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What is a Concurrent Enrollment Course? 

Concurrent enrollment refers to a course where a student is earning both high 

school and college credit for class taught by a high school instructor who has been 

approved by our College Now faculty. Herkimer College provides a scholarship to 

make these courses available at no cost to students. Enrollment in  a College Now 

(CN) course generates an official transcript for each student that records grades, 

withdrawals, etc.. 

Instructor Responsibilities 

 College Now classes are college courses and instructors accept the responsibility 

for maintaining academic integrity and high expectations 

 Newly approved College Now instructors will take part in an orientation prior to    

teaching a CN course at their school 

 Instructors agree to keep their course materials, grading policies, and syllabi in  

      alignment with the master course syllabi  (MCS) from Herkimer College.  

     (Instructors will be notified of any changes to MCS.) 

 A current course syllabus must be submitted to the College Now office each     

semester that the instructor is teaching the course. Please notify the office of 

any significant changes from the approved syllabus so that the revised syllabus 

may be reviewed again for approval. 

 Course syllabi must be given to the students no later than the end of the first 

week of the course. 

 Instructors will ensure that students register appropriately for the course and 

monitor their class lists, including completing the Registration Verification step 

when    prompted. 

 Instructors will submit grades online via MyHerkimer. Instructors agree to follow 

the College’s grading system. 
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Applying to Teach a College Now Course 

I. Identification of Interest From Home District. 

The home district of the instructor would need to reach out to the College Now 

office via email to disclose of a new instructor they would like to add to the program 

and for what  subjects/courses they would be teaching. They would also provide a 

means of  contacting the instructor so that they would receive instructions on    

completing the  process of becoming an approved instructor. 

I. n 

II. Complete Online Application 

Go to www.herkimer.edu/about/employment and select employment                     

opportunities. Then select the posting: Adjunct Faculty - College Now Program. 

Complete all required steps of the application process. This includes submitting of 

the actual application through interview exchange accompanied by your resumes, 

cover letter, transcripts, and 3 letters of recommendation sent to the College Now 

email collegenow@herkimer.edu. 

I. n 

II. After Credentials are Approved 

Once an instructor completes the submission of all required documents and they 

have been approved by the college the instructor will be provided a Master Course 

Syllabus (MCS) for the course(s) that they are teaching. They will use this resource to 

create and submit a syllabus that meets MCS requirements and guidelines set forth 

by the college. You can find an example in this handbook in Appendix B. The          

instructor will then be created an account through our system Banner so that they 

will be given full access to Herkimer College online systems. 

 

** All application has to be fully submitted and approved BEFORE August 1st 

for the instructor to be eligible to teach for the upcoming academic year** 
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Expectations for Instructors After Approval 

• Submission of End-of-Term documents including: 

 Grade book clearly showing how the final grade was determined 

  Attendance record  

 Clean copy of the final exam or culminating activity  

 Course syllabus (if not yet submitted)  

• Professional Development Workshops 

• Instructor Assessments/ Observations  

• Roster Verifications 

• Grade Submission online via Herkimer Generals Online (GO) 

Textbooks 

Participating high schools and BOCES will provide textbooks, hardware      

software, other required course materials, and facilities for all Herkimer     

College classes. 

Articulation Agreements and Course Scheduling 

The principal and Superintendent will receive an Articulation Agreement  describing 

our College Now partnership. These agreements are renewed each year before the 

start of the fall semester. Each spring the counselors will be asked to provide the 

College Now office with a list of approved  courses and instructors they want to 

offer for the following academic year. This list is rested to be presented to the    

College Now office by the last  Friday in May. At this time is when counselors 

should start to  present any new instructors that they would like to add to the    

program for approval. 
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Registration Process 

• Our registration process through the Herkimer College College Now program       

follows a model of a full year registration. Our team travels to each of the schools 

within the program during an agreed upon date for registration of the students. 

During this visit students will be asked to  input  all applicable full time, fall , AND 

spring courses into their application. 

