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Welcome to ASU-Beebe

We are an independently accredited and operationally separate two-year institution of the
Arkansas State University System. With campuses located in Beebe, Heber Springs, Searcy, Little
Rock Air Force Base, and online, we offer high-quality, affordable education close to home.

The ASU-Beebe Concurrent Enrollment Program (CEP) is a partnership program between ASU-
Beebe and your school district. Through this program you have the opportunity to help prepare
students for the academic challenges of college by enrolling in ASU-Beebe courses before they
begin their full-time college studies.

This Concurrent Enrollment Faculty Handbook contains important information concerning the
course(s) you are teaching. As an official faculty member of ASU-Beebe, you need to become
familiar with this important information and reference it during your time as instructor.

Founded in 1927, ASU-Beebe has a long history as a student-centered university, dedicated to
transforming lives through quality educational experiences. We value our students and
constantly strive to be more effective at meeting their educational and professional needs in
friendly, supportive atmosphere.

If you have any questions please don’t hesitate to contact us.

Ashley N. Hankins
Coordinator of Concurrent Enrollment



Concurrent Enrollment

Act 1097 of 1991 and Act 936 of 2007 of the Arkansas General Assembly provides for students
who are enrolled in an accredited high school and meet the admission standards of Arkansas
State University-Beebe to concurrently enroll for academic courses.

The ASU-Beebe Concurrent Enrollment Program is a joint effort between ASU-Beebe and area
high schools. Upon approval of the students’ high school and ASU-Beebe, a student may take
college classes on their high school campus and/or on ASU-Beebe’s campuses and receive both
high school and college credits.

ASU-Beebe is a proud accredited member of the National Alliance of Concurrent Enrollment
Partnerships (NACEP).

Concurrent

College

Enrollment
Credit
Credit

Arkansas Course Transfer System

The Arkansas Course Transfer System (ACTS) contains information about the transferability of
courses within Arkansas public colleges and universities. Students are guaranteed the transfer
of applicable credits and the equitable treatment in the application of credits for the admissions
and degree requirements. Course transferability is not guaranteed for courses listed in ACTS as
"No Comparable Course." Additionally, courses with a "D" frequently do not transfer and
institutional policies may vary. ACTS may be accessed on the Internet by going to the ADHE
website and selecting Course Transfer (www.adhe.edu).

The University has listed the equivalent ACTS course index number in the ASU-Beebe course
description. For example, ACCT 2003 Principles of Accounting | will have ACTS Course Index:
ACCT 2003 listed.

Most institutions require a C or better for transfer.
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Mission and History

Mission

Transforming lives through quality learning experiences.

Vision

Arkansas State University — Beebe will become a nationally benchmarked institution that
empowers individuals, embraces communities, and transforms lives.

Core Values
Arkansas State University — Beebe subscribes to the following Core Values:
1. Student Success
2. Integrity
3. Diversity
4, Quality
5. Community
History

Arkansas State University-Beebe is a public two-year institution located 35 miles northeast of
Little Rock and 110 miles southwest of Jonesboro and has been in continuous operation since
1927. During this time, it has been known by five different names:
1. Junior Agricultural School of Central Arkansas (1927)
Junior Agriculture College of Central Arkansas (1931)
Arkansas State College-Beebe Branch (1955)
Arkansas State University-Beebe Branch (1967)
Arkansas State University-Beebe (2001)
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The institution operates under the policies of the Board of Trustees and President of the
Arkansas State University System. Programs at ASU-Beebe function separately under the
leadership of the Chancellor. As an operationally separate institution of the Arkansas State
University System, ASU-Beebe consists of the campuses in Beebe, Heber Springs (ASU-Heber
Springs, A Center of ASU-Beebe), and Searcy (ASU-Searcy, A Technical Campus of ASU-Beebe),
and an educational center at Little Rock Air Force Base.

Since its foundation in 1927, Arkansas State University-Beebe has provided two years of course
work for those who wish to transfer to senior institutions. It has also offered associate degrees
and certificate programs which can prepare them to enter the workforce in two years or less. Its
affiliation in 1955 with Arkansas State University has enhanced the institution’s ability to
combine the openness and flexibility of a community type college with the stability and
tradition of a university system.



The institution was established by Act 282 of the 1927 Arkansas General Assembly as the Junior
Agricultural College of Central Arkansas. Citizens of the community donated 320 acres of land to
be used for buildings and agricultural purposes and the first classes were held in October 1929.
Act 68 of 1931 expanded the institution by changing the name to Junior Agricultural College and
by enlarging the curriculum to meet the requirements of a junior college.

