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ABSTRACT 

Dual enrollment is defined as a high school student taking college courses for college 

and/or high school credit. Over the past few years, the growth of dual enrollment has exploded 

in community colleges, not only within Michigan, but nationally as well. This has left community 

colleges struggling to keep up with fulfilling the demand for their coursework by high school 

students. 

This product dissertation creates an Office of Dual Enrollment at Mid Michigan 

Community College (MMCC), a college located in rural central Michigan that serves 

approximately 4,000 students on its two campuses. This dissertation examines the historical 

trends related to dual enrollment, issues and challenges faced specifically by MMCC as it 

responds to K-12 school systems and their students and provides an approach the college might 

take to include an Office of Dual Enrollment. 

Included in this dissertation are recommendations for placement within the college’s 

structure, personnel/job descriptions, budget, an approach for handling dramatic fluctuations 

in the number of dual enrolled students, a process for assessing objectives and outcomes 

associated with the Office, and an implementation process. Finally, this dissertation contains 

numerous appendices related to dual enrollment processing of students in Michigan. 

KEY WORDS: dual enrollment, office of dual enrollment, high school, Mid Michigan Community 
College 
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DEDICATION 

This dissertation is dedicated to “Mishler Party of Seven.” Our parade of five children 

often causes those around us to do a double take as we walk into restaurants. But it is that 

party of seven that has sustained me, encouraged me, and driven me to complete this 

dissertation. The kids know more about dual enrollment than any 15-, 11-, 9-, 4-, and 2-year-old 

should. Their questions and their genuine (okay, maybe not totally genuine) interest in the topic 

sustained me during many late nights in my office. 

Of course, the real champion in this project is my wife, Jessica. Juggling a busy 

household that is the natural byproduct of having five children, all of whom are involved in 

extracurricular activities, is no easy task. Then, add on the charge of doing all of that while your 

husband is frequently immersed in writing qualifies her for sainthood. Did I mention that, since 

the day I began my doctoral journey, my wife completed her master’s degree and had two 

children? She is a true rock star! 

I love you guys! Now, let’s go grab a table. For seven. 

ii 



 

 

 

 
 

   

 
 

     

    

     
   

      
      
        
      

       
     

       
      
    

          
   

      
   
    

    
       

  
   

    
   

         
         
    

      
     

     
   

TABLE OF CONTENTS 

Page 

List of Tables............................................................................................................................... v 

List of Figures............................................................................................................................. vi 

CHAPTER ONE: INTRODUCTION .................................................................................................. 1 
Introduction........................................................................................................................... 1 
What is Dual Enrollment?....................................................................................................... 4 
Glossary of Key Terms ............................................................................................................ 5 
Michigan and National Dual Enrollment Trends ..................................................................... 6 
Benefits of Dual Enrollment ................................................................................................... 7 
Dual Enrollment at Mid Michigan Community College ......................................................... 10 
Dual Enrollment Tuition Structure........................................................................................ 14 
Enhanced Dual Enrollment at MMCC ................................................................................... 15 

Course Sequencing and Scheduling ............................................................................... 16 
Student Services............................................................................................................ 18 

Why is an Office of Dual Enrollment Needed?...................................................................... 20 
Conclusion ........................................................................................................................... 21 

CHAPTER TWO: LITERATURE REVIEW........................................................................................ 23 
Introduction......................................................................................................................... 23 
Organizational Structure ...................................................................................................... 23 
Academic Advising ............................................................................................................... 25 
Academic Benefits of Dual Enrollment ................................................................................. 29 
National Alliance for Concurrent Enrollment Partnerships (NACEP)...................................... 31 
Conclusion ........................................................................................................................... 33 

CHAPTER THREE: METHODS...................................................................................................... 35 
Introduction......................................................................................................................... 35 
Why Create an Office of Dual Enrollment? ........................................................................... 37 
Components of an Office of Dual Enrollment ....................................................................... 38 
Organizational Structure ...................................................................................................... 39 
Job Descriptions and Personnel............................................................................................ 40 
Budgets and Procedures ...................................................................................................... 41 
Ability to Scale ..................................................................................................................... 42 
Conclusion ........................................................................................................................... 43 

iii 



 

 

        
   

      
      

      
     
    

   
     

   
      

   
   

     
   

        
    

   

   

        

        

       

      

      

       

      
 

  

CHAPTER FOUR: THE OFFICE OF DUAL ENROLLMENT ............................................................... 44 
Introduction......................................................................................................................... 44 
Placement within an Organization’s Structure...................................................................... 44 
Personnel / Job Descriptions ................................................................................................ 55 

Director of K-12 Partnerships ........................................................................................ 56 
Dual Enrollment Academic Coordinator ........................................................................ 58 
Mid Mentors ................................................................................................................. 60 

Budget ................................................................................................................................. 64 
Key Tasks and Milestones..................................................................................................... 67 
Capacity Considerations....................................................................................................... 72 
Assessment, Objectives, and Outcomes ............................................................................... 75 
Implementation ................................................................................................................... 77 
Conclusion ........................................................................................................................... 78 

CHAPTER FIVE: CONCLUSIONS .................................................................................................. 79 
Introduction......................................................................................................................... 79 
Limitations and Implications of this Project.......................................................................... 79 
Future Research ................................................................................................................... 83 
Conclusion ........................................................................................................................... 86 

REFERENCES ............................................................................................................................. 87 

APPENDIX A: JOB DESCRIPTION, DIRECTOR OF K-12 PARTNERSHIPS ......................................... 91 

APPENDIX B: JOB DESCRIPTION, DUAL ENROLLMENT ACADEMIC COORDINATOR..................... 94 

APPENDIX C: JOB DESCRIPTION, DUAL ENROLLMENT MID MENTOR ......................................... 98 

APPENDIX D: DUAL ENROLLMENT HANDBOOK ....................................................................... 102 

APPENDIX E: DUAL ENROLLMENT REGISTRATION FORM......................................................... 109 

APPENDIX F: OFF-CAMPUS MEMORANDUM OF UNDERSTANDING......................................... 111 

APPENDIX G: ACADEMIC PLACEMENT MEASURES .................................................................. 117 

iv 



 

 

 
 
 
 

   

 
 

           

         

 
 
 

  

LIST OF TABLES 

Page 

Table 1: Dual Enrollment in Michigan, Grades 9-12, 2011-16 ...................................................... 7 

Table 2: Proposed Budget, Office of Dual Enrollment................................................................ 64 

v 



 

 

 
 
 

   

 
 

       

            

       

              

            

            

             

 

1

2

3

4

5

6

7

LIST OF FIGURES 

Page 

Figure : MMCC Historical Fall Headcounts............................................................................... 12 

Figure : MMCC Student Enrollment for Fall Semesters by Student Type.................................. 36 

Figure : MMCC Organizational Structure................................................................................. 40 

Figure : MMCC Current Organizational Structure, without an Office of Dual Enrollment......... 47 

Figure : MMCC Organizational Structure, with Office of Dual Enrollment................................ 49 

Figure : Michigan Community College Territories (Senate Fiscal Agency, 2009) ...................... 52 

Figure : MMCC Organizational Structure, with Office of Dual Enrollment Positions................. 56 

vi 



  

 

 

   

 

               

              

                

           

           

               

          

               

             

                

              

           

          

             

               

            

               

CHAPTER ONE: INTRODUCTION 

INTRODUCTION 

High school students in the state of Michigan have come to expect that their high school 

career will involve taking one or more dual enrolled course. Many students take multiple 

courses per year. According to the most recent data provided by the State of Michigan, in the 

2016–17 academic year, 27,916 students in grades 9–12 completed 100,548 courses (Center for 

Educational Performance and Information [CEPI], 2018). That averages out to each student 

attempting over three courses per year. There has been a fundamental shift in how traditional 

high school students view their high school career. Students imbed college access and 

experiences into their high school career, and they have the legislation to back it up. “This is 

about increasing access for all Michigan students to a college education, especially at a time 

when a college or technical education is critical to success in the 21st century economy,” said 

Judy Emmons (Office of Sen. Judy Emmons, 2011). Emmons, a state Senator from Michigan, 

sponsored sweeping legislation in 2011 that drastically increased the number of students 

eligible for dual enrollment. However, it was not always that way. 

Picture the educational life of high school students in Michigan in 2002. One may 

envision them hopping on the school bus in the morning and riding to the local school where 

they complete a complement of classes within that building from teachers who are district 

employees. They have these teachers for a multitude of classes over their high school career. 
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The “social” side of high school is alive and well, with the students congregating at lockers 

between classes or at lunch to get the latest scoop or make plans for the upcoming weekend. 

The students who attend that high school more than likely began in that school district in 

kindergarten and progressed with the same group of students from the time they were five or 

six years old. Related to curricular offerings, generally two tracks of courses were available for 

them to take: one for students planning on going to college, and one for those who planning to 

enter the workforce. Also, consider the higher education landscape in 2002: College 

enrollments were steady, college budgets were stable, and students were not concerned about 

how they were going to finance their college education. 

Fast forward 15 years to 2017. High schools look very different than they did at the turn 

of the century. For one, there are now fewer students in Michigan. According to MiSchoolData, 

a data repository run by the Michigan Department of Education, over the course of those 15 

years, the state of Michigan experienced a 10.5% decline in K-12 students (Michigan 

Department of Education [MDE], 2017). School choice has become much more prevalent, due 

in part to the rapid growth of charter schools in Michigan. Historically speaking, charter schools 

are a recent initiative. Charter schools were first authorized by state legislation in 1993. In 

2011, the limit on charter schools within the state was removed. Since that removal, charter 

schools increased by 25% (up to 299 public school academies) according to data provided by 

both MiSchoolData and the Detroit Free Press (Dixon, 2014). In addition, students may now 

elect to attend school in a neighboring school district for any number of reasons, including 

athletic offerings, curricular offerings, or even extracurricular non-athletic offerings. Students 

come and go from the school all day, as they attend a variety of courses off-campus. But the 
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biggest difference from 2002–17 is probably the number of students who are participating in 

dual enrollment, whether online, at a college campus, or maybe even within the confines of 

their high school. 

The landscape has changed dramatically on college campuses as well in the last fifteen 

years. After the recession through the mid-2000s, state support for higher education has 

declined: “From 2003–15, state of Michigan higher education appropriations have dropped 

30%, when adjusted for inflation” (Roelofs, 2018). In order to make up the difference in 

revenue, institutions were forced to raise tuition: “In the state of Michigan, tuition prices 

soared at the 15 public institutions anywhere from 91 to 17%, when adjusted for inflation” 

(Roelofs, 2018). This put the cost of a college degree at the forefront of potential students’ 

minds. They often did not think they would be able to afford going to college, or they still 

planned on going to college, but wanted to go about it in a more cost-effective manner. 

According to the UCLA Higher Education Research Institute, “46% of incoming freshmen rated 

education costs as a ‘very important’ factor in their college choice in 2014” (Rivera, 2014). This 

was the highest percentage the report had ever seen. Since school districts provide the vast 

majority of the monetary support for dual enrollment classes, the cost-savings associated with 

dual enrollment are an enticing factor for high school students and the additional enrollment 

numbers for a higher education institution make this joint venture advantageous for all 

involved. 

Due to the aforementioned shift in both the K-12 and higher education landscape, it is 

incumbent for institutions of higher education to move nimbly with the times and respond to 

requests from their K-12 partners in regard to dual enrollment needs. In order for institutions 
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to adequately respond to the drastic increase in demand for dual enrollment from its partners, 

the organizational hierarchy must adjust. What is recommended is a dedicated “Office of Dual 

Enrollment” to handle all the various matters and functions of dual enrollment, including 

managing and massaging different stakeholder needs. 

WHAT IS DUAL ENROLLMENT? 

Dual enrollment in the state of Michigan, in the strictest sense, is a student taking a 

college class while in high school and then making the determination of whether they want to 

define the credits as college-credit only, or as joint high school and college credit 

(Postsecondary Enrollment Options Act 160, 1996/2012). Dual enrollment is the umbrella under 

which students can earn college credit through various models including traditional dual 

enrollment; concurrent enrollment, dual or direct credit; and early/middle college. In Michigan, 

many colleges and universities provide opportunities for high school students to earn college 

credit through at least one of these formats. Concurrent enrollment, dual credit, and direct 

credit are terms that are used to describe a college class that is taught in the high school as part 

of the regular high school schedule and is taught by a high school instructor who meets the 

requirements of the college or university and the Higher Learning Commission to teach the 

college class. Early colleges are programs that are designed by high schools where a student 

would stay in high school for five years. At the end of that fifth year, students would graduate 

with both their high school diploma and associate degree at the same time. Finally, middle 

college refers to a program where academically-struggling students would attempt college 

credits while in high school with an additional layer of built-in supports. Traditionally, these 
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programs focused on a singular program of study, but these programs have recently shifted to 

the Early College model in the state of Michigan. In all models of dual enrollment in Michigan, 

the school district bears the vast majority of the costs associated with taking a college class 

(“Early Middle College,” 2018). 

GLOSSARY OF KEY TERMS 

Unfortunately, higher education often uses several confusing terms that essentially 

mean the same thing. Even more disheartening is that these terms can mean different things 

depending on what area of the country they are used in. In an attempt for consistency, the 

following is a glossary of key terms that will be used throughout the dissertation: 

• Dual enrollment – Taking college course(s) in high school for college and/or high school 
credit. 

• Concurrent enrollment – Taking a dual enrollment course which is provided at a high 
school setting and typically (but not exclusively) taught by a high school instructor who 
is credentialed by the college. 

• Direct credit – Taking a dual enrollment course at a high school which is taught by a high 
school instructor who is credentialed by the college. 

• Early College – Program within the state of Michigan that allows high school students to 
work on their high school diploma and associate degree concurrently. The student stays 
a fifth year in high school, with the goal of completing a high school diploma and 
associate degree at the conclusion of that fifth year. 

• In-district tuition – A tuition rate at Mid Michigan Community College. Students who are 
billed in-district reside within the geographic boundaries of the Beaverton, Clare, 
Farwell, Gladwin, and Harrison public school districts. Properties within these 
boundaries pay a tax or millage in support of the college. Consequently, they receive a 
lower tuition rate than out-district students. 

• Out-district tuition – Simply, students that do not reside within the in-district geographic 
boundaries. Because these properties do not support the college with a millage, they 
pay a higher tuition rate than in-district students. 
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• Enhanced tuition – This is a tuition rate that is given to select high schools in recognition 
of their significant dual enrollment partnership with MMCC. Schools selected for 
enhanced tuition are schools that are partnering with MMCC to provide dual enrollment 
at their school in a large, programmatic way. This requires careful coordination and hard 
work on both parties. In recognition of this, the enhanced tuition rate of 20% less than 
the standard out-district tuition rate. MMCC’s enhanced tuition rate is different than 
the state of Michigan’s enhanced dual enrollment definition. While similar in their 
requirement of a strong partnership between the K-12 and higher education entity, 
MMCC’s enhanced model specifically refers to a reduction in tuition price. 

• NACEP – The National Alliance for Concurrent Enrollment Partnerships is the national 
accrediting body for concurrent enrollment. Currently, MMCC is the only community 
college in Michigan that has achieved NACEP accreditation. Since NACEP is mostly 
focused on concurrent enrollment, many of the procedures and processes used to 
govern MMCC’s concurrent enrollment system are best practices identified for and 
supported by NACEP. 

MICHIGAN AND NATIONAL DUAL ENROLLMENT TRENDS 

As stated previously, participants in dual enrollment programs have increased year over 

year since the change to the Michigan law in 2012. According to data provided by the Michigan 

Department of Education, during the 2011–12 school year, 500,433 Michigan students were 

enrolled in grades 9–12. Five years later, the number of Michigan students enrolled in grades 9– 

12 had fallen to 482,657, which represents a 3% decrease during the five-year period. In 2011– 

12 the number of Michigan high school students who participated in dual enrollment courses in 

the state was 15,432. Five years later, that number increased to 28,568 (MDE, 2017), which 

represents an 85% increase. 

6 



 

 

        
  
  

   
 

     
  

    

    

    

    

    

 

 

             

                

            

             

         

   

            

                 

                 

              

          

            

                 

           

               

Table 1: Dual Enrollment in Michigan, Grades 9-12, 2011-16 
Total Enrollment, # of Dual Enrolled % Participation in 

Gr 9-12 Students Dual Enrollment 

2011-2012 500,433 15,432 3.0% 

2012-2013 492,642 19,738 4.0 

2013-2014 487,818 22,613 4.6 

2014-2015 485,292 23,422 4.8 

2015-2016 482,657 28,568 5.9 

Nationally, the trend of more students taking advantage of dual enrollment mirrors that 

in Michigan. According to the National Center for Education Statistics, high schools reported 

close to 2 million students enrolled in dual enrollment courses, and over 80% of high schools 

nationally had dual enrollment options available to students (Thomas, Marken, Gray, & Lewis, 

2013). Additionally, in the 2010–11 academic year, over 1.2 million students took college 

courses through dual enrollment (Marken, Gray, & Lewis, 2013). 

BENEFITS OF DUAL ENROLLMENT 

Dual enrollment benefits both the student and the institution at the same time in a 

myriad of ways. For students, the chance to begin their college career while still in high school 

is attractive. In the state of Michigan, the local school district pays the vast majority (and in 

some cases, the totality) of the tuition, fees, and textbooks for dual enrollment (Postsecondary 

Enrollment Options Act 160, 1996/2012). Dual enrollment allows students, particularly those 

who would otherwise struggle to finance their college education, to begin without incurring 

debt, or incurring little debt. In Michigan, students are allowed to take up to 10 college courses 

while in high school (Postsecondary Enrollment Options Act 160, 1996/2012). The number of 

courses that students are allowed to take through dual enrollment can be greater than 10, if 
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the secondary school district has a signed partnership agreement with a postsecondary 

institution. Nationally, the average level of tuition and fees at a four-year public institution 

increased 87% between 2000 and 2013 (Schoen, 2015). Because tuition rates have soared, 

students are often forced to find alternate methods to finance their education. Student loan 

debt has ballooned, and the average debt is now over $37,000 (“Student Loan Debt,” 2017). For 

students, dual enrollment offers a very attractive way to accumulate college credits without 

racking up student debt. 

Dual enrollment opportunities are offered in many districts as a way to expand rigor in 

specific subjects. In small, rural districts, the high school curriculum may be exhausted in a 

particular subject relatively quickly. For example, certain local districts may only have Algebra II 

as their highest math course offered. For college-bound students, dual enrollment may provide 

students with the only opportunity to take more advanced classes, such as pre-calculus, 

trigonometry, or calculus, prior to enrolling in college. 

Dual enrollment provides students with an opportunity to “experiment” with their 

intended major. This is important because changes to federal financial aid are further 

restricting how long a student can be enrolled in a degree-seeking program and how many 

credits a student can earn to still be eligible for financial aid (Baena, 2015). For students who 

are unsure of the path or program of study they want to enter, switching majors a handful of 

times could ultimately make them ineligible for financial aid. Providing opportunities for 

students to participate in dual enrollment allows them to sample a variety of courses while 

looking for something that they are interested in pursuing as a major. 
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Dual enrollment programs also allow students who otherwise would not have pursued a 

college education a chance to be successful and realize they can be a college-bound student. 

This is a huge social benefit, not only for the student, but the community as well. Sometimes, 

high school students may not have envisioned themselves as college students. However, when 

students have an opportunity to take college classes while they are still in high school, the 

experience may serve as the conduit for them to pursue a college degree after high school. 

Students begin to view themselves as college material and may determine to progress on to 

college, thereby altering their life trajectory in ways they never previously considered. 

For the institution, the benefits of dual enrollment are numerous as well. First, dual 

enrollment definitely helps with increasing enrollment figures. According to internal MMCC 

enrollment management plans, dual enrollment accounted for 10,681 contact hours in 2015–16 

and is projected to support 12,164 contact hours in 2018–19. This presents a 13% increase in 

three years (Mid Michigan Community College [MMCC], 2016). And while enrollment and the 

revenue generated from tuition is not the ultimate goal of the program, the fact remains that 

dual enrollment accounts for between 20–25% of the headcount of students each year from 

this institution (MMCC, 2016). 

A strong dual enrollment program at a high school creates a seamless path between the 

K-12 school district and MMCC. According to internal MMCC data, students who begin college 

while still in high school are more likely to continue on to MMCC once they graduate high 

school. For the Fall 2014 semester, approximately 26% of all dual enrolled students enrolled at 

MMCC after high school graduation. However, the overall penetration rate (a calculation that 

considers the number of MMCC enrollees from a high school and divides it by the number of 
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eligible high school graduates) was only 13% (MMCC, 2017). While MMCC would prefer all dual 

enrolled students to continue to MMCC after high school graduation, MMCC will still garner 

revenue from dual enrolled students while in high school, even if these students do not end up 

attending MMCC after high school graduation. The strong tie between the college and the high 

school also affords the Admissions Department staff additional opportunities to be in the 

schools and present information about MMCC as part of recruitment efforts. 

Finally, dual enrollment helps students prepare for being full-time college students. The 

student success rates at MMCC (the percentage of students receiving a “C” grade or higher) for 

dual enrolled students has averaged 87.4% from the Fall 2011 semester through the Fall 2015 

semester (MMCC, 2017). Students who participate in dual enrollment become familiar with the 

expectations of college: they learn how to read a syllabus, study, prepare for exams, and are 

overall better prepared. Dual enrollment provides students with an early introduction to 

college while they are still in high school. 

DUAL ENROLLMENT AT MID MICHIGAN COMMUNITY COLLEGE 

Mid Michigan Community College, formed in 1965, recently celebrated its 50th 

anniversary. What once began with plans drawn up around a kitchen table with a small group 

of community members, now boasts two full campuses with approximately 5,000 students 

taking classes each year. 

