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Greetings from the President 

 

 

 

 

 

 

Dear Students, 

 

The dual enrollment program is designed to give high school students an opportunity to gain 

experience at college-level work before graduating from high school. We want you to be 

successful, whether you attend a community college and enroll in transfer or occupational career 

courses, or you go directly to a four-year college or university.  Trenholm State Community 

College will provide you with an opportunity to set the foundation for your future.  Through 

excellence in teaching and learning, we are dedicated to making Trenholm State an institution that 

enables students to become productive citizens ready to compete in a global society.  We invite 

you to learn more about our emerging institution by viewing our website and visiting our 

campuses. 

 

Please review the information in this handbook carefully and contact us with any questions you 

may have.  

 

Wishing you all the best!   

 

Sam Munnerlyn 

President 

H. Councill Trenholm State Community College  



 

 

TSCC Mission Statement 
 

The mission of H. Councill Trenholm State Community College is to provide comprehensive and 

accessible educational opportunities, including academic transfer and technical programs, 

designed to promote economic development, enhance workforce development, and improve the 

quality of life for the community. 

 

Dual Enrollment  
 

The purpose of the this policy is to allow eligible high school students to enroll in college classes 

concurrently with high school classes, either at one of the College’s campuses, off-campus 

instructional sites, or the student’s high school, while earning college and high school credit 

simultaneously. Students can experience college level courses and shorten the time required to 

earn an associate or baccalaureate degree. 

 

Goals  
 

The goals of Dual Enrollment for Dual Credit are to ensure the following: 

 

• Dual enrollment classes are taught at the collegiate level. 

• Dual enrollment faculty are qualified to meet both TSCC and Southern Association of 

Colleges and Schools Commission on Colleges (SACSCOC), as well as external accreditation 

agencies. 

• Only eligible high school students are enrolled in dual enrollment courses, and 

• Dual enrollment high school students have the same rights of access, privileges, and levels of 

support as TSCC students. 

 

Funding and Timelines 
 

Career and Technical Education Dual Enrollment (CTEDE) scholarship funds are contingent upon 

allocations by the Alabama Legislature. Colleges must prioritize the scholarships to be awarded 

based on the allocation received for the spring, summer, and fall semesters of the school year the 

funds are received.  To maximize allocated funds for the entire year, students should first enroll in 

the highest priority programs before proceeding to lesser priority programs and concurrent 

academic classes. Program administrators should keep in mind that the first semester of 

enrollment typically has higher costs due to materials and supplies required for the Career and 

Technical Education (CTE) Programs.  

 

Enrollment planning and budgeting of these funds require that colleges provide annual course 

schedules for dual enrollment classes to the partner high schools by February 1 of each year.  

Partnering high schools should provide complete admissions and registration forms to the college 

by:  

May 1 for enrollment for the fall semester;  

November 15 for enrollment for the spring semester; and  

March 1 for enrollment for the summer semester. 
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Fall Semester Timeline 

 

The following documents must be completed and submitted to 

the Office of Admissions and Records: 

• College Admission Application 

• Dual Enrollment Application 

• Official High School Transcript 

• Valid Photo Identification 

• ACT Scores (if applicable) 

Due by April 15 

ACCUPLACER TEST (if applicable) Due by April 20 

Complete Registration  Due by May 1 

 

Spring Semester Timeline 

 

The following documents must be completed and submitted to 

the Office of Admissions and Records: 

• College Admission Application 

• Dual Enrollment Application 

• Official High School Transcript 

• Valid Photo Identification 

• ACT Scores (if applicable) 

Due by October 25 

ACCUPLACER TEST (if applicable) Due by November 1 

Complete Registration  Due by November 15 

 

Summer Term Timeline 

 

The following documents must be completed and submitted to 

the Office of Admissions and Records: 

• College Admission Application 

• Dual Enrollment Application 

• Official High School Transcript 

• Valid Photo Identification 

• ACT Scores (if applicable) 

Due by February 8 

ACCUPLACER TEST (if applicable) Due by February 15 

Complete Registration  Due by March 1 

 

 

Efforts should be made to enroll high school dual enrollment students in the spring of each year 

prior to the fall semester. Last minute enrollment of dual enrollment students for each semester 

should be limited and only completed in emergency situations. Should late enrollees be 

considered for CTEDE scholarship funds, the College is responsible for ensuring available funds 

are given only in CTE highest priority programs.   
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Benefits and Objectives of Dual Enrollment 
 

Benefits and objectives of dual enrollment include the following: 

  

• Creates a seamless transition from high school to College  

• Allows high school students to progress toward their next  academic  goal without having to 

wait until high school graduation  

• Allows high school students to earn college credits that may apply toward graduation at 

Trenholm State Community College or another college or university  

• Shortens the time required for high school students to complete an undergraduate degree  

• Eliminates the duplication of courses taken in high school and in college  

• Sharpens students’ general academic preparedness for college  

• Provides a wider range of course options for high school students  

• Lowers the cost of postsecondary education 

 

Dual Enrollment Questions and Answers 
 

What is Dual Enrollment? 

Dual enrollment is a program that allows high school students to get a jump start on their college 

career. Dual enrollment allows high school students to earn college credits for courses taken 

through a post-secondary institution while still being enrolled in high school. The course may be 

taught through TSCC at the high school or on one of the TSCC campuses during the fall, spring, 

and summer semesters. 

 

What is the difference between Dual Enrollment and Accelerated High School Students? 

The Accelerated High School Program allows a high school student to enroll in a college class for 

college credit only. Accelerated High School student does not receive high school credit for the 

college course. Dual Enrollment means a high school student is enrolled in a college course that 

will be used for both high school credit and college credit. 