The institution operated as an independent state-supported junior college until September 1955
when the Arkansas General Assembly by Legislative Act 84 abolished the institution as an
independent organization and its administration and functions were assigned to Arkansas State
College as a branch of the main campus at Jonesboro. By Act 3 of the 1967 Arkansas General
Assembly, Arkansas State College became Arkansas State University on July 1, 1967, and the
Beebe unit became Arkansas State University — Beebe Branch. In 1971 the responsibility for
maintenance of financial records for the Beebe Branch was transferred from the office of
finance of the Jonesboro campus to the business office of the branch campus at Beebe.

In 1977, the title of the chief officer of the branch was changed from dean to chancellor by an
act of the General Assembly. Since that time the campus administration has been fully
responsible for conduct of the institution’s affairs. The Chancellor is accountable to the
President and the Board of Trustees of the Arkansas State University System.

Act 496, enacted by the General Assembly in 1985, established Arkansas State Technical
Institute at Arkansas State University-Beebe to provide educational programs which combine
academic skills and vocational training in highly technical employment areas. The first programs
were implemented in the fall of 1987. Act 1244, enacted by the General Assembly in 1991,
established the merger of White River Technical College and ASU-Beebe to create ASU Newport,
as an integral part of the ASU-Beebe system. However, during the spring of 2000, the ASU Board
of Trustees, the Arkansas Department of Higher Education, and the Arkansas Higher Education
Coordinating Board approved the status of ASU-Newport as a stand-alone campus pending
completion of stated milestones. ASU-Newport has met all the stand-alone requirements and
now reports directly to the ASU — System Board of Trustees and President.

ASU-Heber Springs, a Center of ASU-Beebe, was established in response to the community’s
desire to have a two-year college presence in Cleburne County. Although continuing education
classes had been offered in the area for several years, local community leaders contacted the
President of the ASU System in 1997 expressing interest. The University conducted a needs
assessment among several entities in the community and the surrounding areas. It was
concluded that Cleburne County would benefit from a two-year college presence due to the
geographic area and local support. In the legislative session of the 1999 Arkansas General
Assembly, ACT 426 of 1999, officially established ASU-Heber Springs, a Center of ASU-Beebe.

Act 90 of 2001 by the Arkansas General Assembly removed the term —branch from legislation
affecting ASU-Beebe. Effective July 1, 2003, Foothills Technical Institute in Searcy merged with
ASU-Beebe to become ASU-Searcy, A Technical Campus of ASU-Beebe. The institution, with its
campuses in Beebe, Heber Springs, and Searcy, and its center at Little Rock Air Force Base, is
now referred to as Arkansas State University-Beebe, and functions as an operationally separate
institution of the ASU System.



Student Success Outcomes

The Student Success Council developed the following college-wide outcomes as identifiers of
student success at ASUB:

Support and Engagement

ASUB will maintain an environment that assists each student to be financially, mentally,
physically and emotionally secure enough to achieve their college objective.

Successful students at ASUB:

e Feel physically and psychologically safe and healthy

* Receive tutoring and mentoring that facilitate their academic success

* Feel welcome on campus by employees, student organizations and activities that foster social
inclusion

e Demonstrate financial literacy through interactions with offices, personnel and course work

Goal Completion
ASUB will work to make sure that each student stays with the University the appropriate
amount of time to complete his or her college objective.

Successful students at ASUB:

® Progress easily through admission, registration and the enrollment processes

® Choose from extensive coursework available online and on campus

* Receive academic advising that helps them achieve their educational and career goals

» Report effective support from financial, tutoring and other ASUB offices

* Have appropriate and attractive facilities and resources available

e Continue their studies at ASUB across semesters and academic years until graduating from
ASUB or achieving their educational goals

» Transfer successfully to a four-year university to continue their studies or obtain employment
within their field or chosen career

Communication
ASUB will provide students with the communication skills necessary to succeed professionally.

Successful students at ASUB:

e Write clearly, concisely and accurately and revise with logical organization utilizing
technological resources

* Read for comprehension so they can restate, explain, infer and interpret information
e Listen for comprehension so they can restate, explain, infer and interpret information
» Speak clearly, concisely, accurately, logically, persuasively and enthusiastically

e Participate in collaborative learning experiences



Student Success Outcomes

Society and Self

ASUB will provide an environment that equips each student to grow as a person, gaining respect
and appreciation for both themselves and the world around them.

