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SITE COORDINATOR DUTIES AND RESPONSIBILITIES 

 
 Attend In-service 

▪ Early August on the GCCC campus 
 

 Schedule dual credit enrollment events 

▪ GCCC will be available to assist with enrollment on your campus 

▪ Early enrollment helps assure there are offerings to meet students course needs 
 

 Assure students qualify for requested courses 

▪ Schedule Accuplacer testing, if needed 

▪ Provide copies of transcripts or ACT scores 
 

 Complete necessary paperwork 

▪ Line schedules  

▪ Enrollment forms 

▪ Drop/Add slips (Add slips require a parent signature due to additional financial responsibility) 
 

 Communication  

▪ Expressing course requests to meet needs of students in your district 

▪ Identifying/recommending possible concurrent instructor candidates 
 

 Technology 

▪ Acquire access to Canvas 

▪ Check GCCC BusterMail periodically 
 

 Oversee Concurrent instructors and assist as needed for completion of their duties and responsibilities  
 

 Ensure that instructor evaluations are completed by students 
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GCCC SERVICE AREA SITE COORDINATORS’ PAY SCHEDULE  

  

2023-2024 

  

$200.00 base pay per semester (+) 3-year average of student credit hours (x) the Number of Years of Service as  

GCCC OSC  

                                                      *No. of Years of Service  

                       GCCC Outreach Site Coordinator  

  

1 $5.91  

2 $6.04  

3 $6.15  

4 $6.27  

5 $6.40  

6 $6.52  

7 $6.62  

8 $6.75  

9 $6.87  

10 $6.97  

11 $7.11  

12 $7.22  

13 $7.33  

14 $7.46  

 15+        $7.57  

  

Site Coordinators are expected to attend coordinator meetings in order to advance on this Pay Schedule.  

  

Site Coordinators will receive payment ONLY for those students who have certified. Pay will be calculated 

after all semester classes have certified. Please assist your instructors as necessary to ensure that all students are 

enrolled and have met any outstanding obligations. Please communicate with your instructors any information 

you have regarding the enrollment status of his/her students.   

  

Instructor/Monitor Pay  

GCCC contracts with Unified School Districts. Therefore, payment is made to USD administration.   

  

1. Concurrent instructors will receive payments through their USD administration, not GCCC.  (Please check 

with your district administrators to verify policies regarding teaching concurrent classes) Payment for 

a concurrent class is submitted to the GCCC business office following the completion of each semester after   

final grades have been entered and verified by the registrar’s office.  Concurrent classes that run the full        

academic calendar year are verified and submitted for payment after the spring semester.   

  

  

2. Online Monitors of dual credit courses, with a minimum enrollment of 4 and offered fully online through        

GCCC, will also receive payments through their USD administration.  Payments to monitors will occur at        

the completion of each semester after final grades have been entered and verified by the registrar’s office.    
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GARDEN CITY COMMUNITY COLLEGE LINE SCHEDULE WORKSHEET   

  

 

1. Please indicate the name of your high school in the area provided.  

  

2. Please indicate the division for the classes on this page:    

  

• BSAD (Business Administration and Computer Science)  

• COMM (Communications) 

• PCDE (Essential Skills)  

• HPER (Health, Physical Education and Recreation)  

• HUFA (Humanities and Fine Arts)  

• SCMA (Science and Math)  

• SOSC (Social Science)  

• TECH (Technical Education).  

  

3. Please indicate the semester/year.  

  

4. Please provide the correct:  

• course number;  

• course title;  

• number of credit hours;  

• day(s) of week the class will meet (Su M T W Th F S);  

• beginning/ending class meeting times;  

• name of instructor (please remember to have the instructor approved prior to submitting their 

name on this worksheet);  

• beginning/ending dates of the class (is the class meeting for at least the required number of 

hours?);  

• estimated number of students you expect to enroll, or if enrollment must be limited due to 

space or equipment (computer) requirements; and  

  

5. Please include the proposed Date, Time and Location of your Enrollment session.  

  

  

ACADEMIC CALENDAR 

 

The academic calendar includes important dates for campus operation, including days when the College is 

closed.  Also located on this page are important “Academic Dates” for each semester, including when drops 

dates, last date for refund, withdrawing, etc.  The finals schedule can also be located here.  

https://www.gcccks.edu/academics/academic_calendar.aspx 

 

 

  

  

  

    

https://www.gcccks.edu/academics/academic_calendar.aspx
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ENROLLMENT PROCEDURES 

 

  

High school students are eligible to enroll in college courses under the following conditions:  

  

1. Each student is enrolled in grades 10, 11, or 12 maintained by a school district, or a gifted child who is 

enrolled in any of the grades 9 through 12 maintained by a school district. 

