and includes a calendar of due dates. 

• Confirm your roster with the CiHS coordinator, and assist students with adding or dropping the 
class by the deadlines. 

• Deliver a college course to your students.  Reinforce that in your CiHS classroom your students 
are college students with all the responsibilities and expectations that entails.  Expect and foster 
college level thinking, speaking, writing, learning and courtesy.  Uphold the pedagogical, 
theoretical, and philosophical orientation of the WWCC academic department that oversees 
your course.  Your faculty liaison can help with this. 

• Communicate with your faculty liaison, WWCC administrators, school counselors and 
administrators to schedule your Annual Site Visit, student evaluations, and other meetings. 

• Participate in an Annual Site Visit with your discipline-specific faculty liaison.  At this meeting, 
focus on discipline-specific course content, assessment, and related topics while demonstrating 
a typical class session. These annual visits are a required component of the CiHS program. We 
will track visit dates, save completed CiHS Annual Site Visit forms, and provide feedback to you.  
Your faculty liaison will also follow up if we identify areas of potential growth or opportunity.  

• Provide class time for student evaluations to be conducted during your course. 
• Participate in professional development events, workshops, and activities related to content 

and instructional practices.  The CiHS program requires that we track your professional 
development events. Opportunities may occur on either of our WWCC campuses, at K-12 
professional development workshops/conferences, or at your school—possibly after the Annual 
Site Visit. Please submit a CiHS Professional Development Outside Activity form for events not 
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hosted by WWCC.  
• Periodically provide feedback or documentation to assist WWCC in completing Washington 

State Board of Community and Technical College annual reports. We value your input on how 
College in the High School is working in your school and classroom. 

• Submit grades promptly after your CiHS class ends. 
 

SPECIAL NOTE:  CiHS instructors will enjoy the same academic freedoms as all WWCC instructors in the 
selection of course materials and use of preferred learning or instructional strategies.  Your faculty liaison 
will support your decisions while offering suggestions on college- and course-appropriate selections.  Our 
goal is to ensure equivalency across sections and campuses, including the academic freedom granted to 
instructors, not to require your course to be an exact copy of someone else’s.  Please feel free to talk with 
the Dean of Arts & Sciences or Dean of Clarkston Campus for clarification. 

 
2.3 What is the Annual Site Visit? 
We are excited to partner with you in delivering high quality learning experiences to students in your 
high school seeking dual credit opportunities. We take this partnership and our standards of academic 
rigor very seriously.  Periodic site visits allow us to provide collegial mentoring and support while 
ensuring each course taught on your campus is delivered effectively and equivalent in content, rigor, 
and assessment with those taught on our campus. We require site visits annually and will schedule 
them in advance.   
 
THIS IS NOT A TEACHER ASSESSMENT; it is a teaching and course assessment.  You are afforded the 
same academic freedoms all WWCC instructors have in selecting the teaching style and assessment 
strategies that work best for you.  At the conclusion of each site visit, you and your faculty liaison are 
required to sign the Observation & Site Visit Report. The original signed copy is forwarded to the 
College in the High School Director. 
 
Classroom Visit Requirements: 
• We will schedule your annual site visit for a regular school day convenient for you and your 

faculty liaison. It is important that the observation does not occur on a “special” schedule day, 
short class period day, or during a test or field trip.  

• Please reserve time immediately after the classroom observation for a one-on-one conversation 
and reflection. This is required, and a whole high school class period should be set aside for the 
discussion.  

 
Before the Classroom Visit: 
Be prepared to share with WWCC faculty liaison the course syllabus, outline, teaching notes, a lesson 
plan, and examples of handouts, assessments, homework, slides/PowerPoints, and graded student 
work.  
 
During the Class Observation: 
Your WWCC faculty liaison will not actively participate in your class; he or she is there to observe.  
Among other things, the liaison will be looking at the following, excerpted from the Observation & Site 
Visit Report: 
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• The CiHS teacher is using and following the approved college syllabus. 
• The course material, including text books, supplemental reading or course packs, is consistent 

with materials used for the same course on the WWCC campus. 
• The teacher’s presentation and instruction was of the quality and caliber appropriate for a 

college classroom. 
• The students’ level of participation, discussion and engagement was appropriate for college 

coursework. 
• The classroom observation revealed evidence of critical thinking and synthesis of ideas/concepts 

as expected in a college course. 
• The CiHS teacher’s assignments and methods of assessment are in alignment with course 

expectations and learning outcomes.  
 
