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1.1  Dual Enrollment at Wytheville Community College 

1.1.1  Dual Enrollment Instructor Handbook ð Purpose  
 

The purpose of this handbook is to fully assist our dedicated dual enrollment instructors, 

credentialed by Wytheville Community College, with all aspects of their important teaching 

needs. 

 

For information that is not addressed in this handbook, please contact Joshua Floyd, Coordinator 

of Dual Enrollment, at (276) 223-4110 ï office/(276) 613-3639 ï cell/text, jfloyd@wcc.vccs.edu, 

in person at Bland Hall (Room 102A) or any other appropriate person at Wytheville Community 

College. 

 

Acknowledgements: While a review of handbooks from Lord Fairfax Community College and 

Northern Virginia Community College help aid previous revisions (and current revision) of the 

WCC Dual Enrollment Handbooks (now in its 7th edition), a large amount of information 

conveyed and assembled was due to the hard work and dedication of Sharon Alexander. Ms. 

Alexander, who served as WCCôs Coordinator of Dual Enrollment for numerous years, has 

played an overwhelmingly pivotal role in helping WCCôs Dual Enrollment program grow to new 

heights with respect to customer service, student support, partnerships within all school 

divisions, enrollment and student success. 

 

Ms. Alexander retired from WCC in April 2019. Her dedication to dual enrollment at WCC was 

crucial in helping make the program what it is today. 

 

 

 

 

 

  

mailto:jfloyd@wcc.vccs.edu
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1.12  Wytheville Community College Contact List 

 

Administration      

 Dr. Dean E. Sprinkle, President    (276) 223-4848 

dsprinkle@wcc.vccs.edu 

 Denita Burnett, Executive Secretary to the President  (276) 223-4769 

         dburnett@wcc.vccs.edu 

Academics and Institutional Advancement     

 Dr. Rhonda Catron-Wood, Vice President   (276) 223-4772 

rcatronwood@wcc.vccs.edu 

Jerri Montgomery, Administrative Assistant   (276) 223-4787 

        jmontgomery@wcc.vccs.edu 

Transfer and Educational Partnerships Division 

 Susan Evans, Dean      (276) 223-4740 

         sevans@wcc.vccs.edu 

 Sarah Ryan, Administrative Assistant   (276) 223-4818 

         sryan@wcc.vccs.edu 

Workforce Development and Occupational Programs Division 

 Perry Hughes, Vice President     (276) 223-4757 

         phughes@wcc.vccs.edu 

 Roland Hall, Director      (276) 223-4724 

         rhall@wcc.vccs.edu 

Lisa Lowe, Administrative Assistant    (276) 223-4867 

         llowe@wcc.vccs.edu 

Student Success and Academic Development 

 Renee S. Thomas, Dean     (276) 223-4752 

         rthomas@wcc.vccs.edu 

 Mary Johnson, Coordinator of Admissions and Records (276) 223-4785 

         mjohnson@wcc.vccs.edu 

 Karen Hawkins, Onboarding Specialist   (276) 223-4758 

         khawkins@wcc.vccs.edu 

Coordinator of Dual Enrollment 

 Joshua W. Floyd      (276) 223-4110 

         jfloyd@wcc.vccs.edu 

SIS Clerical Support 

 Martha Winesett      (276) 223-4759 

         mwinesett@wcc.vccs.edu 

Director of Instructional Technology 

 Shawn McReynolds      (276) 223-4810 

         smcreynolds@wcc.vccs.edu 
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1.13  Public and Private School Division Partners 
 

Bland County 
Laura Radford, Superintendent 

 

Bland County High School 

Tyler Eastep, Principal 

Karen Hodock, Counselor  

Ryan Byrd, Career Coach  

 

Carroll County 
Dr. Mark Burnette, Superintendent 

Marlin Campbell, Director of Curriculum 

and Instruction 

 

Carroll County High School 

Charles Thompson, Principal 

Larissa Brady, Director 

Donna DeHaven, Counselor 

Ronni Wood, Career Coach/College Success 

Coach 

 