2. Each student has the permission of his/her principal to enroll.  The form is to be filled out for each 

student, signed by the high school principal, counselor, parent and student, and kept on file in the 

student’s community college file.  This permission form must be provided to the Kansas Board of 

Regents auditors during the college’s annual fiscal audit.  

3. The course is a bone fide college course, approved by the Kansas Board of Regents, taught with the 

same requirements and rigor as any other college course.  

4. The college and unified school district have a Dual Credit Cooperative Agreement.  

  

Kansas Challenge to Secondary Schools Students Act  

  

https://www.kansasregents.org/about/policies-by-laws-

missions/board_policy_manual_2/chapter_iii_coordination_of_institutions_2/chapter_iii_full_text#concurrent 

  

  

Enrollment Application/Forms 

 

1.  Enrollment Application - High School students enrolling in classes must use this form each 

semester.  Signatures are required from the student, parent/guardian, principal, and counselor. 

 

2.  Student Tuition and Fee Refund Policy – Each student must sign this form each semester. 

 

3.  Unpaid Obligations – Student information and signature required.  If a student is a minor, 

parent/guardian information and signature is also required. 

 

4.  I.E.P. – The IEP form must be submitted each semester for gifted students who qualify for college 

credit. 

 

5.  Qualifiers – Students must meet certain prerequisites, including but not limited to: Accuplacer 

scores, GPA, and/or ACT scores. 
 

 

 

 

  

 

  

 

https://www.kansasregents.org/about/policies-by-laws-missions/board_policy_manual_2/chapter_iii_coordination_of_institutions_2/chapter_iii_full_text#concurrent
https://www.kansasregents.org/about/policies-by-laws-missions/board_policy_manual_2/chapter_iii_coordination_of_institutions_2/chapter_iii_full_text#concurrent
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PROTECTING STUDENTS’ RIGHTS 

 

FERPA 

The Family Educational Rights and Privacy Act is a federal law that protects students.  We have a legal 

obligation to protect the privacy of our students.  For more information on what is considered directory 

information (disclosable) and what is not, please visit:  https://gcccks.sharepoint.com/sites/tlc2/SitePages/FERPA-

-Family-Educational-Rights-and-Priacy-Act.aspx 

 

 

Release of Information 

Regarding release of financial aid, transcripts of academic progress, attendance, course schedule and student 

account information; students must give permission to individuals of their choice, including parents.  Without 

this form on file, parents cannot inquire and receive any information, even if the student is under 18. 

 

  

  

  

CONCURRENT INSTRUCTOR HIRING PROCEDURE 

  

Once you have identified an individual who would like to be considered for a Concurrent teaching position, it is 

very important that the individual begin the application process immediately.  The Dean of Academics or the 

Dean of Technical Education & Workforce Development must approve an individual before the teaching 

assignment occurs.  The approval process will most likely include an on-campus interview with the Division 

Chair and/or Dean of Academics/Dean of Technical Education.   

  

To begin the approval process, the following documents must be submitted to the GCCC Concurrent/Dual 

Credit Office:  

  

1.  GCCC Employment Application  

  

2. Resume and Transcripts - A resume and copies of official transcripts must be submitted with the 

employment application.  ALL official college transcripts will be required to be on file with the HR 

department if the individual is approved for a concurrent teaching position with GCCC. Instructors should 

ask all their educational institutions to send official transcripts directly to the Director of Human 

Resources. 

  

3. Assessment of Qualifications – A review of qualifications in each subject area to be taught by a 

prospective concurrent instructor will be conducted by the Dean of Academics or Dean of Technical 

Education.  

  

Both you and the prospective instructor will be notified upon approval or disapproval to teach the identified 

course. Once you have received the approval notification, the individual must complete personnel data before 

he/she may teach.   