After the Class Observation: 
• Discuss and share perspectives about the observed classroom session.   
• Provide a random sampling of graded work for review. Your faculty liaison will jointly review the 

samples with you to ensure consistency with on-campus grading standards.   
• Participate in professional development activity, if provided by faculty liaison. 
• If needed, discuss any goals or areas of concern—identified by either you or the liaison—and 

outline the steps necessary to achieve desired improvements.    
• Sign the Observation and Site Visit Report. 

 
2.4 Can a CiHS instructor’s approval be suspended? 
WWCC will work with faculty who are struggling to meet program expectations, whether on our 
campus or yours.  In instances where there is substantial or consistent deficiency in fulfilling 
responsibilities, a corrective action plan with specific outcomes will be negotiated with WWCC staff.  
• Conditions for corrective action plan referral: 

o Non-participation in annual site visits, professional development, and course evaluations. 
o Evidence of non-compliance with meeting course learning outcomes, aligned syllabi, forms 

of assessment, grading criteria, academic rigor, or departmental pedagogy.   
• The corrective action plan will include: 

o The problem(s) or area(s) of con-compliance, in concrete terms 
o Required outcomes 
o Evidence required to demonstrate improvement 
o Timeline for completion 

• If the corrective action plan outcomes are not met or the college/secondary instructor 
relationship fails, the College will not renew the teacher’s approval for the next year’s program. 
We will notify you and your administrator in writing. 

 
2.5 Can student teachers provide instruction in a CiHS classroom? 
Student teachers are not approved to teach in a College in the High School approved course. Should a 
student teacher be assigned to teach the approved course, the course will not be available for 
participating students to earn WWCC course credit. 
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SECTION THREE: COURSE ADMINISTRATION & POLICIES  
 
3.1 How long is the instructional time of a CiHS course? 
• Most CiHS courses are offered for one high school semester rather than one WWCC quarter; 

science courses with lab components are generally run as year-long courses. 
• Year-long and first semester courses are considered Fall quarter courses on the WWCC campus, 

and second semester classes are tied to Spring quarter. 
 

3.2 What should be included in a CiHS course syllabus? 
Your faculty liaison will provide the Master Course Outline (MCO) for your course, along with sample 
syllabi from WWCC faculty.  The CiHS course syllabus should mirror the corresponding WWCC course.   
 
The following section is modified for CiHS and based on the WWCC 2016-2019 Faculty Handbook: 
 
A syllabus is a contract between the faculty member and students in the course.  As such, certain 
elements must be included for students to be successful.  The following required items should be on 
your syllabus: 

a) Your full name 
b) The course name and a designation of “College in the High School” 
c) WWCC course name & item number 
d) High School course name 
e) Textbook name and IBSN number 
f) Exact course description from the MCO 
g) Exact course outcomes from the MCO 
h) Grading and attendance policies in your course (See “3.2 What is the CiHS Course Grading 

System” for additional information) 
i) The following disabilities statement: “To request accommodations related to a disability, 

contact the Coordinator of Disability Support Services at 509.527.4262.”  
j) Religious Accommodation Statement 
k) List of academic and support services available to CiHS students (see below) 

 
Other recommended items: 

l) Statements about academic integrity, student rights and responsibilities, FERPA, and 
important dates including course drop dates.  

m) A statement that the quarter/semester final grade earned by the high school student will be 
recorded/transcribed on a WWCC transcript. 

n) Syllabi may also include a course outline by week, helpful links, resources, or other important 
information or directions.  Some examples include your policy on accepting or awarding 
credit for late work, and any extra credit opportunities, if available.  FYI: some WWCC 
instructors do not accept late work, while many others drastically reduce the points earned 
for late submissions.  WWCC would not deem a policy that permitted late submissions for full 
credit to be equivalent to the typical on-campus section, and this policy should be avoided. 
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In your CiHS class, students will be treated as college students with all the rights and 
responsibilities that entails.  You may find great benefit in directing your students to the Student 
Code of Conduct.  This policy includes reference to student rights and responsibilities as well as 
definitions and consequences for plagiarism.  Many instructors include excerpts from the code of 
conduct in their syllabi with the instructor’s policy on how they handle plagiarism (varies from a 
zero on the assignment to an F for the course). 
 
