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Welcome  
Welcome to our Concurrent Enrollment community! Whether you’re new to the program 
or a returning instructor, I’m genuinely glad you’re here. The work you do makes a real 
difference not just in helping students earn college credit, but in showing them what it 
means to engage with college-level learning, often for the first time.  

Teaching in this space is unique. You’re helping bridge high school and higher 
education, and that takes not only subject expertise, but care, flexibility, and a shared 
commitment to academic integrity. This handbook is here to support you with the nuts 
and bolts: grading expectations, syllabus guidelines, student communication 
requirements, evaluation procedures, and more. It’s meant to be a resource, and we 
hope it helps clarify the expectations that keep our courses aligned with university 
standards.  

Beyond policies and procedures, we hope you’ll feel connected to a broader 
professional community. We’re a growing network of instructors across schools and 
disciplines, and we’re here to learn from each other, share ideas, and keep refining this 
program together.  

If you ever have questions, run into challenges, or just want to talk through a new 
teaching idea, please don’t hesitate to reach out. Our office is here for you, and we look 
forward to working alongside you to ensure our students have the strongest possible 
start to their college journey. ​
​
Concurrent Contact Information  

Reynolds, Room 437 
Little Rock, AR 72204  
501-916-5674​
earlycredit@ualr.edu 
cqconway@ualr.edu  

 

 
​
​
​
​
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Child Maltreatment/Mandated Reporter Training  
The University of Arkansas at Little Rock is committed to maintaining a safe and secure 
environment for children who are participating in programs connected with the 
university. All university employees and volunteers will immediately report known or 
suspected child maltreatment to the State of Arkansas Child Abuse Hotline and to the 
UA Little Rock Department of Public Safety.  

If any university employee or volunteer reasonably suspects or observes child 
maltreatment, he or she should immediately do the following (and must do the following 
if a mandated reporter):  

1. Report, as required by state law, the suspected maltreatment to the state’s Child 
Abuse Hotline at 800-482-5964. The hotline is toll-free and staffed 24 hours per 
day. In non-emergency situations, a report form is available at the following 
website and may be faxed to 501-618-8952:  
http://www.arkansas.gov/reportARchildabuse/report_child_abuse.html  

2. Report the suspected maltreatment to the University of Arkansas at Little Rock 
Department of Public Safety at 911 or 501-916-3400. This must occur 
immediately after the hotline report is made. After receiving a report of 
suspected maltreatment, Public Safety shall promptly coordinate an appropriate 
response with state officials and local law enforcement, as appropriate. In 
addition, Public Safety shall notify the appropriate vice chancellor for any 
program, location, or employee involved in the allegations.  

Procedures for Protection of Minors on Campus  

Evaluation of Instruction  
● CE teachers will be observed and evaluated by University departmental liaisons 

twice per year.  

 
● CE high school courses and teachers will be evaluated by students, and 

information will be communicated to teachers and administrators.  

​
​
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Family Rights and Privacy Act (FERPA)  
The Family Educational Rights and Privacy Act Of 1974 (FERPA) is a federal regulation 
that protects the privacy of student education records and provides eligible students 
certain rights with respect to their education records:  

1. To inspect and review all educational records pertaining to the student, with some 
exceptions under FERPA, within forty-five (45) days of the date the university 
receives a request for access. Students should submit the appropriate official 
written requests that identify the record(s) they wish to inspect. The university 
official will make arrangements for access and notify the student of the time and 
place where records may be inspected. If the records are not maintained by the 
university official to whom the request was submitted, that official shall advise 
the student of the correct official to whom the request should be addressed. 
(Note: UA Little Rock students may have records in one or more of the following 
offices: Academic Advising, Admissions, Bursar’s Office, College Deans Offices, 
Disability Resource Center, Financial Aid, IT Services, Health Services, 
Ottenheimer Library, Records and Registration, Testing Services, and in the 
custody of other administrative and academic personnel within the limitation of 
their need to know. Students may review their education records by written 
request to the appropriate office’s record custodian. Students should submit a 
written signed request which identifies as precisely as possible the record(s) he 
or she wishes to inspect. A student must present a valid photo ID such as a 
driver’s license, military ID, University ID, or state ID before being permitted to 
review the education record.)  

