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BRIEF OVERVIEW OF DUAL CREDIT COURSES OFFERED IN PARTNERSHIP BY HIGH 
SCHOOLS AND COMMUNITY COLLEGES 

 
 

In Illinois, dual credit programs between high schools and their community colleges take 
many forms: 

1. Community college courses taught by qualified high school teachers during the high 
school day for dual credit (high school and community college credit).  

2. Community college courses offered just for high school students during the normal 
school day at either the high school or at the community college and taught by either 
a qualified high school or community college instructor for dual credit. 

3. High school students attend their community college during the school day for dual 
credit. 

4. High school students attend their community college outside of the school day and 
with high school permission earn dual credit. 

5. High school teachers bring high school students to the community college and 
teaches a community college course for dual credit. 

 
The incentives for offering dual credit programs may be obvious: 

1. College course enrich the academic experience for able high school students. 
2. High schools and community colleges maximize their resources to better utilize and 

to save high school students and their family’s time and money toward a college 
degree. 

3. Expanded partnerships between high schools and community colleges ensure a 
seamless transition for high school students. 

4. The quality of these dual credit courses is exceptionally high as teams of high school 
and community college faculty work to keep them challenging and to ensure fair 
assessment of student learning. 

 
Guidelines for dual credit: 

1. Instructors must be qualified, whether they are high school or community college 
teachers.  

2. Students must meet all college criteria and follow all college procedures for enrolling 
in credit courses, including taking necessary placement tests.  
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High School Partnership Contacts 

 
High School Partnership Office 

 
Yvette McLemore, Director   618-468-5050  ymclemor@lc.edu 
 
Amy Stephens, Secretary  618-468-5051  aschweitzer@lc.edu 
 

Macoupin County Education Center 
 
Cora Gill, High School Liaison 618-468-2276  cogill@lc.edu 
 
Laura Stayton, Assistant  618-468-2275  lstayton@lc.edu 
 

Tri-County Education Center 
 
Heather Amburg, Coordinator 618-468-2274  hamburg@lc.edu 
 
Johngy Loellke, Assistant  618-468-2273  mloellke@lc.edu 
 

NO Nelson Campus 
 
Tim Bell, Manager NO Nelson 618-468-5855  tbell@lc.edu 
 
Cathy Laramee, Coordinator 618-468-5856  claramee@lc.edu 
 
Melissa Mullen, Assistant  618-468-5252  mmullen@lc.edu 
 

mailto:ymclemor@lc.edu
mailto:aschweitzer@lc.edu
mailto:cogill@lc.edu
mailto:lstayton@lc.edu
mailto:hamburg@lc.edu
mailto:mloellke@lc.edu
mailto:tbell@lc.edu
mailto:claramee@lc.edu
mailto:mmullen@lc.edu
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Dual Credit Student Information 

 
The High School Partnership / Dual Credit program at Lewis and Clark Community College offers qualified 
high school students an opportunity to earn college credit at the same time that they earn credit in some high 
school courses. These courses have been “articulated” through a joint agreement between the College and 
the High School. All dual credit transfer courses have been articulated with a minimum of three baccalaureate 
institutions in Illinois. The majority of the transfer courses are either IAI GECC courses or IAI Majors courses. All 
career and technical education courses offered for dual credit must remain at the 100 level (first year of an 
AAS or certificate program). 

• Lewis and Clark Community College charges a transcription fee of $10 per credit hour for all dual 
credit classes.  

• You don’t have to go to Lewis and Clark Community College after high school to use your college 
credit. Each semester hour of credit you earn may be transferable to another college or university. 

• Many dual credit courses transfer as core level requirements (general studies); others may transfer as 
electives. (Some vocational courses may not transfer at all, depending on your program of study.) 
Contact the college or university you plan to attend to learn more about how they apply transferred 
credit. To learn more about how credit transfers between colleges in Illinois, visit www.itransfer.org. 

• Most dual credit courses require you to score appropriately on the College Placement Test. Only 
students who achieve required minimum scores may register for college credit. 

• When you complete a dual credit course, your grade will be entered on your Lewis and Clark 
transcript. You may view your grade report or an unofficial copy of your transcript by using your 
credential to log into Self Service. 
 

Dual Credit Eligibility 
 

All students who seek enrollment in transfer level general education courses will need to have an appropriate 
college placement, ACT or SAT score in English, reading, and/or mathematics. All students who seek 
enrollment in career courses must have the appropriate GPA. See Dual Credit Courses with Prerequisites for 
requirements. 

Multiple ways to request a transcript: 

• Electronic Request & Delivery – Place your order through the National Student Clearinghouse (NSC)  
o This service costs $3.50 and has an estimated delivery time of 2 business days or less. 

• Email* - Download the request form and follow the instructions on the form. Email the completed form 
to enroll@lc.edu. 

• Fax* - Download the request form and follow the instructions on the form, then Fax it to the Enrollment 
Center at (618) 468-2310. 

• In Person* - Fill out a transcript request form at the Welcome Center on the Godfrey campus or any 
CEC location. 

Withdrawal Procedure 
 

If you decide that you do not want college credit for your 
course for whatever reason, you may withdraw with a “W” on 
your transcript by the withdrawal date. Please contact your high 
school counselor or LC Liaison. 
For more information about the High School Partnership/Dual 
Credit program at Lewis and Clark Community College, visit 
our Web site at www.lc.edu or contact one of the 
Community Education Center Coordinators. 