The main campus of MMCC is located in Harrison, Michigan, and shares its land with the 

Clare–Gladwin Regional Education Service District (RESD). The RESD serves as the career and 

technical education hub for local school districts and provides shared services related to the 
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business office, pupil accounting, professional development, and special education services 

with local school districts. The Harrison campus boasts a full spectrum of academic offerings, 

including space for automotive, medical imaging, and heating, air conditioning, and 

refrigeration programs. The Mt. Pleasant campus is MMCC’s newer campus, with the oldest 

building completed in 2008. The Mt. Pleasant campus has a full spectrum of academic offerings, 

including exclusive space for physical therapy assistant and pharmacy tech programs (MMCC, 

2017). 

Students attending MMCC are looking for a variety of experiences, from taking classes 

that transfer to a four-year school, to completing an associate degree, to taking a few classes to 

enhance their work resume. In addition, Mid Michigan Community College offers short-term 

and customized training for employers. Examples of short-term training include supervisory 

skills, blueprint reading, and specialized welding, etc. MMCC also offers a robust pre-college 

experience for dual enrolled students. Overall enrollment for the most recent fall semester at 

MMCC was 4,154 students who took a total of 35,163 credit hours. According to internal MMCC 

data, 53% of those total credits were attributed to the Mt. Pleasant campus, even though out-

of-district students pay almost twice the tuition rate of in-district students. Classes attributed to 

the Harrison campus accounted for 19.3% of total credits, with online credits consisting of 19% 

and off-site locations accounting for 7% (MMCC, 2016). 

Central Michigan University (CMU) is located in Mt. Pleasant. The tuition rate for CMU, 

which is $405/credit hour, is approximately double the out-of-district tuition rate of MMCC, 

which is $202/credit hour. Because of this, MMCC serves CMU students who wish to take 
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classes at MMCC in an attempt to round out their CMU schedule or re-take classes in which 

they were unsuccessful at CMU. 

Included in the fall student headcount of 4,000 is approximately 900–1,000 dual 

enrolled students (MMCC, 2016). The state of Michigan expanded dual enrollment 

opportunities for students in 2012 with the passage of Senate Bill 622. Previously, dual 

enrollment was restricted to students in the 11th or 12th grades. This legislation opened dual 

enrollment to all high school students (Murray, 2012). When that law changed in 2012, MMCC 

made a conscious effort to expand its dual enrollment offerings. Now totaling somewhere 

between 20–25% of the total student headcount, MMCC is very involved in dual enrollment, 

and it is one of the only subsets of student enrollment that has grown over the last few years. 

MMCC Historical Fall Headcounts 
5000 4736 4593 4464 4269 4154 
4000 

3000 

2000 

1000 587 812 920 988 977 

0 
Fall 2012 Fall 2013 Fall 2014 Fall 2015 Fall 2016 

Total Students Dual Enrolled Students 

Figure 1: MMCC Historical Fall Headcounts 

MMCC is led by President Christine Hammond. The college has instituted a shared 

governance structure, which seeks to provide opportunities for feedback from all major 

employee groups for many of the details surrounding the college. One particular shared 

governance committee, the Partnership Committee, created an Off-Campus Advisory 
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Committee to handle questions and challenges that arise generally with dual enrollment, and 

specifically with college classes being taught in a high school. Off-campus programming is 

MMCC’s term for the selection and delivery of college courses in a high school setting, using a 

variety of modalities and a variety of teachers (but mainly high school teachers who have 

successfully completed the MMCC interview process and have been credentialed by MMCC to 

teach college classes). This demonstrates how much focus has been placed on dual enrollment 

at MMCC. 

As dual enrollment at MMCC continues to grow, the infrastructure has struggled to 

meet the demand. From an “expanding dual enrollment” point-of-view, MMCC has only 

responded to requests for services; there has been no true “selling” of dual enrollment 

opportunities to potential K-12 partners. This “response-only approach” was implemented 

because of the college’s inability to accommodate the possible magnitude of requests from 

partners. MMCC had to quickly adapt its staffing and support for dual enrollment programs to 

provide an effective infrastructure. Because the dual enrollment growth happened quickly, 

MMCC did not have time to think systemically about growth or ways to support the current 

staff and faculty structures to accommodate this growing population of students. This became 

apparent when MMCC struggled with the realities of staffing and providing quality instruction 

for dual enrollment, while trying to be responsive to the unique challenges resulting from 

increased K-12 partnerships. Because of recent Higher Learning Commission (HLC) changes 

related to instructor credentialing, many high school teachers are no longer meet the 

credentials to teach college courses. With the new HLC requirements, faculty must have a 

master’s degree in the content area they are teaching or must have a master’s degree with 18 
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graduate credit hours in the discipline they wish to teach (Higher Learning Commission [HLC], 

2016). Many high school teachers have master’s degrees in a field other than the discipline-

specific area. 

There are a variety of challenges with coordinating dual enrollment programs. Some of 

these include scheduling a college class in a high school setting within the students’ hourly / 

semester schedule, a lack of understanding about the difference between a high school course 

and college course; and the need for placement measures for certain classes or prerequisites 

for others. Dual enrollment is an important endeavor at MMCC. For those reasons, the national 

spotlight currently being aimed on dual enrollment, and the financial implications of 

enrollment, it is also the topic of this dissertation. 

DUAL ENROLLMENT TUITION STRUCTURE 

At MMCC, there are different types of tuition structures. MMCC has an in-district rate, 

an out-district rate, two types of international student tuition, as well as specific tuition rates 

based upon the type of course taken (e.g., medical classes). These rates are primarily based 

upon geographic boundaries, with the exception of MMCC’s enhanced rate. In-district residents 

are those who own property and/or otherwise pay taxes within the boundaries of the Clare-

Gladwin RESD school districts (Beaverton, Clare, Farwell, Gladwin, and Harrison). Residents of 

these five school districts pay a millage to MMCC, which accounts for 9% of the total revenue of 

college. Because these residents pay that tax or millage, their tuition is lower than out-district 

residents. Out-districts residents are essentially anyone not residing or owning property within 

the boundaries of the Clare–Gladwin RESD. Because they do not otherwise support the college 
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financially through the property tax millage that goes to the college, their tuition rate is higher 

than in-district students. 

For some of the out-of-district K-12 partners, there is a different tuition rate. While not 

officially recognized, some of the larger dual enrollment partners receive a 20% discount on 

their out-of-district tuition. This discount is not based upon geographic boundaries, but it is an 

attempt to recognize the relationship and effort that both MMCC and the high school face to 

launch comprehensive dual enrollment programs. It was also influenced by market pressures to 

keep the schools as current customers. Other higher education institutions have approached 

MMCC-partner high schools and offered a discounted tuition price in an attempt to entice the 

high school to switch their dual enrollment partner. Thus, in response, MMCC developed a 

different tuition price for its largest dual enrolled districts. The tuition rate was also an attempt 

to incentivize school districts to streamline their dual enrollment processes and procedures. 

MMCC calls this rate the Enhanced Dual Enrollment tuition rate. 

ENHANCED DUAL ENROLLMENT AT MMCC 

As dual enrollment became more popular, MMCC faced a significant challenge in 

registering a larger number of dual enrolled students for classes. High school counselors were 

mailing applications and registrations, emailing applications and registrations, and even faxing 

applications and registrations. These counselors had no idea what class to recommend for their 

high school students to take, let alone an understanding of the intricacies of maximizing 

transferability. The counselors had difficulty keeping track of course prerequisites and 

placement testing. All of this information would arrive continuously into the MMCC Admissions 
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office in bits and pieces. A school would send six enrollments one day and 10 the next, then 

drop and add classes with four students two days later. The process was a mess and simply not 

sustainable with 1,000 students. MMCC Admissions Department had only one full-time 

administrative support specialist, and without a strong organizational system, it became 

difficult to track of all of the incoming paperwork and the subsequent changes. It soon became 

highly evident that something had to be done to create a more streamlined, effective process 

for registering and processing dual enrollment students. 

Course Sequencing and Scheduling 

With the influx of high school students taking college classes, MMCC found that the 

college did not have the infrastructure to support the demand for increased dual enrollment. A 

number of challenges face high schools that offer off-campus programming in their schools as 

well. Because the high schools changed section offerings each semester, MMCC had to shuffle 

faculty from site to site, as well as continuously search for faculty to teach these courses, often 

at the last minute. One of the more difficult challenges in academic scheduling was getting the 

K-12 partners to understand that the college coordinates course offerings and faculty 

assignments one year in advance. Many K-12 schools would think they were “ahead of the 

game” when they requested a second semester class in October for a class that would begin in 

January. In reality, this last-minute scheduling was extremely difficult for the MMCC Academic 

Services team to deliver. Because of the constant shuffling and switching of class offerings by 

the high schools, the classes that the students were taking did not necessarily line up with any 

degree or transfer structure that MMCC had in place. The courses offered were essentially 

whatever classes for which MMCC could obtain certified instructors. A good example of this 
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problem was when a high school offered four social science classes, when only three social 

science classes are required for students to complete the Michigan Transfer Agreement. 

However, the school district was able to request those four classes to fill student requests, and 

MMCC had faculty available to teach in those areas. 

These complications made it clear: this was not the most efficient process to manage 

dual enrollment. MMCC had to develop a new process. To encourage school districts to look at 

their dual enrollment programs from a broader lens, MMCC looked for ways to incentivize a 

dual enrollment approach that would work for the local schools and the college. As the political 

landscape in the state of Michigan changed, students are now encouraged to begin earning 

college credit while they are still in high school; in fact, dual enrollment is now an option for 

students in the ninth grade. Staff from MMCC and the high schools had to rethink how they 

could best partner to meet the needs of students through dual enrollment. As a result of 

rethinking how dual enrollment can meet the needs of high school students, MMCC, in 

collaboration with high school partners, implemented an enhanced partner dual enrollment 

model. 

In order for a school district to qualify under the enhanced model, the school district 

identifies MMCC as their college partner. In terms of their class offerings, a schedule of classes 

that could be offered over time in order to gain a student significant progress toward a degree 

or transfer credential had to be established. These classes did not necessarily need to be taught 

in the high school, but if they were, clear expectations were established to ensure that MMCC 

could meet the needs of the high school partner. One expectation was that the courses would 

continue to be offered each semester or each year. The other expectation was that the high 
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schools would have a sufficient number of available students to register for the course, in order 

to ensure that those course sections could be offered regularly. 

Student Services 

To address the student processing issues, these schools would have to partner with 

MMCC to determine a way to register students effectively and efficiently. That would mean, in 

all likelihood, that MMCC’s academic advisors would need to be involved. As stated previously, 

these high school students would be able to make significant progress toward a degree or 

credential under the enhanced model. In the state of Michigan, all community colleges and 

public four-year institutions signed on to the Michigan Transfer Agreement (MTA). In 2012, the 

Michigan Legislature included boilerplate language to convene a committee to improve the 

transferability of core courses from institution to institution (“Michigan Association of 

Collegiate Registrars and Admissions Officers,” 2016, para. 2). The MTA consists of the basic 30-

credit hours of introductory classes that most freshmen complete at any higher education 

institution. Should a student complete the MTA while enrolled in a college, those courses will 

“block transfer” to any public institution in the state. If a student completed some, but not all, 

of the 30 credits, then each transferring institution determines the transfer equivalencies. 

Effective in 2014, this agreement radically changed dual enrollment at MMCC. Suddenly, 

schools all wanted their students to get the MTA while still in high school, giving them a year of 

free college, and allowing them to enter into four-year institutions essentially with sophomore 

status. It gave students, their families, and even high schools a clear plan. 

However, to get the most benefit from the MTA, students should see a college advisor 

when selecting their classes. Most high school counselors are not familiar with and are not able 
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to assist with the MTA in the way that college advisors can. Through the enhanced partnership 

at MMCC, college academic advisors are now available to work with partner high schools and to 

advise students on what classes to select. 

To create greater efficiency in processing the applications, high schools collect and send 

all of their applications and registration forms together. This creates an efficiency for MMCC 

staff when processing the applications and registrations. The partner school and MMCC work 

collaboratively on parent information nights, academic support, and academic progress 

information in an attempt to prepare students to be more knowledgeable about dual 

enrollment and the overall college experience. These partnerships require a significant 

investment of both time and resources for each entity, an investment which results in these 

“enhanced districts” receiving a 20% discount on tuition. MMCC has three current enhanced 

partners: Big Rapids High School, the Huron ISD, and Shepherd High School. These three 

institutions provide nearly a third of the total dual enrollment at Mid Michigan Community 

College (MMCC, 2016). 

Portions of the Enhanced Dual Enrollment model work quite well. However, the need to 

streamline communication methods is never clearer than with an enhanced district. The 

Admissions Department primarily handles dual enrollment applications and registrations, but 

then the Business Office is involved with applying the special rates. Whenever there is an 

academic issue about the courses taught at the high school, the faculty, academic dean, and 

Associate Dean of Academic Outreach are all involved. On the Student Services side, the 

advising office helps students select courses, and Admissions Department assists students with 

applications and registrations. It does not take long before a school district is overwhelmed 
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with the varied communication coming from the college. Establishing an Office of Dual 

Enrollment is expected to alleviate all of that confusion by providing one key contact. 

WHY IS AN OFFICE OF DUAL ENROLLMENT NEEDED? 

An Office of Dual Enrollment is strongly needed at MMCC. With the recent expansion in 

growth of dual enrollment (a 66% increase in headcount from 2012–16), resources have been 

stretched thin. In spite of the increased revenues that the college has realized from dual 

enrollment, MMCC has not adjusted its internal organization to support the growth; it simply 

added parts of the job to existing staff members. This resulted in many people feeling 

overwhelmed by the volume of additional work outside of their traditional job responsibilities. 

In addition, both internal and external communication has become a challenge related 

to dual enrollment. Without a centralized office or central voice, all areas feel they have a say in 

dual enrollment, and everyone thinks that it is permissible for their own department to contact 

a high school directly. Various departments —from the Business Office to Admissions to 

Academics to the Registrar to Advising— all communicate with a high school principal and/or 

guidance counselor. This often makes the customer experience overwhelming and confusing. 

Finally, there has never been any direct leadership from the institution regarding the 

dual enrollment effort. Because MMCC is heavily tuition-dependent, the administration has 

advocated for increased credit hours, no matter where they came from. However, the 

academic infrastructure has been at- or over-capacity for some time now, and the college 

simply cannot accommodate more off-campus course offerings. As dual enrollment has been 

expanding, high schools are primarily requesting MMCC to offer these off-campus courses in 
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their K-12 building. Because of geographic distances, it is difficult for high school students to 

travel to campus for selected classes and then return to their high schools for their remaining 

schedules. Thus, high schools prefer for MMCC to offer the college courses within the high 

school facilities. 

All of these challenges can be overcome with an Office of Dual Enrollment. This newly 

established office will allow the institution to communicate with all stakeholders with one 

unified voice. The Office of Dual Enrollment will also lead the charge for the college to create 

and craft a vision for dual enrollment utilizing a variety of stakeholders. Once that occurs and 

the course it set, then internal communication can be consistent. There will no longer be a 

push/pull between administration saying grow dual enrollment and academics saying they 

cannot support that growth. Once a clear vision is identified, the college will operate more 

efficiently. 

CONCLUSION 

This chapter has provided an introduction to dual enrollment, as well as to the 

organizational structure at Mid Michigan Community College as it experienced a rapid 

expansion of its dual enrollment offerings. The purpose of the product dissertation is to 

describe the functions and structure of an Office of Dual Enrollment. This will include 

organizational structure and analysis, job descriptions, budgets, staffing, key tasks and more to 

ensure an effective and efficient implementation of the Office by MMCC. Chapter Two will 

focus on the research behind dual enrollment access, how that access is translating into 
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success, and why colleges should incorporate a strong dual enrollment program into curricular 

offerings. 
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CHAPTER TWO: LITERATURE REVIEW 

INTRODUCTION 

In creating an Office of Dual Enrollment, it is important to consider the research and 

literature of the various aspects that makes up a strong dual enrollment program. Components 

related to where the placement of the Office within a community college’s organizational 

structure, as well as best practices related to academic advising, and dual enrollment academic 

success should all be carefully considered. Additionally, the National Alliance of Concurrent 

Enrollment Partnerships (NACEP) is an accrediting body that accredits concurrent and dual 

enrollment programs. As of its 2017 accrediting date, MMCC is the only community college in 

Michigan to receive accreditation. A brief review of NACEP, its principles, and how they impact 

MMCC will be presented here as well. 

ORGANIZATIONAL STRUCTURE 

As stated previously, one of the challenges MMCC faced with its rapid growth in dual 

enrollment was caused by the organizational structure of the college. Responsibility for dual 

enrollment rested in two different college divisions: Academics and Student Services. As the 

number of dual enrolled students continued to climb, resources had to be added to the existing 

organizational structure without a review of efficiency. The increase in dual enrollment resulted 

in a need for multiple departments to work directly with school districts, which sometimes 

resulted in conflicting information communicated to K-12 partners. Where the department 
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should reside in the institution is an important consideration when designing an Office of Dual 

Enrollment. 

Traditionally speaking, higher education organizations are horizontally oriented and only 

loosely connected. According to Keeling and others, this is to allow for creative thinking and to 

respect and encourage the autonomy of different disciplines (Keeling, Underhile, & Wall, 2007, 

p. 22). This approach provides context and a challenge for locating an Office of Dual Enrollment 

within the organization. An office such as this needs to be very cross-departmental and even 

cross-divisional in nature. In fact, Keeling and others continue to argue that student affairs 

divisions (which an Office of Dual Enrollment could, and should, very well be) are particularly 

disadvantaged in traditional higher education organizational structures due to their “across the 

college” approach (Keeling, Underhile, & Wall, 2007, p. 22). 

Interestingly, Underwood and Hammons studied community college organizational 

structure in 1999. They looked at how often presidents reviewed their current organizational 

structure, how likely they were to change, and what type of model would benefit their 

institutions in the future. Even though dual enrollment is not a specific topic of study that 

Underwood and Hammons looked at in 1991, their findings are useful. They reported that “71% 

of community college presidents have reviewed their organizational structure within the past 

12 months, and out of those, 54% were planning to make changes to their organizational 

structure” (Underwood & Hammons, 1999). From this research, this researcher can determine 

that organizational shifts within community colleges are frequent, and is, in fact, something 

that presidents are cognizant of and reviewing frequently. 
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The reason for organizational change is important to consider as well. As noted 

previously, there is no current Office of Dual Enrollment at MMCC. However, that does not 

mean that it can be housed in any division or department. According to Heather Gordon, four 

key tenets must be followed when working on organizational design. They include these four: 

“(1) it must achieve a new level of cost effectiveness; (2) it must create a higher level of service; 

(3) it must develop a true research and development capability; and (4) it must rapidly develop 

and make rational a new, flexible organizational culture” (Gordon, 2000, p. 5). 

Finding an appropriate “home” for the Office of Dual Enrollment within the college’s 

existing organizational structure is one of the most important under takings of this process. 

Followed closely behind that will be how to incorporate student service areas into the Office. 

ACADEMIC ADVISING 

Academic advising is a student service that once was an afterthought for dual enrolled 

students. Over time, however, students accumulate greater amounts of college credits prior to 

high school graduation. It is not uncommon at MMCC for a dual enrolled student to graduate 

high school with twenty or more college credits. This makes academic advising for dual enrolled 

students even more important. The question becomes, how does one provide academic 

advising when the majority of dual enrolled students do not attend a physical campus? 

According to a 2018 report by the Center for Community College Student Engagement 

(CCSSE) on academic advising, students who see academic advisors are more engaged (Center 

for Community College Student Engagement [CCSSE], 2018, p. 4). In that same report, data 

suggests that 62% of new entering students meet with an advisor, but 78% of returning 
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students meet with an advisor. According to returning students surveyed for the report, 68% of 

them agreed that academic advising/planning is “very important” while 90% of faculty agreed 

that academic advising/planning is “very important” (p. 4). As the data shows that academic 

advising is very important to students’ success, let’s look at the different models for academic 

advising. 

Indeed, research by Allen, Smith, and Muehleck (2013) seem to back up this notion. 

They studied what academic advising traits are important to community college students who 

plan to transfer. Since this often describes a dual enrolled student, their research here is 

beneficial. Students attending a community college while planning to transfer found: 

…more sources from which to receive advising and more significant relationships, even 
friendships, with advisors at their colleges. Post-transfer students (those who started at 
a community college and then transferred to a 4-year institution) reported difficulty 
navigating 4-year institutions and disappointment when their high expectations for 
universities went unrealized. (p. 332) 

Some of those sources of advising can include not only actual academic advisors, but 

other community college staff, faculty, and students. Developmental advising is a type of 

academic advising that is also known as holistic advising (Grites, 2013, p. 5). Developmental 

advising, as the name suggests, focuses on developing the student and the student’s growth. 

Learning about the student’s life goals, academic goals, and creating plans are all key tenets of 

developmental advising. In order for all of this to occur, there must be strong linkage between 

academic services and student services. Developmental advising is best carried out by 

professional staff and not faculty, because of the holistic nature of the advising 

(“Developmental Advising,” 2006). 
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Grites goes on to explain that developmental advising is essentially an aspect of 

teaching, where the content is the requirements for the program of study. As the student 

shares information to the academic advisor, conversations may change and expand or contract. 

The advisor plays the role of teacher as they look for feedback and frequently checks for 

understanding (Grites, 2013). 

A second type of academic advising is called prescriptive advising. Prescriptive advising 

puts the onus on the academic advisor to have the answers, and then relay those answers to 

the student. Whereas developmental advising is a conversation between the advisor and the 

student, prescriptive advising is a one-way communication from the advisor to the student 

(“Theories of Advising,” 2015). 