Galax City 
Dr. Susan Tilley, Superintendent 

 

Galax High School 

Charles Byrd, Principal 

Kevie Ayers, Director 

Emily Guynn, Counselor 

Heather Cole, Career Coach 

 

Grayson County 
Kelly Wilmore, Superintendent 

Susan Funk, Supervisor of Education and 

State/Federal Programs 

 

Grayson County High School 

Temple Musser, Principal 

Angel Halsey, Counselor 

Heather Cole, Career Coach 

 

 

 

Oak Hill Academy 
Dr. Michael Groves, President 

 

Oak Hill Academy 

Aaron Grubbs, Principal 

Joy Groves, Counselor 

 

Smyth County 
Dr. Dennis Carter, Superintendent 

 

Marion Senior High School 

Mike Davidson, Principal 

Kelly Hammond, Counselor/Testing 

Coordinator 

Julie Looney, Counselor/DE Coordinator 

Stacy Burchett, Career Coach 

 

Wythe County  
Dr. G. Wesley Poole, Superintendent 

 

Fort Chiswell High School 

Michael Souma, Principal 

Alexandra Bartley, Counselor 

Jared Smith, Counselor 

Ryan Byrd, Career Coach  

 

George Wythe High School 

Kimberly Ingo, Principal 

Melissa Dalton, Counselor 

Gregory Taylor, Counselor 

TBD, Career Coach  

 

Rural Retreat High School 

Brandon Blankenship, Principal 

M.J. Fogelsong, Counselor 

Stacy Burchett, Career Coach 

 

Wythe Technology Center 

Summer Stone, Principal 

TBD, Career Coach 
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1.1.4  Academic Calendar 2022-23 

Fall 2022 
AUGUST 

9-13, 15-19   DE orientations (in-person and via Zoom) 

9    First day of fall classes (Grayson and Marion) 

10    First day of fall classes (Carroll) 

11    First day of fall classes (ALHGS) 

16    First day of fall classes (Wythe) 

17    First day of fall classes (Galax) 

18    First day of fall classes (Bland) 

    Normal drop deadline (Grayson) 1st-8 

19    Normal drop deadline (Grayson) 1st-8 

22    First day of fall classes (WCC) 

25    Normal drop deadline (Wythe) 1st-8 

26    Normal drop deadline (Galax) 1st-8 

28    Normal drop deadline (Marion) 16 

29    First day of fall classes (OHA) 

    Normal drop deadline (Carroll) 16 

31    Normal drop deadline (ALHGS and WCC) 16 

SEPTEMBER 

3    Normal drop deadline (Wythe) 16 

5    Normal drop deadline (Bland) 16 

    LABOR DAY ï WCC CLOSED 

8    Normal drop deadline (Galax) 16 

    Normal drop deadline (Grayson) 16 

14    Normal drop deadline (OHA) 16 

17    óWô drop deadline (Grayson) 1st-8 

18    óWô drop deadline (Carroll) 1st-8 

19    óWô drop deadline (ALHGS) 1st-8 

20    Normal drop deadline (Marion) y 

21    óWô drop deadline (Wythe) 1st-8 

24    óWô drop deadline (Galax) 1st-8 

OCTOBER 

1    Normal drop deadline (WCC) y 

17    Normal drop deadline (ALHGS) 2nd-8 

22    Normal drop deadline (Grayson) 2nd-8 

26    óWô drop deadline (Carroll and Marion) 16 

    Normal drop deadline (Carroll and Wythe) 2nd-8 

27    óWô drop deadline (ALHGS and WCC) 16 

28    óWô drop deadline (Wythe) 16 

29    óWô drop deadline (Bland) 16 

NOVEMBER  

3    óWô drop deadline (OHA) 16 

6    Normal drop deadline (Galax) 2nd-8 

8    ELECTION DAY ï WCC CLOSED 

11    óWô drop deadline (ALHGS) 2nd-8 

14    óWô drop deadline (Galax) 16 

    óWô drop deadline (Grayson) 16 

21    óWô drop deadline (Grayson) 2nd-8 

22    óWô drop deadline (Carroll and Wythe) 2nd-8 

24-25    THANKSGIVING ï WCC CLOSED 

DECEMBER 

12    óWô drop deadline (Galax) 2nd-8 

26-31    HOLIDAY BREAK ï WCC CLOSED      
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1.15  Academic Calendar 2022-23 