2. The right to request the amendment of his or her educational records to ensure 
that they are not inaccurate, misleading, or otherwise in violation of his or her 
privacy or other rights. Students should write to the university official responsible 
for the record, clearly identify the part of the record they want to be changed, and 
specify why it is inaccurate or misleading. If the university decides not to amend 
the record as requested by the student, the university will notify the student of the 
decision and advise the student of his or her right to a hearing regarding the 
request for amendment. Additional information regarding the hearing procedures 
will be provided to the student when notified of the right to a hearing and is also 
contained in University-Wide Administrative Memorandum 515.1. ( See 6. below) ​
​
​
​
​
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3. The right to withhold directory information (see directory information below), 
which will be subject to public disclosure unless the student informs the Office of 
Records and Registration in writing that he or she does not want any information 
designated as directory information.  

4. The right to consent to the disclosure of personally identifiable information 
contained in his or her educational records, except to the extent that FERPA 
authorizes disclosure without consent. One such exception permits disclosure 
without consent to school officials with legitimate educational interests. A 
“school official” is a person employed by the university in an administrative, 
supervisory, academic or research, or support staff position including campus 
law enforcement unit personnel and health staff; a person or company with 
whom the university has contracted such as an attorney, auditor, or collection 
agency; or verification third party such as National Student Clearinghouse, a 
person serving on the Board of Trustees; or a student serving on an official 
committee such as a disciplinary or grievance committee, or assisting another 
school official in performing his or her tasks. A school official has a “legitimate 
educational interest” if the official needs to review an educational record in order 
to fulfill his or her professional responsibility. Upon request, the university may 
also disclose educational records without consent to officials of another school 
in which a student seeks or intends to enroll.  

5. The right to file a complaint with the United States Department of Education 
concerning an alleged failure by the university to comply with the requirements of 
FERPA. The name and address of the office that administers FERPA is: Family 
Policy Compliance Office  
U.S. Department of Education  
400 Maryland Avenue S.W.  
Washington, DC 20202-4605  

6. The right to obtain a copy, upon paying a copying fee, of University-Wide 
Administrative Memorandum 515.1 and the university’s copy of FERPA 
regulations. Copies may be obtained in the UA Little Rock Ottenheimer Library.  

When a student turns 18 years old or enters a postsecondary institution at any age, the 
rights under FERPA transfer from the parents to the student (“eligible student”). The 
FERPA statute is found at 20 U.S.C. § 1232g and the FERPA regulations are found at 34 
CFR Part 99.  
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​
Grade Changes  
Should a grade need to be changed for some reason following the last day to enter 
grades into the system, contact earlycredit@ualr.edu for further guidance.  

Grades of “I” (Incomplete)  
Due to the nature of concurrent enrollment, particularly with graduation requirements, 
incomplete grades are typically not assigned. However, should you believe there is a 
relevant extenuating circumstance, please contact earlycredit@ualr.edu to begin the 
process formally with the student’s name, ID number, and a description of the 
circumstance.  

Grading Policy  
Grades are one of the criteria used at UA Little Rock to monitor the progress and assess 
the academic standing of concurrent credit students. This policy defines the grading 
system and issues related to the posting of grades.  

Grading System  
The concurrent credit grading system used by UA Little Rock is: A, Superior work; B, 
Good work; C-Average; D- Passing:  F, failing; I, incomplete; CR/NC, credit/no credit; and 
W, withdrawal. Concurrent Enrollment uses the cumulative grade point average (GPA) 
for the program in which the student is currently enrolled and any other courses taken 
while enrolled in the current program as a measure for determining scholastic standing 
and fulfillment of graduation requirements. The GPA is determined by assigning quality 
points to each letter grade (A=4, B=3, C=2, D=1, F=0), multiplying the quality points by 
the number of credit hours in the course, and dividing by the total number of hours 
attempted. The semester grade report shows both the semester GPA and a cumulative 
GPA based on all concurrent coursework taken at UA Little Rock.  

Posting of Grades  
If grades are posted, it is done in such a way that students can identify only their own 
grades. Grades must be posted by the due date provided by the Concurrent 
Enrollment office each fall and spring term. Year-long grades are posted at the 
conclusion of the spring term only.  ​
​
​
​
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Entering Student Grades  
To enter student grades, you will need to log into your BOSS account. Navigate to the 
Faculty Services tab, scroll down to Final Grades. Select term, and enter each student 
grade. This process will be through Summer 2025. 