  

Once an individual has been approved as a concurrent instructor, the service area site coordinator and the 

instructor have received notification of said approval and all required documents are completed and returned to 

the Human Resources office, the class may be added to the line schedule.  Even though an instructor’s contract 

https://gcccks.sharepoint.com/sites/tlc2/SitePages/FERPA--Family-Educational-Rights-and-Priacy-Act.aspx
https://gcccks.sharepoint.com/sites/tlc2/SitePages/FERPA--Family-Educational-Rights-and-Priacy-Act.aspx
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is not based on the Certification Roster, that roster is still used to initiate the contract. NOTE: Contracts for 

courses under the Concurrent Enrollment Partnership (CEP) will be submitted to the USD Superintendent’s 

office for signature, and upon completion of the course(s) and fulfillment of all contractual obligations, 

payment(s) will be remitted to the school district.  

  

  

CERTIFICATION ROSTERS  

  

Certification rosters are required to validate attendance.  Certification rosters are sent to the instructors after the 

class (es) have met 25% of its scheduled meetings. The instructor must certify that all students listed on the 

roster have attended class between enrollment date and the state aid determination date. While some factors are 

beyond our control, it is imperative that individual instructors verify class attendance and submit any and all 

requested information to the college in a timely manner.  

To GCCC, there are potential negative consequences for incorrect federal financial aid reporting to the Kansas 

Board of Regents. We simply must comply – if we have incomplete or inaccurate data, our reports are not 

useful and will adversely affect state and federal financial aid for future years.   

This is a requirement of all outreach instructors for Garden City Community College. It is part of the outreach 

instructor performance evaluation conducted by the Office of Instructional Services.   

  

  

  

  

EVALUATIONS  

  

Concurrent Instructors  

  

The Service Area Site Coordinator (or designated person) will conduct an administrative evaluation for 

each instructor at least one time during the school year.  If an instructor teaches both fall and spring 

semesters, only one administrative evaluation needs to be completed for the year.  All new instructors will be 

evaluated both semesters for the first two years.  The administrative evaluation should be done during a 

classroom visit.  The college appointed mentor/liaison or instructional administrator will also complete a 

classroom evaluation. Upon completion of the administrative evaluation, the Service Area Site Coordinator 

must have the instructor sign the evaluation and return it to the Concurrent/Dual Credit Office.  All evaluations 

will be kept on file in the Garden City Community College Human Resources Office.  

The students will evaluate concurrent instructors each semester. The student evaluations are to be 

completed online through the GCCC website during the LAST FOUR WEEKS of the semester.  These 

evaluations will be summarized and sent to the instructor via email.    If you would like assistance with 

administering the evaluation (administrative and/or student), please contact the Concurrent/Dual Credit 

Coordinator on the GCCC campus.  

  

Service Area Site Coordinators  

  

The GCCC Concurrent/Dual Credit Coordinator will conduct an annual evaluation for each service area site 

coordinator during the spring semester.  Upon completion, the GCCC Concurrent/Dual Credit Coordinator will 

meet individually with each service area site coordinator to review the evaluation.  Both coordinators will sign 

the evaluation and it will be on file in the Garden City Community College Human Resources Office.  
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On-line Student Course Evaluations  

  

Students will receive an email that contains a link to course evaluations. This link is unique to each student.  

They will continue to receive this notification until they complete the evaluation. Students can delay the 

evaluation request up to 5 times.  On the 5th request, students must complete the evaluation or the LMS will be 

locked until completed.  

  

  

 

  

  

RECORDING/REPORTING GRADES  

  

Final Grades  

The Registrar’s Office will send an email to all instructors (to their GCCC email address) each semester 

explaining grade entry via Self-Service. If problems occur, the Registrar’s Office should be notified at 620-

2769605.  The Concurrent/Dual Credit Coordinator may be reached for additional assistance at 620-276-0441.  

  

Incomplete Grades  

Due to extenuating circumstances, if a student does not complete the requirements of the course by the end of 

the semester, he/she may contract for an incomplete grade (fill out the appropriate form).  The instructor will 

not automatically record an incomplete; the student must petition the instructor before the final examination.  