• Students will be asked to know certain information during this registration period 

such as: 

1. Herkimer ID # (H#) Students who have already taken a CN course will have one of 

these numbers. New students will receive one after applying. 

2. Full Address ( House #, Street Name, Town/City/ Village, Zip, County) 

3. Personal Phone Number 

4. What CN courses they should be registering for 

• Also during these registration visits students will be instructed and lead by      

someone from our Student Accounts team to complete their Certificate of         

Residency. This is the piece that makes it free for the students to take these credits 

through Herkimer College. A student must apply for a certificate no sooner than 60 

days prior to the start of classes and no later than 30 days after the college’s first 

day of classes. 

Course Overload Policy 

Any student requesting a course overload of credits exceeding  11 credits per semester 

can submit their request to the College Now office. The request will be reviewed by the 

director  of the program and the student’s guidance counselors. They will discuss the 

student academic future and/or goals to determine if the extra requested course will 

benefit the students future academic career. The student will then be notified via email 

if their request was approved or denied. 

Certificate of Residency 

All students whether they reside within or outside of Herkimer County will be requested 

to complete a Certificate of Residency Form (COR).  An example of what the Certificate 

of Residency form for Herkimer County residence is in Appendix D. For all students out-

side of Herkimer County they will use the form like in Appendix E. 
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Roster Verification 

Once all student’s applications have been processed and registered through the college 

the school counselors will be sent roster via email that they must have the instructors 

review as part of they duties that include “ Roster Verification”. Each Instructor must   

review their class lists to ensure that any and all credit-seeking student appears on the 

correct rosters. If any changes need to be made please contact the College Now via 

email office right away to rectify the mistake. 

Dropping or Withdrawing Students from a Course 

• If a student decides after registering  for a course that they no longer want to earn 

Herkimer College credit, they MUST contact their guidance  office, complete a Drop/

Add form, and ensure that the Herkimer College: College Now office receives their 

form by the deadline. 

• If they only drop the College Now course from their high school schedule without 

completing this process, they will remain on the Herkimer College  roster and will 

earn a grade at the end of the course — even if that grade is an “F”. 

• Prior to registering, understand the potential future financial aid impact via SAP, 

which now is applied to College Now students. A student is considered to be making 

academic progress if they  maintain a GPA of 2.0 or higher. A student’s academic    

status is determined by the students cumulative GPA and/or the number of credit 

hours earned compared to the number of hours attempted. 

Changing a Student’s Grade 

If an error should occur while grading the instructor must complete a Change of 

Grade Form ( Appendix F) to make a change to the student’s academic record.        

Instructors must provide the student’s name, semester in which the course was 

offered, Course name and section, The grade the student was previously given and 

the grade that it is to be changed to and lastly the reason for the change and           

instructor signature. Upon completion the form should be sent back to the               

College Now office via email. 
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Timelines/Deadlines 

Each semester instructors will be provided with deadlines to add/drop/withdraw 

from classes, when grades are due, etc. The current academic year’s “ Timeline for 

Concurrent Enrollment” can also be found on the College Now web page on        

Herkimer.edu. The instructor will also be provided a schedule of deadlines for 

themselves for things such as grades, end-of-term documents, etc.. 

End-of-Course Evaluations 

Instructors can expect to receive an evaluations at the end of each course term to 

ensure all expectations put forth by Herkimer College are being met. Those results 

will then be relayed to  the instructor’s district principal upon completion. 

Transferring Concurrent Enrollment Credits 

Every college and university has its own policies when it comes to transferring 

credits. The credits that students earn while participating in the College Now     

program are, of course, accepted at Herkimer College. Credits are also accepted 

throughout the SUNY system, though there may be some variability depending on 

the program chosen by the student. The credits are also generally accepted within 

the public university systems in other states. Credit is evaluated on a course-by-

course basis. Transferability generally  depends on the grade earned, how the 

course fits within a student’s degree program, and whether the college has a     

similar course. Generally a minimum grade of C is needed for credit to be      

transferable to other colleges. In order to transfer credit, an official transcript 

must be submitted to the student’s college that they will be attending in               

accordance with their policies. Students may order an official transcript online, in 

writing (email) or in person. 