Research done by Kelly Dedmon (2012) as part of her dissertation found that Millennial 

and first-generation students preferred prescriptive academic advising: 

Millennial students, minorities, first-generation students, and first year students 
reported a preference for prescriptive advising (Brown & Rivas, 1994; Smith, 2002). 
First-year students indicated they expected the advisors to be experts and tell them 
what classes to take to fulfill program requirements (Smith, 2002). While prescriptive 
advising provides a method of providing timely, accurate information about course 
scheduling, the model does not allow students to develop the exploration and critical 
thinking skills they need to be successful in college as does the developmental advising 
model. (Habley, 2006, p. 2) 

This is an important concept to remember as the age and type of dual enrolled student 

frequently skews toward millennials and first-generation students. 

The third major type of academic advising is intrusive advising. Intrusive advising may be 

best known as proactive advising and started with the work of Robert Glennen in the 1970s. 

Proactive advising combines aspects of development advising and prescriptive advising. One 
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fundamental difference with proactive advising is reaching out to students with information 

before they ask for it. It also picks key or strategic points in a student’s life cycle, and 

communicates with them at that point (Varney, 2012). 

According to Donaldson, McKinney, and others (2016), intrusive academic advising is a 

promising practice. They define intrusive advising as a student meeting at least twice with their 

advisor during a semester, once prior to and once after the midpoint of the semester. During 

the sessions, advisors map out the students’ short- and long-term academic plans, review their 

career choice, and plot a schedule for remaining courses, all while reminding students of 

important academic calendar dates. The students participating in intrusive advising all reported 

that they appreciated the following aspects of intrusive advising: 

• Being required to participate in advising 

• Having an assigned advisor 

• Participating in degree-planning activities 

• Opportunities for individualized support 

All of these benefits sound promising. But with the benefits of intrusive academic 

advising, Donaldson and others (2016, p. 35), also reported limitations of the model. These 

included: 

• Negative connotation of required advising 

• Limited use of available advising tools and technologies 

• Lack of self-sufficiency in course selection 

• Need for increased advisor availability 

Academic advising is a critical component to the Office of Dual Enrollment. According to 

Light, “good advising may be the single most underestimated characteristic of a successful 
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college experience” (Light, 2001, para. 1). As stated previously, as students accumulate more 

and more dual enrollment credits, a strong advising model is paramount to the student’s 

success. In recognizing the unique challenges of serving a K-12 dual enrolled student, the 

academic advising model needs to differ from traditional advising since students are rarely, if 

ever, on-campus and high school students will have unique challenges. 

ACADEMIC BENEFITS OF DUAL ENROLLMENT 

As dual enrollment has increased, focus has begun to shift on whether the quality of the 

product and the dual enrollment program are worth the effort (and dollars) associated. Key 

stakeholders including the K-12 partner, the community college, and the state are often 

questioning the return on investment. According to Davis Jenkins, senior research associate at 

the Community College Research Center at Teachers College of Columbia University, 

policymakers are beginning to demonstrate concern about the quality of dual enrollment 

programs and whether students are succeeding academically. “It is both a concern and an 

opportunity, but the concern varies by state,” said Jenkins (Smith, 2017, n.p.). 

Community colleges lead the way in making accelerated learning options available 

(Hoffman, Vargas, & Santos, 2009, p. 43). According to Vargas and Hoffman (2006), as many as 

17% of high school students from Florida and Rhode Island graduate high school with college 

credit, many of whom never envisioned going to college. The researchers go on to recommend 

to state governing bodies that they drastically increase funding and participating in dual 

enrollment programs in Florida and Rhode Island. In fact, their number one recommendation 

was for all students to have an opportunity to receive up to one semester of college credit. 
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Secondly, dual enrollment is a way for higher ability students to continue to challenge 

themselves academically, especially if the options for academically rigorous courses at the local 

high school have been exhausted by the student. According to a study conducted and published 

in The Rural Educator, high school seniors typically view their 12th grade year as a time to take 

easy classes. Dual enrollment helps high performing students maintain academic rigor through 

graduation. As a result, they are more likely to exceed peers who take their senior year “easy” 

and dual enrolled students are better prepared for college classes (Johnson & Brophy, 2006). 

Setting themselves up for success in the future is a great consequence for dual enrolled 

students. According to Wolniak and Engberg (2010), students who increase their high school 

GPA by one grade will translate into an approximately one-quarter of a grade increase in their 

college GPA. All of this translates to work completed by An (2013). He found that dual enrollees 

earn a college GPA 0.11 points higher than non-dual enrolled students and Kim & Bragg (2008) 

point out that dual enrollees are less likely to take remedial courses. This leads to less time and 

money spent in college, allowing dual enrolled students to enter the workforce with less debt 

and quicker than students who did not dual enroll. 

Finally, there is research that suggests that students who dual enroll in high school have 

a greater chance of completing their degree. According to research from the Community 

College Research Center at Columbia University, nearly half (46%) of dual enrolled students 

who first went to a community college attained a postsecondary credential within five years 

from high school (Community College Research Center, 2017). When looking specifically at 

Michigan, the research showed that former dual enrolled students who first attended a 

community college after high school graduation completed a credential at a higher rate (47%) 
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than the national numbers (46%). Additionally, low income former dual enrolled Michigan 

students beat the national average by three percentage points (46% to 43%). 

It is clear from the review of this literature that students have the potential to find 

success in their dual enrollment classes. Further, research shows that students who start with 

dual enrollment in high school are likely to finish with a degree or credential. 

NATIONAL ALLIANCE FOR CONCURRENT ENROLLMENT PARTNERSHIPS (NACEP) 

The National Alliance for Concurrent Enrollment Partnerships (NACEP) is the only 

accrediting organization for concurrent and dual enrollment that works to “ensure that college 

courses taught by high school teachers are as rigorous as courses offered on the sponsoring 

college campus” (“NACEP,” n.d.). NACEP is a national agency that has been accrediting colleges 

since 2004. Headquartered in North Carolina, it is the pre-eminent accrediting body for 

concurrent enrollment. 

NACEP has 16 national standards that focuses on six main categories. The main 

categories are: partnerships, faculty, assessment, curriculum, student, and program evaluation 

(“NACEP,” n.d.). According to NACEP’s website, the following are the complete standards: 

Partnership 

P1: The concurrent enrollment program aligns with the college/university mission and is 
supported by the institution’s administration and academic leadership. 

P2: The concurrent enrollment program has ongoing collaboration with secondary 
school partners. 

Faculty 

F1: All concurrent enrollment instructors are approved by the appropriate 
college/university academic leadership and must meet the minimum qualifications for 
instructors teaching the course on-campus. 
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F2: Faculty liaisons at the college/university provide all new concurrent enrollment 
instructors with course-specific training in course philosophy, curriculum, pedagogy, and 
assessment prior to the instructor teaching the course. 

F3: Concurrent enrollment instructors participate in college/university provided annual 
discipline-specific professional development and ongoing collegial interaction to further 
enhance instructors' pedagogy and breadth of knowledge in the discipline. 

F4: The concurrent enrollment program ensures instructors are informed of and adhere 
to program policies and procedures. 

Assessment 

A1: The college/university ensures concurrent enrollment students' proficiency of 
learning outcomes is measured using comparable grading standards and assessment 
methods to on-campus sections. 

Curriculum 

C1: Courses administered through a concurrent enrollment program are 
college/university catalogued courses with the same departmental designations, course 
descriptions, numbers, titles, and credits. 

C2: The college/university ensures the concurrent enrollment courses reflect the 
learning objectives, and the pedagogical, theoretical and philosophical orientation of 
the respective college/university discipline. 

C3: Faculty liaisons conduct site visits to observe course content and delivery, student 
discourse and rapport to ensure the courses offered through the concurrent enrollment 
program are equivalent to the courses offered on-campus. 

Student 

S1: Registration and transcription policies and practices for concurrent enrollment 
students are consistent with those on-campus. 

S2: The concurrent enrollment program has a process to ensure students meet the 
course prerequisites of the college/university. 

S3: Concurrent enrollment students are advised about the benefits and implications of 
taking college courses, as well as the college's policies and expectations. 

S4: The college/university provides, in conjunction with secondary partners, concurrent 
enrollment students with suitable access to learning resources and student support 
services. 
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Program Evaluation 

E1: The college/university conducts end-of-term student course evaluations for each 
concurrent enrollment course to provide instructors with student feedback. 

E2: The college/university conducts and reports regular and ongoing evaluations of the 
concurrent enrollment program effectiveness and uses the results for continuous 
improvement. (NACEP, n.d., n.p.) 

Typically, the process to gain accreditation involves years of gathering data/evidence to 

support the meeting of the standards, including a year to complete the entire accreditation 

process. Peer review teams are assigned to applicants who then review the evidence that the 

institution provides. The process is thorough and intense as indicated by the number of 

programs accredited. Nationally, 104 institutions are accredited through NACEP. In Michigan, 

only two are accredited. Besides MMCC, Baker College, a private four-year institution, is the 

only other school accredited through NACEP. 

CONCLUSION 

When developing an Office of Dual Enrollment, it is important to consider published 

literature and best practices. With that in mind, each institution will need to tailor its approach 

to what makes sense for their institution and its climate. In establishing a strong dual 

enrollment presence, particular attention should be applied to aligning and providing student 

services to dual enrolled students. Finally, if dual enrollment programs are offered at locations 

other than the college/university, a strong consideration for achieving NACEP accreditation 

should be undertaken. NACEP accreditation “serves as a guarantee to students, policy-makers, 

and other postsecondary institutions that the accredited partnership meets rigorous national 

standards. It also aids students and families when they seek credit recognition for their college 
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credits earned through concurrent enrollment. Finally, it offers national leadership 

opportunities for concurrent enrollment professionals” (“Benefits for Accreditation,” n.d., n.p.). 
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CHAPTER THREE: METHODS 

INTRODUCTION 

It is clear from this researcher’s perspective that an Office of Dual Enrollment is needed 

for many reasons. As stated previously, the top two goals for the Office of Dual Enrollment 

would be to increase customer service to established K-12 partners and to streamline processes 

internally at MMCC. Increasing customer service is imperative due to the extent to which 

MMCC is reliant on partnerships and the subsequent tuition. Tuition accounts for 72% of 

revenues at MMCC. Providing more efficient and streamlined dual enrollment services to K-12 

partners will lead to increased participation in the dual enrollment program. Dual enrolled 

students who have a positive experience at MMCC are more likely to continue their education 

at MMCC after high school graduation. 

Over the past five years, overall college enrollment at MMCC has been steadily 

decreasing. However, the state of Michigan expanded dual enrollment opportunities for 

students with its passage of the updated Postsecondary Enrollment Options Act in 2012. This 

relaxed the regulations surrounding eligibility for dual enrollment classes and required high 

school districts to give students that opportunity to take dual enrollment classes and support 

(pay) for them. This resulted in large gains in dual enrolled students taking classes at Mid 

Michigan Community College. Below is a chart showing the student enrollment for the past five 

years. 
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Figure 2: MMCC Student Enrollment for Fall Semesters by Student Type 

While the number of dual enrolled students was increasing, other sub-populations of 

MMCC’s enrollment were shrinking. Returning students, guest students, and transfer student 

groups have all seen recent decreases. Dual enrolled students were necessary in order to offset 

the decreases in other student types. 

All of these factors led to the college to focus heavily on dual enrollment as an 

enrollment management target. That deliberate effort led to sharp increases in dual 

enrollment. But it also fractured some external relationships and internal relationships and 

processes. The growth occurred so quickly that staff from multiple areas were involved in the 

growth. While this is not bad, it does make it difficult to scale operations. Ultimately, many 

individuals at MMCC were communicating directly with K-12 districts, including various offices 

within Student Services (Admissions, Academic Advising, Enrollment), Academic Services 

(Faculty and Academic Deans), and the Business Office (Cashier and Accounts Receivable). The 
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college heard repeatedly how difficult the communication had become between the K-12 

school and MMCC because high school personnel do not know who to contact. 

Internally, there is a need to institutionalize an Office of Dual Enrollment. Because dual 

enrollment has been “everyone’s job,” it has been difficult to chart a course and stay on a path. 

Competing factions within the institution all have different opinions and priorities in terms of 

dual enrollment. For example, it is difficult for academic advising to allocate resources to off-

campus dual enrollment advising when they have students on-campus that need advising. This 

same type of challenge applies to other areas of the college, specifically the academic arena. 

How do they prioritize and staff off-campus class sections in comparison to on-campus classes? 

Without a clear institutional priority, these conversations and decisions are difficult. By creating 

an Office of Dual Enrollment, there will be a focal point for dual enrollment. It will be easier for 

institutional priorities to be carried out and delivered to an audience, both internally and 

externally. 

WHY CREATE AN OFFICE OF DUAL ENROLLMENT? 

As mentioned previously, over the past three or four years, dual enrollment has 

exploded not only at MMCC, but across the state of Michigan. Dual enrollment generally 

dominated the conversations at conferences and other networking events. What was clear to 

this researcher is that each institution handled dual enrollment differently. While most 

community colleges in Michigan were seeing huge swells in dual enrollment, they have been 

adjusting to the increase differently. Some colleges were very intentional in their planning for 
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the recruitment of dual enrolled students and others did not have a specific focus on dual 

enrollment. 

As MMCC worked to get a handle on its dual enrollment programming and staffing, this 

researcher began to research what other institutions were doing and how they were 

structured. What became abundantly clear was the lack of research in this area. Scholarly 

research related to the academic merits of dual enrollment were beginning to trickle out, but 

there was, and continues to be, a lack of formal research on the many other components of 

dual enrollment. Therefore, this internal project at the college was developed into a model for 

this dissertation. The hope is that others may take portions of this dissertation and see if their 

institution can benefit from it. 

COMPONENTS OF AN OFFICE OF DUAL ENROLLMENT 

For other institutions wishing to design an Office of Dual Enrollment, it is important to 

remember that this project has focused specifically on Mid Michigan Community College. As 

with any higher education institution, MMCC has its own unique organizational structure. This 

model’s organizational structure, job descriptions, budgets, policies and procedures, and key 

timelines may or may not work for another organization. That being said, in the research this 

researcher has conducted related to organizational structure and specifically dual enrollment 

programs, there appears to be a lack of common templates or best practices. 

This dissertation has focused on these main components related to establishing a new 

office at a college: organizational structure, job descriptions, departmental budget, policies and 

38 



 

 

            

  

 

             

           

                

               

            

procedures, and finally, the ability to scale the office based upon drastic increases or decreases 

in enrollment. 

ORGANIZATIONAL STRUCTURE 

The first topic to consider is the organizational structure. Where should the Office of 

Dual Enrollment be located institutionally? Should it be primarily an Admissions function? 

Should it be academic in nature and therefore be housed on the academic side of the 

institution? Or should it be housed underneath the student services portion of MMCC? The best 

way to understand MMCC’s current organizational structure is visually (see Figure 3). 
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Figure 3: MMCC Organizational Structure 

JOB DESCRIPTIONS AND PERSONNEL 

Once the organizational structure had been determined, work began to determine the 

personnel responsible for the work that was to be carried about by the Office of Dual 

Enrollment. A review of the chief duties and responsibilities for this office is located in Chapter 

One. With the assistance of the Executive Director of Personnel Services, along with many other 

staff members, job descriptions were formalized for the various positions that will work in the 

Office of Dual Enrollment. 
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The job descriptions were a combination of current job descriptions for staff at MMCC, 

additional dual enrollment tasks that are currently being done but not formalized in a job 

description, and tasks that are not being completed that are necessary in a new office. Salary 

requirements and consideration occurred with the assistance of the Personnel Services office. 

Personnel Services, MMCC’s version of Human Resources, evaluates positions based on 

comparable positions with other similar-sized community colleges in Michigan. Additionally, 

several of MMCC’s job classifications (Director, Dean, Associate Director, Coordinator, etc.) 

have pre-selected salary ranges based upon supervision of staff, required level of education, 

and other factors. 

BUDGETS AND PROCEDURES 

The biggest component of the departmental budget for the Office of Dual Enrollment is 

total staff compensation. After setting the salary levels in the job descriptions, benefit 

calculations can occur. Benefits such as medical insurance, retirement, Social Security, and 

other fringe benefits are known figures. These benefits and salary take up the largest 

percentage of the total budget. 

Other items, such as staff travel, postage, office supplies, copying, and phone call costs 

are also included in the departmental budget. And while these are largely estimates, some 

calculations can be made. It is important to note that while the budget does have new 

expenditures not previously allocated by the college, many of the items would be budget 

transfers. For instance, the postage related to all student communications for dual enrolled 

students was previously handled by the Admissions department. Now, this money will be 
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transferred from Admissions to the Office of Dual Enrollment. The same can be said for some 

personnel expenditures. But there is no escaping that this office is going to require new college 

resources. The budget was created with the assistance of the Mid Michigan Community College 

business office. They provided percentages and hard numbers for many of the employee 

benefits. 

The procedures and timelines will be the core tenets of the office. Currently, many of 

the processes related to dual enrollment have been created to avoid problems or issues. 

Because the growth was so rapid, procedures have simply been amended over time, without 

regard to the efficiency or timing of the task. As a result of this dissertation, the procedures and 

timelines have been redone with the assistance of those who work with the dual enrollment 

population at Mid Michigan Community College. After laying all of the processes and 

procedures out, they were rearranged in a way allowed for maximization of resources and 

efficiency. 

ABILITY TO SCALE 

The final component of this dissertation is the ability to scale the office. This plan may 

be altered depending on fluctuations in enrollment, the size of the institution looking to 

implement an Office of Dual Enrollment, or the amount of resources available by the 

institution. For the purpose of this model’s plan, the optimal enrollment will be 1,000 dual 

enrolled students. An enrollment increase of 500 students would necessitate a different plan 

for the Office of Dual Enrollment, as would an enrollment decrease of 500. Therefore, the 

structure for these institutions that have various enrollment sizes would be different. 
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To plan for these enrollment fluctuations and take appropriate actions, a review of the 

most critical job duties and functions occurred. It was then determined what staff and 

resources are needed to accomplish those job duties and functions. Obviously, with lower 

levels of enrollment, fewer resources will be available. The budget and overall function of the 

office would need to be trimmed. Conversely, an increased enrollment is going to bring in 

additional revenues and an additional workload. The staff and resources needed would be 

more plentiful as well. 

CONCLUSION 

Now that the reader has a thorough understanding of the scope of the issue of dual 

enrollment, the challenges that were uniquely presented to MMCC, formal research around the 

topic of dual enrollment, and the justification for why this project is important, Chapter Four 

will present the formal plan for properly addressing a dual enrolled student population. The 

model describes job descriptions, organizational plans, budgets, key tasks and timelines, 

procedures, and scalability scenarios that form the nucleus of a model for an Office of Dual 

Enrollment. 
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CHAPTER FOUR: THE OFFICE OF DUAL ENROLLMENT 

INTRODUCTION 

Chapters One, Two, and Three of this dissertation provided a framework and a 

foundation for understanding why an Office of Dual Enrollment is needed. An overview of dual 

enrollment, research related to the different areas that deal with dual enrollment was 

presented, and a case was made for why such an office was needed was presented in previous 

chapters. Chapter Four presents a model for this office: Where would it reside within the 

college? Who would staff it and what would their roles be? What would their budget look like 

and what would those priorities be? How would the staff spend their time? What key tasks 

would they be accomplishing? Finally, what would happen to the Office of Dual Enrollment if 

student enrollment fluctuated greatly? 

PLACEMENT WITHIN AN ORGANIZATION’S STRUCTURE 

Pictured in Figure 4 is the current organizational structure at MMCC. The placement of 

the Office of Dual Enrollment at MMCC is very strategic. Like many areas of the college, this 

Office will cross through, and interact with, many different departments on-campus. As noted 

in the Literature Review, most higher education organizational structures are horizontally 

oriented and only loosely connected (Keeling, Underhile, & Wall, 2007, p. 22). However, dual 

enrollment processes cross many different divisions. First, here is the academic component of 

dual enrollment classes. This includes not only students taking college classes either 
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traditionally on a campus only, but an entirely different and more complex scenario which 

includes operating college classes within a high school. Student Services is also heavily involved 

in dual enrollment. Dual enrolled students apply, register, attend orientation and attend 

academic advising appointments. Finally, the billing for dual enrollment is complex. High 

schools pay either all or the majority of the dual enrollment costs (this is different for each 

district) and that may or may not leave a balance for students to pay. The Postsecondary 

Enrollment Options Act of 1996 determines what a school district must pay for in relation to 

dual enrollment. Schools must pay for tuition, mandatory course fees, materials fees, 

registration fees, and textbooks for any dual enrollment courses. They are not, however, 

required to spend more in support than what the school receives for the student through state 

aid in a prorated formula based upon how many dual enrolled classes the student is enrolled in 

(MDE, 2017). 

Sponsorships need to be created to charge students’ dual enrollment bills to the school 

and they also pay on a different timeline than a traditional student. A sponsorship is a billing 

procedure that essentially allows a separate entity to pay all or a portion of a student bill. In 

this case, the bill is sent to the school district. But because of the laws that govern what is and is 

not covered by the legislation related to cost, each school district could conceivably pay a 

different amount of the total cost of a course. Because of all of these factors, institutions like 

MMCC frequently handles separate processes and procedures for dual enrolled students in 

their respective divisions. This makes placing the office within the existing structure challenging. 

By putting the Office of Dual Enrollment directly under the jurisdiction of the Student Services 

division or Academic Services division, it would give the appearance that either Student 
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Services or Academic Services were “in charge” of dual enrollment for the institution. That 

could have implications as far as institutional policy and priority relating to growth or 

advancement or contradiction of dual enrollment. It definitely would sway internal institutional 

politics that are common at higher education institutions. Therefore, because of the need for 

the Office of Dual Enrollment to often cross divisional boundaries within the college and the 

realization that dual enrollment in general can be considered, among other things, as an 

outreach and advancement feature of a college, it is recommended that the Office of Dual 

Enrollment be placed within a new function of the Vice President of Community Outreach and 

Advancement titled, “K-12 Partnerships.” Figures 4 and 5 illustrate the organizational structure 

with, and without, an Office of Dual Enrollment. 