Successful students at ASUB:

* Encounter people, situations, and experiences that promote an appreciation for diversity
» Develop interpersonal skills appropriate to professional and academic situations

e Exemplify integrity and ethical behavior in academic, vocational and personal pursuits

® Engage in activities that promote leadership development

* Plan, prepare and initiate goals towards personal, professional and organizational goals

e Demonstrate knowledge of self in the context of society

Creative and Analytical Thinking

ASUB will provide an educational experience that prepares each student to perform well
academically, now and in future endeavors.

Successful students at ASUB:

e Solve problems by recommending, generalizing, modifying, reconstructing, creating and
summarizing

¢ Using a variety of media to create solutions to visual and conceptual problems.

e Solve a variety of mathematical problems using both traditional and technological techniques
and models

e Apply mathematical and scientific reasoning to new and real-life situations while drawing
appropriate conclusions

» Research a subject by identifying and evaluating information utilizing traditional and
technological resources appropriate to the problem or task

* Read, interpret, quantify, model and graph data using traditional and technological formats
e Interpret and evaluate scientific data presented in various formats

e Critically analyze and compare alternative hypotheses or viewpoints



Faculty Qualifications

Credentials

All faculty and academic administrative staff are required to have official transcripts of all
academic work on file in the office of the Vice Chancellor for Academics. All academic transfer
area faculty members will have a Master’s degree or equivalent academic or professional
experience appropriate to the discipline to teach the appropriate courses. All
technical/occupational faculty members will have degrees or professional experience
appropriate to the discipline to teach the appropriate courses.

Joining the Program

10.

11.

12.

Determine what course(s) will be taught jointly between the high school and ASU-Beebe

The ASU-Beebe Academic Dean checks the faculty member’s qualifications with the
requirements set by the college. (Master’s degree with 18 graduate hours in the subject
area.) ASU-Beebe requires a resume and an official copy of the faculty transcripts.

After the ASU-Beebe Academic Dean and/or Associate Vice Chancellor approves the course
and faculty, a Memorandum of Understanding must be in place between the high school
and ASU-Beebe.

Each school should have a coordinator that facilitates the process between the school and
the college. Most high schools elect to have a counselor fill this responsibility.

Make sure the faculty has the correct text and matching syllabus as approved by the ASU-
Beebe Academic Dean/Program Director.

Prerequisites and other course requirements found in the ASU-Beebe catalog should be
checked prior to enroliment.

Make sure all students have sufficient GPA and ACT or equivalent placement scores prior to
enrollment.

Teachers and/or counselors may make concurrent course recommendations.

Students sign up for courses on the high school registration day at their campus or submit
their paperwork to the Concurrent Enrollment Office. Students can only sign up for the
courses that have been pre-approved by the counselor.

The Office of Concurrent Enrollment works with the high school counselor to set registration
dates.

The Office of Concurrent Enrollment will send a registration packet to the high school for
distribution to the students in Concurrent courses.

The forms will need to be handed out to the students prior to the registration date, due to
the fact that they require parental signatures.

9



Faculty Qualifications

13. The Office of Concurrent Enrollment will check registration forms to verify accuracy.

14. The high school concurrent instructors are required to certify the class rosters before the
semester census date.

This process is completed for each academic term. If the high school is interested in the Office
of Concurrent Enrollment attending events to provide information to students and parents,
please contact us at 501.882.8809.

ASU-Beebe’s concurrent enrollment courses are approved through the regular course approval
process.

Faculty interested in teaching a concurrent class must comply with the following requirements:
Talk with their high school principal/superintendent and get the course approved
Submit a transcript and a resume to the ASU-Beebe Concurrent Enroliment Office

Faculty teaching the ASU-Beebe Concurrent Enrollment Courses must meet the academic
requirements for faculty teaching in post-secondary institutions as stipulated by ASU-
Beebe’s respective academic divisions.

ASU-Beebe will provide high school instructors with training and orientation in course
curriculum, assessment criteria, course philosophy, and administrative requirements
before certifying the instructors to teach the University’s courses. All concurrent
instructors are required to participate.

Faculty teaching for ASU-Beebe’s Concurrent Enrollment Program are a part of a
continuing collegial interaction through required annual professional development,
seminars, site visits, and ongoing communication with ASU-Beebe’s faculty and
Concurrent Enrollment Program personnel. This interaction will address issues such as
course content, course delivery, assessment, evaluation, and professional development
in the field of study. Concurrent instructor participation in the professional development
is required by NACEP.