 

Am I eligible?  

Eligible students must: 

• Be in the 10th, 11th, or 12th grade at the time of enrolling in dual enrollment course. 

Consideration and advising should be provided for 10th grade students to ensure that they 

have the social maturity for college level work.  

• Have a 3.0 GPA in completed high school courses to enroll in academic courses. 

• Have a 2.0 GPA in completed high school courses to enroll in career technical or 2.5 GPA 

for health science courses. 

• Meet the admission requirements of the College for the academic or career technical 

program selected by the student.  

• Have written approval of the appropriate principal and the local superintendent of 

education. 

• Complete the ACT, SAT or assessment test in order to determine placement in English 

and math courses. 
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How do I apply? 

• Discuss dual enrollment/dual credit options with your high school counselor to determine 

if you are eligible to enroll for dual enrollment at TSCC. 

• Apply online or download and print the Application for Admission. Complete and return 

by mail or in person to the Admissions Office on any TSCC campus. 

• Submit a copy of an unexpired driver’s license or two forms of identification, one of 

which must be a Photo ID to the Office of Admissions and Records 

• Complete and submit the Dual Enrollment/Dual Credit form with approved courses 

listed and signed by high school principal and school superintendent. 

• Attach your current official transcript and ACT scores to your Dual Enrollment/Dual 

Credit form and send them to the Admissions Office. 

 

Is Dual Enrollment right for me? 

Dual Enrollment courses are college courses.  The amount of work necessary to succeed in these 

courses may be much greater than in traditional high school courses. Students should talk to their 

high school counselors and parents about the dual enrollment program. The grades in dual 

enrolled courses will become a permanent part of the student’s college transcript. It is important 

that students do well in their first college courses so they can begin their college career with 

success. Questions to consider: Am I ready for a college class? What class do I want to take? 

 

What courses are available for Dual Enrollment? 

A variety of courses in career technical, health sciences and academic transfer programs are 

available through dual enrollment agreements between the high school and TSCC. Courses 

numbered below 100 are not available for dual credit. Consult your high school counselor for 

details. 

 

When and where can I take the class? 

Classes may be offered at your local high school through TSCC or one of TSCC’s campuses. 

Students can schedule classes at their high school with approval from their high school 

counselors. Students may take courses at TSCC during the day, evening or online during the 

school year and also during the summer semester. 

 

How do I receive my grade? 

Grades are issued to students each semester. Students may view their grades on their My 

Trenholm Portal located at www.trenholmstate.edu. In addition, high school guidance 

counselors can request a copy of students’ grades each semester. 

  

Does a dual enrollment class complete requirements for high school requirements? 

Typically, students must complete three semester credit hours at the postsecondary level to equal 

one credit (Carnegie unit) at the high school level in the same or related subject. Please note: there 

are specific requirements regarding English credits. Each participating local education 

agency/school system has the final authority on equivalencies. 

 

 

 

4 

http://www.trenholmstate.edu/


 

 

Are my Dual Enrollment grades listed on my high school and college transcripts? 

The grades earned in Dual Enrollment course are listed on the student’s high school transcript and 

count toward high school graduation requirements. The grades are also listed on the students 

TSCC transcript once he/she graduates from high school or earn a GED. Dual Enrollment grades 

are permanent college grades and become a part of the student’s permanent college transcript. 

 

Will Dual Enrollment courses transfer to other colleges and universities? 

Academic transfer courses will transfer to most four-year colleges and universities in Alabama. 

The Statewide Transfer Articulation System (STARS) provides information on courses that 

transfer from TSCC to Alabama’s public four-year institutions. For information on STARS and 

transfer credit in Alabama, students should go to www.stars.troy.edu. Students who plan to attend 

a college or university out of state should contact the institution for specific transfer information. 

Career technical courses are not designed for transfer. However, these courses allow students to 

get a jump start in a technical career program at TSCC. These courses can lead to an Associate in 

Applied Science degree or certificate and help with early employment opportunities in today’s 

highly skilled workforce. 

 

Is there financial aid available for dual enrollment courses?  

Students who wish to enroll in career technical dual enrollment programs may apply for financial 

assistance through the ACCS Career and Technical Education Dual Enrollment (CTEDE) 

Scholarship, which provides tuition, fees, textbooks, and materials and supplies as required in the 

syllabus of each course. TSCC provides a textbook loan program through the technical instructors 

and some associated materials and supplies for student checkout. CTEDE Scholarship funds may 

be used to cover costs of academic courses, in the eligible CTE program of study, but must be 

taken concurrently with the CTE courses.  

 

How much do Dual Enrollment courses cost? 

Dual Enrollment students pay the same tuition rate as all TSCC students. Tuition and fees are 

based on the number of credit hours. Tuition and fees must be paid before the first day of class.  

 

Can students take General Education Courses for dual enrollment credit? 

Students are also able to take General Education Courses for dual enrollment credit.  However, if 

the course is not within the Career and Technical Education Dual Enrollment Program, the student 

is responsible for the cost of tuition, fees, textbooks, materials, and supplies as required in the 

syllabus of each course at the institution.  Subject areas may include: English, Humanities, Math, 

Natural Sciences, and Social and Behavioral Science.   

 

Tuition and Fee Schedule  

Students in Dual Enrollment and Dual Credit courses are responsible for the cost of tuition, fees, 

textbooks, materials, and supplies as required in the syllabus of each course at the institution, 

unless covered by alternative funding sources.  Students who fail to pay tuition and fees by the 

end of the Drop/Add period are not considered enrolled and will be dropped from the course.  The 

appropriate local educational agency (LEA) and/or other secondary educational entity will be 

notified. 
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The amount of tuition and fees is based on the number of scheduled credit hours each term. The 

tuition and fee schedule can be found on the College website. This schedule is subject to change 

at any time resulting from action by the Alabama Community College System Board of Trustees.  