Within MMCC’s current organizational structure, there are four main divisions. These 

are Community Outreach & Advancement, Academic Services, Finance & Business Operations, 

and Student Services. Secondly, there are many other areas of the college that supports the 

work of all four of these main divisions. Examples of these include Institutional Research, 

Safety, Technology, Human Resources, Marketing & Strategic Communications, International 

Programs, Workforce & Economic Development, and the MMCC Foundation. 
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Figure 4: MMCC Current Organizational Structure, without an Office of Dual Enrollment 

In reviewing the main divisions of the college for a logical location for an Office of Dual 

Enrollment, it is apparent that Finance & Business Operations is not a good fit. The Finance & 

Business Operations division mostly focuses on handling the business aspect of the college, and 

they explicitly do not deal with any student services or academic services, the two largest 

components of dual enrollment. 

A case could be made for Academic Services, but the Office of Dual Enrollment is so 

much more than an academic function. Without a doubt, at the core of dual enrollment is the 
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academic experience of the student taking a college class. The academic experience includes 

the relationship that the student builds with the instructor, the content presented and learned 

throughout the course, and the successful completion of the outcomes related to the class. But 

when one adds on all of the communication with different stakeholders, hosting orientations, 

and providing student support services such as academic advising, holding the Office within 

that division is too much for Academic Services. 

The logic applies when considering placing the Office of Dual Enrollment within the 

Student Services division. On the surface, many of the services provided by an Office of Dual 

Enrollment seem to make sense to put it in Student Services. In fact, this is the quasi-model that 

is used by MMCC currently as it relates to dual enrollment. One of the challenges about placing 

it within Student Services is that so much of dual enrollment relates to academics, that it is not 

a natural fit to be placed within the Student Services division. 

The division that makes the most sense is Community Outreach and Advancement. 

There are many reasons why this is the best location for the Office of Dual Enrollment. When 

one thinks about the nature of dual enrollment, the outcomes (academic and other) associated 

with dual enrollment, and the amount of coordination necessary between multiple divisions at 

the college, Community Outreach and Advancement makes the most sense. For starters, in 

many cases dual enrollment can be a family’s first interaction with MMCC. Also, the amount of 

dual enrollment classes offered in local high schools are a great opportunity for community 

outreach and advancement. 
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Figure 5: MMCC Organizational Structure, with Office of Dual Enrollment 

In researching other community colleges within the state of Michigan, their dual 

enrollment efforts and organizational structure differ. Delta College, the closest community 

college to MMCC, also has a Director of Dual Enrollment position. It is housed within the 

Academic Services division. According to Delta’s website, in 2017, they had 10,027 students 

with 1,143 of them being currently dual enrolled students. That equates to about 11% of their 

total population being dual enrolled students, which is significantly lower than MMCC’s. In 

looking at the job description of the Director of Dual Enrollment at Delta College, only two of 
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the 13 essential duties and job functions deal with anything related to Student Services. Delta 

College provides off-campus courses at five of their area high school partners. When comparing 

Delta’s dual enrollment efforts to MMCC’s, they appear similar. Both of them have roughly 

1,000 dual enrolled students and provide courses in roughly the same number of partner high 

schools. However, Delta’s overall enrollment is twice that of MMCC’s, which means Delta relies 

much less on the success of its dual enrollment efforts to support overall college revenue than 

MMCC does. 

Placing the Office of Dual Enrollment within the Community Outreach and Advancement 

division, under the umbrella of K-12 Partnerships is a complex decision. It is not a decision 

made lightly. As with any decision, there are pros and cons to consider. For instance, by placing 

the Office of Dual Enrollment within a new area of Community Outreach and Advancement, 

that decision squarely puts dual enrollment as a function of outreach. This is critical because 

having a strong dual enrollment program at MMCC allows the college to interact with high 

school principals, guidance counselors, teachers, parents, and students. Many of these 

individuals are key influencers when it comes to assisting students in making their choice of 

postsecondary institution. The college would benefit by making sure that these stakeholders 

see the quality of the dual enrollment experience. They would be more likely to encourage 

students to attend MMCC after high school graduation if their student had a positive dual 

enrollment experience versus a negative one. 

Additionally, due to the current initiatives within the state of Michigan surrounding dual 

enrollment and the potential of growth, it would benefit the college to view dual enrollment as 

a vehicle for growth. That applies to not only student enrollment growth, but also geographic 
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territory growth. When speaking of geographic growth, the state of Michigan has 28 

community colleges. Each of them has established in-district boundaries. Unfortunately, there 

are many communities and geographic areas within the state that do not reside “in-district” to 

any community college. This means that they will pay out-district tuition rates to any 

community college in the state since they do not provide property taxes to any community 

college. These areas are prime targets within Michigan for MMCC to expand operations. A key 

strategy to expanding the geographic reach of the institution is to develop a dual enrollment 

pipeline with high schools in those areas. This allows students and their families to become 

familiar with the college and have a positive experience. Figure 6, courtesy of the Michigan 

Community College Association, illustrates the geographic breakdown of the community 

colleges within the state. 
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Figure 6: Michigan Community College Territories (Senate Fiscal Agency, 2009) 

In the past at the college, Student Services and Academic Services have both voiced 

strong, often opposing views, about dual enrollment growth. Student Services, recognizing the 

need to increase college enrollment, often advocated for growing dual enrollment (especially 

off-campus dual enrollment) as rapidly as possible while still ensuring a quality academic 

experience. Those in Student Services recognized the changing landscape within the state in the 

ways that schools, students, and their parents viewed dual enrollment and wanted to leverage 

students’ increased interest in dual enrollment along with the change in state laws to establish 
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a larger and stronger foothold and pipeline of dual enrollment. Much of this growth would 

occur by increasing offerings of off-campus (located at a high school) dual enrollment courses. 

Academic Services was not as enthusiastic about the prospects of that growth. As 

younger high school students began participating in more dual enrollment classes, faculty were 

concerned about the students’ level of academic readiness. There was some concern whether 

students were self-directed, mature, and disciplined enough to be successful in a dual 

enrollment class. The academic division was concerned about having enough faculty to staff 

those sections. The Higher Learning Commission’s decision to require credentialed faculty to 

have a master’s degree in the content area or a master’s degree plus 18 graduate credits in the 

discipline eliminated many adjunct faculty that MMCC would use in off-campus locations. Often 

the high school where the class was taught would prefer one of their instructors to teach the 

class. The challenge was to find faculty who could teach the class and also meet the HLC 

requirements. Many K-12 teachers have master’s degrees in non-content areas. Another 

academic challenge related to the growth of dual enrollment was the difficulty of ensuring 

academic quality of remote off-campus sections. As part of the NACEP accreditation that MMCC 

has, many full-time faculty members act as liaisons for off-campus faculty. They provide 

assistance and guidance in terms of teaching content and generally providing support to the 

off-campus faculty. The college was also concerned about the amount of additional investment 

needed in classroom supplies to cover these new sections. Some classes, especially science 

classes, come with significant investment in terms of classroom supplies. 

Because of the unique tuition pricing model for enhanced dual enrollment districts 

where they received a discount on tuition, Academic Services also argued that the college lost 
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potential revenue by offering these classes at a discount in a high school, when those same high 

school students could take those classes at full price on the MMCC campus once they 

graduated high school. Student Services countered that high school students were going to take 

those classes as dual enrollment regardless, and if MMCC was not going to provide the service 

to them, another institution would. This fraction within the college existed as dual enrollment 

growth was occurring at MMCC. By placing the Office of Dual Enrollment within the Community 

Outreach and Advancement division, it better allows dual enrollment to be viewed within the 

college as a “neutral” division where both Student Services and Academic Services concerns 

would be treated with equal seriousness. It will allow Student Services and Academic Services 

to participate more fully as co-equals as their tasks relate to dual enrollment. This is imperative 

because both divisions have a huge influence on overall student experience that students have 

when they take a dual enrolled class. 

By creating a new “K-12 Partnerships” area within the division of Community Outreach 

and Advancement, the college can garner some efficiency with administration of some poorly 

aligned areas currently offered within the college. Some examples of these areas include other 

K-12 outreach efforts such as Students of Promise, Educational Talent Search, Early Colleges, 

Local College Access Networks, as well as any academic content outreach to K-12 schools. 

Currently, these efforts are scattered throughout the college. In reality, they should be 

consolidated under the same administration. This then allows K-12 districts to have one area of 

contact when working with the college. That provides a better customer experience and also 

allows the college to align, focus, and understand all of the different areas of interactions 
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between the college and K-12 districts. By pairing these other K-12 outreach initiatives with an 

Office of Dual Enrollment, it allows MMCC to effectively and efficiently serve its K-12 partners. 

PERSONNEL / JOB DESCRIPTIONS 

The Office of Dual Enrollment within the new K-12 Partnerships area of the Community 

Outreach and Advancement division will have to be multi-functional and work across the 

college. An administrative position that largely handles coordination between the different 

areas of the college most impacted by dual enrollment (chiefly academics and student services) 

makes the most sense. This also aims to combat many of the challenges outlined in previous 

chapters about how dual enrollment is currently done at MMCC. Some of those challenges 

include (1) competing priorities and viewpoints about the role of dual enrollment within the 

institution, (2) whether MMCC should grow dual enrollment or not, (3) how to and who should 

communicate with dual enrollment stakeholders, as well as (4) streamlining to make the 

student service features of dual enrollment more efficient. 

The K-12 Partnerships area of the college, and specifically the Office of Dual Enrollment, 

will be led by a Director of K-12 Partnerships and will have two staff members. Those two staff 

members will have a dual reporting structure. They are the Dual Enrollment Academic 

Coordinator and the Mid Mentor-Dual Enrollment. The updated organizational chart that shows 

these positions appears below. 
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Figure 7: MMCC Organizational Structure, with Office of Dual Enrollment Positions 

Director of K-12 Partnerships 

The Director of K-12 Partnerships will be a newly staffed position. The Director of K-12 

Partnerships will be responsible for organizing, leading, coordinating, and evaluating the dual 

enrollment effort at the college, among other tasks. As stated previously, this administrative 

leader will coordinate all K-12 outreach efforts including areas such as Educational Talent 

Search, Students of Promise, Early Colleges, Local College Access Networks, academic content 
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outreach, etc. This position is vital in terms of strategically planning, executing, and evaluating 

success of the various outreach efforts to K-12 schools. 

The Director will need to have strong knowledge about both the K-12 and higher 

education environments. This person will need to be able to “translate” the language, 

acronyms, and priorities that each entity may have to arrive at a common agenda for dual 

enrollment programming. The Director will need to be a skilled facilitator by working through 

the various higher education silos to provide a strong product in dual enrollment and will need 

to be able to achieve enrollment targets and assess and evaluate operations, making changes 

when necessary. Related to assessment efforts, the Director will lead the NACEP certification 

process, ensuring that the college’s off-campus offerings meet NACEP standards. The Director 

will also gather both qualitative and quantitative data related to dual enrollment programming 

at MMCC and provide regular updates to both internal and external key stakeholders. 

The Director of K-12 Partnerships will also be responsible for meeting with K-12 

personnel and “selling” dual enrollment at MMCC. The sales process would involve the Director 

going to high schools that are not currently utilizing MMCC as their dual enrollment partner. 

There would be a series of meetings to determine what the plan and vision is from that high 

school for their dual enrollment needs. This could range from wanting their students to be 

exposed to classes and taking them online to offering a college class or a series of college 

classes in their high school building to establishing and growing an Early College program. The 

Director would then work with the Academic Coordinator for Dual Enrollment and the Dual 

Enrollment Mid Mentor to develop a plan to present to the high schools. Both the Academic 

Coordinator and the Mid Mentor would be responsible for meeting with various MMCC staff to 
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determine what level and how MMCC could best support the high school in realizing its vision. 

After finalizing that plan, the director would then meet with the high school to deliver the plan 

and discuss the financial cost for the school. After all sides agree on this, the Academic 

Coordinator and Mid Mentor would begin to execute the plan. 

From a non-dual enrollment point of view, the Director of K-12 Partnerships will oversee 

compliance for the federal TRiO grant, Educational Talent Search. This program works with 500 

6th to 12th grade students and prepares them to get into and succeed in college. It will also 

provide oversight of the MMCC Foundation’s Students of Promise programs. Funded by the 

MMCC Foundation, this program provides intense support to 150 select 7th to 12th grade 

students who have the capacity to succeed in college. They also will sit on executive 

committees of Local College Access Networks (LCANs), of which MMCC is a partner 

organization. LCANs are the local entities of the Michigan College Access Network, which funds 

grants to create a college-going culture in various communities. Currently, MMCC is a partner in 

three LCANs statewide. The Director will also oversee any outreach efforts from the college to 

work with K-12 teachers in developing and strengthening content and teaching pedagogy. The 

complete job description for this position is found in Appendix A. 

Dual Enrollment Academic Coordinator 

The second position located within the Office of Dual Enrollment will be a liaison from 

the Academic Services division. At MMCC, the Dual Enrollment Academic Coordinator is a 

current position within the college but has a different name and other responsibilities as well. 

Currently, they report directly to the Vice President of Academic Services, but in the new 

model, this will be a shared reporting situation with reporting also coming from the Vice 
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President of Community Outreach and Advancement. This type of dual reporting is needed in 

this situation because they will need to be kept up to date with academic matters at the same 

time as receiving support and guidance related to dual enrollment from the Vice President of 

Community Outreach and Advancement. This could lead to some tricky scenarios when the two 

VPs are not aligned on the process or plan moving forward in a specific instance. However, 

these situations should be minimal due to the college having only four vice presidents who are 

all aligned in carrying out the vision set forth by the college president and the various strategic 

plans. 

The Dual Enrollment Academic Coordinator will have the primary responsibility of 

administering all college courses that are located within a high school setting. The Coordinator 

will need to set plans and make recommendations along with high school personnel about what 

classes to offer at each school. A sample template of a memo of understanding between MMCC 

and a school district for hosting off-campus courses can be found in Appendix F. The 

Coordinator will be responsible for interviewing, hiring, onboarding, providing professional 

development, and evaluating all off-campus instructors. In order to achieve this, the Dual 

Enrollment Academic Coordinator will need to be well versed in high school curriculum 

offerings and be able to work with high schools to create their vision for programmatic 

offerings. 

Once the classes are actually in session, the Coordinator is responsible for ensuring the 

academic content and quality meets MMCC standards and classes are meeting seat time 

requirements. The Coordinator also works with high schools to provide and deliver textbooks 
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where appropriate. For MMCC’s enhanced dual enrollment high schools, the college will 

provide free textbooks for any off-campus class section. 

Secondarily, the Coordinator will assist with any academic matters for any dual enrolled 

student, regardless of the modality or location of the class the student is completing. This 

means they will work with instructors in the event of instructor or student academic or grade 

concerns. The complete job description for the Dual Enrollment Academic Coordinator is found 

in Appendix B. 

Mid Mentors 

The third and final full-time position located within the Office of Dual Enrollment is a 

support staff position based out of the college’s student service area. Mid Mentors are full-time 

staff members who act as a one-stop person for answering any questions that students may 

have. When students apply to the college, they are assigned a mentor based on their student 

type. All communications come from that mentor related to onboarding, orientation, 

enrollment, and academic success efforts. A dual enrolled student will keep the same mentor 

until graduation or completion of their educational development plan. Again, at MMCC, this 

position is already located in the college, and one Mid Mentor has been specifically assigned to 

dual enrolled students. With the implementation of this Office of Dual Enrollment, the Mid 

Mentor will now have a dual reporting structure, reporting to the Director of K-12 Partnerships 

and the Director of Mentoring & Academic Advising. 

The Mid Mentor for dual enrollment coordinates all student services associated with 

dual enrollment. This includes all communications to the student. Examples of communications 

can include introductory emails, orientation invitations, tuition statements, academic progress 
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information, final grades, and any other general announcements or communications. The Mid 

Mentor will work with the school district to register students in courses and verify that they 

have met all pre-requisites for those courses. They will also work with the school district to 

handle billing. Dual enrollment billing is handled as a separate policy and procedure than it is 

for other students. Since the high school receives and pays the majority of the bill, often 

students have little or no balance to pay. Dual enrolled students have until the fifth week of 

classes to pay their bill. They can drop their class at any time prior to that and not incur a 

financial penalty and the school will not be charged either. This process recognizes that dual 

enrolled students may not be aware of the level of preparedness needed to succeed in a college 

class and, thus, attempts to provide as positive an experience as possible for them. The college 

does not want to charge dual enrolled students for classes that are not a good fit. 

The Mid Mentor Dual Enrollment handles all dual enrollment orientations (both on and 

off-campus), parent dual enrollment information nights, and academic advising for dual 

enrolled students. Essentially, they will coordinate the entire Student Services life cycle. After 

application, they will handle registration (see Appendix E for the Dual Enrollment Registration 

Form). They will then invite and host students for dual enrollment orientations. All dual 

enrolled students will receive the Dual Enrollment Student Handbook (Appendix D) at their 

orientation. The Dual Enrollment Handbook acts as the official polices that govern dual enrolled 

students, in addition to all other college policies that impacts all students. All dual enrolled 

students are also emailed a copy of the handbook every semester they enroll in a dual enrolled 

class. They will then work with school districts to make arrangements for any students who 

want academic advising. 
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Because of the number of dual enrolled students and the limited capacity of Mid 

Mentor to provide academic advising for nearly 1,000 dual enrolled students, prescriptive 

academic advising is the model that will be used in most instances. At MMCC, this approach fits 

in nicely as the college moves toward Guided Pathways and provides students with detailed 

paths toward a credential or degree. For dual enrolled students specifically, academic advising 

will generally consist of the Mid Mentor working with the high school counselors to determine 

a set of courses that most of their students can take to complete the Michigan Transfer 

Agreement. As referenced in Chapter One, the Michigan Transfer Agreement, or MTA, is a block 

of 30 credits that are designed to maximize transfer between public institutions in the state of 

Michigan. Should a student complete all 30 credits of the MTA, all public institutions in the 

state are required to accept the credits. Practically, these are the foundational, general 

education classes students would take their freshman year of college, regardless of the 

institution they attend. 

The MTA works great for the majority of high school dual enrolled students for multiple 

reasons. One, the courses that MMCC offers as part of the MTA are generally introductory level 

classes that are easier to implement in an off-campus setting than the more specialized classes. 

Typically, the college also offers more sections of them. Secondly, collegiate academic advising 

to high school students is problematic. At the time high school students receive their pre-

college advising, most students have no idea what program of study they would like to pursue. 

Additionally, they have little idea about what institution they would like to transfer to, if that is 

their intention. By keeping the path as general as possible for dual enrolled students, the 

program ensures that the courses they take are as transferable as possible, especially when the 
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students do not know where they want to transfer or for what degree. Often a student may 

indicate a specific college destination and may even have a specific program of study in mind. 

However, a semester later they may completely change their mind, having the potential to 

make the previous academic advising inaccurate. 

Recognizing that many students (not just dual enrolled students) are often unsure of 

their intended career path, MMCC has dedicated additional resources related to career 

exploration, internships/job shadowing, and interviewing. All high school students have a 

career exploratory plan in high school; most schools use a program called Career Cruising. The 

college incorporates the results of those assessments into the academic advising sessions for 

dual enrolled students. 

Another reason for prescriptive academic advising is that schools —and their students— 

look for guidance from the content expert, in this case, the college. They do not know the ins 

and outs about transferability and that is not their chief focus. Schools would rather work off a 

list that they know has been vetted by the college, and in order to maximize efficiency for 

scheduling purposes, the fewer the options for their students, the better. 

There are occasions when a student is very set and determined on what their program 

of study will be along with the institution where they want to get that degree from. In these 

rare instances, the Mid Mentor-Dual Enrollment will create customized transfer paths for the 

student but with a caveat. The students and their parents understand that if the students 

change their mind, the recommended courses and the sequence of those courses may be less 

than ideal. Planning these academic advising sessions takes a lot of time for the Mid Mentor, so 

providing prescriptive advising in the terms of a pre-approved course recommendations and 
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sequencing to a high school will allow the Mid Mentor to be as efficient as possible. The 

complete job description for the Mid Mentor-Dual Enrollment is located in Appendix C. 

The Office of Dual Enrollment has three key personnel. The Director of K-12 

Partnerships will lead the effort to coordinate all of dual enrollment through the various 

divisions at the college. They will also provide secondary oversight to any areas of college 

outreach to stakeholders prior to high school graduation. The Dual Enrollment Academic 

Coordinator will handle all the academic components of dual enrollment. The Mid Mentor-Dual 

Enrollment will ensure a smooth transition of student services for dual enrolled students. 

BUDGET 

When developing a budget for the Office of Dual Enrollment, it is important to 

remember that the overall budgetary impact for this Office is relatively small. As explained 

earlier, only one position is a new hire. The other positions of Dual Enrollment Academic 

Coordinator and Mid Mentor-Dual Enrollment already exist in the college. Therefore, most of 

the investment needed in the budget is simply a re-allocation to currently committed funds 

within the college. A sample budget breakdown is available below. 