 

 
High School Partnership 

Coordinators 
Heather Amburg, Coordinator – 618-468-2274 
100 Lincoln, Rt. 16, Jerseyville, IL  62052 
 
Tim Bell, Manager – 618-468-5855 
Cathy Laramee, Coordinator-618-468-5856 
600 Troy Road, Edwardsville, IL  62025 
 
Cora Gill, High School Liaison –618-468-2276 
18400 Shipman Road, Carlinville, IL  62626 

http://www.itransfer.org/
https://www.lc.edu/uploadedFiles/Pages/Degrees_and_Courses/High_School_Partnership/HSPTransferCourseChart.pdf
https://tsorder.studentclearinghouse.org/school/ficecode/01002000
https://www.lc.edu/_assets/pdfs/transcript-request-form.pdf
mailto:enroll@lc.edu
https://www.lc.edu/_assets/pdfs/transcript-request-form.pdf
http://www.lc.edu/
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Questions & Answers About Your Grades! 
Q:  Now that the semester is about over, how do I get my grades for my Dual Credit course? 

A:  Since printed grade reports are no longer mailed to students, grades for all Lewis and Clark students, 
including high school students enrolled in Dual Credit courses, are accessible on the BlazerNet 
Student Web Services system on the Lewis and Clark web site (www.lc.edu). If you’d like a written 
report mailed to you, call the campus Enrollment Center at 468-2222.  

Q:  What is Self Service and how do I access my account? 

A:  Self Service is an online student services database where Lewis and Clark students can view their 
Class Schedule, Unofficial Transcript, and Grades. If you do not know your log in and password, you 
can contact the helpdesk at 618-468-4357 for help. 

Q:   When will my grades be available? 

A:  Grades for the Fall semester will be posted by the end of January and for the Spring semester by the 
end of June.  If you have never accessed your BlazerNet account before, you may test your access 
anytime. If you experience problems, contact the Enrollment Center at 468-2222.  

Q:   How can I get an “official” transcript from Lewis and Clark to send to a college I’m thinking about going 
to next year? 

A:  Ways to request a transcript: 

• Electronic Request & Delivery – Place your order through the National Student Clearinghouse (NSC)  
o This service costs $3.50 and has an estimated delivery time of 2 business days or less. 

• Email* - Download the request form and follow the instructions on the form. Email the completed form 
to enroll@lc.edu. 

• Fax* - Download the request form and follow the instructions on the form, then Fax it to the Enrollment 
Center at (618) 468-2310. 

• In Person* - Fill out a transcript request form at the Welcome Center on the Godfrey campus or any 
CEC location. 

Q:   I’m thinking about going to Lewis and Clark after I graduate. What should I do next? 

A:  Since you’re already enrolled as a Lewis and Clark student through the High School Partnership 
program, all you need to do is make an appointment to see an Academic Advisor on campus to learn 
more about what degree programs are available and plan your class schedule.  

You can make an appointment by calling the Enrollment Center at    468-2222.  
              

 

For more information, call 
Lewis and Clark 

Student Welcome Center 
 

Lewis and Clark Community College 
5800 Godfrey Road  

Reid 1200 
Godfrey, IL  62035 

(618) 468-2222 

 

https://tsorder.studentclearinghouse.org/school/ficecode/01002000
https://www.lc.edu/_assets/pdfs/transcript-request-form.pdf
mailto:enroll@lc.edu
https://www.lc.edu/_assets/pdfs/transcript-request-form.pdf
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High School Partnership Web Page 
 

 
 
 

 

 
 
 
 
 
 
 
 
 

 
 
 
 

The High School Partnership Web Page contains the following links: 
 
 

Program of Study 
 

College Placement Test information 
 

Dual Credit Course list with Prerequisites  
 

College Placement Tests 
 

High School Partnership Schools & Courses 
 

Apply for Dual Credit 
 

Register for Dual Credit Course 
 

 

 

https://www.lc.edu/academic-programs/take-college-courses-while-still-in-high-school/dual-credit/index.html
https://www.lc.edu/academic-programs/take-college-courses-while-still-in-high-school/dual-credit/programs-of-study.html
https://www.lc.edu/admissions/college-placement-test.html
https://www.lc.edu/_assets/pdfs/high-school-partnership-courses-chart.pdf
https://www.lc.edu/admissions/college-placement-test.html
https://www.lc.edu/admissions/college-placement-test.html
https://www.lc.edu/_assets/pdfs/high-school-partnership-schools-and-courses.pdf
https://lc.elluciancrmrecruit.com/Apply
https://forms.gle/eNKxv4tYbSHtaDQV8
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High School Partnership (HSP) Approval Procedures. 
 
    
 

❖  Instructor Approval:  The high school instructor will submit the request to teach dual 
credit sheet along with their Resume` and a copy of their college transcripts to the HSP 
office. Transcripts may come from the Superintendent’s or ROE office (unofficial copies 
are accepted).   
 
 

❖ When the documents are received in the LC HSP Department, the high school instructor 
approval form is attached to their resume’ and transcripts and sent to the appropriate 
Dean for review and consideration.  
 

❖ If the Dean has approved the instructor to teach the requested class, the dean will 
complete the instructor approval paperwork and the instructor will be informed. The 
instructor will then be asked to submit a course outline for the class(es) they are 
requesting to teach for dual credit. 

 
If the Dean does not approve the instructor, a denial letter will be sent to the high school 
principal and the instructor stating the reason for the denial. 
 

❖ Once the course outline has been received in the HSP office, it will be forwarded along 
with a course approval form to the appropriate LC program coordinator for review and 
consideration. 
 

❖ If the LC coordinator approves the course curriculum/course outline they will complete 
the course approval paperwork and the high school principal and instructor will receive 
an approval letter via email. 

 
If the LC program coordinator does not approve the instructor, a denial letter will be sent 
to the high school principal and the instructor stating the reason for the denial. 