Consider adding the following recommended text to your syllabus: 
This is a college class, offered in partnership with Walla Walla Community College and their 
College in the High School program.  Class content, assignment, assessments, and academic rigor 
mirror [BIOL& 160] on the WWCC campus.  You can succeed in this course when you bring a high 
level of critical thinking and effort.  Students electing to take this class for college credit will 
receive five (5) credits and a letter grade on their official college transcript.  This grade will be 
included in your college GPA and will follow you in your college career.  For more information on 
whether this class and credit will transfer to other schools and programs, please contact the 
WWCC Office of Academic Records at registrar@wwcc.edu or contact your college or university 
directly. 
 
The CiHS course syllabus will be reevaluated every year with a CiHS staff and/or faculty liaison 
through a face-to-face meeting or email. This ensures that updates and/or course changes are 
reflected in the CiHS instructor’s syllabus, curriculum, assessments, and grading policy. 

 
3.3 How does the CiHS instructor submit grades? 
• The WWCC registrar will email a class roster approximately three (3) weeks before the end of 

the CiHS semester. 
• The CiHS instructor will record each student’s grade and email the form back to the WWCC 

registrar no more than ten (10) days after the semester ends.  This email must come from the 
instructor’s official school email account. 

• Send questions and emails to registrar@wwcc.edu or 509.527.4282.  
 
3.4 What is the CiHS course grading system? 

 
Outstanding Achievement 
A 4.0 points per credit hour 
A- 3.7 points per credit hour 
High Achievement  
B+ 3.3 points per credit hour 
B 3.0 points per credit hour 
B- 2.7 points per credit hour 
 

Average Achievement  
C+ 2.3 points per credit hour 
C 2.0 points per credit hour 
C-  1.7 points per credit hour 
Minimum Achievement 
D+ 1.3 points per credit hour 
D 1.0 points per credit hour 
Unsatisfactory Achievement 
F 0.0 points per credit hour  

 
Grades not included in grade point average (GPA) calculation 
I Incomplete (see description below) 

https://www.wwcc.edu/wp-content/uploads/2015/10/student-code-of-conduct.pdf
https://www.wwcc.edu/wp-content/uploads/2015/10/student-code-of-conduct.pdf
mailto:registrar@wwcc.edu
mailto:registrar@wwcc.edu
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N Audit - Course not taken for credit (does not appear on transcript) 
P Passing - Used for short courses, workshops and where deemed appropriate by the Vice 

President of Instruction. 
W Withdrawal (see description below) 
Y In progress (not a final grade) - Used in courses that allow enrollment on a continuous basis. 

Students who enter such courses after the quarter has begun and need additional time to 
complete course requirements may be given time in the subsequent quarter to the equivalent 
of a quarter. Students do not re-enroll for the time allowed in the subsequent quarter. The “Y” 
grade will be changed to an appropriate letter grade at the end of the equivalent quarter 
through the grade change process. Students needing more than the equivalent of a quarter 
must be given a grade and be required to re-register for the course. 

Z No credit - Student has not met minimal objectives due to extenuating circumstances (accident, 
illness, death in family, etc.). The faculty member initiates this grade. This grade is not 
computed in the grade point average and cannot be changed unless instructor error has 
occurred. 

S/U Satisfactory/Unsatisfactory - Used in a limited number of courses where students will not have 
their work recorded on their transcripts. 

 
*Some departments do not consider a C- grade as sufficient to satisfy course requirements or to 
progress to the next level. 
 
* Students on a 501, 504 or IEP plan please note that a Pass or Fail grade is NOT an option for this 
program.  
 
The Incomplete (I) Grade 
The grade of “I” may be assigned only upon the request of the student and with the concurrence of 
the instructor. It is given to the student who is doing passing work and has completed at least two-
thirds of the course when a circumstance arises that prevents normal completion. Neither lateness in 
completing work nor the desire to do extra work to raise a poor grade is considered an extenuating 
circumstance. A student must obtain an Incomplete Grade Contract from the Office of Admissions and 
Records and negotiate a formal agreement with the instructor specifying the work done, the work 
remaining to complete the course and the time allowed to do the work. 
If the incomplete is to be made up in any other than the subsequent quarter, excluding summer 
quarter, the student must re-register for the course. If a student does not make up the incomplete 
grade, the instructor will change the incomplete grade to the grade and credits agreed to in the 
Incomplete Grade Contract. If the instructor has not specified the grade and credits that the 
incomplete grade will revert to and the student does not honor the Incomplete Grade Contract, the 
incomplete grade will remain permanently on the student record and “0” grade points are earned. 
 