Spring 2023 
 

JANUARY  

1    HOLIDAY BREAK ï WCC CLOSED 

3    First day of spring classes (Bland, Grayson, Marion, and Wythe) 

4    First day of spring classes (Carroll) 

9    First day of spring classes (OHA and WCC) 

12    First day of spring classes (ALHGS) 

    Normal drop deadline (Grayson and Wythe) 1st-8 

13    Normal drop deadline (Carroll) 1st-8 

16    MARTIN LUTHER KING, JR. DAY  ï WCC CLOSED 

17    First day of spring classes (Galax) 

20    Normal drop deadline (ALHGS) 1st-8 

23    Normal drop deadline (ALHGS and WCC) 16 

24     Normal drop deadline (Bland, Grayson, Marion, and Wythe) 16 

    óWô drop deadline (ALHGS) y 

25    Normal drop deadline (Carroll) 16 

    óWô drop deadline (Marion) y 

26    Normal drop deadline (OHA) 16 

27    Normal drop deadline (Galax) 1st-8 

30    óWô drop deadline (WCC) y 

FEBRUARY 

4    Normal drop deadline (Galax) 16 

10    óWô drop deadline (Grayson and Wythe) 1st-8 

11    óWô drop deadline (Carroll) 1st-8 

15    óWô drop deadline (ALHGS) 1st-8 

27    óWô drop deadline (Galax) 1st-8 

MARCH  

10    Normal drop deadline (ALHGS and WCC) 16 

13-17    SPRING BREAK ï NO WCC CLASSES 

17    Normal drop deadline (Grayson) 2nd-8 

20    Normal drop deadline (Grayson) 2nd-8 

    WCC SUMMER REGISTRATION BEGINS  

24    Normal drop deadline (Carroll) 2nd-8 

27    óWô drop deadline (Bland, Grayson, and Marion) 16 

28    óWô drop deadline (Carroll) 16 

30    Normal drop deadline (Wythe) 2nd-8 

APRIL  

3    WCC FALL REGISTRATION BEGINS  

6    Normal drop deadline (Galax) 2nd-8 

7    óWô drop deadline (OHA) 16 

11    óWô drop deadline (Wythe) 16 

17    óWô drop deadline (Grayson) 2nd-8 

20    óWô drop deadline (Galax) 16 

21    óWô drop deadline (ALHGS and Carroll) 2nd-8 

28    óWô drop deadline (Wythe) 2nd-8 

 

MA Y 

5    óWô drop deadline (Galax) 2nd-8 

17    WCC COMMENCEMENT  

 

     

Please note that the spring 2023 dates for secondary schools are subject to change due to weather-related closures. Should weather-

related closures affect calendars, normal and óWô drop dates will be revised and conveyed to all needed entities (students, school 

personnel, etc.). 
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2.1  Information for Dual Enrollment Faculty  

2.1.1  Qualifications 
 

Only fully credentialed instructors may teach dual enrollment courses.  

 

2.1.2  Credentialing 
 

Dual enrollment faculty who teach transfer-level courses must meet the following minimum 

standards: 

¶ Hold a Masterôs degree or higher from an accredited college or university 

¶ Have completed a minimum of 18 graduate semester hours (or 27 graduate quarter hours) 

in the discipline to be taught. These graduate hours may be included as part of the 

Masterôs Degree. 

¶ For credentialing information in the career/technical fields, please contact the Dean of 

Health and Occupational Programs.  