Upon approval, official transcripts must be sent to:

Office of Academics
P.O. Box 1000
Beebe, AR 72012
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Faculty Qualifications

Teaching Requirements

As required by the Arkansas Higher Education Coordinating Board, faculty of ASU-Beebe
concurrent enrollment courses must hold concurrent students to the same standards of
achievement as those expected of students’ on-campus. Every section of a course offered
through ASU-Beebe’s Concurrent Enrollment Program will be annually reviewed by faculty from
that discipline to assure that grading standards meet or exceed those on-campus sections. ASU-
Beebe concurrent students will be assessed using the same methods as their on-campus
counterparts. ASU-Beebe Concurrent Enrollment faculty are required to adopt the same
learning outcomes as those developed for the course on campus. ASU-Beebe concurrent
enrollment faculty are required to use the same or comparable syllabus and the same textbook
as approved by the University. However, an equivalent textbook may be used under the
following conditions:

* The textbook has been recently used for the course,
* The textbook is aligned with the course learning outcomes,
and

* The textbook has been approved by the college or
university.

Evaluations

The faculty evaluation process begins with student evaluations, which are administered during
the academic year as planned by the Office of Academics. The student evaluation form has
statements about the teacher and the course that the students’ rate on a scale. There may be
additional statements that the students respond to, providing suggestions for improving the
course and the delivery of instruction. General student information is also obtained when the
students complete the evaluation form. The evaluation questions are tabulated for all students
in a class and for all classes taught by an instructor each fall, spring, and summer terms. Results
are tabulated and are available for viewing by the faculty and Deans during a pre-determined
period of time each academic year.

Failure of a CEP faculty member to participate in these ongoing activities or adhering to the ASU-
Beebe CEP faculty standards could result in a faculty member being dismissed from teaching CEP
endorsed courses.

Non-compliant Faculty
Concurrent enrollment instructors are employees of the high school at which the concurrent
enrollment course is taught. If the high school wishes to have instructors teach a course as a
concurrent enrollment course, instructors must be approved through ASU-Beebe with the
concurrent Instructor Approval Form. Concurrent instructors must meet the same educational
requirements as all other university instructors. When instructors are approved, their course
may be taught as a concurrent enrollment course. On an academic year basis, ASU-Beebe
approves or disapproves all courses as a concurrent enrollment course.

11



Faculty Qualifications

If an instructor is determined to be non-compliant, the college’s Office of Concurrent Enrollment
and Office of Academics follows the process below, which may lead to the instructor not being
approved to teach in the future.
The following items are considered to be examples of non-compliance:
1. Not participating in required ASU-Beebe Professional Development
2. Not having a syllabus approved by the discipline-specific faculty liaison
3. Not participating in the University Assessment of Student Learning process
4. Failures of the instructor to meet discipline-specific teaching and student learning
expectations discovered during a faculty liaison’s high school site visit, made known by
legitimate and verified student complaints, or revealed in persistent patterns on Student
Course Evaluations
5. Other problems with the concurrent instructor identified by the college’s Concurrent
Enrollment Coordinator, division dean, or discipline-specific faculty liaison
Non-compliant Instructor Process
1. First Act of Non-compliance:
The instructor is informed about the issue and required to fix the problem. Failure
correct the issue may lead to rescinding approval to teach concurrent classes if
the classes have not already begun.
2. Second Act of Non-compliance:
If the issue remains uncorrected -to the satisfaction of the discipline-specific
faculty liaison, division dean, or Concurrent Enrollment coordinator or other
subsequent problems arise, a letter will be sent to the instructor, as well as the
high school principal, and the superintendent. The letter will explain the non-
compliance issue, that is it the second incident of non-compliance by the
instructor, and that the issue must be addressed and corrected. The letter will
also inform them that a third instance of non-compliance will lead to the
instructor’s termination and/or removal from the college’s approved list of
concurrent instructors.
3. Third Act of Non-compliance:
The instructor will be terminated and/or removed from ASU-Beebe’s list of
approved concurrent instructors.

12



Student Qualifications

Admissions Application

Concurrent students are required to complete an online application. Students we wish to attend
ASU-Beebe after high school will need to complete the First-Year application. First Year students
will need an official high school transcript, immunization records, and any other transcript work
sent to ASU-Beebe Admissions.

Information on New Student Orientation, registration for classes, and housing information will
be sent to First-Year students upon completion of your application for admission.