Faculty Absences  
Whenever unforeseen circumstances make it necessary for an instructor to be absent 
from his or her duties for an extended period of time, concurrent instructors or the 
school concurrent coordinator should notify the director of concurrent enrollment.  

Long term Substitutes  
If a high school concurrent instructor has to go on a long-term leave of absence, the 
school district will notify UA Little Rock. Any long-term substitutes assigned to a 
concurrent class must be properly credentialed and approved by UA Little Rock. ​
​

Liaisons  
The following information can also be found on the UA Little Rock Early Credit website: ​
​
The role of the UA Little Rock Department Chair/Liaison for Concurrent Enrollment is to 
provide quality collegial support and guidance to the CE partnering high school faculty. 
In this role the UA Little Rock Department Chair/Liaison will review syllabi, maintain 
correspondence with high school faculty, participate/facilitate professional 
development, and make an annual site visit to CE high school faculty members.  

Non-Compliance  
If teachers are found in noncompliance to the Concurrent Enrollment High School 
Faculty Guidelines, the following disciplinary measures will be taken: ● First 
offense: Teacher and CE coordinators will be notified.  

○ If after notification, the teacher is still under non-compliance  
● Second offense: Formal written notification is sent to the High School 

principal/building level supervisor.  
○ If after notifying administration the teacher is still found in noncompliance, 

● Last offense: The teacher will not be reappointed as CE faculty.  

​
​
 

Online Support/Assistance  
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Blackboard and Learning Technology Support  

Phone: 501-916-5885  
Email: eLearning-Support@ualr.edu  
In Person: Dickinson Room 105  

Instructional & Online Course Design Support  

Phone: 501-916-5879  
Email: eLearning-Design@ualr.edu  
In Person: Dickinson Room 503  

If you are in need of technical support for other UA Little Rock applications, like email or 
BOSS, or need assistance with your T-Number, please contact the Information 
Technology Services help desk.  

You can find information about procedures that apply directly to teaching online by 
visiting the eLearning business processes page. System and university-wide policy 
information, handbooks, and other policy resources are available on the UA Little Rock 
policy website.  

Ottenheimer Library Support  
The Ottenheimer Library has a variety of online Databases, Journals, and resources to 
assist you with research.  

Regular and Substantive Contact  
Within each syllabi, an instructor must have a statement on their commitment to regular 
and substantive contact with students, which is a clear statement explaining the 
following:  

Office Hours: The method(s) and scheduled time(s) the instructor will use to be 
available for student-initiated contact (for example, virtual office hour meetings, 
message/email, phone call, chat, meeting in person, a combination of several, or other) 
during business hours, as well as an expectation for method of contact outside of 
business hours (i.e., weekends and holidays); ​
​
 
Instructor Presence: The expected regularity of instructor-to-student interaction and 
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how it is distributed throughout the term (this will vary based on the type of course, 
modality, length of course term, and specific course activities). If there is a need for  
interruption of interaction for an extended period, the instructor should announce this 
interruption to the class.  

The Instructor may include additional information beyond these required items.  

Sexual Harassment Policy  
UA Little Rock explicitly condemns sexual harassment as a violation of an individual’s 
human rights and dignity and as a form of discrimination based upon sex. Therefore, it 
is the policy of UA Little Rock that members of the university community neither commit 
nor condone sexual harassment in any form.  

● This prohibition applies equally to male and female staff, faculty and students, to 
all other persons on premises subject to university control and to those engaged 
to further the interest of the university. Employees and students who engage in 
sexual harassment will be subject to applicable disciplinary processes.  

● Sexual harassment is unlawful and also may subject those who engage in it to 
civil and criminal penalties.  

● The university is committed to providing an environment free from sexual 
harassment. Therefore, the university administration strongly encourages all UA 
Little Rock community members to report incidents of sexual harassment. To 
that end, reporting and investigating procedures are supportive of and sensitive 
to the alleged victim. At the same time, they adequately safeguard the rights of 
the alleged offender.  

Student Academic Offenses, Grievances, and Appeals  
The University has developed certain regulations to make possible an orderly academic 
environment where all members of the community have the freedom to develop to the 
fullest extent.  