An incomplete grade may be changed to a letter grade by completing the assigned work by the date agreed upon 

by the instructor and student or no later than the Friday immediately prior to finals week of the next regular 

semester.  The instructor must issue a Change of Grade Request form before the “I” can be removed and a letter 

grade entered on the transcript.   

  

Grade Change  

If a student’s grade needs to be changed after it has been reported to the Registrar’s Office, the instructor must 

submit a Grade Change form directly to the Registrar’s Office.  A failing grade will not be changed to a passing 

grade without the signature of the Vice President.  

  

  

Grade Appeals Policy  

Students wishing to appeal a grade received should first meet with the instructor who issued the grade.  If the 

student does not feel that the matter was resolved satisfactorily, the student may consult with the appropriate 

instructional administrator in an attempt to resolve the matter.  If the student still feels that the grade is in error, 

he/she may request a meeting with the Vice President for Instruction and Student Services.  The VP’s decision 

is final in the appeals process.   

  

  

Add/Drop   

When a student drops a class, the Add/Drop form must be filled out and submitted to the Registrar’s Office.  

Students wishing to drop a class must do so according to the Student Tuition and Fee Refund Policy.  Students 

wishing to add a class must also complete the form with a parent’s signature.  
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                                                     GCCC PLACEMENT GUIDELINES 

 

Mandatory Placement Policy  

All degree-seeking students or students enrolling in a Math or English course must provide evidence of 

proficiency prior to enrollment. Only the Vice President for Instructional Services or designee may authorize 

enrollment in reading, math or writing courses without demonstrated proficiency through the placement 

methods below.  

  

GCCC has adopted multiple placement measures to help students select the most appropriate English, Reading 

and Math courses for their educational goals. Students who provide high school transcripts that meet the 

following requirements are encouraged to use their cumulative high school GPA instead of placement exams. 

Please meet with an academic advisor prior to enrollment to ensure appropriate course selection.  

 

 

At GCCC, students have three options to demonstrate proficiency for English, Math and Reading placement:  

  

Option #1   High School Transcript  

You may qualify if…  

You are a current H.S. student, or have completed H.S. within three years  

  

GPA  Math Placement  Writing 

Placement  

Reading 

Placement  

< 2.0  College Math 

MATH005  

Basic English 

ENGL090  

Reading  

Improvement I  

READ092  

  

2.0-2.49 CUM  Beginning Algebra 

MATH006  

Basic English 

ENGL090  

Reading  

Improvement I  

READ092  

  

2.5 < 3.0 CUM  

        Or  

  
+  

≥3.0 in Subject  

Intermediate Algebra 

MATH107  

 English 

Companion  

ENGL098  

+  

English I  

ENGL101  

College Reading 

READ093  

College Algebra  

    MATH108  

  

English I  

ENGL101  

No Reading 

Requirement  

≥3.25 CUM  

H.S. Transcript must be submitted prior or presented at advising/enrollment appointment to qualify. If 

your GPA is 3.25 or higher and you wish to qualify for a higher Math course, you must take the 

ACCUPLACER Advanced Algebra test or have a qualifying ACT score.  Option #2 GED Test Scores  
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Option #2 GED Test Scores  

 

You may qualify if…  

You have completed a GED (Version 2014) Test within three years  

  

GED Scores  Math Placement  Writing 

Placement  

Reading 

Placement  

90        

145-154 Average  

  

Beginning Algebra 

MATH006  

Basic English 

ENGL090  

Reading  

Improvement I  

READ092  

  

155-164 Average  Intermediate 

Algebra MATH107  

English Companion  

ENGL098  

+  

English I   

ENGL101  

  

College 

Reading 

READ093  

≥ 165 Average  College Algebra  

    MATH108  

  

English I  

ENGL101  

No Reading 

Requirement  

 

GED Test Scores must be submitted prior or presented at advising/enrollment appointment.  
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Option #3 Placement Test 

  

You may qualify if…  

You have completed an ACT, SAT, or ACCUPLACER within three years  

  

You will need to take a placement test if…  

Your H.S. Transcript or GED Test Scores are more than 3 years old.  