ACT/Accuplacer Scores

Students must provide standardized test scores (ACT or Next Generation Accuplacer), indicating
that they meet the minimum placement test scores established for the course or program in
which they wish to enroll.

High school students must have scored 19 or better on the ACT Reading sub-test (2253 Next
Generation Accuplacer) to enroll in any general education concurrent enrollment course.

Students must score at least a 19 on the ACT in English and Reading to enroll in Freshman
English | (2253 in Reading and 25 in WritePlacer or 2255 in Writing on the Next Generation
Accuplacer).

Students must score at least a 19 on the ACT in Math and a 19 in Reading to enroll in College
Algebra. (2250 in Math QAS and 2253 in Reading on Next Generation Accuplacer).

All campuses administer the Next Generation Accuplacer exam. Testing information is available
by contacting a campus or the Office of Concurrent Enrollment or by visiting the University’s
Student Success Center Testing Services web page: http://www.asub.edu/testing-services/

13
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Student Qualifications

Class Type ACT Next Generation Accuplacer
. Reading — 19 Reading — 253 Math
d Math — 19 QAS - 250
Enelish & Literat Reading — 19 Reading — 253
NEHS terature English — 19 WritePlacer — 5 or Writing — 255
All other G | Edu.
other beneral Eal Reading — 19 Reading — 253

Classes

Required GPA

The student must submit a Concurrent Enrollment Policy/Parent Consent Form, showing they
are a student in good standing at their high school and have a cumulative grade point average
of at least 2.5 on a 4.0 scale along with ACT or Next Generation Accuplacer scores.

The student's parent or guardian, principle, counselor, or high school designee must sign the
Concurrent Enrollment Policy Form. Even if the student is 18 years of age, the parent or legal
guardian must sign the form.

Homeschooled students will need to provide the Concurrent Enrollment Policy/Parent Consent
Form, Off-Campus Verification Form and placement scores.

Student Fees and Accounts
When students register for classes, an account receivable record is created.

All financial obligations must be settled in full before grades, transcripts, or other official records
will be released.

Accounts Receivable Policy

Students can contact the Cashier’s Office at 501.882.8850 or 501.882.8825 to pay for their
courses once registered.
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Student Qualifications

The methods of payment are:

* Payment in full (cash, check, and/or credit card)
* Enrollin a Payment Plan
* Concurrent Scholarship for Juniors and Seniors

Students can see their student account information in Banner Self-Service and can make
credit/debit card or electronic payments online. Students can also set up a payment plan
through Banner Self-Service. Payments are accepted at the cashier windows on the Beebe,
Searcy, and Heber Springs campuses.

No subsequent enrollment is allowed if a student owes an accounts receivable balance from a
prior semester. The student billing account is flagged to prevent registration.

Returned checks are sent to the Cashier’s Office for insufficient funds, stop payments, or closed
accounts. Collection activities for these items will be implemented until payment is received in
full. Returned checks will prevent enrollment and could be sent to the Prosecuting Attorney’s
Office for collection and/or prosecution if not paid.

Past due balances from prior semesters are turned over to the Arkansas Department of Finance
and Administration for collection by the Debt Set Off program. Past due balances are also
turned over to a collection agency the term following that in which the charges occurred.
Accounts remain in the program until fully paid or have been inactive for two years. Student
transcripts will not be released until collection has been received in full.
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Resources

Library

The Abington Library is located on the ASU-Beebe campus. The mission of Abington Library is to
provide a center of academic support for the ASU-Beebe campuses and the communities it
serves. Services include general specialized library instruction for classes and/or individuals and
interlibrary loans. Reference service is available on site, by phone at 501.882.8976, on the
library website or by email at circ@asub.edu.

Group and individual study rooms are available for private study. Wireless access and
computers with network printers are available for use at no charge. Special resources housed
within the library include materials in the Arkansas and Special Collections Room and the
George Fisher Gallery.

Advising & Learning Center

The Advising and Learning Center provides academic support to ASU-Beebe students through
academic advising, tutoring, workshops, and educational technology. Students may visit the
Advising and Learning Center for assistance with most ASU-Beebe coursework, academic
advising issues, or to utilize the open computer lab. In addition to these services, students
enrolled in distance education classes through ASU-Beebe can access the Advising & Learning
Center Online for tutoring via Canvas, Monday-Friday.