 

Can PACT funds be used for Dual Enrollment? 

 

Yes, students must notify the director of financial aid (334) 420-4321 each semester that they 

choose to use their available PACT funds. A PACT Usage Form must also be completed each 

semester. Students will also need to contact PACT at 1-800-252-7228 in order to change their 

original enrollment date. 

 

Do high school students have to travel to the college to take dual enrollment classes?  

If a high school teacher meets the credentialing requirements of TSCC and is employed as an 

adjunct instructor by the College, the course may be taught by the high school teacher. With 

permission from parents and their principals, students may travel on their own to the college 

campuses to take classes. Due to the discipline required, students taking an online course should 

be recommended by the high school counselor. Dual enrollment students are encouraged to take 

summer classes to shorten their time toward a career and technical education certificate or degree. 

 
 

LIBRARY POLICY 
 

Loan Procedures and Services   
 

Students  

All circulation books are loaned for two weeks with renewal privileges.  Students may have a maximum 

of five (5) books checked out at one time unless special permission is given by a member of the library 

staff.  The “Date Due” slip is printed with the date the book is to be returned.  All books are to be 

returned to the library in the book returned area which is located at the Circulation Desks. 

 

Overdue and Lost Material  

Overdue items accrue fines at the rate of ten cents per item, per day, with the exception of holidays and 

other days in which the Library is closed.  There is a maximum fine of $20.00 per overdue book.  For 

reserved books, the fine is twenty-five cents per HOUR, with no grace period, up to a maximum fine of 

$20.00 per overdue reserve book.  Students who have not cleared their library obligations will have a 

registrar’s hold placed on their official college record.  This hold will be removed when the library 

obligation has been cleared. 

 

If any learning materials are declared lost before or after the due date, the borrower is to be charged the 

current replacement cost plus a $10.00 service charge per item to cover the administrative cost of 

replacement.  If within a year from the time the item is declared lost, it is found and returned, the 

borrower will have the replacement charge, minus any accrued fines, refunded.  The $10.00 service 

charge is not refundable.   The same charges apply to materials returned damaged beyond repair.  For 

material returned damaged but repairable, the repair charge will not exceed the original cost of the 

material. 

 



 

 

Reserve Material  

Faculty members may place library or personally owned materials in heavy demand, on reserve for all or 

part of one term.  Reserve requests should be made at least one week before the reserved materials are 

needed.  At the end of each term, all materials are automatically removed from reserve unless the  

instructor or department head specifically requests continuation of the reserve for all or part of the 

succeeding term.  Whenever possible, the Library will place a photocopy of any specified periodical 

articles on reserve rather than place the entire issue of the periodical itself on reserve. 

 

The reserve collection is composed of materials selected by faculty members for use by students in 

connection with class assignments.  Reserve materials have restricted loan periods to insure maximum 

use and availability.  The instructor usually determines the loan period.  Materials under a two-hour loan 

period are for use in the library only.  Overnight materials are due at 8:00 a.m. the following morning. 

 

Library Use Policy (Student) 

1. Must have official Trenholm State Library Card/Student ID visible at all time while in the library. 

2. Must have official Trenholm State Library Card/Student ID to use the library and its resources. 

3. Must scan Student ID at circulation desk upon entering and leaving via the OrgSync system. 

4. May not use cell phones, pagers, or any audible devices in the library. 

5. Must abide by the Code of Student Conduct as outline in the Student Handbook. 

 

Library/Student Identification Card 

Each student is issued a library/student identification card by the library during the first semester of 

enrollment. For proper identification, students should have their identification card at all times while on 

campus and must be prepared to present the card whenever requested by a College faculty or staff 

member.  Your library/student id card must be worn at all times while in the library. 

 

Loss or theft of a card should be reported to the library immediately at 334-420-4455. First issued ID 

Cards are free, however, there is a $30 replacement fee for lost or stolen library/student id card. 

 

Dual Enrollment Policy 

The library promotes the use of its resources by dual enrolled students enrolled in the classes provided by 

the college.  Resources are made available through the Internet via the link to the library on the college 

webpage, www.trenholmstate.edu or direct access to the library homepage, 

http://www.trenholmstate.edu/academics/college-library.cms.  Dual Enrolled Students enrolled in courses 

can access the library via the Internet from anywhere wifi or Internet is available. Dual Enrolled students 

are introduced to the library through a variety of methods.  This may include mandatory on-campus 

student orientation session held at the beginning of the term, orientation sessions at each site, or via the 

internet.  For onsite and internet orientation, the library has created a powerpoint presentation which can 

be shown to students covering library services. This presentation is updated routinely as to ensure 

currency with library services and databases.  As is outlined in the Dual Enrollment Policy Manual, 

instructors are required to orient students with the library and electronic access to its resources at those 

orientation sessions.  A link to the library is included in the learning management system setup for each 

class. Through this link, students have access to the online catalog and the Contact Us features of the 

library.  Holdings of the library are available via the SirsiDynix Symphony library management system.  
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This database is searchable by all library patrons via the Internet and/or within each library facility and 

for distance education students at home or anywhere they have internet or wi-fi access.  As noted earlier 

with extended site students, the databases of the Alabama Virtual Library and additional electronic 

 

databases and ebooks can be accessed through a proxy server that is available to distance education 

students as well.   

 

The following policies apply to all dual enrollment students: 

1)   Transaction between dual enrolled students and the college library can be done using email, 

telephone, or through the “Contact” link on the library’s webpage. 