¶ See Required Credentials for College Faculty (Appendix C)  

 

2.1.3  Teaching Dual Enrollment Courses 
 

The credentialing process is as follows: 

¶ Submit a state application at https://virginiajobs.peopleadmin.com/, an official copy 

of all transcripts, a resume/CV, and a cover letter to the Coordinator of Dual 

Enrollment for preliminary review. Instructors will be able to save a draft of the 

state application and submit to the Coordinator. 

¶ Identify the discipline and courses to be taught. 

¶ The appropriate Dean/Director or Coordinator of Dual Enrollment will notify the 

guidance counselor or coordinator of the high schoolôs dual enrollment program if the 

candidate meets the requirements.   

¶ Candidate completes employment information for personnel file and returns this to the 

collegeôs appropriate Dean/Director. 

¶ NOTE: For instructors wishing to be considered for adjunct work, they will need to apply 

with the aforementioned site under the specific job posting. 

 

2.1.4  Credentials for Dual Enrollment Instructors 
 

The primary responsibility of a dual enrollment instructor in the Virginia Community College 

System is to provide quality instruction for students. This objective is accomplished by working 

with students in classes, laboratories, individual conferences, and other related activities that will 

help them develop their interests and abilities to their fullest capacity. 

 

Each instructor is responsible for the appropriate preparation and delivery of subject matter to be 

taught, regular evaluation and feedback of student performance and progress, maintenance of 

accurate class rolls and attendance records, and the prompt submission of grades.    

https://virginiajobs.peopleadmin.com/
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2.1.4  Credentials for Dual Enrollment Instructors (continued) 
 

 

The specific responsibilities of Dual Enrollment faculty include: 

¶ To accept the mission and purposes of the College. 

¶ To be responsible to the appropriate Dean/Director for providing quality instruction. 

¶ To acquaint all students with course requirements and objectives during the first week of 

class and to provide each student with periodic evaluations of his/her progress. 

¶ To maintain accurate records of student enrollment, attendance and grades. Grades must 

be reported to the high schoolôs guidance department and posted in the collegeôs Student 

Information System (SIS) within 10 days of the final class meeting. Assistance can be 

obtained by calling Martha Winesett at (276) 223-4759. Instructions are also available on 

the WCC webpage, along with this handbook. 

¶ To check email  accounts regularly. 

¶ To seek prior approval from the appropriate Dean/Director to use a substitute instructor 

either to teach a class or to proctor an exam ï and to demonstrate that the substitute is 

appropriately credentialed. This is applicable to all dual enrollment instructors if a long-

term substitute is required. 

¶ To meet assigned class(es) at the scheduled time ï and for the entire duration. For dual 

enrolled courses taught in the high school, any long-term leave of absence needs to be 

reported to the appropriate Division Dean/Director. 

¶ To submit an electronic copy of the course(s) syllabi to the appropriate Dean during the 

first week of classes each semester.   

¶ To submit required materials per division (e.g. final grades, a copy of the final 

examination, attendance forms, textbooks, program assessment materials) to the 

appropriate Division secretary at the end of the term or upon completion of the course. 

¶ To participate in annual professional development. 

¶ To complete the annual security awareness requirements. 

 

 

 

2.1.5  Dual Enrollment/Adjunct Faculty Personnel Files 
 

The college is required to maintain a personnel file for each dual enrollment faculty member.  

The file is kept in the appropriate Division Deanôs/Directorôs office and contains at least the 

following information: 

 

¶ VCCS state application 

¶ Official transcripts from all colleges attended 

¶ Credentials verification sheet completed by the appropriate dean/director 

¶ Resume/Curriculum Vitae (requested) 

¶ Cover letter (requested) 
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2.1.6  Dual Enrollment Faculty Evaluations 
 

High school faculty members who teach dual enrollment courses will be evaluated under the 

respective schoolôs division policy. The evaluation will also include a ñSummary Performance 

Rating for Part-Time Teaching Facultyò (see page 12) and will be submitted to the appropriate 

dean, who in turn completes and returns to the respective faculty member. 