Year-round tutoring, academic advising, and other services are free. No appointment is needed
at the Beebe or Heber Springs campus. For more information, contact the Advising and Learning
Center on your campus for specific schedules or go to the Advising and Learning Center
webpage

Locations

Beebe
McKay Student Center Building, Room 200, 501.882.8867

Heber Springs
Heber Springs Student Services/Administration Bld. 501.362.1223

Searcy
Main Building, Room 306, 501.207.6252

LRAFB
University Center, Suite 118 501.988.4581
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Resources

Bookstore

ASU-Beebe bookstore is located at 1113 W. Dewitt Henry Drive Beebe, AR 72012.
Phone: 501.882.0055

Hours: Monday — Friday, 8:00am to 5:00pm.

Testing Services

The Testing Center is committed to maintaining professional testing standards and practices,
safeguarding the confidentiality of test-taker records, and creating an optimal testing
environment for all test-takers.

Exams are offered by appointment only on all ASU-Beebe campuses. You can find information
regarding testing on our testing services webpage, by contacting the desired ASU-Beebe campus
location or the Office of Concurrent Enrollment.

Assessments administered by the Testing Center include:

Accuplacer Next Generation

CLEP (College Level Examination Program)
Correspondence Tests

DSST

HESI LPN/Paramedic to AND/RN Entrance Exam

HESI A2 Entrance Exam for the Practical Nursing Program
Mechanical Reasoning/ASSET (John Deere)

Pearson MyLab

Locations

Beebe
Owner Center, Room 146 501.882.8812

Heber Springs
Student Services/Admin., Room 117 501.362.1225

LRAFB
University Center, Suite 115 501.988.4151

Searcy
Main Bldg, Student Services, Hallway 1, 501.207.6212

For more information, visit the Student Success Center webpage at
http://www.asub.edu/testing-services/testing-center-policies.aspx
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Academic Policy and Procedures

Academic Freedom and Responsibility

Arkansas State University — Beebe acknowledges the principles set out in the 1940 AAUP
statement of academic freedom which includes a firm commitment to intellectual honesty,
freedom of inquiry and expression, respect for the dignity of each individual, and receptiveness
to constructive change. Arkansas State University-Beebe recognizes that academic freedom is
essential to the development of knowledge and understanding and encourages and protects
freedom of inquiry in the responsible and lawful pursuit of these goals through research and
publication and through teaching, learning, and discussion in academic endeavors. Faculty
members are expected to recognize that accuracy, forthrightness, integrity, dignity, and civility
befit their association with the College and their position as men and women of learning. They
should not represent themselves, without authorization, as speaking for Arkansas State
University-Beebe.

Class Rosters

Class rosters are available to faculty on the College’s current higher education enterprise
resource planning (ERP) system or learning management software. Faculty members are
responsible for verifying the accuracy of their class roster on a regular basis. Students must not
be allowed to attend or participate in class if they are not on the class roster. Students whose
names do not appear on the class rosters are considered not officially enrolled. These students
should be referred to the Registrar’s Office.

Students who do not appear on the class roster, but continue attending will not receive an
official final grade at the end of the semester. Questions concerning class rosters may be
clarified by contacting the Registrar’s Office.

Attendance and Enrollment Verification

Each semester every instructor must collect and enter class attendance as instructed by the
Registrar’s Office. Enrollment Verification and more information will be ascertained and
processed by using attendance collected and entered by each instructor for each of the
instructor’s courses. The procedure is performed through the College’s current ERP system or
learning management software. Please refer to the Registrar’s Office for additional
information.

18



Academic Policy and Procedures

Family Educational Rights and Privacy Act (FERPA) for CEP

The Family Educational Rights and Privacy Act (FERPA) protects student information from
disclosure to anyone, including immediate family members;-without the student’s permission.

In general:

* FERPA s a federal law designed to protect the privacy of education records. It also
provides guidelines for appropriately using and releasing student education records.

* Itis your responsibility to protect the confidentiality of student educational records in your
possession.

* |t affords students certain rights with respect to their education records.

* The law applies to all institutions that received funding from the Department of Education.

FERPA and High School Students

If a student is attending a postsecondary institution—at any age—the rights under FERPA have
transferred to the student. However, in a situation where a student is enrolled in both a high
school and a postsecondary institution, the two schools may exchange information on that
student. If the student is under 18, the parents still retain the rights under FERPA at the high
school and may inspect and review any records sent by the postsecondary institution to the
high school.

Arkansas State University-Beebe FERPA policy can be found at:
http://www.asub.edu/registrars-office/ferpa.aspx

Grading System, Grade Points, Incomplete Grades, and Audits

The College Catalog contains the policies and procedures related to the grading system, grade
points and grade point average, incomplete grades, and auditing courses. The class attendance
policy is also in the Catalog.