 
 

❖ Once all approval documents are signed and letters sent, the dual credit class will be 
added to “High School Courses and Classes” document on the HSP web site. 

 
 

❖ Professional Development: All HSP instructors are required to attend annual discipline 
specific professional development activities to continue their partnership. 

 
 
 
     Revised 9/25     
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MINIMUM QUALIFICATIONS 
FOR HIGH SCHOOL PARTNERSHIP INSTRUCTORS 

TRANSFER AREA (PCS 1.1) 
 
 

- Master’s Degree with 18 graduate hours appropriate to the academic field of study or 
in the discipline in which they will be teaching 

 
 
 

MINIMUM QUALIFICATIONS 
FOR HIGH SCHOOL PARTNERSHIP INSTRUCTORS 

CAREER AREA (PCS 1.2) 
 

- 2,000 hours of work experience and appropriate recognizable credentials, depending 
on the specific field 
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Course Outline 
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HSP course renewals are generated and sent out to the appropriate HSP 
instructor for each class they are approved to teach once all Curriculum Update 

forms are received from the LC program coordinators 
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The Dual Credit Placement Sheet is updated as new courses are approved for dual 
credit and/or placement requirements change for the new academic year. 

This document can be found at 
https://www.lc.edu/_assets/pdfs/high-school-partnership-courses-chart.pdf 

 
 

 
 

 

 

 

 

  

https://www.lc.edu/_assets/pdfs/high-school-partnership-courses-chart.pdf
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Dual Credit Courses by School 
 

Each semester the “Schools and Courses” document will be updated on the HSP webpage based on 
current registration at each high school. The information used to update this document is pulled from 
Colleague”. The Dual Credit Courses by School document is located M drive > HSP > HSP Web Page.  
Available on the HSP webpage High School Partnership Schools & Courses  

 
 

 
 

If the course is offered in the Fall, check the FL box 
If the course is offered in the Spring, check the SP box 
If the course is offered Yearlong (both semesters must be taken to get credit), check the YR box 
***Note – You can have FL and SP checked for the same class, but YR must be by itself 
 
Update any new courses, contacts, and instructors 
 
If you have classes that are taken at a different high school for dual credit, make that separate from the 
high school listings – See example of EDUC courses above 
 
If the school is participating in the CEO program, make that separate from the high school listings – See 
example of BUSN and MGMT above 

 

https://www.lc.edu/_assets/pdfs/high-school-partnership-schools-and-courses.pdf
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PROCEDURES FOR WITHDRAWING/ADDING HIGH SCHOOL 
PARTNERSHIP STUDENTS 

 
 

Deleting a Student  
 
A high school partnership student may be deleted from a LCCC course at any time during the 
semester if the instructor/counselor indicates in writing that the student has never attended the 
class. 
 
 
Written documentation is required from the high school before the student is deleted. All 
documentation must be scanned and attached to the student’s academic record. 
 
 
Withdrawing a Student 
 
A high school partnership student may be withdrawn from a LCCC course with a “W” on their 
transcript by the withdrawal date. Withdrawal requests MUST be made in writing or email. 
Contact your high school counselor or LC Liaison 
 
Grade Correction 
 
The Lewis and Clark Registrar will only accept a grade correction when the instructor who 
taught the class completes and signs a Dual Credit Grade Correction Request.  The form must 
also be signed by the appropriate LCCC academic administrator. 

 
 
 
NOTE: All deletions and withdrawals should be documented on a LCCC Course Change 
Form and sent to scan with supporting documentation 
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LC Program Coordinator Documentation and Information 
 

E-Mail regarding current dual credit offerings 
 

Each semester LC program coordinators are emailed a list of their current course offerings at each high 
school along with the course’s instructor contact email. They will use that information to do their 
required professional development and site visits. The information for the email below is obtained from 
the “High School Classes from Colleague excel database on the “M” drive – refresh database before 
using any of the information 
 
Email Example: 
 
Hello from the HSP office, 
 
Below is a list of your HSP instructors, their contact information and their current classes for the 
20__FA semester. 
 
I have attached the site visit form along with the discipline specific training form that needs to be 
completed each year. These are not due until the end of April, but we wanted you to have them in 
case you would like to complete them early. 
 
A full list of classes (Fall, Spring and Yearlong), will be go out in early February once all HSP students 
are registered for spring and yearlong classes. 
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Professional Development 
 

Each year Lewis and Clark program coordinators are required to conduct professional development with 
their high school dual credit instructors. 
 
This can be done in person, zoom, email or event/meeting. 
 
Once the professional development activity is completed by the LC program coordinator, they will need 
to submit a sign in sheet or list of attendees, agenda and any supporting documentation. 
 
If an instructor is unable to attend, the coordinator must reach out to the instructor with the information 
presented and complete that below Discipline-Specific Workshop Facilitation Form. 
 
The professional development information is then filed and recorded on the tracking form on the M 
drive under HSP > Professional Development Training. 
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Dual Credit Site Visits 
 

Each year Lewis and Clark program coordinators are required to do one site visit per discipline. If a 
coordinator has more than one discipline, they will need to do one for each discipline that they are 
responsible for. (EX. CHDV and EDUC are the responsibility of one program coordinator, so they must do 
a site visit for each of these programs)  
 
Since all instructor are NOT visited each year, it is recommended that coordinators visit different 
instructors/classes each year. If a new class/instructor has been approved, it is recommended that they 
do a site visit for that class/instructor. 
 