 

 12  

Prerequisite Course Incompletes 
A student may enroll in a course that has a prerequisite course for 
which the student has negotiated an incomplete grade.  However, the 
student must successfully complete the required work for the requisite 
course and replace the incomplete with a grade that meets the 
prerequisite requirement during the first three days of the subsequent 
quarter.  If the student does not complete the prerequisite course in 
the first three days of the subsequent quarter, the college will withdraw 
the student from the current course. 
 
The Withdrawal (W) Grade 
If students feel that they are improperly enrolled in a course, they should initiate withdrawal as soon 
as possible. See the quarterly class schedule for the last day to withdraw. Withdrawals after the 10th 
day of the quarter will become part of the student’s transcript. Students are not eligible to receive the 
Withdrawal (W) grade after the last day to drop (see quarterly course schedule). See the section on 
adding or dropping courses. 
 
Grade Point Average (GPA) 
The grade point average indicates the general achievement of a student. It is calculated by multiplying 
the number of credit hours for a course attempted by the grade points assigned to the grade for that 
course, taking the sum of products calculated and dividing by the total credit hours attempted. The 
calculation does not include courses in which the student received grades I, Z, N, Y, W, S or P. 
 
Course Grades 
At the end of each high school semester, grades are processed for each student enrolled for credit. 
Students may get their grades by getting an unofficial copy of their transcript online at 
www.wwcc.edu/transcripts. 
 
 
3.5 What are the CiHS student evaluation forms? 
During the second half of each CiHS course your students will complete a standard WWCC course 
evaluation form. The intent of the course evaluation form is to include the students’ perspective on 
facets of the classroom, instructor, course delivery, and how well they felt supported in their learning. 
All WWCC students complete the student evaluations.    
• Several weeks prior to the end of your CiHS course, a WWCC CiHS administrator will oversee the 

student evaluation during your regularly scheduled class. This should take 10-15 minutes. 
• The information from the student evaluation will be processed by the CiHS staff; you and your 

high school administrator will be sent a synopsis of the data. 
• Your faculty liaison and a WWCC department lead will review the information; they may visit 

with you about the data. 
 
3.6 What are the CiHS instructor, counselor, and administration surveys? 
In support of new standards around program quality and the impact of dual credit opportunities on 
students, WWCC’s Office of Institutional Effectiveness developed survey instruments and other 

http://www.wwcc.edu/
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measures during the 2018-2019 school year.  These are now a required component of the yearly CiHS 
course approval process for the Washington State Board of Community and Technical Community 
Colleges.  You may be asked to participate in program assessment work or the collection of 
information regarding student performance.  We hope you will help us develop strategies to ensure 
the program is meeting student needs.    
 
3.7 Can the district have a CiHS Co-delivered course? 
District classes participating in the CiHS program with WWCC cannot be co-delivered with another 
dual credit course, such as Advanced Placement, Career & Technical Education (Tech Prep), 
International Baccalaureate, or Cambridge International.  
 

SECTION FOUR: STUDENT ENROLLMENT AND REGISTRATION 
Students are concurrently enrolled at their secondary school and at WWCC. Upon completion of the CiHS 
course, secondary students with a passing grade will earn the associated WWCC transcribed course credit. 
Please refer the CiHS Student Handbook for additional information about assisting students with applying 
to WWCC, registering for classes, and additional information. 
 

4.1 Who can enroll in a CiHS course? 
• Students enrolled at a district offering a WWCC CiHS course. 
• Students in 10th to 12th grade who are academically prepared to meet the requirements of a 

rigorous college level course. 
• Students who have met the prerequisites for the CiHS /corresponding WWCC course.   

 
4.2 How do CiHS instructors help students enroll at WWCC?  
• Communicate prerequisite and placement testing score information and requirements to the 

student and parent/guardian prior to enrolling at WWCC.  All students who do not meet the 
prerequisites should be directed to take the placement test with WWCC; we can arrange for 
students to take the test on your campus. 