Table 2: Proposed Budget, Office of Dual Enrollment 
Expense Category Projected Cost 

Salary- Director of K-12 Partnerships * $ 65,000 

Salary- Dual Enrollment Academic Coordinator @ 60,000 

Salary- Mid Mentor @ 35,000 

Fringe Benefits # 4,320 

Medical Insurance Benefits # 51,912 

MPSERS # 61,400 

Social Security # 12,240 
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Expense Category Projected Cost 

Office Supplies # 1,000 

Printing and Copying # 750 

Travel and Lodging # 3,000 

Dues, Subscriptions, Registrations, & Memberships # 1,500 

Meals and Entertainment # 500 

Telephone # 300 

Postage # 1,000 

TOTAL BUDGET 297,922 

* denotes completely new expense 

# denotes partial new expense 

@ denotes existing expense 

In the budget example provided in Table 2, note that expenses are identified new or 

existing expenses, based on MMCC’s situation. The salary for the Director of K-12 Partnerships 

is a new expense. This position does not currently exist at the college. In addition, the salaries 

for both the Dual Enrollment Academic Coordinator and the Mid Mentor-Dual Enrollment are 

already established and exist at the college. When determining fringe benefits, a portion of 

these would be new funds, but the majority would already be allocated. MMCC uses a 

percentage of 2.7% of total salaries when allocating fringe benefits. Fringe benefits include 

short-term disability, accidental death and dismemberment insurance, etc. Thus, in this 

example, only $1,755 of the $4,320 is new money. For medical insurance benefits, the State of 

Michigan has passed a law that limits the amount a public employer can cover for employee 

health insurance. Anything over the “hard cap” is the responsibility of the employee. That rate 

for the 2018 calendar year is $17,304 per employee who elects to receive full family coverage 

(N. A. Khouri, memo, September 15, 2017). For the purposes of budgeting, it is assumed that all 
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three employees would elect full family coverage. Again, in this instance, only $17,304 of the 

total $51,912 is new money. The line item identified as “MPSERS” is the state-provided 

retirement account for employees. In data provided by the State of Michigan to community 

colleges for the 2018 year, the percentage that employers must contribute of an employee’s 

salary is 38.4% (Michigan Department of Treasury, 2017). This means that $24,960 of the total 

$61,400 is newly allocated money. Finally, the last salary-related line item is Social Security. This 

line item actually covers Social Security and Medicare payments as required by the federal 

government. For the 2018 year, this rate is 7.65% of salary (Miller, 2017, n.p.). In this instance, 

only $4,972 of the $12,220 is money that has not already been allocated. 

Aside from the salary-related components of the budget, the remaining line items are 

self-explanatory. There is money set aside for office supplies and copying. Currently, at MMCC, 

all of this is already included in departmental budgets throughout the college. Travel and 

lodging provides support for ongoing professional development. Two conferences of particular 

importance for this office are the annual NACEP national conference and the state version of 

that conference as well. Both of these are critical to support as those conferences primarily deal 

with academic matters of running college classes off-site. 

As noted earlier, currently, MMCC is the only community college in the state of 

Michigan that has achieved NACEP accreditation. In addition to the NACEP-related conferences, 

MMCC is also involved in the Michigan Early/Middle College Association or MEMCA. MEMCA is 

the state-wide association that works with early and middle colleges. MMCC is currently with 

higher education partner with seven different high schools to provide support to their early 

college programs. MEMCA is the group that oversees and provides professional support, 
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recommendations, and best practices. It is important for Dual Enrollment staff members to 

attend this conference. With the ability for the Office of Dual Enrollment to expand their reach 

and the expectation that enrollment growth will occur, it is vital for the college to participate in 

professional development opportunities and become a state and national leader. 

Another initiative that this office will take responsibility for, and attempt to expand, is 

getting dual enrolled students onto one of MMCC’s campuses. The budget includes funding 

within the categories of meals and entertainment and travel and lodging to support schools 

that want to bring their dual enrolled students to campus for a visit. This is an important aspect 

of growing and developing that pipeline of students beginning as dual enrolled students and 

staying at the institution after high school graduation. The college wants dual enrolled students 

to feel like they are a part of the college in every way that a traditional student is. Getting them 

on-campus for visits, speakers, and presentations is a large component supporting those 

efforts. 

When looking at the total budget allocation request of nearly $300,000 it is important to 

consider that most of these dollars are already efforts and costs that the college provides for. 

As outlined in the model above, only roughly one-third of the budget ($113,991) will be newly 

invested money. This will be important to consider when looking at revenue and capacity 

considerations. 

KEY TASKS AND MILESTONES 

It is critical for the Office of Dual Enrollment to be highly organized. There are many 

challenges in this structure. For one, the institutional structure of MMCC (and any college) is 
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complex and cumbersome. On top of that, the issue of dual enrollment straddles many 

different divisions within the college, and that complexity can create a challenge as well. 

Working with K-12 school districts often equates different goals, objectives, and timelines for 

them compared to the college. 

Three major types of efforts are needed for the Office of Dual Enrollment to succeed. 

Appropriately, they are each handled by one of the staff members in the office. The Director of 

K-12 Partnerships must be concerned with setting the strategic vision, creating policies and 

procedures, working with key stakeholders (both internal and external) to communicate goals 

and plans, and following up with assessment and evaluation of those efforts. The Dual 

Enrollment Academic Coordinator is responsible for ensuring the academic integrity of the 

courses, working with local high schools to determine what classes they want to offer in their 

buildings, interviewing/hiring/onboarding new faculty to teach those classes, and working with 

students and instructors to resolve any conflicts. The Mid Mentor-Dual Enrollment processes all 

student paperwork, works with schools to make sure that students are enrolled and registered, 

handles billing, provides academic advising, and communication with students. 

As a new department unfolds, establishing policies and procedures is critical. Luckily, 

many of these functions already exist in most colleges; they may simply be scattered 

throughout the college. Procedures and timelines already exist for many of the tasks to be 

completed by the Dual Enrollment Academic Coordinator and the Mid Mentor-Dual Enrollment. 

The Director of K-12 Partnerships will need to spend considerable time and effort organizing, 

streamlining, and communicating these procedures and timelines. The two separately 

operating factions will become one streamlined operation. 
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In order to manage all of those competing priorities, a list of key tasks, when they are to 

be completed, and who is responsible for them will give the Director of K-12 Partnerships a 

head start in organizing the Office of Dual Enrollment. 

January 

• Deliver textbooks to participating high schools (Dual Enrollment Academic Coordinator) 

• Confirm that K-12 schools received all of their dual enrollment grades for the Fall 
semester (Mid Mentor) 

• Register dual enrollment students for the soon-to-start winter semester (Mid Mentor) 

• Host on-campus and off site dual enrollment new student orientations (Mid Mentor) 

• Verify with K-12 schools that enrollments and class rosters match (Mid Mentor) 

• Set up accounts for high school guidance counselors to view student grades/progress 
(Mid Mentor) 

• Verify that all off-campus classes are running as anticipated and there are no instructor 
issues (Dual Enrollment Academic Coordinator) 

• Begin meeting with high school principals to discuss next year’s off-campus course 
offerings (Dual Enrollment Academic Coordinator) 

February 

• Meet with high school principals to discuss next year’s off-campus course offerings (Dual 
Enrollment Academic Coordinator) 

• Conduct observations of off-campus classes (Dual Enrollment Academic Coordinator) 

• Prepare billing statements for high schools and students who have a balance (Mid 
Mentor) 

• Set up dual enrollment parent information meetings for next year (Mid Mentor) 

• Start academic advising dual enrolled students for next fall semester classes (Mid 
Mentor) 

• Respond to any academic alerts submitted by instructors for dual enrolled students 
(Dual Enrollment Academic Coordinator) 

• Process students dropping classes prior to 100% refund drop deadline (Mid Mentor) 

March 

• Next year’s off-campus classes requests are due (Dual Enrollment Academic 
Coordinator) 

• Conduct observations of off-campus classes (Dual Enrollment Academic Coordinator) 
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• Host dual enrollment parent meetings at local high schools for next year’s students (Mid 
Mentor) 

• Academically advise dual enrolled student for next fall semester classes (Mid Mentor) 

• Respond to any academic alerts submitted by instructors for dual enrolled students 
(Dual Enrollment Academic Coordinator) 

April 

• Host dual enrollment parent meetings at local high schools for next year’s students (Mid 
Mentor) 

• Conduct observations of off-campus classes (Dual Enrollment Academic Coordinator) 

• Academically advise dual enrolled student for next fall semester classes (Mid Mentor) 

• Respond to any academic alerts submitted by instructors for dual enrolled students 
(Dual Enrollment Academic Coordinator) 

• Begin registering dual enrolled students for the next fall semester classes (Mid Mentor) 

• Update class rosters and enrollments for verification by high schools (Mid Mentor) 

May 

• Prepare updates for the annual Dual Enrollment Handbook (All) 

• Confirm that K-12 schools received all of their dual enrollment grades for the Winter 
semester (Mid Mentor) 

• Register dual enrolled students for the next fall semester classes (Mid Mentor) 

• Update class rosters and enrollments for verification by high schools (Mid Mentor) 

• Academically advise dual enrolled students for next fall semester classes (Mid Mentor) 

• Remove previous year dual enrolled students from reporting and cohorting (Mid 
Mentor) 

• Send dual enrollment satisfaction surveys to key stakeholders (Director of K-12 
Partnerships) 

• Pick up textbooks from participating high schools (Dual Enrollment Academic 
Coordinator) 

June 

• Perform annual NACEP evaluations (Dual Enrollment Academic Coordinator) 

• Post any open positions for off-campus locations (Dual Enrollment Academic 
Coordinator) 

• Plan for upcoming professional development day for off-campus instructors in August 
(Dual Enrollment Academic Coordinator) 
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• Register dual enrolled students for the next fall semester classes (Mid Mentor) 

• Update class rosters and enrollments for verification by high schools (Mid Mentor) 

• Academically advise dual enrolled students for next fall semester classes (Mid Mentor) 

July 

• Plan for upcoming professional development day for off-campus instructors in August 
(Dual Enrollment Academic Coordinator) 

• Interview and select instructors for off-campus locations (Dual Enrollment Academic 
Coordinator) 

• Register dual enrolled students for the next fall semester classes (Mid Mentor) 

• Update class rosters and enrollments for verification by high schools (Mid Mentor) 

• Academically advise dual enrolled students for next fall semester classes (Mid Mentor) 

• Host dual enrollment new student orientations (Mid Mentor) 

August 

• Host professional development day for off-campus instructors (Dual Enrollment 
Academic Coordinator) 

• Deliver textbooks for participating high schools (Dual Enrollment Academic Coordinator) 

• Host dual enrollment new student orientations (Mid Mentor) 

• Verify that all off-campus classes are running as anticipated and there are no instructor 
issues (Dual Enrollment Academic Coordinator) 

• Register dual enrolled students for the next fall semester (Mid Mentor) 

• Update class rosters and enrollments for verification by high schools (Mid Mentor) 

• Set up accounts for high school guidance counselors to view student grades/progress 
(Mid Mentor) 

September 

• Prepare billing statements for high schools and students who have a balance (Mid 
Mentor) 

• Conduct observations of off-campus classes (Dual Enrollment Academic Coordinator) 

• Begin academic advising for dual enrolled students for the next winter semester classes 
(Mid Mentor) 

• Respond to any academic alerts submitted by instructors for dual enrolled students 
(Dual Enrollment Academic Coordinator) 

• Process dual enrollment drops by the 100% drop deadline (Mid Mentor) 
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October 

• Academically advise dual enrolled students for the next winter semester classes (Mid 
Mentor) 

• Register dual enrolled students for the next winter semester classes (Mid Mentor) 

• Conduct observations of off-campus classes (Dual Enrollment Academic Coordinator) 

• Respond to any academic alerts submitted by instructors for dual enrolled students 
(Dual Enrollment Academic Coordinator) 

• Update class rosters and enrollments for verification by high schools (Mid Mentor) 

November 

• Academically advise dual enrolled students for the next winter semester classes (Mid 
Mentor) 

• Register dual enrolled students for the next winter semester classes (Mid Mentor) 

• Conduct observations of off-campus classes (Dual Enrollment Academic Coordinator) 

• Respond to any academic alerts submitted by instructors for dual enrolled students 
(Dual Enrollment Academic Coordinator) 

• Update class rosters and enrollments for verification by high schools (Mid Mentor) 

December 

• Academically advise dual enrolled students for the next winter semester classes (Mid 
Mentor) 

• Register dual enrolled students for the next winter semester classes (Mid Mentor) 

• Update class rosters and enrollments for verification by high schools (Mid Mentor) 

• Confirm that K-12 schools received all of their dual enrollment grades for the Fall 
semester (Mid Mentor) 

• Pick up textbooks from participating high schools (Dual Enrollment Academic 
Coordinator) 

CAPACITY CONSIDERATIONS 

One of the most interesting questions in creating an Office of Dual Enrollment is how 

the organizational structure of the Office would be designed to handle fluctuations in the 

number of dual enrolled students. It is important to remember that currently dual enrollment is 

approximately 20–25% of total enrollment and in most semesters approaches around 1,000 
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dual enrolled students. For the purpose of this example, let’s envision that enrollment expands 

or contracts by 500 students in either direction. 

If dual enrollment students were to shrink by 500 to approximately 500 students total, 

there would be a drastic reduction in dual enrollment revenue. In the last five semesters, 

according to internal MMCC data, dual enrolled students were enrolled in an average of 5.12 

credits per semester. Tuition and fees make up the revenue for dual enrolled students. Because 

the structure for determining fees is one that fluctuates between students, for the purpose of 

this exercise, the college will only use tuition when looking at revenue. A 500-student drop in 

dual enrollment would equate to a loss in 2,560 credits. In-district tuition is currently $125 per 

credit hour and out-district tuition is $210. 

While dual enrolled students come from both in-district and out-district territories, the 

college would be looking at a loss in revenue approaching $430,000 if one averaged the in-

district and out-district tuition levels. That loss of revenue would be devastating for dual 

enrollment programming, but this researcher would have an interesting recommendation. On 

one hand, dual enrollment would have less demand and the functions of the Office of Dual 

Enrollment would be more easily absorbed into the processes that currently runs the college. 

Essentially, the processes and procedures related to dual enrollment would be handled as they 

are now at MMCC. On the other hand, there is a definite need for the coordination revolving 

around all the K-12 partnerships and that currently is not occurring at the college. By only 

having 500 dual enrolled students, revenue would be impacted, and it would be easy to not 

have the Director of K-12 Partnerships position. The duties performed by this position is critical 

to the outreach of the college. If revenue necessitated a change, this researcher would 
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recommend that the Vice President of Community Outreach and Advancement along with the 

director of Admissions (the two positions who have the most contact with the public) share 

those duties and responsibilities. 

If the number of dual enrolled students spiked by 500 and was suddenly 1,500, it could 

be an indication that the increased staff dedicated to dual enrollment was effective in their 

role. However, that would also necessitate additional resources to be added. In looking at 

revenue projections, dual enrolled students average 5.12 credits per semester. By adding 

another 500 credits and equating their tuition costs (using the same formula as above), the 

college would realize over $428,000 in additional revenues every semester. This increased 

revenue would more than pay for the additional resources needed. This researcher would 

recommend adding another Mid Mentor Dual Enrollment position. First, these support staff 

positions are the one who process the majority of the paperwork and interact with students the 

most directly. Their services are the most in-demand. In previous years and with different 

student groupings, Mid Mentors had a service capacity of about 1,000 students. Some 

technological upgrades might gain some efficiencies, but not enough to support a 50% increase 

in students. Second, the Mid Mentor positions are the most cost-efficient positions within the 

Office of Dual Enrollment. Adding another Mid Mentor position would give the college a great 

advantage and actually allow a considerable profit on their investment in the Office of Dual 

Enrollment. 
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ASSESSMENT, OBJECTIVES, AND OUTCOMES 

The Director of K-12 Partnerships would be responsible for developing a multi-faceted 

assessment and evaluation program as it needs to be both qualitative and quantitative in 

nature. From a research point of view, both qualitative and quantitative research is necessary 

to fully explain the success and/or failure of the Office of Dual Enrollment. Qualitatively, 

surveys and opinions need to be solicited from all types of stakeholders about their dual 

enrollment experience. This includes not only students, but high school principals, guidance 

counselors, parents, instructors, and other staff members. Ideally, these positive comments and 

opinions can be used in marketing purposes, but more than that, changes should be taken into 

consideration based upon the recommendations of the various stakeholders. Currently, as part 

of the NACEP accreditation process, MMCC surveys many of these stakeholders. It needs to 

expand and systematically approach this with other groups. 

From a quantitative research approach, the Director of Pre-College will need to carefully 

monitor enrollments, making tweaks, recommendations, and changes based upon them. The 

director will work with the Enrollment Management Committee to develop targets for dual 

enrollment and growth as well. The Enrollment Management Committee is a shared 

governance committee that includes staff, faculty, and executive leadership that develops 

enrollment projections each year which are used for the college’s budgeting purposes. As dual 

enrollment accounts for between 20–25% of total enrollment, the director should be a part of 

this committee to help shape enrollment projections. 

From an assessment lens, this will occur related to the academic outcomes of the 

course. Just like every college course at MMCC, students will have an opportunity to give 
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instructor feedback. In addition to that, the Dual Enrollment Academic Coordinator will use 

classroom observations and visits to evaluate the instructor. The academic outcomes of the 

class are another component of assessment. Together, the Director of K-12 Partnerships, along 

with both the Dual Enrollment Academic Coordinator and Mid Mentor-Dual Enrollment will 

ensure NACEP accreditation continues. NACEP has many components related to its 

accreditation, both academically inclined and otherwise. A large part of the non-academic 

components involves surveying former students, staff, K-12 personnel to gauge the level of 

effectiveness of the programming. These surveys need to be implemented across all students 

taking dual enrolled classes. This will allow a rich set of data to be developed which can then 

lead to changes in operations or offerings. 

The Office of Dual Enrollment is also going to be responsible for increasing enrollment in 

dual enrollment. Since the college is heavily dependent on tuition for its overall revenue, it is 

reasonable that MMCC would expect enrollment growth considering the resources being 

invested into a new department and office. Tuition provides 72% of all college revenue. 

Referring back to the section on budget, roughly $114,000 in new investment is needed each 

year to fund the Office of Dual Enrollment. Looking at the revenue needed to achieve this, the 

corresponding enrollment growth is a good place to start when assessing whether the office 

has been effective or not. Using the same math from the previous section on capacity 

considerations, remember that dual enrolled students at MMCC average 5.12 credits per 

semester and the average tuition price is $167 per credit. That means that in order to break 

even, MMCC would need to garner an additional 67 dual enrolled students per semester. This 

represents a roughly 6% increase in total dual enrolled students. 
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In order to achieve a 6% increase in dual enrolled students, the Office of Dual 

Enrollment is going to need to pay attention to current enrollment projections. Therefore, it is 

recommended that a system of key performance indicators be established to look for 

enrollment patterns. It will be critical for planning purposes to know when schools will 

experience enrollment declines or increases and have contingency plans ready for when those 

numbers vary. Some of those plans may include reaching out and establishing dual enrollment 

partnerships with new schools not currently participating, encouraging current dual enrolled 

students to take more credits than they are currently taking, and/or offering more classes 

within the high schools. 

IMPLEMENTATION 

The major focus around implementing the Office of Dual Enrollment deals primarily with 

communication. Communication about the new office will need to be communicated internally 

and externally. A new Director of K-12 Partnerships will need to be hired and trained. Once that 

occurs, work should begin to streamline and consolidate operations. 

From an external point of view, many of the operations will remain the same. Schools 

are familiar with working with the Mid Mentor-Dual Enrollment and Dual Enrollment Academic 

Coordinator in separate capacities. Materials should be sent out to external partners explaining 

the switch and the rationale. The new Director should make it a priority to meet with all the 

current dual enrollment partner schools to understand them better and work with them to 

figure out their needs. Beyond that, many of the resources that a student or school would need 

to utilize are currently spread throughout the college website. It should be a priority to revamp 
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the dual enrollment website pages and consolidate all of the information needed in one 

convenient location. 

Frequent updates should be provided to the college community about the effectiveness 

of the Office of Dual Enrollment. Creating wins and establishing success early on internally will 

be critical to getting buy-in from the larger college environment. 

CONCLUSION 

Chapter Four presents the model for an Office of Dual Enrollment. The model was 

developed based on the context of the organizational structure and existing positions and 

approaches used at MMCC and includes recommended staffing and job descriptions. A 

beginning budget, key tasks, and projected timelines needed to hit the ground running with the 

Office of Dual Enrollment are included. Finally, various enrollment scenarios that would affect 

the Office if enrollment suddenly swelled or contracted are discussed. Chapter Five discusses 

the limitations of this model and presents options for further research and development. 
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CHAPTER FIVE: CONCLUSIONS 

INTRODUCTION 

The Office of Dual Enrollment at Mid Michigan Community College has raised some 

interesting questions and observations. In this chapter, the researcher will look at the 

limitations of the project, implications of the project, and future research that is needed in this 

area. 

LIMITATIONS AND IMPLICATIONS OF THIS PROJECT 

Admittedly a project dissertation with the end result being an Office of Dual Enrollment 

at Mid Michigan Community College is an institution-specific endeavor. While the model is 

applicable to many institutions, and many institutions may be interested in the results and the 

thought process used to arrive at the recommendations, the limitations and implications of this 

project relate primarily to how involved and invested a college is relative to dual enrollment. 

The first limitation to consider is whether an institution would even find value in an 

Office of Dual Enrollment. When considering the entire landscape of higher education in 

Michigan, some institutions do not participate in dual enrollment, and far fewer have a large 

percentage of their enrollment consisting of dual enrolled students. There are a couple of 

reasons for this. The first reason relates to how the school districts and the state of Michigan 

handles payments for dual enrolled classes. The school district needs to pay a prorated amount 

of their per pupil foundation allowance that they receive for each student for each dual 
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enrolled class they take. In the 2017–18 school year, that amount was roughly $550 per dual 

enrolled class. Any dual enrollment balance above $550 would be subject to the student 

covering the remainder. Tuition is more expensive at a four-year institution than a community 

college. Because school districts try to keep the costs as low as possible, they are more likely to 

partner with a community college for dual enrollment, even though there is no law stating they 

must do so. Actually, a student can choose to dual enroll at any institution that participates; it 

would be up to the student to pay the balance if there is a cost above and beyond what the 

school district is required to pay. 