Letter grades are used to indicate the following qualities:

A = Excellent WX = Withdraw for Excessive Absence
B = Good S = Satisfactory

C = Average U = Unsatisfactory

D = Below Average CR = Credit

F = Failure NC = No Credit

| = Incomplete NR = Not Reported by Instructor

W = Withdrawn AU = Audit

Midterm and final grades are made available to students through Vanguard Portal
each semester.
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Grades, Grade Point, Grade Point Average

Since grade point averages can affect financial aid, academic awards, admission to other
institutions, and scholarships, students are strongly encouraged to stay informed about their
grade point average.

A student’s grade point average is computed:

GPA = Total Number of Grade Points Earned
Total Number of (All) Attempted Credits
To determine the Total Number of Grade Points Earned, use the grading system in the table to
obtain the Points Earned for each class:

Grading System

Grade Meaning Points Earned
A Excellent 4

B Good 3

C Average 2

D Poor 1

F Failure 0

To calculate the Total Number of Grade Points Earned:

* Multiply the Course Credit Hours by the Points Earned for each class=Quality
Points

* Add together all the Quality Points=Total Number of Grade Points Earned the GPA
is carried out to two digits past the decimal point and not rounded up.

Developmental class grades are not included when computing the grade point average. Transfer
credit is not calculated as part of the student’s ASU-Beebe cumulative GPA.

The grade point average may be viewed on the Unofficial Transcript located under the
Academics >> Degree Audit tab in the Vanguard Portal.
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Incomplete Grade Policy

A concurrent student is eligible for a grade of incomplete only when an emergency or other
reason beyond his/her control prevents completion of a course near the end of an academic
term. Students must meet the following conditions to be considered for an incomplete grade:

* The concurrent student must request in advance a grade of incomplete from the
instructor of the course and must make arrangements for completing the coursework
with the instructor.

* Atthe time of the incomplete request, the student must have completed at least sixty
percent of the academic semester. Each instructor may set a higher completion level
requirement for his/her individual course.

* At the time of the incomplete request, the student must have a grade of "C" or better in
the course.

* Atthe time of the incomplete request, the student must be in compliance with all course
requirements as outlined in the course syllabus, including attendance requirements.

* The instructor of a course has sole discretion in initiating an incomplete grade request.
Instructors may deny an incomplete request even if a student meets the minimum
requirements outlined above.

A concurrent student may be required to submit documentation of the reason(s) the student is
not able to complete the coursework. The student and instructor must complete a Request to
Complete Course Form outlining specific work required for course completion and expected
date of completion. Incomplete status is not granted until the appropriate division chair and the
Vice Chancellor for Academic Affairs approve. Students must complete all required work by the
end of the following fall or spring term.

Should this work not be completed within this time frame, the incomplete grade will be
changed to an "F" on the student's transcript. The one term completion requirement is a
maximum time period; instructors may require a shorter time period for satisfactory
completion of the course.

Students unable to complete a course because of military duties or extended jury duty may not
be required to meet all of the requirements outlined above.
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Course-level Assessment Procedure

General education core curriculum courses are assessed annually. A calendar of course
assessment can be viewed on the ASU-Beebe Assessment website
(http://www.asub.edu/about-us/assessment) by clicking on the course-level assessment
schedule tab. Course-level assessment is coordinated through a course lead instructor. The
name of lead instructors may be found on the above linked schedule of course assessment
document.

Course-level assessment centers on the specific learning objectives and the aligned general
education outcomes listed on your course syllabus. The specific learning objectives listed in the
syllabus represent the minimum knowledge and skills that are to be covered in any offering of
the course, at any location, at any time. Instructors are encouraged to enrich the course
appropriately as their time, talent, and experiences allow, but it is imperative that the integrity
of the course curricula be maintained.

It is our goal these procedures are as least intrusive as possible, but it is imperative this process
occur in all offerings of the course. Please recognize that once an assessment instrument and
procedure have been selected, your participation is required.

Your lead instructor will provide you with instructions and materials for executing the
component of course level assessment that is currently in progress. You may be asked to do an
initial assessment, an improvement strategy, and/or a follow-up assessment. The materials
utilized in the assessment process, such as the assessment tool, detailed data results, handout
examples, etc., should be electronically forwarded to the Lead instructor for your course. After
submitting the findings to your lead instructor, she/he will compile all the results into a single
report. The report will indicate whether the course’s student learning objectives were met and
what, if any, plans have been made for improvement. Overall, the goal of this process is to
improve student learning.