  

  ACT    

Math Placement  Writing Placement Reading Placement 

0-17  College Math       

MATH005  

        

18-20  Beginning 

Algebra 

MATH006  

0-14  Basic English 

ENGL090  

0-13  Reading  

Improvement I  

READ092  

  

21  Intermediate  

Algebra  

        MATH107  

15-17  English  

Companion  

ENGL098  

+  

English I   

ENGL101  

  

14-17  College 

Reading       

READ093  

22-23  College Algebra  

  MATH108  

  

18         English I  

 ENGL101  

18  No Reading 

Requirement  

24-27  Trig.  

MATH109 or  

Stats  

MATH110 or 
Precalculus  
MATH120 or  

Fund. of Calc  

MATH121  

        

28-36  Calculus 

MATH122  
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 SAT   

Math Placement  Writing Placement  Reading Placement  

240-480  College Math 

MATH005  

        

490-520  Beginning 

Algebra 

MATH006  

0-360  Basic English 

ENGL090  

0-350  Reading   

Improvement I  

READ092   

  

530  Intermediate  

Algebra  

MATH107  

370-420  English  

Companion  

ENGL098  

+  

English I   

ENGL101  

  

360-440  College Reading 

READ093  

540  College Algebra  

     MATH108  

  

430  English I  

   ENGL101  

450  No Reading 

Requirement  
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ACCUPLACER – Next Generation 

Math Placement 

(QR,Alg., & Stats) 

Adv. Algebra & Functions  Writing Placement  Reading Placement  

200-236  College Math  

         

MATH005  

           

237-249  Beginning 

Algebra        

MATH006  

   200-236  Basic  

English  

ENGL090  

200-

236  

Reading   

Improvement I  

READ092  

  

250-262  Intermediate  

Algebra  

       

MATH107  

   237-254   English             

Companion               

ENGL098  

+  

English I  

ENGL101  

  

237-

254  

College Reading 

READ093  

263-300*  College 

Algebra  

        MATH108  

  

   255-300  English I   

 ENGL101  

255-

300  

No Reading 

Requirement  

   243-

282 

Trig.  

MATH1
09 or 
Stats  
MATH110  

or  

Precalculus 
MATH120  
or Fund. of  

Calc  

MATH121  

        

283-300    283-

300 

 

Calculus  

MATH122  

        

  

*If score is 274 or higher, student may request to take Adv Algebra & Functions test. 
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Test Administration  

Students who wish to take a placement test for additional placement options are welcome to do so. The ACCUPLACER 
Next-Generation tests are available in the Testing Center, please call 620-276-9654 or email rafaela.arana@gcccks.edu 
for hours testing is available.  All sections are untimed. However, you should allow at least 1½-2 hours to complete the 
entire battery of tests.  

  

  Testing Accommodations  

  Testing accommodations for testing can be provided when proper documentation is presented prior    to the test 

administration.  

    

 Ability to Benefit   

 Accuplacer: Reading 55, Sentence Skills 60 and Arithmetic 34. All testing must be completed on the same day.      

Minimum one ID with student name, signature and recognizable photograph. No calculator allowed. Within any 3-   

month period, an initial and one retest are permitted. There must be a 2-week waiting period between the initial test and    

the retest. ATB testing accommodations can be arranged if proper documentation is supplied prior to the test   

administration.  

  

Purpose of the Tests  

ACCUPLACER Next-Generation is composed of tests in three subject areas: writing, reading, and mathematics. It is 

NOT a pass/fail test. However, your best effort is extremely important, as the results may determine placement in 

writing, reading, and mathematics courses.  

  

Reading Placement Test  

20 multiple choice questions with a focus on four main content categories: information and ideas, rhetoric, synthesis, and 

vocabulary. Reading passages range from 75-400 words and cover a variety of disciplines.  

  

Writing Placement Test  

25 multiple choice questions (presented in sets of 5) assessing ability to revise and edit multi-paragraph texts. Texts 

include both literary and informational, and are 300-350 words in length, covering a variety of disciplines.  

 

 

Math Placement Tests  

Quantitative Reasoning, Algebra, and Statistics (QAS)  

Beginning, Intermediate & College Algebra Placement  

  

20 multiple choice questions covering rational numbers, ration and proportional relationships, exponents, algebraic 

expressions, linear equations, linear applications and graphs, probability and sets, descriptive statistics, and geometry 

concepts.  