The second reason involves transportation and student schedules. High school students 

may have trouble providing their own transportation to and from the college campus. They also 

often take a dual enrolled class during the middle of the school day and need to return to the 

school afterwards. For these reasons and others, many dual enrolled students prefer to take 

online classes. The availability of online classes for students traditionally attending a four-year 

institution vary greatly. Universities with a firm residential policy might not even offer online 

classes. Community colleges are more likely than both public universities and private 

universities to participate in dual enrollment and participate in the volume that could 

necessitate an Office of Dual Enrollment. For some institutions, it simply may not make sense to 

undertake such a project. Some institutions may resist the proposition of an entire office 

needing to be created with a particular type of student in mind. They may feel that it is a valid 

response that dual enrolled students should be served and processed just like any other 

student and, therefore, providing additional resources is not needed for dual enrolled students. 
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Another limitation to this dissertation is the structure of the actual Office of Dual 

Enrollment at MMCC. This office was created using specific examples of both positive and 

negative experiences of years of dual enrollment discussions at MMCC. It was created to take 

into account the specific organizational structure and the specific personnel in those roles. 

Because of that, implementing this model by using the exact same placement and 

recommendations may be challenging. There are other parts of the implementation of a dual 

enrollment office that would be very relevant for an institution to try and mimic. For example, 

the process of determining revenue needed to make a new program or office cost neutral is 

important. As college and universities, big and small, continue to look for ways to become more 

efficient, lower expenses, and add or delete programs of study, having a way to quantify how 

much revenue a particular department, division, or program of study needs to be self-sufficient 

is an important first step. It is the opinion of this researcher that areas of academic 

programming at the college that operate at a loss are the most likely to be eliminated in future 

budget considerations. 

The discussion surrounding academic advising for dual enrolled students is useful as 

well. For many years, this has been a topic of conversation at state conferences. It appears that 

each school is providing academic advising differently, if at all. Certainly, within MMCC, there 

are differing opinions on how to advise a dual enrolled student. Having a consistent approach 

that is scalable is important to continued dual enrollment growth. Finally, there are many 

examples of problems that occur when an issue straddles multiple divisions within an 

institution. When that happens, there is always the possibility of disjointed priorities and lapses 

in communication. This model aims to address those. 
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Other areas of a college may also benefit from reviewing this model, including 

workforce development programs. The amount of coordination needed between multiple areas 

of a college, paired with a potential external funding source, would require an approach very 

similar to an Office of Dual Enrollment. This researcher believes that is why many institutions 

have separate workforce development offices or departments. 

Regarding the implications of this project, MMCC relies on tuition for its college 

revenue. Any avenue that can increase enrollment and revenue is worth exploring. Dual 

enrollment has become a large part of the college’s offerings, yet for years MMCC responded 

individually and separately to requests from K-12 school districts for service. With a centralized 

office that has staff dedicated to nurturing and growing those dual enrollment relationships, 

the hope is that MMCC will continue to be positioned to be the area’s leader in dual enrollment 

and that K-12 school districts will actively choose to work with the institution. This will be 

quantified by looking at the overall number of dual enrolled students who choose to dual enroll 

at MMCC, the percentage of dual enrollment in relation to the overall enrollment at the 

college, and the number of different high schools that partner with MMCC. Successful 

partnerships can be accomplished by providing streamlined communications, ensuring a good 

customer experience, and using data and evaluation to make actionable improvements. At 

MMCC, these efforts occurred haphazardly across the college because of the lack of a 

centralized office for dual enrollment. By establishing an Office of Dual Enrollment, the college 

would be positioned for growth. 
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FUTURE RESEARCH 

The researcher identified multiple areas while creating this project dissertation that 

need more research. First, in looking at national research around dual enrollment, some 

common themes stand out. Almost all of the research was focused around academic outcomes. 

There was plenty of research about how many classes students were taking, whether they were 

successful in those classes, and then how many of those students continued on and completed 

a degree. That is valid research and that research should be celebrated and publicized. But the 

research on academic outcomes is only telling part of the story related to dual enrollment. 

There needs to be more qualitative research about how taking dual enrollment in high school 

has changed student perceptions about higher education in general or even in their own 

efficacy. Does taking and completing a college course lead to students feeling more empowered 

about their college journey? Does it encourage them to attend college when they did not plan 

to prior to completing their dual enrollment courses? These types of questions and research 

studies could explore the value of dual enrollment by expanding the focus beyond the academic 

merits of dual enrollment. This researcher suspects that is a positive consequence of taking dual 

enrollment, and national research to date is missing this aspect. 

Also relevant from national research and how it plays into dual enrollment is academic 

advising. It is unclear from the research which specific academic advising model is the most 

successful. What was clear is the vital role that academic advising plays in overall student 

success. According to a national report produced by the Center for Community College Student 

Engagement, “students who meet with an academic advisor are more engaged across all CCSSE 

benchmarks than their peers who have not met with an advisor” (Center for Community 
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College Student Engagement [CCSSE], 2018, p. 4). However, more research is needed exploring 

the specific methods of academic advising and when, and for whom, those are recommended. 

For example, this researcher would like to know if a particular type of academic advising 

produces better results with the dual enrolled student population. It would be interesting to 

see if students persisted, retained, and completed at higher rates under different academic 

advising models, when the experiment controlled for external factors. 

Finally, from a national research standpoint, much more research is needed that 

examines the organizational structures of higher education. Research exists in the business 

world about how companies are organized, but there appears to be little research related to 

organizational structures within higher education. It would be interesting to view different 

types of organizational structures within higher education and see how effective they are. 

Factors such employee satisfaction, productivity, and external customer-relations should be 

studied. 

For MMCC specifically, one aspect of internal policy that MMCC that needs to examine 

is the process used for academic placement of students in general, but particularly for dual 

enrolled students. Academic placement at MMCC occurs for English and math classes. SAT 

scores provide the main measure used to determine English and math placement. However, 

many dual enrolled students have yet to take the SAT test when they begin the dual enroll 

process for a math or English class. To address this issue, the academic faculty at MMCC in their 

respective departments created a new system (see Appendix G for a complete placement 

measure). These placements were adjusted in 2017 to accommodate dual enrolled students. As 

MMCC places more emphasis on collecting and utilizing data to make decisions, an analysis 
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should be conducted to determine if the current placement measures are working and students 

are being placed in the correct level of math or English classes. Additionally, the college should 

look to see if any other factors, such as high school GPA, are indicative of ultimate college 

course success and make changes to the placement measures as warranted. 

Another MMCC-specific process also needs to be addressed: a process to ensure long-

term monitoring of the Office of Dual Enrollment needs to be established and implemented. 

From an academic standpoint, many of outcomes and assessments will be driven from the 

Higher Learning Commission’s process dealing with off-campus instructors as well as the NACEP 

standards. From a student services standpoint, NACEP has established survey questions to 

gauge effectiveness and satisfaction of former dual enrolled students. As mentioned several 

times in this dissertation, dual enrollment accounts for a significant percentage of total student 

enrollment. The hope is that this office is going to increase those numbers. Therefore, 

outcomes need to be established that the Office can strive to attain. This means that surveys, 

assessments, and evaluations from the numerous stakeholders need to be developed and 

implemented. One of the chief roles of the Director of K-12 Partnerships will be to utilize the 

survey and evaluation data and work to improve those results. It is important that current 

MMCC staff know this office is responsive. It is equally important that the customer for dual 

enrollment (whether the parent, student, or K-12 personnel) feels valued and feels that they 

have had a good experience. Examples of metrics used to determine a “good experience” can 

be the academic withdrawal rate, results of NACEP student satisfaction surveys, results of 

parent satisfaction surveys, results of K-12 personnel satisfaction surveys, number of academic 
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credits earned, and percentage of former dual enrolled students who continue on to MMCC 

after high school graduation. 

CONCLUSION 

Creating a model for an Office of Dual Enrollment has been a large-scale project. It has 

been shown that there is a need for such an office at MMCC; this need has been founded on 

research, and the model has been developed to achieve success. The Office of Dual Enrollment 

was built with the specifics of MMCC in mind. It is ready to be launched immediately, provided 

funding is granted. This model gives the college a good starting point to consider as it evaluates 

its dual enrollment program and how it should be administered. 
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JOB TITLE JOB CODE 
Director of K-12 Partnerships Administrative 

Department Name: K-12 Partnerships EX/NE: Exempt 
Reports To: VP Community Outreach & Advancement Pay Grade: $60,000-$75,000 
Location: All Campus Sites Last Revised: June 2018 

SUMMARY: 

Serves as the lead administrator and liaison for MMCC efforts and initiatives that mainly involve 
local K-12 school districts. Oversees and strategically plans for dual enrollment, grant initiatives 
that are focused on K-12 districts, and all college involvements that champion a college-going 
culture prior to high school graduation. 

ESSENTIAL JOB FUNCTIONS: 

 

 

     
      

 
        

           
             

 
 

 
               

           
             
      

 
  

 
 

 
            

   
 
                

  
 
            

 
           

 
            

   
 

                
 

             
   

 
           

 
        

 
              

          

1. Strategically and systemically manages and coordinates all college efforts related to current 
dual enrollment partnerships. 

2. Serves as vital college link between academic services and student services as it relates to 
dual enrollment. 

3. Responsible for growth and meeting enrollment targets attributed to dual enrollment. 

4. Responsible for the assessment and evaluation of all dual enrollment activities. 

5. Provides leadership and coordination for all communication efforts related to dual 
enrollment key stakeholders. 

6. Serves as the key point of contact for the college for all Early College efforts. 

7. Represents the college on Local College Access Networks or other groups/affiliations whose 
mission is to increase college attainment. 

8. Oversees federal compliance and champions the Educational Talent Search program. 

9. Promotes dual enrollment to new and emerging markets. 

10. Develops and maintains key indicators of success for the off-campus and dual enrollment 
programs. Provides annual report of these measures and overall status of the off-campus 
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offerings; provides other reports as needed in support of the college’s dual enrollment and 
off-campus programs. 

11. Serves as the college’s National Alliance of Concurrent Enrollment Partnerships (NACEP) 
representative and coordinates NACEP accreditation activities. 

12. Supports and serves as a role model for our mission, vision, values, and customer service 
initiatives. Adheres to the organization’s policies & procedures, and compliance guidelines. 

13. Performs other duties as assigned. 

BACKGROUND AND JOB REQUIREMENTS: 

 

 

              
  

 
            

      
 
               

           
  
      

 

    
 

  
 

        
          

   
         

     
        

    
          

       
           

       
           

          
 

           
  

 
 
 

 

         
    

       
 

         
 

         
         

         
  

 
  

Knowledge, Skills, 
Abilities 

• Ability to lead team and successfully manage projects. 
• Ability to work as a member of a multi-disciplinary team, and work 

effectively with multiple constituencies. 
• Written and computer skills necessary to prepare required reports, 

analysis, and documentation of outcomes. 
• Interpersonal skills necessary to effectively communicate and 

understand various perspectives on complex issues. 
• Skills necessary to provide orientation, guidance, and training to 

adjunct faculty members in an off-campus setting. 
• Analytical ability to identify and resolve a variety of issues or 

challenges in an effective and timely manner. 
• Ability to adapt and respond to multiple priorities and demands, 

and to deal with the concerns of faculty, administrators and 
students simultaneously. 

• Physical ability to sit/stand, and travel, for short - extended 
periods of time. 

Education, • BA/BS degree in education, business administration or other 
Certification, related field is required. 
Licensure • Master’s degree in related field preferred 

(education/administration). 
• Valid State of Michigan driver’s license is required. 

Experience • 2 - 4 years’ experience working with K-12 principals, counselors, 
and teachers, and the same of supervisory experience preferred. 

• Previous teaching and/or administrative experience at the college 
level strongly preferred. 

93 
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JOB TITLE JOB CODE 
Dual Enrollment Academic Coordinator Administrative 

Department Name: Academic Services/ K-12 Partnerships EX/NE: Exempt 
Reports To: VP Academic Services/ Director of K-12 Partnerships Pay Grade: $50,000-$65,000 
Location: All Campus Sites Last Revised: June 2018 

SUMMARY: 

Serves as main contact point and liaison for Academic Services on matters relating to all forms of 
high school dual enrollment. Coordinates the efforts to develop and deliver academic offerings 
in off-campus settings, primarily located in K-12 high schools. 

ESSENTIAL JOB FUNCTIONS: 

 

 

    
     

 
         

            
             

 
 

 
                 

           
       

 
  

 
 

 
            

          
      

 
               

           
     

 
           

        
 

             
        

             
 

          
     

 
             

        
         
           

 
              

           

1. Works with high schools and appropriate instructional administrator to ensure proper 
scheduling of the courses: i.e., correct instructional meeting times, room, and other 
schedule information is ready for entry into Colleague/Datatel. 

2. Works in conjunction with the instructional deans to develop a pool of qualified adjunct 
instructors to teach dual enrolled courses. In collaboration with the deans, performs 
classroom observations of off-campus faculty. 

3. Provides policy changes or recommendations to the Academic Administrative Team as they 
relate to the off-campus and dual enrollment programs. 

4. Provides support for adjunct faculty teaching off-site courses, including but not limited to 
coordinating textbook deliveries, facilitating acquisition of instructional media from library, 
and facilitating any special technology needs such as digital video of speeches, etc. 

5. Assists adjunct faculty teaching off-site courses with required record keeping such as 
submitting syllabus, attendance records, grades, etc. 

6. Provides support to and collaborates with the CGRESD Middle College program, CTE 
program, and other identified Early/Middle College programs that partner with MMCC. 
Works with appropriate academic administrator to properly schedule any dual enrolled 
college courses that serve as CTE program courses (e.g. welding courses). 

7. Develops and maintains key indicators of success for the off-campus and dual enrollment 
programs. Provides annual report of these measures and overall status of the off-campus 
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offerings; provides other reports as needed in support of the college’s dual enrollment and 
off-campus programs. 

8. Works with the faculty and instructional Dean in compiling and analyzing assessment data 
for dual enrolled courses. 

9. Schedules 2-3 meetings per semester with each off-site faculty member for the purpose of 
providing mentoring, evaluating and observing, and ensuring ongoing support. 

10. Conducts on-site observations of adjunct faculty as identified and assigned by instructional 
deans. 

11. Attends, facilitates and/or leads faculty meetings and in-service programs relating to dual 
enrollment activities. 

12. Works with Student Services personnel to provide support for students transitioning from 
K-12 dual enrollment/off-campus experiences to MMCC. Support includes but is not limited 
to formal initiatives, such as the MMCC Plastics Engineering Technology Grant or other 
formal and informal transitional activities. 

13. Serves as the college’s National Alliance of Concurrent Enrollment Partnerships (NACEP) 
representative and coordinates NACEP accreditation activities. 

14. Supports and serves as a role model for our mission, vision, values, and customer service 
initiatives. Adheres to the organization’s policies & procedures, and compliance guidelines. 

15. Performs other duties as assigned. 

BACKGROUND AND JOB REQUIREMENTS: 

 

 

              
  

 
              

   
 
              

       
 
          

 
 
           

  
 
             

           
            

    
 
            

      
 
               

           
 
      

 

    
 

  
 

        
          

   
         

     
        

    
          

       
           

       

Knowledge, Skills, 
Abilities 

• Ability to lead team and successfully manage projects. 
• Ability to work as a member of a multi-disciplinary team, and work 

effectively with multiple constituencies. 
• Written and computer skills necessary to prepare required reports, 

analysis, and documentation of outcomes. 
• Interpersonal skills necessary to effectively communicate and 

understand various perspectives on complex issues. 
• Skills necessary to provide orientation, guidance, and training to 

adjunct faculty members in an off-campus setting. 
• Analytical ability to identify and resolve a variety of issues or 

challenges in an effective and timely manner. 
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• Ability to adapt and respond to multiple priorities and demands, 
and to deal with the concerns of faculty, administrators and 
students simultaneously. 

• Physical ability to sit/stand, and travel, for short - extended 
periods of time. 

Education, • BA/BS degree, plus a minimum of 6 – 12 hours graduate 
Certification, coursework completed. 
Licensure • Master’s degree in related field preferred 

(education/administration). 
• Valid State of Michigan driver’s license is required. 

Experience • 2 - 4 years’ experience working with K-12 principals, counselors, 
and teachers, and the same of supervisory experience preferred. 

• Previous teaching and/or administrative experience at the college 
level required. 
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JOB TITLE JOB CODE 
Mid Mentor – Dual Enrollment Hourly 

Department Name: K-12 Partnerships EX/NE: Non - Exempt 
Reports To: Director of K-12 Partnerships Pay: Per ESPA Agreement 
Location: Mt. Pleasant or Harrison Campus Last Revised: January 2018 

SUMMARY: 

MMCC seeks individuals who: value collegiality and mutual respect; use data in decision 
making; are innovative; are service minded; are goal oriented; strive to continually improve 
themselves and their work processes; are willing to collaborate and seek to add value in every 
interaction. 

Mid Mentors provide prospective and current MMCC students exceptional experiences and 
services. They function as single-points-of-contact for institutional questions and concerns, with 
an overall interest in promoting student success and retention. Mentors provide student-
focused communication, service, and assistance from the time students apply until they 
complete. They are dedicated to developing rapport with students and providing personalized, 
clear, and compassionate communication and support throughout students’ educational 
careers at Mid. 

The Dual Enrollment Mid Mentor facilitates the relationships between MMCC and its 
community partners and their affiliated students. The Mentor also works to provide 
information from various College divisions in order to improve clarity of communication and 
ease of follow-up. 

ESSENTIAL JOB FUNCTIONS: 

 

 

    
      

 
          

            
           

 
 

 
             
             

             
 

 
          

          
           

          
            

         
   

 
            

          
        

  
 

  
 
 
             

 
           

      
 
              

      
 
           

       

1. Work extensively to facilitate a positive experience for their assigned student caseload. 

2. Serve as primary institutional point of contact for personnel at partner entities with 
questions or concerns regarding their students. 

3. Provide basic and accurate academic advising to MMCC applicants and students about the 
college and its programs and services. 

4. Provide information to students regarding the MMCC matriculation process, as well as 
other advisement and registration procedures as needed. 
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5. Provide relevant services designed to convert applicants to registrants (campus tours, 
individual meetings, email/phone follow ups, etc.). 

6. Promote retention and completion for all MMCC students by monitoring educational 
progress, engaging in proactive outreach, and assisting with reactive interventions as 
needed. 

7. Serve as primary institutional point of contact for all applicants and students, connecting 
them to other departments on campus to support educational access, planning, and 
retention (tutoring, financial aid, etc.). 

8. Establish and maintain cooperative working relationships with faculty, administrators, 
students, public and private organizations, and others in order to connect students to 
relevant assistance and resources. 

9. Provide coaching and mentoring to students during their experience at MMCC, approaching 
student challenges with empathy and competence. 

10. Assist in the development and execution of dynamic orientation events each semester for 
incoming first-time MMCC students. 

11. Take active leadership roles in the MMCC learning community, offering feedback and 
working collaboratively with other departments as needed to best serve students. 

12. Identify students who need academic or personal assistance (through RMS) and refer to 
internal and external services accordingly. 

13. Provide consistent advice, encouragement and support to students related to their 
educational and career goals. 

14. Assist in the development and implementation of departmental objectives, policies, 
procedures and standards; recommends changes to departmental procedures as necessary 
to improve the efficacy of the institution’s goals and initiatives. 

15. Support and serves as a role model for our mission, vision, values, and customer service 
initiatives. Adheres to the organization’s policies & procedures and compliance guidelines. 
Ensures compliance with all federal and state regulations. 

16. May perform other duties and responsibilities as assigned within the scope of the position 
or level of expertise. 
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BACKGROUND AND JOB REQUIREMENTS: 
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Knowledge, Skills, 
Abilities 

• Strong organizational and time management skills. 
• Able to respond to student inquiries with thoughtfulness, 

intelligence, timeliness, and empathy. 
• Engaging and inspiring personality. 
• Outstanding ability to provide high-quality, clear, constructive, 

personalized feedback to students. 
• Ability to use computers, programs & general office equipment. 
• Ability to work both as a member of a team and work 

independently, with minimal supervision. 
• Strong customer service skills. 
• Problem solving skills. 
• Ability to work effectively in a high volume fast paced environment 

with accuracy. 

Education, • Bachelor’s degree in a related field is required. 
Certification, 
Licensure 

Experience • Previous work with educational partners and experience 
developing relationships preferred. 

• Previous work experience in a community college environment 
preferred. 
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APPENDIX E: DUAL ENROLLMENT REGISTRATION FORM 
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APPENDIX F: OFF-CAMPUS MEMORANDUM OF UNDERSTANDING 

111 



 

 

 

  
 

        
          

            
         

               
 

 
            

 
           

             
           

           
     

 
            

                
          
           

 
                

              
           

             
         

            
  

 
            

           
          
           

         
     

 
 
 
 

Dear Superintendent _____________: 

Mid Michigan Community College’s mission includes providing postsecondary educational 
opportunities for its community, which includes students attending area high schools. In 
addition, MMCC desires to deliver coursework in locations convenient to all constituencies, 
including high school and non-high school students where practical and appropriate. Therefore, 
this letter serves as a means of clarifying expectations for offering MMCC classes in your 
facilities. 

As the chief representative of your institution, we request that you agree: 

1. To designate a primary contact person to work in concert with MMCC’s Associate Dean 
of Academic Outreach to identify the classes which MMCC will deliver annually at your 
facility, and to oversee procedures and logistics related to such classes so as to provide 
an efficient and effective process for all participants, (e.g. course selections, technology, 
enrollment, and/or academic matters, etc.). 

2. To work collaboratively with MMCC to promote and to allow promotion of classes held 
at your facility to ensure the number of students enrolling will constitute a class that is 
both cost effective and academically sound. MMCC retains the right to determine if 
enrollment is sufficient to proceed with conducting any and all classes. 