2)   All dual enrolled students are required to have a library card. 

3)   Dual enrolled students may check-out up to five books at a time. 

4)   Dual enrolled students can be set-up in the library management system via telephone or email 

request.  Verification of enrollment is done by checking the dual enrolled student’s name with 

current semester registration list provided by the Director of MIS. 

5)   Books and materials are mailed to the home address on file attached to the students’ registration 

information only.  Funds for mailing books and materials are provided by the office of the Dean 

of Instruction. 

6)   The loan period for Dual enrolled students is 14 days, including weekends.   

7)   Dual enrolled students may go online and renew their books for an additional 14 days, including 

weekends, one time only. 

8)   Dual enrolled students are provided a pre-paid return envelope or freight label.  Funds for pre-

paid return envelopes or freight labels for library materials are provided by the office of the Dean 

of Instruction. 

9)   The fine assessment for dual enrolled students is $.50 per day per item for everyday that the item 

is overdue. 

10)  The maximum overdue fine accrued by a Dual enrolled student per book is $20.00.  

11)  Lost books are accessed to Dual enrolled students at replacement cost for the book plus a $10 

service fee. Library fines stop accruing once a book or materials has been reported lost or stolen 

to the head librarian. 

 

 

Dual Enrollment Contact 
For questions regarding Dual Enrollment please contact: 

 

Mr. Timothy Spraggins    If Mr. Spraggins cannot be reached please contact: 

Dual Enrollment Liaison   Ms. Carol Millender 

334-420-4297     334-420-4312 

tspraggins@trenholmstate.edu   cmillender@trenholmstate.edu   

                                                                         

                                                                        Dr. Nakia R. Robinson 

                                                                        334-420-4323 

                                                                        nrobinson@trenholmstate.edu  
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CAMPUS LOCATIONS 

 

TRENHOLM CAMPUS      PATTERSON CAMPUS 

1225 Air Base Boulevard     3920 Troy Highway 

Montgomery, AL 36108     Montgomery, AL 36116 
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Dual Enrollment/Dual Credit Agreement 

The participating Local Education Agencies and the College will develop a Dual Enrollment for 

Dual Credit Agreement that includes, but not limited to the following: 

 

• Approval of the particular course to be offered and the high school equivalency for each 

course that shall be determined through the mutual agreement between the College and 

the participating Local Education Agency. 

 

• Three semester credit hours at the post-secondary level shall typically equal one credit 

(Carnegie unit) at the high school level in the same or related subject. 

 

• Identification of and provision for quality control indictors. 

 

• Student eligibility. 

 

An agreement document must be on file in the office of the College President before class 

proposal forms will be accepted. 

 

Student Eligibility 

A high school student is eligible for Dual Enrollment for Dual Credit if all the following criteria 

is met:  

 

• Students must meet the entrance requirements of the College as stipulated in the ACCS 

Policy and Procedure for Dual Enrollment for Dual Credit for High School Student.  

 

• Students must be in grade 10, 11, or 12.  

 

• Students must have an unweighted minimum cumulative high school grade point average 

(GPA) of 2.0 on a 4.0 scale or 80 on 100 point scale for career tech, 2.5 for allied health, 

and 3.0 for general academic courses.   Transcripts must be provided as documentation of 

the student's cumulative grade point average.  

 

• Students must have written approval of the appropriate principal or career technical 

education representative (if applicable) or counselor. Dual Enrollment for Dual Credit 

eligibility for students enrolled in private, home school/private tutor, parochial, or 

church/religious secondary educational entities must be documented in writing by an 

appropriate school official. Approval from secondary school officials must indicate that 

the student has demonstrated both academic readiness and social maturity.  

 

• Students registering for any college-level English or math courses must take the state 

approved placement assessment to determine their academic preparedness for college 

level courses.  Students registering for career and technical education courses, with the 

exception of math and English, in the 10th or 11th grades should not be required to take 

the state- approved placement test. Students must take the state-approved placement 

assessment before the start of their 12th year of high school, or submit ACT scores which 



 

 

•  exempt them from the exam (20 or higher on ACT English, 20 or higher in reading, and 

mathematics).  

 

• Students must meet all applicable prerequisites prior to enrolling in courses. 

 

• Developmental courses (those numbered below 100) are not offered through dual 

enrollment.  

 

Continuous Eligibility 

Students who meet the initial criteria for admission to a Dual Enrollment for Dual Credit 

Program will remain in continuous eligibility as long as a grade of C or above in all attempted 

college courses is earned. Students who fail to meet this minimum grade requirement or who 

withdraw from a course will be suspended from the program for a minimum of one term. The 

student may not re-enroll until the suspension has been served. For re-entry, the student must 

reapply to the program and must meet the minimum (unweighted) grade point average of 2.5 on 

a 4.00 scale.  

 

Enrollment and Registration Process 

Trenholm State Community College provides postsecondary instructional opportunities to 

eligible high school students through the ACCS Board Policy 801.03, Admission Dual 

Enrollment/Dual Credit for High School Students. This policy allows eligible high school 

students to enroll in college classes concurrently with high school classes, and to receive both 

high school and college credit where appropriate.  

 

High school students should contact their high school counselor, visit www.trenholmstate.edu or 

the Office of Admission and Records at Trenholm State for enrollment forms. Dual enrollment 

students will be contacted via email, telephone, and U.S. Postal Service regarding registration 

after all documents identified below are received. 

 

An eligible dual enrollment applicant must complete the required steps below in order to 

enroll in dual enrollment courses: 

 

• Discuss dual enrollment/dual credit options with their high school counselor to determine 

if they are eligible to enroll for dual enrollment at Trenholm State. 