  

Advanced Algebra and Functions (AAF)  

Analytic Geometry and Calculus Placement  

  

20 multiple choice questions covering linear equations, linear applications and graphs, factoring, quadratics, functions, 

radical and rational equations, polynomial equations, exponential and logarithmic equations, geometry concepts, and 

trigonometry.  

  

Calculator Usage: 4-function and square-root calculators are available on-screen for select test items only.   
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HOW CAN I PREPARE FOR THE ACCUPLACER?  

It’s important that your ACCUPLACER scores accurately represent your skills and knowledge. ACCUPLACER 

offers tools and resources to help you prepare for the tests. Sharpening your academic skills by answering 

sample test questions in reading, writing, and math can lead you to improve and can help boost your 

confidence when you take the actual tests. ACCUPLACER resources at the link provided below include a 

FREE web-based study app, along with sample questions for each of the sections of the test. Simply go to 

https://studentportal.accuplacer.org, and click on “Practice Resources.” Note: GCCC administers the “Next-

Generation” version of ACCUPLACER.  

  

TEST-TAKING TIPS  

• Be well-rested before you test. If you are hungry, eat something before testing.  

• If you have children with you, return when you have a sitter.  

• Try to relax. We want to assess your best performance through the ACCUPLACER tests. •  Take your 
time! None of the ACCUPLACER tests are timed.  

  

 Accuplacer Retest Policy   
 Students are permitted one retest per enrollment period (any single test or complete placement package).      

Students are highly encouraged to study/remediate prior to retesting.   

  

Test Expiration   

 Placement scores are valid for three years except for Accuplacer ESL and Michigan Placement Test scores     

which are valid for 3 months.  

 

 

  ESL  

ESL 

ACCUPLACER 

Composite  

Michigan 

Placement 

Test 

Course Placement  

≤ 196  0-54 Adult Learning Center (non-credit) 

LANG094 Dev. Lab in ESL (online)  

197-318  55-74 LANG220 Inter. Reading                        LANG233 High-Inter. Grammar 
LANG221 Inter. Speaking & Listening    LANG224 Inter. Lab (online) 
LANG222 Inter. Writing                           LANG205 Academic Vocab. 
LANG223 Inter. Grammar  
  

319-440  75-95 

 

LANG220 Inter. Reading                         LANG233 High-Inter. Grammar 
LANG221 Inter. Speaking & Listening    LANG234 High- Inter. Lab 
(online) LANG222 Inter. Writing              LANG205 Academic Vocab.  

  

  

>441   95 + 

clear 

writing 

sample 

LANG223 Inter. Grammar                          ENGL101 English I  

LANG233 High-Inter. Grammar  

  

  

 

https://studentportal.accuplacer.org/
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SITE COORDINATOR HANDBOOK ACKNOWLEDGMENT  

  

  

This handbook is intended as a guide for Site Coordinators.  It contains general information as well as the 

procedures and policies under which the college operates.    

  

  

Important note: The Service Area Site Coordinator Handbook is intended only to provide information. The 

Handbook is subject to change as needed. Changes in Board Policies, institutional procedures, and 

governmental regulations will result in periodic modifications, additions, and deletions. Every effort will be 

made to provide employees additional information as these changes occur during the fiscal year. Therefore, 

unless otherwise stated, the policies and procedures listed may be changed from time to time as conditions 

change at the institution. It is your responsibility to maintain awareness of all changes to Board Policies.  

  

  

  

  

  

  

  

I acknowledge that I have received a Garden City Community College Site Coordinator Handbook for the 2023-

2024 school year. I understand that it is my duty to read and review said handbook, and to comply with policies 

contained herein. I understand that I should consult the GCCC Concurrent/Dual Credit Coordinator regarding 

any questions not answered in the handbook. I enter into my employment relationship with the Garden City 

Community College voluntarily and understand that there is no specified length of employment. I acknowledge 

that this handbook is neither a contract of employment nor a legal document.   

  

  

  

  

  

___________________________________  

Employee's Printed Name   

   

  

__________________________________                                                      _________________  

Employee’s Signature                                                                                       Date  

   

   

________________________________                                                          ________________  

GCCC Representative                                                                                       Date   