3. That MMCC is solely responsible for the standards and content of all classes, either for 
credit or non-credit, conducted at your facility and that such classes are governed by the 
policies of MMCC. You therefore specifically agree to abide by the open admissions 
policy under which MMCC operates. Enrollment in such classes shall be open to any 
students (i.e. high school and non-high school students) who have been admitted to 
MMCC, provided their presence upon your property does not conflict with federal or 
state laws. 

4. To require your concurrent enrollment instructors to attend a course orientation with 
MMCC personnel prior to their first semester of teaching. These instructors are also 
required to attend at least one discipline-specific professional development event 
annually. Discipline-specific professional development will be at the discretion of an 
MMCC academic administrator and must fulfill the National Alliance of Concurrent 
Enrollment Partnership’s (NACEP) F3 Standard. 
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As chief representative of MMCC, I agree: 

1. That the MMCC Associate Dean of Academic Outreach, working in concert with 
appropriate College staff, will be authorized to locate MMCC classes at your school and 
will be the primary contact for such offerings. 

2. That credit classes delivered at your facility will be classes approved by the College’s 
Curriculum Committee. Students enrolling in such classes will be fully eligible for credit 
at MMCC provided the student fulfills course requirements as outlined in the course 
syllabus. Transferability of credits to other postsecondary institutions will be governed 
by the policies of those institutions. 

3. To provide qualified instructor(s) for classes delivered at your school, and to place such 
instructor(s) under contract with MMCC so as to establish that the rights and 
responsibilities of the instructor are controlled by College policies and contractual 
arrangements. Your designated contact person or designee may notify MMCC in writing 
of any concerns regarding such instructor; MMCC will address any issues in accordance 
with standard MMCC policy. 

4. As an integral part of the College’s contractual requirements, MMCC will hold 
instructor(s) accountable for maintaining an environment conducive to learning by using 
effective classroom management techniques, and by adhering to all MMCC policies and 
procedures regarding student complaints, discipline, rights, and responsibilities. 

5. MMCC retains the right to remove from these classes any student violating federal or 
state law by being on your premises and/or for violating MMCC rules and regulations; 
such removal shall follow procedural due process as outlined in College policy. Your 
designated contact person or designee may submit a written request to MMCC for 
withdrawal of any student from class for reasonable cause; determination shall be made 
by MMCC in accordance with standard College policy. 

6. To encourage classroom security, MMCC will provide a roster of all students in classes 
held at your facility within a reasonable timeframe before class(es) begin, and facilitate 
such procedures as typically enforced for visitors entering/exiting your property. 
Further, non-high school students will be restricted to those areas of your facility you 
designate for this purpose and will agree to use designated entrances/exits. 

7. To indemnify and hold your school harmless from any liability whatsoever which may be 
asserted against your school by reason of the acts or omissions of MMCC. The College 
will provide insurance in amounts and with companies acceptable to your school and 
name your school as an additional insured to effectuate this provision. MMCC will 
provide you with certificates of insurance as evidence of the proper coverage upon 
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request. MMCC will remain responsible for any costs, damages or other liabilities arising 
under this indemnity provision which are not fully covered by your insurance policies. 

8. That in those instances where a high school teacher is certified to teach an MMCC 
course at your facility and is paid by the local district (defined as Concurrent 
Enrollment), the College agrees to provide a rebate payable to the school in the amount 
of $700 per contact hour. When that same instructor engages in additional contact time 
to provide Supplemental Instruction on days when the class does not normally meet, 
the college will provide additional reimbursement of $700 per contact hour of 
Supplemental Instruction. MMCC will determine when Supplemental Instruction is 
warranted for each course. 

9. To the elimination of the student activity fee and facility fee for all dual enrollment 
students. 

10. MMCC will charge all dual enrolled students at the current MMCC Board established 
enhanced dual enrollment rates as they apply. Tuition rates are subject to change. 
MMCC will generally publish rates for Fall semester by no later than April 15 and for 
Winter semester by no later than November 15. 

May we both agree: 

1. That your school will provide at no cost to MMCC sufficient classroom space at your 
facility suitable for the delivery of mutually agreed upon credit-bearing classes. Use of 
such classrooms will be limited to those hours designated for classes and/or faculty and 
student meetings that do not interfere with the usage of your classroom(s) for your own 
purposes. If mutually agreeable, MMCC may deliver non-credit courses, workshops or 
seminars at your school; however, facility charges and usage will be determined at the 
time such offering(s) are identified. 

2. That the MMCC Recruiter/Dual Enrollment Specialist and the designated high school 
contact person will work together as needed to plan and to communicate effectively for 
the benefit of students. Further, we will collaborate to orient students to MMCC classes, 
to inform them of the limitations and benefits that may exist in participating in classes 
held on your site, and to communicate expectations regarding appropriate conduct and 
adherence to College rules and regulations. 

3. That each party is informed before any press releases, informational flyers or meetings, 
and promotional materials of any kind are distributed. This includes, but is not limited to 
the use of each institutions’ logo and/or signage. 

114 



 

 

             
              

            
        

                
       

 
             

           
          

  
 
               

              
         

         
           

 
             

            
 

            
        

               
       

             
        

            
          

               
              

 
               

    
 
               

                
          

                
 

 

4. That the presence of non-high school students enrolled in onsite class(es) will be limited 
to times class(es) are meeting and to reasonable time before and after, unless the 
student otherwise has permission to be on school premises. It is requested that your 
designated contact person promptly notify the MMCC Off-Campus Program Coordinator 
if it is determined that any non-high school student is not adhering to this policy or is 
otherwise causing disruption to usual high school operations. 

5. That MMCC desires to schedule classes for the convenience and accessibility of your 
students; however, MMCC retains the right to ensure that all classes meet length 
requirements, enrollment procedures, and other necessary conditions of MMCC course 
delivery. 

6. At any time, if there is reason to believe that the Concurrent Enrollment (CE) instructor 
or partnering high school is not complying with the course expectations as detailed in 
the Off-Campus Instructor Handbook, Off-Campus Guidebook, or other communicated 
expectation by the MMCC Off-Campus Program or authorized College representatives, 
the following steps shall be followed to resolve the non-compliance issue: 

• Once any non-compliance issue is indicated, the party having knowledge of the 
issue should communicate the issue directly to the Associate Dean of Academic 
Outreach. 

• The Associate Dean of Academic Outreach shall advise the Departmental Faculty 
Liaison and Academic Dean of the issue of concern. 

• The issue will be fully investigated by the Departmental Faculty Liaison for the CE 
course and Associate Dean of Academic Outreach. 

• The results of the investigation shall be shared with the appropriate Academic 
Dean for determination of action to be taken. 

• The results of the non-compliance investigation shall be communicated to the 
appropriate high school personnel with a plan to meet College compliance. 

• Failure of the high school partner to comply with the communicated plan may 
result in the termination of the partnership with the College and the high school. 

7. That we abide by MMCC’S equal opportunity policy with respect to students and faculty 
participating in classes at this location. 

8. That either party may terminate this agreement by providing at least sixty (60) days’ 
notice to the other party, prior to the start of any scheduled class, so as to mitigate 
disruption to students’ scheduling and academic planning. Revisions to the agreement 
may be made by mutual consent prior to the delivery of identified classes on an annual 
basis. 
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__________________________________ 

We appreciate the opportunity to provide convenient access to postsecondary education at 
your institution. So that our expectations are mutually understood and agreed upon, may I ask 
you to sign and return one copy of this letter prior to approving the delivery of additional 
MMCC classes at your school? Please do not hesitate to contact me at 989.386.6602 if you have 
questions or concerns regarding this agreement. 

Thank you for your careful consideration and for working together to enhance educational 
opportunities in our area. 

Sincerely 

Christine M. Hammond, President 
MID MICHIGAN COMMUNITY COLLEGE 

I, ____________________________________, agree to the provisions of this Agreement Letter. 
Superintendent __________________ 

Date 

116 



 

 

 
 

 

 

 

      

 

  

APPENDIX G: ACADEMIC PLACEMENT MEASURES 

117 



 

 

 
 
 
 
 
 
 
 
 
 
 
 

118 



 

  119



 

 

 
 

120 


	Structure Bookmarks
	CREATING AN OFFICE OF DUAL ENROLLMENT by Brent Mishler 
	This dissertation is submitted in partial fulfillment of the requirements for the degree of 
	Doctor of Education 
	Ferris State University August 2018 
	© 2018 Brent Mishler All Rights Reserved 
	CREATING AN OFFICE OF DUAL ENROLLMENT by Brent Mishler 
	Has been approved August 2018 
	APPROVED: 
	Matthew Miller, EdD Committee Chair Richard Smith, EdD 
	Committee Member 
	Deedee Stakley, EdD 
	Committee Member Dissertation Committee 
	ACCEPTED: 
	Roberta C. Teahen, PhD, Director Community College Leadership Program 
	ABSTRACT 
	Dual enrollment is defined as a high school student taking college courses for college and/or high school credit. Over the past few years, the growth of dual enrollment has exploded in community colleges, not only within Michigan, but nationally as well. This has left community colleges struggling to keep up with fulfilling the demand for their coursework by high school students. 
	This product dissertation creates an Office of Dual Enrollment at Mid Michigan Community College (MMCC), a college located in rural central Michigan that serves approximately 4,000 students on its two campuses. This dissertation examines the historical trends related to dual enrollment, issues and challenges faced specifically by MMCC as it responds to K-12 school systems and their students and provides an approach the college might take to include an Office of Dual Enrollment. 
	Included in this dissertation are recommendations for placement within the college’s structure, personnel/job descriptions, budget, an approach for handling dramatic fluctuations in the number of dual enrolled students, a process for assessing objectives and outcomes associated with the Office, and an implementation process. Finally, this dissertation contains numerous appendices related to dual enrollment processing of students in Michigan. 
	KEY WORDS: dual enrollment, office of dual enrollment, high school, Mid Michigan Community College 
	DEDICATION 
	This dissertation is dedicated to “Mishler Party of Seven.” Our parade of five children often causes those around us to do a double take as we walk into restaurants. But it is that party of seven that has sustained me, encouraged me, and driven me to complete this dissertation. The kids know more about dual enrollment than any 15-, 11-, 9-, 4-, and 2-year-old should. Their questions and their genuine (okay, maybe not totally genuine) interest in the topic sustained me during many late nights in my office. 
	Of course, the real champion in this project is my wife, Jessica. Juggling a busy household that is the natural byproduct of having five children, all of whom are involved in extracurricular activities, is no easy task. Then, add on the charge of doing all of that while your husband is frequently immersed in writing qualifies her for sainthood. Did I mention that, since the day I began my doctoral journey, my wife completed her master’s degree and had two children? She is a true rock star! 
	I love you guys! Now, let’s go grab a table. For seven. 
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	CHAPTER ONE: INTRODUCTION 
	INTRODUCTION 
	High school students in the state of Michigan have come to expect that their high school career will involve taking one or more dual enrolled course. Many students take multiple courses per year. According to the most recent data provided by the State of Michigan, in the 2016–17 academic year, 27,916 students in grades 9–12 completed 100,548 courses (Center for Educational Performance and Information [CEPI], 2018). That averages out to each student attempting over three courses per year. There has been a fu
	st 

	Picture the educational life of high school students in Michigan in 2002. One may envision them hopping on the school bus in the morning and riding to the local school where they complete a complement of classes within that building from teachers who are district employees. They have these teachers for a multitude of classes over their high school career. 
	The “social” side of high school is alive and well, with the students congregating at lockers between classes or at lunch to get the latest scoop or make plans for the upcoming weekend. The students who attend that high school more than likely began in that school district in kindergarten and progressed with the same group of students from the time they were five or six years old. Related to curricular offerings, generally two tracks of courses were available for them to take: one for students planning on g
	Fast forward 15 years to 2017. High schools look very different than they did at the turn of the century. For one, there are now fewer students in Michigan. According to MiSchoolData, a data repository run by the Michigan Department of Education, over the course of those 15 years, the state of Michigan experienced a 10.5% decline in K-12 students (Michigan Department of Education [MDE], 2017). School choice has become much more prevalent, due in part to the rapid growth of charter schools in Michigan. Histo
	Fast forward 15 years to 2017. High schools look very different than they did at the turn of the century. For one, there are now fewer students in Michigan. According to MiSchoolData, a data repository run by the Michigan Department of Education, over the course of those 15 years, the state of Michigan experienced a 10.5% decline in K-12 students (Michigan Department of Education [MDE], 2017). School choice has become much more prevalent, due in part to the rapid growth of charter schools in Michigan. Histo
	biggest difference from 2002–17 is probably the number of students who are participating in dual enrollment, whether online, at a college campus, or maybe even within the confines of their high school. 

	The landscape has changed dramatically on college campuses as well in the last fifteen years. After the recession through the mid-2000s, state support for higher education has declined: “From 2003–15, state of Michigan higher education appropriations have dropped 30%, when adjusted for inflation” (Roelofs, 2018). In order to make up the difference in revenue, institutions were forced to raise tuition: “In the state of Michigan, tuition prices soared at the 15 public institutions anywhere from 91 to 17%, whe
	Due to the aforementioned shift in both the K-12 and higher education landscape, it is incumbent for institutions of higher education to move nimbly with the times and respond to requests from their K-12 partners in regard to dual enrollment needs. In order for institutions 
	Due to the aforementioned shift in both the K-12 and higher education landscape, it is incumbent for institutions of higher education to move nimbly with the times and respond to requests from their K-12 partners in regard to dual enrollment needs. In order for institutions 
	to adequately respond to the drastic increase in demand for dual enrollment from its partners, the organizational hierarchy must adjust. What is recommended is a dedicated “Office of Dual Enrollment” to handle all the various matters and functions of dual enrollment, including managing and massaging different stakeholder needs. 

	WHAT IS DUAL ENROLLMENT? 
	Dual enrollment in the state of Michigan, in the strictest sense, is a student taking a college class while in high school and then making the determination of whether they want to define the credits as college-credit only, or as joint high school and college credit (Postsecondary Enrollment Options Act 160, 1996/2012). Dual enrollment is the umbrella under which students can earn college credit through various models including traditional dual enrollment; concurrent enrollment, dual or direct credit; and e
	Dual enrollment in the state of Michigan, in the strictest sense, is a student taking a college class while in high school and then making the determination of whether they want to define the credits as college-credit only, or as joint high school and college credit (Postsecondary Enrollment Options Act 160, 1996/2012). Dual enrollment is the umbrella under which students can earn college credit through various models including traditional dual enrollment; concurrent enrollment, dual or direct credit; and e
	programs focused on a singular program of study, but these programs have recently shifted to 

	the Early College model in the state of Michigan. In all models of dual enrollment in Michigan, 
	the school district bears the vast majority of the costs associated with taking a college class 
	(“Early Middle College,” 2018). 
	GLOSSARY OF KEY TERMS 
	Unfortunately, higher education often uses several confusing terms that essentially 
	mean the same thing. Even more disheartening is that these terms can mean different things 
	depending on what area of the country they are used in. In an attempt for consistency, the 
	following is a glossary of key terms that will be used throughout the dissertation: 
	• 
	• 
	• 
	Dual enrollment – Taking college course(s) in high school for college and/or high school credit. 

	• 
	• 
	Concurrent enrollment – Taking a dual enrollment course which is provided at a high school setting and typically (but not exclusively) taught by a high school instructor who is credentialed by the college. 

	• 
	• 
	Direct credit – Taking a dual enrollment course at a high school which is taught by a high school instructor who is credentialed by the college. 

	• 
	• 
	Early College – Program within the state of Michigan that allows high school students to work on their high school diploma and associate degree concurrently. The student stays a fifth year in high school, with the goal of completing a high school diploma and associate degree at the conclusion of that fifth year. 

	• 
	• 
	In-district tuition – A tuition rate at Mid Michigan Community College. Students who are billed in-district reside within the geographic boundaries of the Beaverton, Clare, Farwell, Gladwin, and Harrison public school districts. Properties within these boundaries pay a tax or millage in support of the college. Consequently, they receive a lower tuition rate than out-district students. 

	• 
	• 
	Out-district tuition – Simply, students that do not reside within the in-district geographic boundaries. Because these properties do not support the college with a millage, they pay a higher tuition rate than in-district students. 

	• 
	• 
	Enhanced tuition – This is a tuition rate that is given to select high schools in recognition of their significant dual enrollment partnership with MMCC. Schools selected for enhanced tuition are schools that are partnering with MMCC to provide dual enrollment at their school in a large, programmatic way. This requires careful coordination and hard work on both parties. In recognition of this, the enhanced tuition rate of 20% less than the standard out-district tuition rate. MMCC’s enhanced tuition rate is 

	• 
	• 
	NACEP – The National Alliance for Concurrent Enrollment Partnerships is the national accrediting body for concurrent enrollment. Currently, MMCC is the only community college in Michigan that has achieved NACEP accreditation. Since NACEP is mostly focused on concurrent enrollment, many of the procedures and processes used to govern MMCC’s concurrent enrollment system are best practices identified for and supported by NACEP. 


	MICHIGAN AND NATIONAL DUAL ENROLLMENT TRENDS 
	As stated previously, participants in dual enrollment programs have increased year over 
	year since the change to the Michigan law in 2012. According to data provided by the Michigan 
	Department of Education, during the 2011–12 school year, 500,433 Michigan students were 
	enrolled in grades 9–12. Five years later, the number of Michigan students enrolled in grades 9– 
	12 had fallen to 482,657, which represents a 3% decrease during the five-year period. In 2011– 
	12 the number of Michigan high school students who participated in dual enrollment courses in 
	the state was 15,432. Five years later, that number increased to 28,568 (MDE, 2017), which 
	represents an 85% increase. 
	Table 1: Dual Enrollment in Michigan, Grades 9-12, 2011-16 Total Enrollment, # of Dual Enrolled % Participation in Gr 9-12 Students Dual Enrollment 
	2011-2012 500,433 15,432 3.0% 2012-2013 492,642 19,738 4.0 2013-2014 487,818 22,613 4.6 2014-2015 485,292 23,422 4.8 2015-2016 482,657 28,568 5.9 
	Nationally, the trend of more students taking advantage of dual enrollment mirrors that in Michigan. According to the National Center for Education Statistics, high schools reported close to 2 million students enrolled in dual enrollment courses, and over 80% of high schools nationally had dual enrollment options available to students (Thomas, Marken, Gray, & Lewis, 2013). Additionally, in the 2010–11 academic year, over 1.2 million students took college courses through dual enrollment (Marken, Gray, & Lewi
	BENEFITS OF DUAL ENROLLMENT 
	Dual enrollment benefits both the student and the institution at the same time in a myriad of ways. For students, the chance to begin their college career while still in high school is attractive. In the state of Michigan, the local school district pays the vast majority (and in some cases, the totality) of the tuition, fees, and textbooks for dual enrollment (Postsecondary Enrollment Options Act 160, 1996/2012). Dual enrollment allows students, particularly those who would otherwise struggle to finance the
	Dual enrollment benefits both the student and the institution at the same time in a myriad of ways. For students, the chance to begin their college career while still in high school is attractive. In the state of Michigan, the local school district pays the vast majority (and in some cases, the totality) of the tuition, fees, and textbooks for dual enrollment (Postsecondary Enrollment Options Act 160, 1996/2012). Dual enrollment allows students, particularly those who would otherwise struggle to finance the
	the secondary school district has a signed partnership agreement with a postsecondary institution. Nationally, the average level of tuition and fees at a four-year public institution increased 87% between 2000 and 2013 (Schoen, 2015). Because tuition rates have soared, students are often forced to find alternate methods to finance their education. Student loan debt has ballooned, and the average debt is now over $37,000 (“Student Loan Debt,” 2017). For students, dual enrollment offers a very attractive way 

	Dual enrollment opportunities are offered in many districts as a way to expand rigor in specific subjects. In small, rural districts, the high school curriculum may be exhausted in a particular subject relatively quickly. For example, certain local districts may only have Algebra II as their highest math course offered. For college-bound students, dual enrollment may provide students with the only opportunity to take more advanced classes, such as pre-calculus, trigonometry, or calculus, prior to enrolling 
	Dual enrollment provides students with an opportunity to “experiment” with their intended major. This is important because changes to federal financial aid are further restricting how long a student can be enrolled in a degree-seeking program and how many credits a student can earn to still be eligible for financial aid (Baena, 2015). For students who are unsure of the path or program of study they want to enter, switching majors a handful of times could ultimately make them ineligible for financial aid. Pr
	Dual enrollment programs also allow students who otherwise would not have pursued a college education a chance to be successful and realize they can be a college-bound student. This is a huge social benefit, not only for the student, but the community as well. Sometimes, high school students may not have envisioned themselves as college students. However, when students have an opportunity to take college classes while they are still in high school, the experience may serve as the conduit for them to pursue 
	For the institution, the benefits of dual enrollment are numerous as well. First, dual enrollment definitely helps with increasing enrollment figures. According to internal MMCC enrollment management plans, dual enrollment accounted for 10,681 contact hours in 2015–16 and is projected to support 12,164 contact hours in 2018–19. This presents a 13% increase in three years (Mid Michigan Community College [MMCC], 2016). And while enrollment and the revenue generated from tuition is not the ultimate goal of the
	A strong dual enrollment program at a high school creates a seamless path between the K-12 school district and MMCC. According to internal MMCC data, students who begin college while still in high school are more likely to continue on to MMCC once they graduate high school. For the Fall 2014 semester, approximately 26% of all dual enrolled students enrolled at MMCC after high school graduation. However, the overall penetration rate (a calculation that considers the number of MMCC enrollees from a high schoo
	A strong dual enrollment program at a high school creates a seamless path between the K-12 school district and MMCC. According to internal MMCC data, students who begin college while still in high school are more likely to continue on to MMCC once they graduate high school. For the Fall 2014 semester, approximately 26% of all dual enrolled students enrolled at MMCC after high school graduation. However, the overall penetration rate (a calculation that considers the number of MMCC enrollees from a high schoo
	eligible high school graduates) was only 13% (MMCC, 2017). While MMCC would prefer all dual enrolled students to continue to MMCC after high school graduation, MMCC will still garner revenue from dual enrolled students while in high school, even if these students do not end up attending MMCC after high school graduation. The strong tie between the college and the high school also affords the Admissions Department staff additional opportunities to be in the schools and present information about MMCC as part 

	Finally, dual enrollment helps students prepare for being full-time college students. The student success rates at MMCC (the percentage of students receiving a “C” grade or higher) for dual enrolled students has averaged 87.4% from the Fall 2011 semester through the Fall 2015 semester (MMCC, 2017). Students who participate in dual enrollment become familiar with the expectations of college: they learn how to read a syllabus, study, prepare for exams, and are overall better prepared. Dual enrollment provides
	DUAL ENROLLMENT AT MID MICHIGAN COMMUNITY COLLEGE 
	Mid Michigan Community College, formed in 1965, recently celebrated its 50anniversary. What once began with plans drawn up around a kitchen table with a small group of community members, now boasts two full campuses with approximately 5,000 students taking classes each year. 
	th 

	The main campus of MMCC is located in Harrison, Michigan, and shares its land with the Clare–Gladwin Regional Education Service District (RESD). The RESD serves as the career and technical education hub for local school districts and provides shared services related to the 
	The main campus of MMCC is located in Harrison, Michigan, and shares its land with the Clare–Gladwin Regional Education Service District (RESD). The RESD serves as the career and technical education hub for local school districts and provides shared services related to the 
	business office, pupil accounting, professional development, and special education services with local school districts. The Harrison campus boasts a full spectrum of academic offerings, including space for automotive, medical imaging, and heating, air conditioning, and refrigeration programs. The Mt. Pleasant campus is MMCC’s newer campus, with the oldest building completed in 2008. The Mt. Pleasant campus has a full spectrum of academic offerings, including exclusive space for physical therapy assistant a

	Students attending MMCC are looking for a variety of experiences, from taking classes that transfer to a four-year school, to completing an associate degree, to taking a few classes to enhance their work resume. In addition, Mid Michigan Community College offers short-term and customized training for employers. Examples of short-term training include supervisory skills, blueprint reading, and specialized welding, etc. MMCC also offers a robust pre-college experience for dual enrolled students. Overall enrol
	Central Michigan University (CMU) is located in Mt. Pleasant. The tuition rate for CMU, which is $405/credit hour, is approximately double the out-of-district tuition rate of MMCC, which is $202/credit hour. Because of this, MMCC serves CMU students who wish to take 
	Central Michigan University (CMU) is located in Mt. Pleasant. The tuition rate for CMU, which is $405/credit hour, is approximately double the out-of-district tuition rate of MMCC, which is $202/credit hour. Because of this, MMCC serves CMU students who wish to take 
	classes at MMCC in an attempt to round out their CMU schedule or re-take classes in which they were unsuccessful at CMU. 