 

• Apply for admission online at www.trenholmstate.edu 

 

• Download, www.trenholmstate.edu print, complete and submit the Dual Enrollment 

Application with approved courses listed and signatures by the high school principal and 

school superintendent.  

 

• The Dual Enrollment Application must be completed by the high school counselor and 

signed by all appropriate persons and then returned to the Office of Admissions and 

Records.  
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• View Dear High School Counselor Letter, Dual Enrollment Frequently Asked 

Questions and Counselor Checklist for Dual Enrollment documents 

www.trenholmstate.edu. 

 

• Submit a copy of an unexpired driver’s license or two forms of identification, one of 

which must be a Photo ID to the Office of Admissions and Records.  

 

• Submit a current official high school transcript and ACT scores to the Office of 

Admissions and Records.  

 

• Meet the admission requirements of Trenholm State for the academic or career technical 

program selected by the student.  

 

• Complete the ACT, SAT or ACCUPLACER Test in order to determine placement in 

English and math courses. Testing will be done on each site by the testing coordinator via 

a testing schedule.  
 

Registration 

The high school counselor will provide dual enrollment students information regarding course 

scheduling and careers. The Dual Enrollment Liaison will provide the Director of Admissions 

and Records all dual enrollment applications which identifies the approved dual enrollment 

courses in which students should register at Trenholm State. The Director of Admissions and 

Records will enter such courses on each dual enrollment student’s schedule. The Dual 

Enrollment Liaison must notify, in writing, the director of admissions and records, of any 

changes regarding dual enrollment students’ schedules.   

 

Placement Assessment 

If a student plans to take an English or math class and has not taken the SAT or ACT, an 

ACCUPLACER Test is required. It is designed to ensure proper course enrollment in English, 

math, and reading. However, a dual enrollment student who has earned an ACT English-20 and 

ACT Math-20 or SAT1 Verbal-480 and SAT1 Math-480 is exempt from the ACCUPLACER 

Test. 

 

College Orientation for Dual Enrolled Students 

Dual enrolled students must attend a dual enrollment orientation session during their first term of 

enrollment.  Through attendance and participation, dual enrolled students are informed of the 

College’s policies and procedures as well as practices designed to help with study and test-taking 

skills, time management, and more.  This is non-credit and does not substitute for ORI-101. 

 

Student Conduct 

Student conduct rules vary with the location of the course. 

 

Courses taught in the high school:  The policies and procedures of the high school should 

apply. 
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Courses taught at TSCC:  All students are required to familiarize themselves with the College’s 

Code of Student Conduct as printed in the College Catalog and Student Handbook. 

 

Academic Honesty 

Academic misconduct includes all acts of dishonesty in all academically-related matter and any 

knowing or intentional help or attempt to help, or conspiracy to help, another student commit an 

act of academic dishonesty. “Academically-related” includes all instructional facets of the 

College, i.e., dual enrollment, adult education, developmental education, transfer education, 

occupational/technical education, continuing education, and training for business and industry.  

 

Attendance 

Class attendance is considered an essential part of the educational process. Students are expected 

to punctually attend all classes in which they are registered. Excessive absences, regardless of the 

reason or circumstance, may interfere with the student's ability to successfully complete the 

requirements of the course.  

 

• Students will follow the College’s schedule of classes to include holidays and breaks 

unless agreements have been made between the College and high schools dictating 

otherwise.  

• Students are expected to attend each class session, arrive on time, and remain for the 

entire class session.  

• Absences occurring because of emergencies or school-scheduled functions may be 

excused with proper notification to the instructor.  

• Attendance for CTE students whose tuition is paid by the CTEDE Scholarship funds will 

be reported as required to the high school point of contact.  

• When a student is absent from class, the student is responsible for all material covered in 

the class and for any assignments made in class. The instructor is not required to review 

any material missed as a result of the student being absent, nor is the instructor required 

to provide an opportunity for makeup work.  

• In cases of excessive absences, the student should withdraw from the course before the 

last date to withdraw as published in the Academic Calendar. 

 

ALL CTE DUAL CLASSES ADHERE TO THIS POLICY. Before the published 

withdrawal date (last day to withdraw with a “W”), a student may be administratively 

withdrawn from any course for excessive absences when the student violates the attendance 

policy stated on the course syllabus.  

 

Progression  

Students are allowed to take two (2) classes per semester during the high school academic year 

(fall and spring semesters). All new students at Trenholm State Community College must attend  

an orientation session during their first term of enrollment. No exceptions will be made. During 

the summer term, students in CTE programs may take up to four (4) classes in their program of 

study. Students in CTE programs that require academic courses to graduate, and whose 

placement scores are sufficient, may also take academic courses for dual enrollment credit. 

http://www.trenholmstate.edu/skins/userfiles/files/CatalogPDF15-16/10%20Handbook.pdf


 

 

Payment of tuition, fees, and textbooks are covered by their CTEDE scholarship. Students who 

receive the CTEDE grant scholarship are required to pass each course to continue in the 

program. 

 

Textbooks 

Students enrolled in the Dual Enrollment and Dual Credit program will be provided with 

textbooks for each course in which they are enrolled.  The Dual Enrollment Liaison will place 

orders for and distribute textbooks based on the number of students enrolled in a course.  

Textbooks are the property of TSCC and must be returned by the student at the end of each 

semester, in an unaltered state.  Failure to return textbooks will result in a hold (H) being placed 

on the students account, which will impact students’ grades posting and enrollment in future 

courses.  Additionally, students will be invoiced the full price of the textbook, if damaged or lost. 