• Provide a CiHS Student Handbook and parent letter to each student; they outline WWCC 
transcribed course credit, rigor of the course, and financial cost per credit.  

• Assist students as necessary with navigating the Web Admissions Center on the WWCC Web 
site. 

 
4.3 Course Registration & Tuition Due Dates 
• Students must complete the WWCC Registration/Add-Drop Form and turn it in by the end of the 

second full week of the course/semester.   
 Please provide the course’s four-digit item number to all CiHS students and verify it has 

been entered correctly on the forms. 
• Instructors will collect and submit signed, completed registration forms to the Office of 

Admissions and Records for processing.  Please also submit signed parent letters. 
• Students will be notified by email that they are registered for the College in the High School 

class for transcribed credit.  
• College in the High School courses cost $65.00 per credit, or $325.00 for a 5 credit course.  Some 

districts receive grant funding to subsidize tuition costs.  Please check with your school’s 
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registrar or counselor to determine which students in your course(s) are covered.  Student 
tuition payments are due two weeks after submitting the registration form, approximately the 
end of the fourth full week of class.  Checks can be made payable to Walla Walla Community 
College, 500 Tausick Way, Walla Walla WA 99362.  To arrange for a credit card or cash payment, 
please contact the Cashier at 509.527.4204.   

• Credit card payments can also be made online.  From the WWCC home page, click Pay Now; 
students will need their SID to log in; the PIN is the student’s six-digit birthdate (ex: April 23, 
2001 is 042301).There will be a Registration Fee assessed for any payment made after the fourth 
full week of the semester.  A flyer has been created that outlines steps for paying by credit card; 
we hope you will share this with parents, if requested. 

 
4.4 Course Drop Date  
• Students have until partway through the course to determine whether they want to continue 

taking the course for college credit.  They must complete the WWCC Registration/Add-Drop 
Form, available on the WWCC Web site or from your school counselor.  Your assistance with this 
process is greatly appreciated. 

• Please provide advance notice of the drop date to your CiHS students.  If dropped by the first 
deadline, the student will have no activity listed on his or her WWCC transcript.  Once that first 
deadline has passed, the student may still drop the class but will receive a “W” grade posted to 
their official transcript.  The student will continue enrollment in the class for high school credit, 
but will not receive transcribed college credit.  A student cannot drop the class after the second 
and final drop deadline; once that deadline has passed, the student will receive a letter grade 
transcribed on their WWCC college transcript.  Please see your annual calendar for drop dates. 

• A STUDENT MUST NOTIFY WWCC IN WRITING TO DROP A CIHS CLASS. Notifying the high school 
does not notify the college. Failure to do so may result in a failing grade posted to the student’s 
transcript.  Please ensure the students sends the form to registrar@wwcc.edu  

 
4.5 What Information does the District Provide About Their Local CiHS course? 
• Districts are required to provide CiHS general information materials to all students in ninth to 

twelfth grade and their parents/guardians.  
• The WWCC Student Handbook is available to students and parents. The handbook outlines 

detailed information including the rights and responsibilities of CiHS enrolled students. 
• Possible methods to distribute the information: 

o Distribute informational pamphlets and other material from WWCC that clarifies 
credit/course information for students and parents. 

o Post CiHS information on your Student Handbook. 
o Provide information during parent-teacher conferences, dual credit information sessions, 

family nights, and appropriate events. 
o Email students, parents, and other interested persons. 

 
Section Five: Relevant Student Policies and Procedures 

Accommodations 
WWCC is committed to provide access and promote an atmosphere conducive to academic success 
for all who can benefit from an education. This includes providing reasonable accommodations to 

mailto:registrar@wwcc.edu
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individuals with disabilities. WWCC complies with Section 504 of the Rehabilitation Act of 1973, The 
Americans with Disability Act of 1973, and the recent ADA Amendment Act. An essential component 
of the laws is the right of otherwise qualified students to receive fair access through the 
implementation of reasonable accommodations. Follow your high school policies and contact your 
disability coordinator. The secondary instructor is required to consult with WWCC faculty liaison if 
modifications to essential course requirements may be considered. 
 

Early Academic Warning 
Educational research indicates that early intervention can assist students who are at risk 
academically. Based upon the best practices research, WWCC encourages the use of your high school 
policies related to early academic warning. 
 