 

Student evaluation of dual enrollment faculty will be conducted every semester in accordance 

with the collegeôs system for student course evaluations. Under WCC policy, a WCC staff or 

faculty member must conduct student evaluations and be in possession of these forms at all times 

in order to keep the process objective and anonymous. 
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2.1.7  Performance Rating Sheet 
 

WYTHEVILLE COMMUNITY COLLEGE 
SUMMARY PERFORMANCE RATING FOR PART -TIME TEACHING FACULTY  

PTF-2 

NAME  SUBJECT(S) TAUGHT:  

 
CRITERIA 
 
The criteria to be used in evaluation shall include but not be limited to the following: 

1. Effectiveness in the performance of the tasks delineated in the appropriate position description. 
2. Effectiveness in establishing and maintaining positive professional relationships with colleagues,  

supervisors, students, and the community. 
3. Effectiveness in maintaining a current competence in the particular discipline or field of  

specialization. 
4. Adherence to policies, procedures, and regulations of the college and the Virginia Community  

College System. 
 

Performance evaluations shall include a summary rating of UNSATISFACTORY, FAIR, GOOD, VERY 
GOOD, or EXCELLENT , as defined below: 
 

UNSATISFACTORY  - fails to meet performance standards 
 
FAIR   - marginally meets performance standards 
 
GOOD   - performs satisfactorily, meeting performance standards 
 
VERY GOOD  - clearly exceeds performance standards 
 
EXCELLENT   - consistently delivers outstanding performance, substantially exceeding  

  performance standards 
 
Based on criteria, categories, and definitions for evaluation, the above faculty member received an overall  
rating of ________________________________For 2019-20 
        (year)  

1. The person evaluated received a completed copy of this form.  _____ YES    _____ NO 
2. The person evaluated prepared his/her own reaction to the rating. _____ YES    _____ NO 

 (attach copy) 
 
Rating Prepared By:             
             Supervisor               Date 
 
Signature              
          Faculty Member               Date 
(YOUR SIGNATURE DOES NOT INDICATE THAT YOU AGREE WITH THE EVALUATION)  
 
Signature              
          Director/Coordinator               Date 
 
Signature              
              Division Dean                          Date 
 
Signature            ______ 

Vice President of Instruction               Date 
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2.1.8  Professional Development 
 

All dual enrollment instructors are expected to participate in annual WCC professional 

development activities per the adopted Concurrent Enrollment Quality Standards policy (Sept. 

2018). 

 

2.1.9  Course Syllabus 
 

The terms course plan, syllabus, and outline are considered synonymous. A course syllabus, 

plan, or outline is required for any course offered by the College. Such outlines are used to assist 

instructors in their course preparation and development of curriculum. DE faculty should use the 

college approved syllabus for their content area. They can add to the syllabus, but cannot take 

away from the approved document. 

 

It is the policy of Wytheville Community College (WCC) to require all teaching faculty, 

including adjunct and dual enrollment instructors, to use the standardized WCC Syllabus 

templates. 

   

The Coordinator of Dual Enrollment, Lead Faculty member, or Program Head distributes the 

dual enrollment syllabus template to the dual enrollment instructor teaching the WCC Dual 

Enrollment Course(s).  The dual enrollment instructor completes the course syllabus by inserting 

the appropriate content into the WCC Dual Enrollment Syllabus Template (Appendix E) and 

submitting the syllabus to the Lead Faculty/Program Head for review, feedback, and approval.   

 

Once the syllabus is approved at this level, the Lead Faculty Member/Program Head uploads the 

syllabus into the College Syllabus Database.  The Lead Faculty Member/Program Head also 

updates the shared divisional Google Doc indicating the syllabus as approved.  Syllabi that do 

not meet college policy are returned to the dual enrollment instructor for requested revisions.   