 

Enrollment Limitations  

Enrollment in a combined number of high school and college courses per term will not exceed 

that which is educationally sound as determined by the VP for Instructional Services at Trenholm 

State, in consultation with the local high school representative.   

 

Academic Schedule and Calendar 

The college’s current academic schedule and calendar may be found at www.trenholmstate.edu. 

 

Add/Drop and Withdrawal Policies  

Students will not be allowed to drop and add courses at will. Once a student is registered in a 

sequential track for the semester, the student will not be allowed to add courses after the 

drop/add date. Students have the opportunity, in consultation with the counselor and instructor, 

to request a withdrawal from the selected class.  It is the student’s responsibility to contact their 

school counselor immediately if they are considering not completing a dual enrollment class. 

Trenholm State’s withdrawal policy can be found on the College website. 

 

Student Transcripts  

Official records of the student’s college credits and grades are maintained by the Office of 

Admissions and Records.  Students may request official transcripts of these records by 

submitting a Transcript Request Form.  This form may be found on the College website.  

 

Please note that Trenholm State cannot release student transcripts until the student’s final high 

school transcript has been received in the admissions office.  All dual enrollment and fast track 

students should request that their high school send a final transcript to Trenholm State 

immediately after high school graduation.  

 

Expectations for Student Readiness and Behaviors 

Students participating in Dual Enrollment courses will be expected to follow all of the guidelines 

and procedures as our native students.  A complete description of these policies can be found in 

the Catalog Catalog/Student Handbook. Instructors are encouraged to review and enforce as 

appropriate.  
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Students with Disabilities  

The Rehabilitation Act of 1973 (Section 504) and the Americans with Disabilities Act of 1990 

state that qualified students with disabilities who meet the essential functions and academic 

requirements are entitled to reasonable accommodations. It is the student’s responsibility to 

provide appropriate disability documentation to the College.  The ADA (Americans with 

Disabilities Act) Coordinator is located in the Student Services Building, Bldg. F on the 

Trenholm campus. Please do not hesitate to ask for help.  
 

The Americans with Disabilities Act of 1990 (as amended) and Section 504 of the Rehabilitation 

Act of 1973 (as amended) prohibits discrimination against any qualified person with a disability 

regardless of the disability. It is the policy of Trenholm State Community College that no 

qualified person with a disability shall be subjected to discrimination because of the disability 

under any program or activity conducted or sponsored by the College. Trenholm State 

Community College seeks to provide accessible, affordable, quality education; promote 

economic growth; and enhance the quality of life in its service area and beyond. Moreover, the 

college strives to foster a welcoming environment to all of its students and works in good faith to 

meet the needs of our students. 
 

Disclosure of a disability is voluntary. However, if a student with a disability has a need related 

to his/her condition and would like to request reasonable accommodations; he/she must contact 

the ADA Coordinator to schedule an appointment to complete a Request for Services 

Application/Intake form and inform the official of his/her needs. The student must provide 

reasonable notice of the need for accommodations to the ADA Coordinator on the campus where 

he/she is enrolled. Before most accommodations can be made, the student must present 

documentation of his/her disability. Generally, the documentation must be dated within the last 

three years. If the disability is of a physical nature, the documentation must come from the 

appropriate medical doctor. If the student has a learning disability, the evaluation should include 

test results and a statement of the disability from an appropriate mental health professional, 

testing agency, or medical physician. It is the student's responsibility to provide documentation 

of his/her disability. The student is responsible for any cost related to obtaining the appropriate 

documentation to support his/her need for reasonable accommodations. 
 

In providing reasonable accommodations, an educational institution is not required to waive or 

modify program requirements or lower academic standards that are reasonable and 

nondiscriminatory. Once the student presents the proper documentation to the ADA Coordinator 

and is certified to receive reasonable accommodations, the ADA Coordinator will complete a 

Disability Certification form, which lists the reasonable accommodations to be provided. 

Reasonable accommodations may include priority registration, testing accommodations, alternate 

formats of assignments, recording and/or note takers, academic classroom aids, adaptive 

computer technology, academic assistance, and interpreter services. 

 

After registering for classes each semester, the student will schedule a meeting with the ADA 

Coordinator. The Disability Certification form will be reviewed, and the ADA Coordinator will 

complete a Reasonable Accommodation form for each class to give to the student. It will be the 

responsibility of the student to present these forms to his/her instructors, preferably within the 
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first week of class, so that accommodations may be provided as early as possible. Reasonable 

accommodations are not retroactive, thus it is important that students meet with the ADA 

Coordinator and provide documentation of any disabilities as soon as possible. In order to 

receive accommodations at the College, students should follow the procedures listed below. 
 

1. The student must schedule an appointment to meet with the ADA Coordinator on the 

campus where he/she is registered to discuss his/her need for reasonable 

accommodations.  

2. During the appointment, the student will complete the Request for Services 

Application/Intake form.  

3. During (or after) the appointment, the student must provide proper documentation of 

his/her disability to the ADA Coordinator. Please see the documentation criteria as listed 

in the section titled Criteria for Disability Documentation.  

4. After being certified to receive reasonable accommodations at the College, the ADA 

Coordinator will complete a Disability Certification form which lists the reasonable 

accommodations to be provided.  

5. At the beginning of each term of enrollment, the student must schedule a meeting with 

the ADA Coordinator. The Coordinator will review the Disability Certification form and 

complete Reasonable Accommodations form(s) for the student to present to his/her 

instructors. 

6. The student should present the Reasonable Accommodations form(s) to the instructor(s) 

during the first week of class. After the instructor signs the form, the student must return 

the form to the ADA Coordinator who will copy the form and provide a copy to the 

instructor.  