Once a site visit has been completed the LC coordinator will need to complete a site visit form which is 
located on the M drive (HSP> HS Documents and Brochures> current year documents) 
 
Site Visits are designed to evaluate the dual credit course and make sure it is meeting all the course 
standards set by Lewis and Clark. Coordinators are NOT to evaluate the instructor as it could cause 
contractual issues within the high school. 
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Curriculum Updates 
Curriculum Update forms are sent to LC Program coordinators the beginning of March and are due the 
first week of April. LC program coordinators will list any changes to textbooks or curriculum. 
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Dual Credit Instructor/Student Information 
 

High School Partnership End of Semester Surveys 
 
 
 
At the end of each semester an email will be sent out to each instructor containing a link and 
password for students to submit responses to a survey about their dual credit class and 
experience. 
 
All classes will use the same link, but a separate password will be provided for each section. 
 

Email Example: 
 
In order to help us better evaluate our High School Partnership program we are asking all of our 
Dual Credit Students to complete a brief on-line survey. 
 
Attached you will find the link and password to the High School Partnership Semester Surveys that 
we are asking each Dual Credit student to complete for each class they are taking. If the High 
School class encompasses more than one Dual Credit class, each student will need to complete 
the survey for each class that they are receiving Lewis and Clark credit. 
 
The web address is the same for all of the surveys. The password is what accesses the right survey 
for each class.  
Please only use the password listed for the class it is attached to. 
 
Please have your students take this brief student survey before the end of the semester. 
 
Amy 
 
 

Amy Stephens 
Secretary, High School Partnership 
(618) 468-5051 
aschweitzer@lc.edu 

 
 
 
 
 
 
 
 
 
 
 

mailto:linlow@lc.edu
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Survey instructions example: 
 
 
 

 High School Partnership 
Semester Survey Instructions 

 
“Instructors Name” 

“Course Name with Section Number” 
 
 

In order to help us better evaluate our High School Partnership program we are asking all of our Dual 
Credit Students to complete this brief on-line survey. 
 
Below you will find the link and password to the High School Partnership Semester Surveys that we are 
asking each Dual Credit student to complete for each class they are taking. If the High School class 
encompasses more than one Dual Credit class, each student will need to complete the survey for each 
class that they are receiving Lewis and Clark credit. 
 
The web address is the same for all of the surveys. The password is what accesses the right survey for 
each class. 
 
Please have your students take this brief student survey before the end of the semester. 
 

Students will need to type in this web address and Password  

 

 https://cp11.classclimatesurveys.com/lc/online.php?p 

 Password: “Assigned Password” 
If you have any questions please contact: 
 
 Amy Stephens -Secretary 618-468-5051  aschweitzer@lc.edu 
Yvette McLemore-Director 618-468-5050 ymclemor@lc.edu 

 

 

  
 
 
 
 
 

https://cp11.classclimatesurveys.com/lc/online.php?p
mailto:aschweitzer@lc.edu
mailto:ymclemor@lc.edu
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High School Partnership Course Letters 
 
All Dual Credit students will receive a letter in the mail stating that they are enrolled in dual credit and addressing 
pertinent information regarding dual credit for the semester that they are enrolled in. 
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Below is a sample of the contract that all high schools that offer dual credit must 
sign before Lewis and Clark can partner dual credit classes with that high school. 

 
INTERGOVERNMENTAL AGREEMENT FOR DUAL CREDIT PROGRAM BETWEEN 

LEWIS AND CLARK COMMUNITY COLLEGE 
AND 

«School_District» 
2025-2026 

 
 This Intergovernmental Agreement for Dual Credit Program (“Agreement”) is entered into 
this _____ day of ___________, 2025, by and between the Board of Trustees of Lewis and Clark 
Community College (“LCCC” or “Lewis and Clark”) and the Board of Education of «School_District» 
(“District”) (collectively, “Parties”), in the exercise of their intergovernmental cooperation powers 
under the Illinois Constitution of 1970 and the Illinois Intergovernmental Cooperation Act and their 
respective powers under the Illinois School Code and the Public Community College Act. 
 

WITNESSETH 
 

WHEREAS, the District is an Illinois public school district existing and operating pursuant to 
the Illinois School Code, 105 ILCS 5/1-1 et seq.; and 

 
WHEREAS, Lewis and Clark is a public community college existing and operating pursuant 

to the Public Community College Act, 110 ILCS 805/1-1 et seq.; and 
 
WHEREAS, the Parties mutually desire to establish a program for District high school 

students to take Lewis and Clark general education and/or vocational courses on their high school 
campus and earn high school and College credit simultaneously; and 

 
WHEREAS, the Parties are authorized to enter into intergovernmental agreements for 

cooperative projects and use agreements in any manner not prohibited by law or by ordinance, 
pursuant to Article VII, § 10 of the Illinois Constitution of 1970, the Intergovernmental Cooperation 
Act (5 ILCS 220/1 et seq.), the Illinois School Code and the Public Community College Act. 

 
NOW, THEREFORE, in consideration of the promises and mutual undertakings and 

agreements of the Parties hereto, it is agreed as follows: 
 
1. RECITALS: 
 

The recitals set forth above are hereby adopted as though fully set forth herein 
 
2. PURPOSE: 

 
This Agreement documents the Parties’ mutual agreement to offer dual credit for Lewis and 
Clark Community College courses taken by District high school students (hereinafter, the 
“Dual Credit Program”).  
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3. GENERAL FEATURES; ROLES AND RESPONSIBILITIES OF DISTRICT AND LCCC: 
 

The District will offer one or more Lewis and Clark Community College general education 
transfer or vocational courses to high school students at «High_School» (“Dual Credit 
Courses”).  Dual Credit Courses will be taught by District instructors (“Dual Credit Instructors”) 
on the «High_School» campus.  Lewis and Clark Community College will award College 
credit to students who complete entrance qualifications, register with Lewis and Clark 
Community College, successfully complete the applicable Dual Credit Course(s), and 
account for all fees associated with these Course(s). The course content for these Dual 
Credit Courses is described in the LCCC course syllabi.  All Dual Credit Instructors must use 
the LCCC course syllabus for each Dual Credit Course they teach. 
 