 

The appropriate Division Dean/Director ensures that all syllabi are submitted and approved by 

the Lead Faculty/Program Head and documents final approval of the syllabus.  The Coordinator 

of Dual Enrollment ensures that any syllabi not submitted in a timely manner are collected and 

forwarded to Lead Faculty/Program Head for review (see Appendix E for the Dual Enrollment 

Syllabus Template, the Syllabus Approval Flow, the Dual Enrollment Process Outline, and the 

Syllabus Checklist for Faculty Leads/Program Heads.) 

 

Information in the course outline or syllabus represents a contract between the instructor and the 

students. Each instructor will furnish their students with a copy of the syllabus that outlines 

objectives, assignments, exam dates, and other appropriate course information. The syllabus is 

intended to be a student guide to teaching and learning activities. Not only is it a means of 

promoting learning, but it is a contract which clarifies the instructorôs role as teacher and the 

instructorôs expectations of students.    
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2.1.9  Course Syllabus (continued) 
 

While the course syllabus reflects the individual instructorôs teaching methods and strategies, it 

must be congruent with the standard course design/template and must contain all of the same 

material.  The course contract, grading system and other information contained therein shall be 

strictly followed. Since circumstances dictate some adaptability due to the nature of the course, 

weather, health and other variables, the instructor may find it wise to include a statement that 

reads ñProfessor reserves the right to alter the course plan.ò   

An electronic copy of the completed course syllabus must be submitted to the appropriate 

Dean before the end of the first week of the semester. 

 

2.1.10  Course Content and Academic Freedom 
 

WCC faculty have developed course content deemed appropriate for community college 

students. Dual enrolled students (and their parents) acknowledge that core content will not be 

changed or altered for younger students. 

 

To ensure the College has an instructional program marked by excellence, the Virginia 

Community College System supports the concept of academic freedom. In the development of 

knowledge, research endeavors and creative activities, college faculty and students must be free 

to cultivate a spirit of inquiry and scholarly criticism. 

 

Faculty members are entitled to freedom in the classroom in discussing their subject but should 

be careful not to introduce teaching matters that have no relationship to the subjects of 

instruction. Faculty and students must be able to examine ideas in an atmosphere of freedom and 

confidence as well as participate as responsible citizens in community affairs. 

 

The System also recognizes that commitment to every freedom carries with it attendant 

responsibilities. Faculty members must fulfill their responsibility to society and to their 

profession by manifesting academic competence, professional discretion, and good citizenship.   

When faculty speak or write as citizens, they will be free from institutional censorship or 

discipline, but their special positions in the community impose special obligations. As 

professional educators they must remember that the public may judge their profession and the 

institution by faculty membersô utterances. Hence, they should always be accurate, exercise 

appropriate restraint, show respect for the opinions of others, and make every effort to indicate 

that they are not institutional spokespersons. 

 

At no time shall the principles of academic freedom prevent the institution from making proper 

efforts to assure the best possible instruction for all students in accordance with the objectives of 

the institution. 
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2.1.11  Textbook Selection (Courses Taught at the High School) 
 

All textbooks and lab manuals must be approved by WCC prior to use. 

 

2.1.12  Canvas 
 

Canvas is the current learning management system used by Wytheville Community College (and 

all other VCCS colleges) that allows instructors to easily put online their course material such as 

the course syllabus, handouts, and/or exams. Canvas also has an online grade book. Canvas is a 

tool that can be used for dual enrollment classes that are delivered online or in the classroom. 

 

Please contact WCCôs Director of Technology for assistance. 

 

The following pages give step-by-step directions for logging in to Canvas, the Student 

Information System and other account options. 

 

2.1.13  My.WCC/Student Information System (SIS) 
 

To log into your account, click the My.WCC link in the upper right-hand corner of any WCC 

webpage. WCCôs main website is www.wcc.vccs.edu. 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

All instructors will use the multi-factor authentication (MFA) setup as part of their login process. 