We hope to make this a positive experience for you and hope we can work together to improve
student learning.
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Faculty Banner Self-Service

ASU-Beebe provides a Cloud-Based Single Sign-On Portal. In an effort to provide the campus
community with seamless access to multiple applications. This will allow all students, faculty,
and staff to log in to multiple applications with a single set of credentials. Single Sign-On (SSO)
will provide users the ability to work without interruption and quickly access everything they
need, without the delay of switching between apps.

Single Sign-On can be accessed through the ASUB website, ASUB mobile app, or from any web
enabled device. Users will still perform the DUO security identification verification on first sign
on.

Users are able to customize their portal home screen and place all of their favorite or daily use
software links in their personal Banner Self-Service screen for easy access.

Banner Self-Service is accessible from the my.asub.edu hub. Once you log into my.asub.edu,
select the "Banner Self-Service Registration Faculty/Advisors Landing Page" tile.

Visit the Banner How-To Guides tile for the following:

How to access Banner Self-Service
How to enter attendance

How to post midterm & final grades
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Transcript

Arkansas State University-Beebe has partnered with the National Student Clearinghouse
(NSC) online transcript service to provide our students and alumni a faster and more
efficient method to obtain official transcripts. Please see the Registrar’s Office webpage
for more instructions, students may request an official transcript online for a nominal
fee of $3.50 per transcript.

Change in Schedule/Drop Course
Dropping a course is a serious decision that could have a great impact on a
student’s educational opportunities. The step-by-step process for dropping an
individual class after the open registration period, is as follows:
1.  Obtain an Individual Course Drop Request form from the advisor (Concurrent
Enrollment Office) — one form per course.
2. Discuss decision to drop course with the instructor and obtain course instructor’s
signature on the form.
3.  Returnsigned Individual Course Drop Request form to the Concurrent Enroliment
Office. The student may request a copy of the form for his/her records.
4. The Concurrent Enrollment Office will notify the Registrar’s Office of the drop
request.

* Students, who drop from a course after the end of late registration before
the drop deadline, will receive a grade of “W” on his/her transcript at the
end of the term.

* Refunds will be made according to the Refund of Fees schedule that
appears in the University Catalog and on the Withdrawal Refunds tab on the
Cashier's Office webpage.

* Students, who stop attending a course or all courses without following the
appropriate drop or withdrawal procedure may receive a "WX" or failing
grade(s).

Withdrawal from the Semester/Term

Students, who wish to completely withdraw (drop all courses) from the current semester/term
after the open registration period, must first meet with their high school counselor to discuss

alternatives to withdrawing. The process for withdrawing from the semester is as follows:

1. Meet with high school counselor to discuss the decision to withdraw from the semester.

2. The student will then submit the form to the Concurrent Enroliment Office.

3. The Concurrent Enrollment Office will notify the Registrar’s Office for processing.
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Refunds will be made according to the Refund of Fees Schedule that appears in the University
Catalog and on the Cashier’s Office/Tuition webpage, Withdrawal Refunds tab.

Students, who withdraw from the semester or term after the end of late registration until the
published drop deadline, will receive a grade of “W” on the student’s transcript at the end of the
term.

Students, who stop attending a course or all courses without following the appropriate drop or
withdrawal procedure, may receive a “WX" or failing grade(s).

Academic Forms and Documents
The primary forms and documents that are for concurrent faculty have been uploaded to the
ASU-Beebe Concurrent Enrollment webpage: Concurrent Enrollment (asub.edu)

* Concurrent Enrollment Policy/Parent Consent Form
* Off Campus School Verification Form

* Academic Calendar & Deadlines

* ACT 1118 Waiver

* Individual Class Drop Form

* Concurrent Enrollment Checklist

* Tuition Funding Programs

* Concurrent Enrollment Student Handbook

* University Syllabus

If a form cannot be located, contact the Concurrent Enrollment Office, 501.882.8809 or
501.882.8832.
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Accreditation

Arkansas State University-Beebe

The Higher Learning Commission

A commission of the:
North Central Association of Colleges and Schools
230 South LaSalle Street, Suite 7 500
Chicago, lllinois 60604
(800) 621.7440 or (312) 263.0456
http://www.ncahlc.org/
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Concurrent Enrollment Program

National Alliance for Concurrent Enrollment Partnerships

P.O. Box 578
Chapel Hill, North Carolina 27514

(919) 593.5205 http://www.nacep.org/
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