A list of approved Dual Credit Courses can be found on-line at:  
https://www.lc.edu/_assets/pdfs/high-school-partnership-schools-and-courses.pdf 
 
For each Dual Credit Course in which District students enroll, the Dual Credit Instructor will 
receive an initial class roster, a mid-term roster and a final grade roster.  The Dual Credit 
Instructor should review both the initial and mid-term rosters to ensure student enrollment 
accuracy. The Dual Credit Instructor should report each student’s final grade on the final 
grade roster and then return the roster to LCCC, at which time LCCC will provide the College 
credit and transcribe the student’s final grade on an LCCC transcript.  A Dual Credit Instructor 
may not issue an “I” or “Incomplete” grade to a student without prior approval from the LCCC 
High School Partnership office. 
 
The District agrees to collaborate with Lewis and Clark Community College to provide 
recruitment opportunities for its high school students. The Lewis and Clark Recruitment 
office or Lewis and Clark Program Coordinator will contact the District to schedule 
recruitment visits. 

 
4. QUALITY ASSURANCE: 
 

Dual Credit Instructors under this Agreement must be mutually acceptable to both the 
District and Lewis and Clark Community College.  Instructors must be qualified full-time high 
school teachers and must meet any of the academic credential requirements set forth in 
paragraph (1), (2) or (3) of Section 20 of the Dual Credit Quality Act, 110 ILCS 27/20(1)–(3).  All 
prospective Dual Credit Instructors must submit a transcript, resume and instructor 
information sheet to be considered for approval by Lewis and Clark Community College’s 
Program Coordinators, Deans and/or Vice President of Academic Affairs.  The District is 
responsible for hiring and compensating its Dual Credit Instructors. 
 
In the event a Dual Credit Instructor will be out on leave for three (3) weeks (15%) of the class 
or more and requires a substitute to continue the class, the substitute will be required to 
satisfy the qualifications outlined above and be approved by LCCC in order to teach the Dual 
Credit Course. Failure to comply with this clause will not be considered Breach of Contract 
by either party. 

 
 

 

https://www.lc.edu/_assets/pdfs/high-school-partnership-schools-and-courses.pdf
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LCCC performs periodic site visits to ensure that the LCCC courses offered through its Dual 
Credit programs meet the same quality standards as those courses offered on campus.  Site 
visits are not intended to interfere with the operations of the school district.  Program 
Coordinators from Lewis and Clark Community College, who approve the Dual Credit 
Instructors for courses within their discipline, will communicate with their partnering Dual 
Credit Instructor(s) to arrange an annual site visit.  The visits will provide an excellent 
opportunity for the Program Coordinators to mentor the Dual Credit Instructors, as well as 
answer questions.        

 
All textbooks and software used in Lewis and Clark Community College Dual Credit Courses 
covered by this Agreement shall be the same textbooks and software used on campus for 
those Courses, unless prior approval for alternate textbooks and/or software is given by the 
appropriate Program Coordinator.  Textbook and software changes will be indicated on 
annual course renewal forms, and the District will have one (1) year from the date of the 
change to begin utilizing the new textbook(s) and/or software. 
 
If a departmental final exam is required for any Lewis and Clark Community College Course 
under this Agreement, it also will be required of District students who are seeking credit for 
that Course.  Dual Credit Instructors will be consulted prior to the start of class (or as early in 
the term as possible) regarding the nature and content of final exams. 
 
Lewis and Clark Program Coordinators encourage all Dual Credit Instructors to use the L&C 
Blackboard course shells that are created by Dual Credit Program Coordinators. Having a 
uniform instructional platform supports LCCC’s ability to ensure academic integrity and 
effectively communicate with its high school partners. To encourage the use of Blackboard, 
LCCC will offer free Blackboard training opportunities for Dual Credit Instructors during 
summer sessions for EDTR credit. 
 
Dual Credit Instructors are required to attend annual workshops for their specific discipline 
and general training seminars as necessary. The workshops/training seminars will be 
scheduled at an agreed-upon date and time when a majority of Instructors are available to 
attend. Alternative make-up sessions or 1:1 meetings will be offered to Dual Credit 
Instructors that are unable to attend a given workshop/training seminar. LCCC will make 
three (3) attempts to schedule a make-up session or 1:1 meeting; if the Dual Credit Instructor 
fails to complete the required workshop/training after three (3) attempts, the Director of the 
High School Partnership Program will meet with the District administration to address the 
issue.  
 
Dual Credit Instructors will be required to administer Course surveys at the end of each 
semester of instruction in order for students to provide feedback on their Dual Credit 
Course(s).  Completed surveys should be submitted to the appropriate Lewis and Clark 
Program Coordinator. 
 
The District will ensure that all objectives for the Lewis and Clark Community College 
courses are met and will provide enrolled students with appropriate materials (i.e., course 
outline, approved text, and other supplemental materials determined necessary by the 
Lewis and Clark Program Coordinator) to demonstrate compliance with these objectives. 
 



45 | P a g e  
 

The District agrees to ensure that all students in a given Dual Credit Course have met the 
appropriate placement requirements for that Course.  LCCC placement requirements can 
be found at:  
https://www.lc.edu/_assets/pdfs/high-school-partnership-courses-chart.pdf 
 

 
5. NON-COMPLIANCE POLICY: 
 

If a Dual Credit Instructor fails to comply with the Lewis and Clark course expectations, the 
Instructor and Principal of «High_School» will be notified in writing of the Instructor’s non-
compliance. The Program Coordinator will then meet with the Dual Credit Instructor to 
discuss the area(s) of concern and offer assistance. If the Instructor’s non-compliance 
continues, the Instructor will be removed from the Dual Credit Program and students will 
not receive LCCC credit for the Course. 