More information can be found here: https://myvccs-support.vccs.edu/multi-factor-

authentication. Please contact Josh Floyd, Coordinator of Dual Enrollment, with any questions. 
 

http://www.wcc.vccs.edu/
https://myvccs-support.vccs.edu/multi-factor-authentication
https://myvccs-support.vccs.edu/multi-factor-authentication
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2.1.13  My.WCC/Student Information System (SIS) (continued) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

¶ Enter your username and temporary password (or permanent password). 

¶ Click the óSign Inô button. 

¶ NOTE: If you cannot remember your username, click/tap the óForgot Usernameô links. 

¶ If you chose the óForgot Usernameô link, you will get this screen below. Click/tap the 
óIôm not a robotô check mark. (NOTE: You may be asked to identify specific items. Once 

you have done so, click/tap the óVerifyô button. From there, click/tap the óContinueô 

button.) 
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2.1.13  My.WCC/Student Information System (SIS) (continued) 
 

 

 

 

 

 

 

 

 

 

 

 

 

To successfully find your username, you must complete one of the following statements: 

 

¶ First section: Enter your legal first and last name, along with your birthdate 

(MM/DD/YY) ï or ï  

¶ Second section: Enter your Student ID (EmplID) or social security number (no dashes)   

ï or ï  

¶ Third section: Enter either your faculty/staff email (not applicable), preferred phone 

number, Student ID (EmplID) or social security number (no dashes) 

 

Once you have been given your username, you can click the óReturn to Sign-in pageô and log 

into your My.WCC account. You can also contact the Coordinator of Dual Enrollment should 

you need help locating this information. 
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2.1.13  My.WCC/Student Information System (SIS) (continued) 
 

 

 

 

 

 

 

 

 

 

 

 

 

If you need your password reset, enter your username in the blank provided. Click óOKô. 

 

From there, you will be asked to answer three security questions. Once you have successfully 

answered these questions, you will be prompted to enter and verify your new password. Your 

new password must have at least eight characters (but not more than 32) with the following 

characteristics: 

- At least one UPPERCASE letter 

- At least one lowercase letter 

- At least one number (0-9) 

- At least one special character (e.g. * $ % @ ! ( & { } ó / ?)  

 

If you have not set up your security questions or if you cannot remember the answers, please 

contact the Coordinator of Dual Enrollment. 
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2.1.13  My.WCC/Student Information System (SIS) (continued) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
If you chose the óForgot Passwordô link, you will get this screen. Enter your username in the 

blank provided. Click óOKô. 

 

From there, you will be asked to answer three security questions. Once you have successfully 

answered these questions, you will be prompted to enter and verify your new password. Your 

new password must have at least eight characters (but not more than 32) with the following 

characteristics: 

- At least one UPPERCASE letter 

- At least one lowercase letter 

- At least one number (0-9) 

- At least one special character (e.g. * $ % @ ! ( & { } ó / ?)  

 

If you have not set up your security questions, click/tap the óAdvanced Password Reset Toolô 

button. From there, you will get the same screenshot at the bottom of page 16 that asks you to 

click/tap the óIôm not a robotô check mark. (NOTE: You may be asked to identify specific items. 

Once you have done so, click/tap the óVerifyô button. From there, click/tap the óContinueô 

button.) 

  

If you still cannot reset your password or if you cannot remember the security question answers, 

please contact the Coordinator of Dual Enrollment. 
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2.1.14  Generating and Checking Class Roster 
 

Faculty are responsible for producing their own class roster information from the Collegeôs 

Student Information System. If there is an error, the instructor should contact WCCôs 

Coordinator of Dual Enrollment and the high schoolôs guidance counselor immediately. The 

instructor should check the roster to ensure that corrections have been made. 

Once you have logged into your My.WCC account, click the SIS: Student Information System 

button. 
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2.1.14  Generating and Checking Class Roster (continued) 
Next, click on the Faculty Center link (NOTE:  The link may be in a different spot on your 

account). 

 

 

 

 

 

 

 

 

 

 

 

 

Check the term in bold. If it is not the correct semester, click the óChange Termô button and click 

the correct term. 

  