7. Steps 5 and 6 will be repeated for each new term of enrollment with Central Alabama 

Community College. 

 

If a student has a concern regarding reasonable accommodations and services received at 

the College, the student should contact the ADA Coordinator at 334 420 4326. 

 

Students may contact the Student Services Office at the campus where the student is enrolled or 

contact the designated ADA Coordinator who will make arrangements to meet with the student 

at the campus where the student is enrolled. For additional information about required 

documentation and available resources for students with disabilities, please refer to the Trenholm 

State Community College Student Handbook, located at www.trenholmstate.edu.  

 

FERPA – Family Educational Rights and Privacy Act  

The Family Educational Rights and Privacy Act (FERPA) is a Federal law that protects the 

privacy of student education records.  The law applies to schools that receive funds under an 

applicable program of the U.S. Department of Education.  
 

FERPA gives parents certain rights with respect to their children’s education records. These 

rights transfer to the student when he or she reaches the age of 18 or attends a school beyond the 

high school level.  Students to whom the rights have transferred are eligible students. Generally, 

schools must have written permission from the parent or eligible student in order to release any 
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information from a student’s education record. However, FERPA allows schools to disclose 

those records, without consent, to the following parties or under the following conditions (34 

CFR § 99.31):  

 

• School officials with legitimate educational interest;  

• Other schools to which a student is transferring;  

• Specified officials for audit or evaluation purposes;  

• Appropriate parties in connection with financial aid to a student;  

• Organizations conducting certain studies for/or on behalf of the school;  

• Accrediting organizations;  

• To comply with judicial order or lawfully issued subpoena;  

• Appropriate officials in cases of health and safety emergencies; and State and local 

authorities, within a juvenile justice system, pursuant to specific State law.  

 

Schools may disclose, without consent, “directory” information such as a student’s name, 

address, a telephone number, date of birth, honors and awards, and dates of attendance. 

However, schools must tell parents and eligible students about directory information and allow 

parents and eligible students a reasonable amount of time to request that the school not disclose 

directory information about them.  Schools must notify parents and eligible students annually of 

their rights under FERPA.  The actual means of notification (special letter, inclusion in a PTA 

bulletin, student handbook, or newspaper article) is left to the discretion of each school.  

 

For more information or to learn more about this Act, please visit the FERPA website at 

http://www.ed.gov/offices/OM/fpco/ferpa.  

 

College Functions – Dual Enrollment Liaison 

 

The Dual Enrollment Liaison will be the contact person for Dual Enrollment information and 

will include the following:  

 

• Answering questions and concerns from counselors, students, and parents,  

• Collecting applications   

• Updating the high school counselor on student schedules each term, 

• Coordinating an orientation session for dual enrollment students;  

• Reporting attendance and grades to the Director of Admissions and Records.  

 

High School Functions  

Unless otherwise designated, the high school counselor will serve as the high school point of 

contact.  

 

• The Counselor will distribute information to eligible high school students.  

• The Counselor will collect and submit forms to the College contact for processing.  

• The Counselor will submit the appropriate secondary course number corresponding with the 

postsecondary course number. 

http://www.ed.gov/offices/OM/fpco/ferpa


 

• Coordinating the registration of first time dual enrollment students;  

Student Responsibility  

Students are expected to:  

 

• Comply with all College policies,  

• Comply with the syllabus requirements of each course,  

• Complete and submit all coursework on time,  

• Attend all class meetings, arrive on time, and stay in class for the entire scheduled time,   

• Notify the instructor (in advance if possible) of any absence(s).  

 

CTE students who fail or withdraw from a course will not be allowed to continue in the CTEDE 

program. 

 

Course Development and Policies  

 

General Policies 

• High schools interested in offering a Dual Enrollment for Dual Credit class on their 

campuses should contact the College’s Vice President for Instructional Services. The point of 

contact at the high school should complete and submit a course proposal form for the 

upcoming academic year by March 1st. Submission of a request does not guarantee approval. 

The college will determine the courses via a schedule that will be offered at all dual 

enrollment sites each term.  

• Courses offered are traditional college level academic or CTE courses in accordance with 

accreditation standards. Courses numbered below 100, and CTE "Special Topics" classes are 

not eligible for Dual Enrollment for Dual Credit. Students may not audit courses.  

• Minimum enrollment requirements for a Dual Enrollment for Dual Credit class are 

determined by the College. If a proposed class does not meet the minimum enrollment 

requirements, the class may proceed if the instructor and school system agree to prorated 

compensation based on student enrollment. The College reserves the right to cancel courses 

when the minimum enrollment requirements are not met.  

 

Course Content   

• Dual Enrollment for Dual Credit courses will be taught at the collegiate level. Instructors are 

required to follow ACCS Plans of Instructions and/or the prescribed course syllabus while 

meeting all course objectives. The division chair must approve modifications to the course 

syllabus.  

• Course content will be monitored by site visits. The appropriate division chair or a faculty 

mentor will visit each class to observe instruction and review evaluation instruments.  

 

 

Methods of Evaluation  

• Dual Enrollment for Dual Credit instructors will adhere to the course syllabus regarding 

student evaluation. A sufficient number of evaluations should be administered during a 

semester.  
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• Depending upon course content, the following may be appropriate for evaluation of student 

competence in the course: quizzes, exams, essays, research projects, portfolios, oral 

presentations, journals, labs, and homework.  

• The instructor should follow the College/department policy regarding grading procedures.  

• Grades awarded for Dual Enrollment for Dual Credit students should be aligned with grades 

awarded in the traditional college setting. Dual Enrollment for Dual Credit instructors should 

work closely with their assigned College mentor concerning expected outcomes and 

difficulty level of evaluation instruments.  