 
6. GRADES; STUDENT WITHDRAWAL: 
 

Lewis and Clark Community College will supply a grade roster to Dual Credit Instructor for 
each Dual Credit Course.  District students who have registered for the Course through LCCC 
will be listed on the roster.  The Instructor should report each student’s final grade on the 
roster and then transmit the completed roster to Lewis and Clark Community College.  High 
School grades will be assigned as specified by the District.   
 
Students seeking to withdraw from a Lewis and Clark Community College Dual Credit 
Course must follow the course withdrawal procedures for regular Lewis and Clark 
Community College students that are outlined in the Lewis and Clark Community College 
Catalog. 

 
7. COURSE SELECTION: 
 

The District will notify their students of all approved Dual Credit Course offerings and their 
meeting times. The District shall be responsible for day-to-day supervision of the operation 
of each Dual Credit Course. 

 
8. FINANCING: 
 

The District agrees to supply and finance its Dual Credit Course instruction.   
 
Lewis and Clark will charge a fee of $10 per credit hour for each District student who enroll 
in one or more Dual Credit Courses through the Dual Credit Program. The District is 
responsible for making payment to the College for all Course costs on behalf of all students 
enrolled in Dual Credit Course in accordance with this Agreement.  The College will invoice 
the District each semester based on enrollment numbers as of the mid-point of the Course.  
The District will pay the invoice in accordance with standard District payment processes and 
the Illinois Local Government Prompt Payment Act, 50 ILCS 510/1 et seq. 
 
The College will utilize revenue received by the District for Dual Credit Courses for the 
coordination and administration of its dual credit partnerships with school districts and the 

https://www.lc.edu/_assets/pdfs/high-school-partnership-courses-chart.pdf


46 | P a g e  
 

delivery and administration of Dual Credit Courses.  Any fees and/or costs assessed for Dual 
Credit Courses will be reasonable and will be designed to promote student access to those 
Courses, and may take into account regional considerations and differences 

 
9. OBSERVATION AND REVIEW OF COURSE DELIVERY: 
 

LCCC’s Program Coordinators or their designee(s) will observe and evaluate the delivery of 
each Dual Credit Course in a manner that is consistent with LCCC’s review and evaluation 
policy and procedures for on-campus adjunct faculty.  LCCC will schedule and coordinate 
all aspects of the observation and review with the District in a collaborative manner. This 
evaluation shall not impact the Dual Credit Instructor’s performance evaluation under Article 
24A of the Illinois School Code, 105 ILCS 5/24A.  The evaluation may impact the Instructor’s 
approved status and future eligibility as a Dual Credit Instructor for that Course in 
accordance with the College’s evaluation policies and procedures. 
 
LCCC will share the results with the District and be available to discuss the results with the 
District and the Instructor. 

 
10. FUTURE OFFERINGS: 
 

Additional Dual Credit Course offerings may be added to the Dual Credit Program by mutual 
written consent of the Parties. All proposed fall and spring semester courses must be 
submitted to LCCC for approval three weeks prior to the start of the semester. All Yearlong 
classes must be submitted to LCCC for approval three weeks prior to the start of the fall 
semester. 

 
 
11. CONFIDENTIALITY OF EDUCATION RECORDS/SCHOOL STUDENT RECORDS: 

 
In carrying out its respective obligations under this Agreement, each Party and its 
employees shall maintain the confidentiality of all personally identifiable information 
concerning the students enrolled in Dual Credit Courses, and shall adhere to all applicable 
federal, State and local laws, rules and regulations now in effect or later adopted relating to 
the confidentiality of student records and information, including but not limited to the Family 
Educational Rights and Privacy Act (“FERPA”), 20 U.S.C. §1232g, and Illinois School Student 
Records Act (“ISSRA”), 105 ILCS 10/1 et seq.  With regard to the education records/school 
student records and information to which a Party and/or its employees shall be granted 
access under this Agreement, that Party and its employees shall be deemed “school 
officials” with legitimate educational interests in such records and information.  The Party 
and its employees shall have the right to access and use such records and information solely 
for the purpose of performing the Party’s obligations under this Agreement.  The Party and 
its employees shall not re-disclose personally identifiable student information that is 
received under this Agreement to any third party, except as directed or permitted by the 
other Party, or as required by law.  Each Party shall have in place reasonable policies and 
procedures, which the other Party may monitor or audit upon request and with reasonable 
notice, to prevent such re-disclosure. 
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12. COMPLIANCE WITH NON-DISCRIMINATION AND EQUAL OPPORTUNITY LAWS; 
RESPONSE TO REPORTS OF ALLEGED SEXUAL HARASSMENT: 
 
The District and LCCC agree to comply with all applicable federal and State 
nondiscrimination and equal opportunity laws, rules and regulations.  The District and LCCC 
shall not engage in unlawful discrimination or harassment against any person based on race, 
color, ancestry, national origin, religion, pregnancy, sexual orientation, order of protection 
status, gender identity or expression, age, marital status, disability, genetic information, 
unfavorable military discharge, veteran status, or sex (including sexual harassment, sexual 
violence, sexual assault, domestic violence, dating violence and/or stalking), or any other 
legally protected category. 
 
The Parties will coordinate regarding an appropriate response to any report of alleged 
sexual harassment involving students or employees involved in the Dual Credit Program, 
taking into consideration the nature of the report, the parties involved and the location and 
context in which the alleged sexual harassment occurred. 
 