Academic dishonesty cannot be condoned or tolerated in the University community. 
Such behavior is considered a student conduct violation, and students found 
responsible for committing an academic offense on the campus, or in connection with 
an institution-oriented or sponsored activity, or while representing the University or 
academic department, will be disciplined by the University.  
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Students may not gain undue advantage over their classmates by deceptive or 
dishonest means. Throughout their education students shall be impressed with the 
facts that cheating, duplicity, unauthorized reproduction of classroom materials, and 
plagiarism are morally degrading and that such practices seriously interfere with 
learning and intellectual development. It is a responsibility of instructors to make every 
effort to prevent dishonesty, protect honest students, and take appropriate action in 
instances of dishonesty. It is the responsibility of the student not only to abstain from 
cheating, but in addition, to avoid the appearance of cheating and to guard against 
making it possible for others to cheat. Courtesy and honesty require that any ideas or 
materials borrowed from another must be fully acknowledged. It is the obligation of 
each student to report all alleged violations of academic integrity to the instructor, as 
well as the responsibility of all instructors to report all alleged violations of academic 
integrity to the Office of Concurrent Enrollment  

Students may not reproduce, in whole or in part, classroom lectures or study materials 
presented by a professor without specific approval in advance by the professor. 
Publication of any such material shall only be with the express consent of the professor.  

The determination that a student’s work was the result of dishonest action can be 
considered in the instructor’s evaluation of that work and in the determination of the 
course grade. In addition, disciplinary action will be taken by the appropriate University 
official or by the Academic Integrity and Grievance Committee. ​
For further details about the full policy and procedures, please visit the Academic 
Offenses policy. ​
​
Student Drop/Withdrawal from a Course  

Students may drop classes without penalty to their transcripts within the first week of 
courses. The HS Campus Coordinator will work with the CE Specialist in regards to the 
drop and withdraw process. The HS Coordinator will notify the CE director via email of 
concurrent students who need to drop a course by the deadline provided to your 
campus coordinator for individual classes with a grade of "W" for withdrawal. HS 
Coordinators will also inform the CE director when a concurrent student needs to 
withdraw from all courses by dates provided for each Fall and Spring term. HS 
Coordinators and Teachers need to be familiar with the deadlines to drop courses 
each semester as these concurrent students are not on campus and will be handled 
by the Office of Concurrent Enrollment in collaboration with the Office of Records and 
Registration staff. ​
Students with Disabilities  

The University is committed to providing qualified students with disabilities an equal 

10 

https://ualr.edu/policy/student/academic-integrity-and-grievance/
https://ualr.edu/policy/student/academic-integrity-and-grievance/


opportunity to participate in and enjoy the benefits of all academic services, programs, 
or activities. Under the Americans with Disabilities Act of 1990 as amended, public 
entities such as universities must reasonably modify their policies, practices, or 
procedures to avoid discrimination unless such modifications would fundamentally 
alter the nature of their service, program, or activity. The Americans with Disabilities Act, 
Technical Assistance Manual II (see Title 11.3.6100).  

If you are a student with a disability, or if you simply want to discuss resources that 
might help you learn more effectively, you can contact the Disability Resource Center at 
any time. You are welcome to drop in or call 501-916-3143 to make an appointment. 
Their staff will work with you to discuss accommodations and identify resources on 
campus or in the community that might be helpful for you. Accommodations are 
established through an interactive process. For more information, visit the DRC website 
or review the steps to request accommodations. We want you to know you are valued, 
welcome, and wanted at UA Little Rock.  

For additional information, please visit the Academic Accommodations for Students 
with Disabilities policy statement.  

Syllabi  
Every approved course must have a concise statement outlining the main points of 
study and the procedures used in the course. This statement must be delivered to the 
student at the beginning of the course, no later than the end of the schedule adjustment 
period. Changes during the operation of the course must be communicated to the 
students in a timely manner. A multi-page syllabus must include page numbers.  

Title IX Policy  
Notice of Nondiscrimination under Title IX ​
 
The University of Arkansas at Little Rock does not discriminate on the basis of sex in 
the education programs and activities that it operates and is prohibited from doing so 
by Title IX of the Education Amendments of 1972, 20 U.S.C. § 1681 et seq., and the U.S. 
Department of Education’s implementing regulations, 34 CFR Part 106. The University’s 
nondiscrimination policy extends to admission, employment, and other programs and 
activities. Inquiries regarding the application of Title IX and 34 C.F.R. Part 106 may be 
sent to the University’s Title IX Coordinator, the U.S. Department of Education Assistant 
Secretary for Civil Rights, or both.  
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For the full policy, please see the Title IX Policy for Complaints of Sexual Assault and 
Other Forms of Sexual Harassment.  
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