 

Grades 

Grades will be issued to dual enrolled students each semester. The grades earned in dual 

enrollment courses count toward high school graduation requirements. The grades are listed on 

the students’ Trenholm State transcript and become a part of the students’ permanent college 

transcript. Official transcripts will be mailed to designated high school counselors after grades 

are processed, within five-to-seven business days. The Dual Enrollment Liaison will provide the 

names of the designated high school counselors to the Director of Admissions and Records. 

Official transcripts will be mailed via U. S Postal Service Certified Mail. 

 

College Grading  

The College’s credit and grading system is as follows:  

 

• Students will receive a grade for their coursework at the end of each semester.  

• Students should do the very best work possible in their college courses.  In order for courses 

to transfer to four-year schools, a grade of C or higher is required.  

• Students will receive final grades in MyTrenholm portal.  Trenholm State Community 

College does not report grades to parents or legal guardians unless the student has signed 

FERPA release on file in the Office of Admissions. 

• Due to FERPA, it is inappropriate for parents to speak to College instructors, even though 

they may have paid the student’s tuition.  Parents or legal guardians are required to contact 

the high school counselor or administration.   

• Instructors post course grades to the TSCC Student Information System (MyTrenholm) 

Grades will be processed and forwarded to the appropriate designated high school contact.   

• Students are encouraged to meet with instructors before the last day to withdraw.  Before 

withdrawing, please consult with the high school counselor and College instructor to ensure 

withdrawal is warranted.  Withdrawal dates are posted in the registration guide. 

• Grades on transcripts are permanent; they can never be deleted.  If a student receives the 

grade of F and retakes the course, both grades will show on the transcript. 

• The grades of A, B, C, and D are passing grades.  The grade of F is a failing grade. 

 

Grade Point Average 

Trenholm State does not have a standardized numerical grading scale.  Students and parents 

should be aware that each instructor establishes their own numerical grading scale which is 

outlined in the course syllabus.  The quality of performance in any course is reported by a letter 
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grade, the assignment of which is the responsibility of the instructor.  These grades denote the 

character of study and are assigned quality points as follows: 

 

A-Excellent  4 grade points per credit 

B-Good  3 grade points per credit 

C-Average  2 grade points per credit 

D-Poor   1 grade points per credit 

F-Failure  0 grade points per credit 

 

 

Grade Appeal 

The student may appeal only the final grade in the course.  To initiate a grade appeal, the student 

must prepare a written letter describing why it is believed that the grading procedures outlined in 

the class syllabus were not appropriately followed, attaching all relevant evidence to the 

statement.  The letter must be submitted to the Vice President for Instructional Services within 

one semester in which the grade was received.   

 

Student Right to Know 

Trenholm State Community College students and prospective students have the right to review 

certain relevant information concerning Trenholm State Community College graduation and 

transfer rates, retention rates, gainful employment, and financial support as well as any 

instance(s) of on-campus criminal activity. Information related to these items may be obtained at 

the College website, www.trenholmstate.edu.  

 

Official Means of Communication 

The College creates official email addresses for all employees and students and has adopted 

email as the official form of communication to these email accounts. Dual Enrollment students 

will be assigned official email accounts once they complete their admission application to the 

College. 

 

Driving and Parking Regulations 

Trenholm State Community College provides parking spaces for students in designated parking 

lots. Students who park on campus must obtain a parking decal from the Safety and Security 

Coordinator. There is no charge for the decal. On-campus parking space is limited; therefore, a 

parking decal is not a guarantee of an available parking space.  

 

A student seeking a parking decal must present a valid driver's license and the make, model and 

license plate number of the vehicle being registered. Parking decals are not transferable from one 

vehicle to another or from one student to another. A registered vehicle is the responsibility of the 

registered owner, regardless of who is driving. 

 

The parking decals must be displayed in the manner designated at the time the decal is issued. 

Each permit expires at the end of summer term each year.  
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A parking decal should be removed if a registered vehicle is sold or traded or if the student is no 

longer enrolled at Trenholm State Community College. Any change in ownership of a registered 

vehicle must be reported immediately to Safety and Security Coordinator. 

 

Title IX 

It is also the policy of Trenholm State Community College to be in accordance with Title IX of 

the Education Amendments of 1972 which provides that "no person in the United States shall, on 

the basis of sex, be excluded from participation in, be denied the benefits of, or be subjected to 

discrimination under any educational program or activity receiving Federal financial assistance." 

Students with concerns regarding their rights under this law should contact the Dean of Students. 

 

Trenholm State Community College Student Handbook 

Trenholm State Community College administration has prepared the Student Handbook to assist 

students as they pursue their educational objectives. Included is general information about the 

College related to vehicle regulations, academic support services, bookstores, buildings and 

grounds, advising and the student success center, student activities, college publications, student 

organizations, student records, the Student Code of Conduct, dress and appearance, substance 

abuse policies, disciplinary procedures, complaint and grievance procedures, and emergency 

procedures. Students are urged to become familiar with the contents of this handbook and keep it 

available for reference; the handbook is located on the College website, www.trenholmstate.edu.  

 

College Closure Dates 

 

The College observes the following holidays each year and will be closed. 

 

• New Year’s Day 

• Martin Luther King Holiday 

• Memorial Day 

• Independence Day 

• Veterans Day 

• Thanksgiving Holidays 

• Christmas Holidays 

 

In addition, the College will observe Spring Break each year. For these dates, students should 

consult the current Academic Calendar, available on the College website at 

www.trenholmstate.edu. 
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