13. TERM AND TERMINATION: 
 

This Agreement shall be effective upon its execution until June 30, 2026.  Either Party may 
terminate this Agreement, with or without cause, upon thirty (30) days’ written notice to the 
other Party.  In the event of termination, students currently enrolled in Dual Credit Courses 
will be permitted to complete those Courses which are then in progress and receive LCCC 
credit for such completion. 

 
14. COMPLETE UNDERSTANDING: 
 

This Agreement sets forth all promises, agreements, conditions and understandings 
between the Parties relative to the subject matter herein, and there are no promises, 
agreements or undertakings, either oral or written, express or implied, between them other 
than as set forth herein. 

 
15. MODIFICATIONS: 
 

This Agreement may be modified only by mutual written consent of the Parties.   
 

 
15.  GOVERNING LAW: 

 
This Agreement shall be governed by, subject to and construed in accordance with the laws 
of the State of Illinois, without regard to conflict of law principles. 
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 IN WITNESS WHEREOF, the Parties, by their duly authorized representatives, have executed 
this Agreement on the date last written below. 
 
 
 
 
Board of Education of 
«School_District» 

 Board of Trustees of  
Lewis and Clark Community College 

 
 
 
By:    By:  
  «Prefix» «First_Name» 

«Last_Name», Superintendent  
  Dr. Ken Trzaska, President 

      
Date:    Date:  
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Concurrent Enrollment 
 

Concurrent Enrollment is a college level courses taught on campus by Lewis and Clark faculty. 
 
Student Eligibility   
Each high school has different eligibility requirements for their students to participate in Concurrent 
Enrollment. Students will need to contact their high school counselors or their Lewis and Clark High 
School Liaison assigned to their high school. 
  
Cost 

Concurrent Enrollment -The rate is not discounted.  Students are billed the current tuition/fees rate.  
Please see your Lewis and Clark High School Liaison for the current tuition. Students may be eligible for 
an Installment plan, please visit  https://www.lc.edu/current-students/bursar/index.html for more 
information. 
 
Transferability of Concurrent Enrollment Courses 
The transferability of all college level courses will be determined by the receiving post-secondary 
institution.  It is the student’s responsibility to contact the receiving institution to discuss the transferability 
of their Lewis and Clark courses.  Students may request a copy of their Lewis and Clark transcript by 
visiting https://www.lc.edu/current-students/request-transcript.html.  
 
Financial Aid 
High school students are not eligible to receive financial aid for dual credit or concurrent enrollment 
courses.  Please note concurrent enrollment courses taken by a high school student can impact financial 
aid eligibility at the post-secondary institution. 
 
Summary Report for Concurrent Enrollment 
After the withdrawal date for the summer semester, a summary report for concurrent enrollment is 
compiled and emailed to the Vice President, Enrollment and Student Success. The concurrent enrollment 
report can be found at M drive> HSP >Concurrent Enrollment > Concurrent Enrollment Documents 
 
This summary report contains the following information: Student/Course/Section count, Courses taken, 
and partnerships 
 
The information for this report comes from the Excel document that the LC High School Liaisons 
complete when registering high school students for concurrent enrollment. It is located at 
M drive > HSP > Concurrent Enrollment > “Current Year” Concurrent Enrollment 
 
A new Excel document will need to be created each semester (FA, SP and SU) a year in advance so it is 
available for the liaisons to enter their information. 
 
 
 
 
 
 
 
 
 
 

https://www.lc.edu/current-students/bursar/index.html
https://www.lc.edu/current-students/request-transcript.html
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High School Calendars 
 

A document with all the high schools’ days off and early releases is created over the summer for the 
following year.  
 
This document is located at M drive> HSP > Calendars HS 
You will need to visit each high school’s website to obtain their districts calendar to complete this 
document. If a calendar is not available online, the LC High School Liaison or high school counselor will be 
able to assist. 
 
Once the document is complete, it is sent to the following people: Vice President of Enrollment and 
Student Success, all LC High School Liaisons and LC Recruiter. 
 
 

High School Statistics 
 

High School Statistics (High School Cost Savings) is put together after the high schools have been billed 
each semester. The report is generated in Colleague on the XHSP screen under the Pre-10th field. The 
numbers are then recorded into the HSP dual credit statistics Excel documents located M drive > HSP > 
HSP Statistics. 
 
This database contains the reports that are requested by the high schools showing the total amount of 
tuition saved and the enrollment numbers for their high school. 
 
Each school has a separate calculator page which will be filled in with the information from the colleague 
generated report mentioned above. The information from the calculator page is then merged into each 
school’s specific report. 
 
When a school asks for their report, a PDF of just the requested high school is generated and sent to the 
requesting school. 
 

High School Registration Cards 
 

High school students register for their dual credit courses via a google doc set up by the HSP office. 
Students access the link from the HSP web page ( Apply for Dual Credit ). This link is only open during the 
dual credit registration period. The link is closed at the end of each dual credit registration period 
 
Once a student enters their registration information the HSP staff will enter the student’s information and 
registration into Colleague to officially register the student in the LC system. 
 
At the end of each registration period, a student record is created. This is done by merging the information 
from the google doc into a word template of an LC registration card. Once the information is merged,  
each card is saved as a separate PDF and saved to the individual students permanent LC record. 
 
 
 
 
 
 
 

https://www.lc.edu/academic-programs/take-college-courses-while-still-in-high-school/dual-credit/index.html
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Dual Credit Billing Information 
 

Dual Credit courses are billed at $10 per credit hour to the high school in which the student is attending. 
The only exception to this is if it is a homeschool student. Homeschool students don’t generally participate 
in the dual credit program, but in that case, they are billed directly and the Bursar must be notified in order 
for a bill to be generated. 
 