How to request an official transcript: 

1. Visit www.herkimer.edu/transcripts   

2. Find the link under that says : Click here to place an order through Parchment    

under the official transcripts section. 

https://nam10.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.herkimer.edu%2Ftranscripts&data=05%7C02%7Cadvisementcenter%40herkimer.edu%7Cea557aea817043c1ee6d08dcb7ac560d%7C065bea38396a475ca2fca47ae6c8e7a1%7C0%7C0%7C638587198030646382%7CUnknown%7CTWFpb
https://www.parchment.com/u/registration/33220/institution
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Library & Tutoring Services 

All College Now student have access to all the same online and in person services as 

our traditional students. 

• If a student wishes to request tutoring services for any of their classes that 

they are  taking through the College Now program, they must first disclose to 

their counselor they would like to take advantage of the services. The        

counselor would then provide the student with this link:                            

https://forms.office.com/r/pxgydra6eZ , which will lead the student to a form 

to inquire about tutoring. This form is sent straight to our Academic Support 

Center and reviewed by one of our tutoring  specialist. They will then reach out 

to the student via Herkimer.edu email to  set an appointment for the student 

with one of our tutors for their requested subject. 

• Students wishing to use the library services may do so in person and online by   

visiting the Library building on campus or through www.herkimer.edu/Library. 
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College Now Office Contacts 

Katherine Scanlon 

Dean of  Academic Affairs 

Email: decourskl@herkimer.edu 

Phone: 315-866-0300 ext. 8483 

Shayla Burnham 

Technical Assistant of College Now 

Email: stavessa@herkimer.edu 

Phone: 315-866-0300 ext. 8273 

Feel free to contact anyone from our team— We are here and ready to help! 

Visit our website @www.herkimer.edu/academics/college-in-high-school/college-now-program/ for more  

Phone: (315) 866-0300 ext. 8273           Email: collegenow@herkimer.edu 



11 

Business: 

BU104– Financial Accounting 

BU112-Business Communications 

BU121– Business Law I 

Criminal Justice: 

CJ120– Intro Criminal Justice 

CJ125-Intro to Law Enforcement 

CJ126– Issues in Law Enforcement 

CJ151– Intro Corrections 

English: 
EN111– College Writing  

EN112– College Literature 

EN214-Writing Workshop I 

EN225– Public Speaking 

EN228– Interpersonal Communications 

EN231– Introduction to Poetry 

EN241– Introduction to Drama Study 

EN251– Modern American Novel 

Foreign Language: 

FL101– Spanish I  

FL102– Spanish II 

Humanities: 

HU100– Sign Language I 

HU101– Sign Language II 

HU113-Drawing I 

HU114– Painting I 

HU129– Introduction to Ceramics 

HU146-Introduction to Graphics & Design 

HU148– Digital Photography 

HU159– Applied Media Aesthetics 

HU161-Introduction to Film 

Internet Software: 

IS140– Networking Essentials 

IS208– Microcomputer Hardware 

Mathematics: 

MA124– Contemporary Mathematics 

MA127– Mathematical Statistics I 

MA141– Precalculus Math 

MA245– Calculus I 

MA246-Calculus II 

Science: 

SC116– Conservation and the Environment 

SC117– Nutrition 

SC118– Funds of  Anatomy and Physiology 

SC125– Funds of General Organic Biochemistry 

SC133– Physics I 

SC141– Funds Of Biology I 

SC147– The Science of Cooking 

Social Sciences: 

SS112– History of Early Western Civilizations 

SS121– American History to 1865 

SS122– American History Since 1865 

SS130-History of Early World Civilizations 

SS132-History of Modern World Civilizations 

SS141– American Government 

SS151– Intro Psychology 

SS161– Introductory Sociology 

SS165– Introduction to Mass Media  

SS185-Introduction to Macroeconomics 

Herkimer College – College Now Course Offerings 
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