Family Educational Rights and Privacy Act (1974) or ‘Buckley Amendment’  
FERPA is a federal law designed to protect the privacy of student education records. It applies to all 
educational agencies or institutions that receive funds by the Secretary of Education. FERPA provides 
guidelines for appropriately using and releasing student education records. Follow your high school 
policies related to FERPA. 
 

Plagiarism/Cheating  
Students have the academic freedom to present their own thoughts and work while building upon 
the ideas and work of others.  This requires careful attention to ensure all non-original work is cited 
appropriately.  Plagiarism is defined as presenting someone else’s work, including the work of other 
students, as one’s own.  A student must give credit to the originality of others and acknowledge 
indebtedness whenever:  

a) directly quoting another person’s actual words, whether oral or written;  
b) using another person’s ideas, opinions, or theories;  
c) paraphrasing the words, ideas, opinions, or theories of others, whether oral or written;  
d) borrowing facts, statistics or illustrative material; or 
e) offering materials assembled or collected by others in the form of projects or collections 

without acknowledgement.  
 
People’s ideas may be contained in written text, visual text, and multi-media products, including 
websites, music, and written text.  Instructors are expected to take disciplinary action on incidents of 
cheating, plagiarism, and academic dishonesty.  Please follow your district’s established guidelines. 

 

Section Six: Walla Walla Community College Core Themes and 
Assessments 

5.1 What is College-Wide Learning Outcomes and Assessment?  
In alignment with four core themes, WWCC is committed to preparing its students for success in their 
future academic studies and professional careers. To that end WWCC relentlessly strives to ensure 
that every student who graduates with a degree or certificate, whether through academic transfer or 
workforce education, has achieved college level competency in four areas. These four areas are called 
WWCC’s College-wide Learning Outcomes, and each outcome consists of knowledge, skills, and 
abilities. The four areas are:  

• Communication  
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• Critical Thinking  
• Diversity, Cultural and Community Engagement  
• Information and Technology Literacy  

 
Cultivating continuous improvement takes place not just in teaching, but also in the work of assessing 
WWCC’s success in preparing students to achieve the college-wide learning outcomes. Developing, 
continually refining, and assessing college-wide learning outcomes enables WWCC to provide a clear 
set of learning objectives as a focus for student learning and faculty professional development. It also 
enables WWCC to keep its promise to students, transfer institutions, and employers that a student 
with a WWCC degree or certificate will possess college-level ability in essential knowledge, skills, and 
abilities. 
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Appendix: 
 

Course Prerequisites List 
 

 
 
Below is a list of the most commonly articulated courses; these are true “dual credit” 
courses as they meet Washington HS graduation requirements and also earn college 
credit at WWCC that will easily transfer to our state baccalaureate (4-year) institutions. 
 

WWCC uses a Multiple Measures assessment system for placement testing, looking at a variety of courses 
including ACT, SAT, AP and SBAC test scores.  This will help determine your correct Math, English and 
Reading placement.  Please click here for information on Multiple Measures.  If you have any questions, 
please contact the Testing Center at 509.527.4267 or email testing@wwcc.edu. 
  

Course # Course Title Reading Writing Math 
BIOL& 160 General Biology w/Lab  Appropriate 

placement score or 
Grade of C or higher 
in ENGL 087 

 

CHEM& 121 Intro to Chemistry  Appropriate 
placement score or 
Grade of C or higher 
in ENGL 087 

Appropriate 
placement score 
or Grade of C or 
higher in MATH 
078, 78E 079 

CMST& 220 Public Speaking (course has no 
prerequisites) 

  

ENGL&101 Composition I  Appropriate 
placement score or 
Grade of C or higher 
in ENGL 097 

 

ENGL&102 Composition II  Grade of C or higher 
in ENGL& 101 

 

ENGL 270 Genre Literature (course has no 
prerequisites) 

  

HIST& 214 Pacific NW History Recommended:  
READ 088 or 
higher 

  

HIST& 148 US History III Recommended:  
READ 088 or 
higher 

  

POLS& 202 American Government Recommended 
READ 088 or 
higher 

  

 

https://www.wwcc.edu/testing/wp-content/uploads/sites/30/2016/04/Multiple-Measures-for-Student-Intake-Portal.pdf
mailto:testing@wwcc.edu
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