All dual credit students must be registered prior to the 10th Day report. This information can be obtained 
from a team member in the institutional research department at Lewis and Clark. 
 
High schools are notified of the last day to withdraw students before billing statements are finalized. If a 
student needs to be dropped after that date, the school is still responsible for paying. 
 
Billing statements are mailed to the appropriate school by the accounting department 
 

Dual Credit Dates 
 

At the beginning of each semester, the HSP director sends an email to high school partners (principals and 
school counselors) with registration and billing information.  The high school liaisons share the same 
information with their dual credit instructors.  The dates are determined by the ICCB 10th day, billing 
process in the Lewis and Clark Community College Finance Department, and the withdrawal date 
determined by Lewis and Community Clark. Examples of the emails are included in the manual.   
 
 
Below is a sample email: 
 

Welcome Back! 

I hope everyone is off to a great fall semester!   As you are aware, dual credit registration for the fall semester 
is underway.  Please see the information below regarding billing and the deadline to complete all dual credit 
registrations for the Fall 2025 semester.  All dual credit registrations must be completed by September 19, 
2025.   

October 3, 2025 is the last day to remove students from their dual credit classes to avoid receiving a billing 
statement for those students.  However, high schools will be responsible for payment for those students 
receiving “W” grades after the November 14th withdrawal deadline.   

Billing statements will be mailed to high schools the week of October 6, 2025. 

If you have questions, please feel free to contact your Lewis and Clark high school liaison.  
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Counselors Corner Newsletter 
 

Counselors Corner Newsletter is sent out to the high School counselors 3 times a year, September, 
December and March to all Lewis and Clark district high school counselors. 
 
The publications of Counselors Corner are stored at M drive > HSP > Counselor Corner Newsletter. 
 
The newsletter always contains Important Dates, Upcoming Events, Financial Aid Information and 
Scholarship Information.  
 
An email is sent to the deans, division assistants, director of enrollment services and student success, 
director of financial aid, program coordinator access and accommodations, athletic director, director of 
adult education and library services to obtain program specific information for the newsletter. 
 
 

CPDU – Continuing Professional Development Units 
 

The High School Partnership office is the keeper of all CPDU’s for Lewis and Clark Community College. 
 
These are credits Illinois educators earn for professional learning activities to maintain and renew their 
teaching license though ISBE (Illinois State Board of Education) 
 
When a department wants to award CPDU credit for a meeting, activity or conference they will reach out 
to the HSP office for guidance. The department will first need to complete and submit the PD provider 
activity Summary to the HSP office. 
 
Once the meeting, activity or conference concludes, the following documents will need to be submitted 
for the HSP office to keep on file: Attendance Sheet with participants IEIN number, Agenda, supporting 
handouts or presentations, 1-Evidence of Completions Form and Evaluation forms from all participants 
receiving credit. 
 
Once all information is submitted, it is scanned together, saved in the CPDU file on the M drive and all 
paper copies filed. 
 
Lewis and Clark must request from ISBE every year to continue to offer CPDU credit by the CPDU 
administrator. This is the director of High School Partnership for Lewis and Clark. 
 
 

NACEP Membership 
 

 
The National Alliance of Concurrent Enrollment Partnerships (NACEP) is the nation's first and only national 
organization for concurrent and dual enrollment programs.  NACEP works towards a future where all 
secondary students will have equitable access to quality college courses to support their postsecondary 
goals.  Membership to NACEP provides access to exclusive resources, professional learning, national 
advocacy, and a vibrant community of peers. 
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Counselors Breakfast 
 

The High School Partnership office hosts a Counselors Breakfast each year usually the first Friday of 
October. This event provides high school counselors an opportunity to learn more about programs and 
departmental updates at Lewis and Clark 
 
CPDU’s are provided as well as a catered breakfast for this event. 
 
Presenters and counselors are invited by E-mail and asked to RSVP two weeks prior to the event to verify 
the count with the caterer.  
 
Past agendas for the Counselors Breakfast can be found M drive > HSP > Events – Workshops > 
Counselors Conference 
 
 

High School Registration Day 
 

High School Registration Day is hosted by the High School Partnership department along with Enrollment 
Services. The event takes place from the end of February through mid-March (prior to registration being 
open to all students). 
 
This event gives graduating high school students the opportunity to meet with an advisor and get 
registered for the summer and/or Fall semesters. Additionally, students will receive financial aid 
information, a student ID, Blackboard training and a tour of Lewis and Clark. Lunch is also provided for the 
students and chaperones that attend the event. 
 
Larger high schools (Civic Memorial, Alton, Jerseyville and Edwardsville) have their own day for 
registration. Smaller high schools are scheduled in groups based on their number of students registered 
to attend. 
 
High schools may elect to have their Lewis and Clark liaison register their students during this timeframe 
at the high school. The registration day for Edwardsville High School is always held at the NO Nelson 
campus. 
 

Entering Dual Credit Classes in Colleague 
 
Dual credit classes are primarily held only in the Fall and Spring semester, 
 
Dual Credit classes are identified with a section number starting with an “H” (Ex. H01) 
 
These classes are entered by the HSP secretary prior to the high school registration period but only after 
first approval or a course renewal is on file. 
 
Using the completed course renewal documents, one section for each renewal is added for the 
appropriate semester. Once registration begins in the high schools, the high school liaison will request 
additional sections for a course based on the high school section needs. These sections will be added and 
all sections numbers will be emailed back to the liaison by individual high school. 
 
Specific directions on how to enter and delete classes into the Colleague system are located at M drive > 
HSP > Entering Dual Credit Classes 
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