	Included in the fall student headcount of 4,000 is approximately 900–1,000 dual enrolled students (MMCC, 2016). The state of Michigan expanded dual enrollment opportunities for students in 2012 with the passage of Senate Bill 622. Previously, dual enrollment was restricted to students in the 11or 12grades. This legislation opened dual enrollment to all high school students (Murray, 2012). When that law changed in 2012, MMCC made a conscious effort to expand its dual enrollment offerings. Now totaling somewh
	th 
	th 
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	Figure 1: MMCC Historical Fall Headcounts 
	MMCC is led by President Christine Hammond. The college has instituted a shared governance structure, which seeks to provide opportunities for feedback from all major employee groups for many of the details surrounding the college. One particular shared governance committee, the Partnership Committee, created an Off-Campus Advisory 
	MMCC is led by President Christine Hammond. The college has instituted a shared governance structure, which seeks to provide opportunities for feedback from all major employee groups for many of the details surrounding the college. One particular shared governance committee, the Partnership Committee, created an Off-Campus Advisory 
	Committee to handle questions and challenges that arise generally with dual enrollment, and specifically with college classes being taught in a high school. Off-campus programming is MMCC’s term for the selection and delivery of college courses in a high school setting, using a variety of modalities and a variety of teachers (but mainly high school teachers who have successfully completed the MMCC interview process and have been credentialed by MMCC to teach college classes). This demonstrates how much focu

	As dual enrollment at MMCC continues to grow, the infrastructure has struggled to meet the demand. From an “expanding dual enrollment” point-of-view, MMCC has only responded to requests for services; there has been no true “selling” of dual enrollment opportunities to potential K-12 partners. This “response-only approach” was implemented because of the college’s inability to accommodate the possible magnitude of requests from partners. MMCC had to quickly adapt its staffing and support for dual enrollment p
	As dual enrollment at MMCC continues to grow, the infrastructure has struggled to meet the demand. From an “expanding dual enrollment” point-of-view, MMCC has only responded to requests for services; there has been no true “selling” of dual enrollment opportunities to potential K-12 partners. This “response-only approach” was implemented because of the college’s inability to accommodate the possible magnitude of requests from partners. MMCC had to quickly adapt its staffing and support for dual enrollment p
	graduate credit hours in the discipline they wish to teach (Higher Learning Commission [HLC], 2016). Many high school teachers have master’s degrees in a field other than the discipline-specific area. 

	There are a variety of challenges with coordinating dual enrollment programs. Some of these include scheduling a college class in a high school setting within the students’ hourly / semester schedule, a lack of understanding about the difference between a high school course and college course; and the need for placement measures for certain classes or prerequisites for others. Dual enrollment is an important endeavor at MMCC. For those reasons, the national spotlight currently being aimed on dual enrollment
	DUAL ENROLLMENT TUITION STRUCTURE 
	At MMCC, there are different types of tuition structures. MMCC has an in-district rate, an out-district rate, two types of international student tuition, as well as specific tuition rates based upon the type of course taken (e.g., medical classes). These rates are primarily based upon geographic boundaries, with the exception of MMCC’s enhanced rate. In-district residents are those who own property and/or otherwise pay taxes within the boundaries of the Clare-Gladwin RESD school districts (Beaverton, Clare,
	At MMCC, there are different types of tuition structures. MMCC has an in-district rate, an out-district rate, two types of international student tuition, as well as specific tuition rates based upon the type of course taken (e.g., medical classes). These rates are primarily based upon geographic boundaries, with the exception of MMCC’s enhanced rate. In-district residents are those who own property and/or otherwise pay taxes within the boundaries of the Clare-Gladwin RESD school districts (Beaverton, Clare,
	financially through the property tax millage that goes to the college, their tuition rate is higher than in-district students. 

	For some of the out-of-district K-12 partners, there is a different tuition rate. While not officially recognized, some of the larger dual enrollment partners receive a 20% discount on their out-of-district tuition. This discount is not based upon geographic boundaries, but it is an attempt to recognize the relationship and effort that both MMCC and the high school face to launch comprehensive dual enrollment programs. It was also influenced by market pressures to keep the schools as current customers. Othe
	ENHANCED DUAL ENROLLMENT AT MMCC 
	As dual enrollment became more popular, MMCC faced a significant challenge in registering a larger number of dual enrolled students for classes. High school counselors were mailing applications and registrations, emailing applications and registrations, and even faxing applications and registrations. These counselors had no idea what class to recommend for their high school students to take, let alone an understanding of the intricacies of maximizing transferability. The counselors had difficulty keeping tr
	As dual enrollment became more popular, MMCC faced a significant challenge in registering a larger number of dual enrolled students for classes. High school counselors were mailing applications and registrations, emailing applications and registrations, and even faxing applications and registrations. These counselors had no idea what class to recommend for their high school students to take, let alone an understanding of the intricacies of maximizing transferability. The counselors had difficulty keeping tr
	office in bits and pieces. A school would send six enrollments one day and 10 the next, then drop and add classes with four students two days later. The process was a mess and simply not sustainable with 1,000 students. MMCC Admissions Department had only one full-time administrative support specialist, and without a strong organizational system, it became difficult to track of all of the incoming paperwork and the subsequent changes. It soon became highly evident that something had to be done to create a m

	Course Sequencing and Scheduling 
	Course Sequencing and Scheduling 
	With the influx of high school students taking college classes, MMCC found that the college did not have the infrastructure to support the demand for increased dual enrollment. A number of challenges face high schools that offer off-campus programming in their schools as well. Because the high schools changed section offerings each semester, MMCC had to shuffle faculty from site to site, as well as continuously search for faculty to teach these courses, often at the last minute. One of the more difficult ch
	With the influx of high school students taking college classes, MMCC found that the college did not have the infrastructure to support the demand for increased dual enrollment. A number of challenges face high schools that offer off-campus programming in their schools as well. Because the high schools changed section offerings each semester, MMCC had to shuffle faculty from site to site, as well as continuously search for faculty to teach these courses, often at the last minute. One of the more difficult ch
	problem was when a high school offered four social science classes, when only three social science classes are required for students to complete the Michigan Transfer Agreement. However, the school district was able to request those four classes to fill student requests, and MMCC had faculty available to teach in those areas. 

	These complications made it clear: this was not the most efficient process to manage dual enrollment. MMCC had to develop a new process. To encourage school districts to look at their dual enrollment programs from a broader lens, MMCC looked for ways to incentivize a dual enrollment approach that would work for the local schools and the college. As the political landscape in the state of Michigan changed, students are now encouraged to begin earning college credit while they are still in high school; in fac
	In order for a school district to qualify under the enhanced model, the school district identifies MMCC as their college partner. In terms of their class offerings, a schedule of classes that could be offered over time in order to gain a student significant progress toward a degree or transfer credential had to be established. These classes did not necessarily need to be taught in the high school, but if they were, clear expectations were established to ensure that MMCC could meet the needs of the high scho
	In order for a school district to qualify under the enhanced model, the school district identifies MMCC as their college partner. In terms of their class offerings, a schedule of classes that could be offered over time in order to gain a student significant progress toward a degree or transfer credential had to be established. These classes did not necessarily need to be taught in the high school, but if they were, clear expectations were established to ensure that MMCC could meet the needs of the high scho
	schools would have a sufficient number of available students to register for the course, in order to ensure that those course sections could be offered regularly. 


	Student Services 
	Student Services 
	To address the student processing issues, these schools would have to partner with MMCC to determine a way to register students effectively and efficiently. That would mean, in all likelihood, that MMCC’s academic advisors would need to be involved. As stated previously, these high school students would be able to make significant progress toward a degree or credential under the enhanced model. In the state of Michigan, all community colleges and public four-year institutions signed on to the Michigan Trans
	-

	However, to get the most benefit from the MTA, students should see a college advisor when selecting their classes. Most high school counselors are not familiar with and are not able 
	However, to get the most benefit from the MTA, students should see a college advisor when selecting their classes. Most high school counselors are not familiar with and are not able 
	to assist with the MTA in the way that college advisors can. Through the enhanced partnership at MMCC, college academic advisors are now available to work with partner high schools and to advise students on what classes to select. 

	To create greater efficiency in processing the applications, high schools collect and send all of their applications and registration forms together. This creates an efficiency for MMCC staff when processing the applications and registrations. The partner school and MMCC work collaboratively on parent information nights, academic support, and academic progress information in an attempt to prepare students to be more knowledgeable about dual enrollment and the overall college experience. These partnerships r
	Portions of the Enhanced Dual Enrollment model work quite well. However, the need to streamline communication methods is never clearer than with an enhanced district. The Admissions Department primarily handles dual enrollment applications and registrations, but then the Business Office is involved with applying the special rates. Whenever there is an academic issue about the courses taught at the high school, the faculty, academic dean, and Associate Dean of Academic Outreach are all involved. On the Stude
	Portions of the Enhanced Dual Enrollment model work quite well. However, the need to streamline communication methods is never clearer than with an enhanced district. The Admissions Department primarily handles dual enrollment applications and registrations, but then the Business Office is involved with applying the special rates. Whenever there is an academic issue about the courses taught at the high school, the faculty, academic dean, and Associate Dean of Academic Outreach are all involved. On the Stude
	with the varied communication coming from the college. Establishing an Office of Dual Enrollment is expected to alleviate all of that confusion by providing one key contact. 

	WHY IS AN OFFICE OF DUAL ENROLLMENT NEEDED? 
	An Office of Dual Enrollment is strongly needed at MMCC. With the recent expansion in growth of dual enrollment (a 66% increase in headcount from 2012–16), resources have been stretched thin. In spite of the increased revenues that the college has realized from dual enrollment, MMCC has not adjusted its internal organization to support the growth; it simply added parts of the job to existing staff members. This resulted in many people feeling overwhelmed by the volume of additional work outside of their tra
	In addition, both internal and external communication has become a challenge related to dual enrollment. Without a centralized office or central voice, all areas feel they have a say in dual enrollment, and everyone thinks that it is permissible for their own department to contact a high school directly. Various departments —from the Business Office to Admissions to Academics to the Registrar to Advising— all communicate with a high school principal and/or guidance counselor. This often makes the customer e
	Finally, there has never been any direct leadership from the institution regarding the dual enrollment effort. Because MMCC is heavily tuition-dependent, the administration has advocated for increased credit hours, no matter where they came from. However, the academic infrastructure has been at-or over-capacity for some time now, and the college simply cannot accommodate more off-campus course offerings. As dual enrollment has been expanding, high schools are primarily requesting MMCC to offer these off-cam
	Finally, there has never been any direct leadership from the institution regarding the dual enrollment effort. Because MMCC is heavily tuition-dependent, the administration has advocated for increased credit hours, no matter where they came from. However, the academic infrastructure has been at-or over-capacity for some time now, and the college simply cannot accommodate more off-campus course offerings. As dual enrollment has been expanding, high schools are primarily requesting MMCC to offer these off-cam
	their K-12 building. Because of geographic distances, it is difficult for high school students to travel to campus for selected classes and then return to their high schools for their remaining schedules. Thus, high schools prefer for MMCC to offer the college courses within the high school facilities. 

	All of these challenges can be overcome with an Office of Dual Enrollment. This newly established office will allow the institution to communicate with all stakeholders with one unified voice. The Office of Dual Enrollment will also lead the charge for the college to create and craft a vision for dual enrollment utilizing a variety of stakeholders. Once that occurs and the course it set, then internal communication can be consistent. There will no longer be a push/pull between administration saying grow dua
	CONCLUSION 
	This chapter has provided an introduction to dual enrollment, as well as to the organizational structure at Mid Michigan Community College as it experienced a rapid expansion of its dual enrollment offerings. The purpose of the product dissertation is to describe the functions and structure of an Office of Dual Enrollment. This will include organizational structure and analysis, job descriptions, budgets, staffing, key tasks and more to ensure an effective and efficient implementation of the Office by MMCC.
	This chapter has provided an introduction to dual enrollment, as well as to the organizational structure at Mid Michigan Community College as it experienced a rapid expansion of its dual enrollment offerings. The purpose of the product dissertation is to describe the functions and structure of an Office of Dual Enrollment. This will include organizational structure and analysis, job descriptions, budgets, staffing, key tasks and more to ensure an effective and efficient implementation of the Office by MMCC.
	success, and why colleges should incorporate a strong dual enrollment program into curricular offerings. 

	CHAPTER TWO: LITERATURE REVIEW 
	INTRODUCTION 
	In creating an Office of Dual Enrollment, it is important to consider the research and literature of the various aspects that makes up a strong dual enrollment program. Components related to where the placement of the Office within a community college’s organizational structure, as well as best practices related to academic advising, and dual enrollment academic success should all be carefully considered. Additionally, the National Alliance of Concurrent Enrollment Partnerships (NACEP) is an accrediting bod
	ORGANIZATIONAL STRUCTURE 
	As stated previously, one of the challenges MMCC faced with its rapid growth in dual enrollment was caused by the organizational structure of the college. Responsibility for dual enrollment rested in two different college divisions: Academics and Student Services. As the number of dual enrolled students continued to climb, resources had to be added to the existing organizational structure without a review of efficiency. The increase in dual enrollment resulted in a need for multiple departments to work dire
	As stated previously, one of the challenges MMCC faced with its rapid growth in dual enrollment was caused by the organizational structure of the college. Responsibility for dual enrollment rested in two different college divisions: Academics and Student Services. As the number of dual enrolled students continued to climb, resources had to be added to the existing organizational structure without a review of efficiency. The increase in dual enrollment resulted in a need for multiple departments to work dire
	should reside in the institution is an important consideration when designing an Office of Dual Enrollment. 

	Traditionally speaking, higher education organizations are horizontally oriented and only loosely connected. According to Keeling and others, this is to allow for creative thinking and to respect and encourage the autonomy of different disciplines (Keeling, Underhile, & Wall, 2007, 
	p. 22). This approach provides context and a challenge for locating an Office of Dual Enrollment within the organization. An office such as this needs to be very cross-departmental and even cross-divisional in nature. In fact, Keeling and others continue to argue that student affairs divisions (which an Office of Dual Enrollment could, and should, very well be) are particularly disadvantaged in traditional higher education organizational structures due to their “across the college” approach (Keeling, Underh
	Interestingly, Underwood and Hammons studied community college organizational structure in 1999. They looked at how often presidents reviewed their current organizational structure, how likely they were to change, and what type of model would benefit their institutions in the future. Even though dual enrollment is not a specific topic of study that Underwood and Hammons looked at in 1991, their findings are useful. They reported that “71% of community college presidents have reviewed their organizational st
	The reason for organizational change is important to consider as well. As noted previously, there is no current Office of Dual Enrollment at MMCC. However, that does not mean that it can be housed in any division or department. According to Heather Gordon, four key tenets must be followed when working on organizational design. They include these four: “(1) it must achieve a new level of cost effectiveness; (2) it must create a higher level of service; 
	(3) it must develop a true research and development capability; and (4) it must rapidly develop and make rational a new, flexible organizational culture” (Gordon, 2000, p. 5). 
	Finding an appropriate “home” for the Office of Dual Enrollment within the college’s existing organizational structure is one of the most important under takings of this process. Followed closely behind that will be how to incorporate student service areas into the Office. 
	ACADEMIC ADVISING 
	Academic advising is a student service that once was an afterthought for dual enrolled students. Over time, however, students accumulate greater amounts of college credits prior to high school graduation. It is not uncommon at MMCC for a dual enrolled student to graduate high school with twenty or more college credits. This makes academic advising for dual enrolled students even more important. The question becomes, how does one provide academic advising when the majority of dual enrolled students do not at
	According to a 2018 report by the Center for Community College Student Engagement (CCSSE) on academic advising, students who see academic advisors are more engaged (Center for Community College Student Engagement [CCSSE], 2018, p. 4). In that same report, data suggests that 62% of new entering students meet with an advisor, but 78% of returning 
	According to a 2018 report by the Center for Community College Student Engagement (CCSSE) on academic advising, students who see academic advisors are more engaged (Center for Community College Student Engagement [CCSSE], 2018, p. 4). In that same report, data suggests that 62% of new entering students meet with an advisor, but 78% of returning 
	students meet with an advisor. According to returning students surveyed for the report, 68% of them agreed that academic advising/planning is “very important” while 90% of faculty agreed that academic advising/planning is “very important” (p. 4). As the data shows that academic advising is very important to students’ success, let’s look at the different models for academic advising. 

	Indeed, research by Allen, Smith, and Muehleck (2013) seem to back up this notion. They studied what academic advising traits are important to community college students who plan to transfer. Since this often describes a dual enrolled student, their research here is beneficial. Students attending a community college while planning to transfer found: 
	…more sources from which to receive advising and more significant relationships, even friendships, with advisors at their colleges. Post-transfer students (those who started at a community college and then transferred to a 4-year institution) reported difficulty navigating 4-year institutions and disappointment when their high expectations for universities went unrealized. (p. 332) 
	Some of those sources of advising can include not only actual academic advisors, but other community college staff, faculty, and students. Developmental advising is a type of academic advising that is also known as holistic advising (Grites, 2013, p. 5). Developmental advising, as the name suggests, focuses on developing the student and the student’s growth. Learning about the student’s life goals, academic goals, and creating plans are all key tenets of developmental advising. In order for all of this to o
	Grites goes on to explain that developmental advising is essentially an aspect of teaching, where the content is the requirements for the program of study. As the student shares information to the academic advisor, conversations may change and expand or contract. The advisor plays the role of teacher as they look for feedback and frequently checks for understanding (Grites, 2013). 
	A second type of academic advising is called prescriptive advising. Prescriptive advising puts the onus on the academic advisor to have the answers, and then relay those answers to the student. Whereas developmental advising is a conversation between the advisor and the student, prescriptive advising is a one-way communication from the advisor to the student (“Theories of Advising,” 2015). 
	Research done by Kelly Dedmon (2012) as part of her dissertation found that Millennial and first-generation students preferred prescriptive academic advising: Millennial students, minorities, first-generation students, and first year students reported a preference for prescriptive advising (Brown & Rivas, 1994; Smith, 2002). First-year students indicated they expected the advisors to be experts and tell them what classes to take to fulfill program requirements (Smith, 2002). While prescriptive advising prov
	This is an important concept to remember as the age and type of dual enrolled student frequently skews toward millennials and first-generation students. 
	The third major type of academic advising is intrusive advising. Intrusive advising may be best known as proactive advising and started with the work of Robert Glennen in the 1970s. Proactive advising combines aspects of development advising and prescriptive advising. One 
	The third major type of academic advising is intrusive advising. Intrusive advising may be best known as proactive advising and started with the work of Robert Glennen in the 1970s. Proactive advising combines aspects of development advising and prescriptive advising. One 
	fundamental difference with proactive advising is reaching out to students with information before they ask for it. It also picks key or strategic points in a student’s life cycle, and communicates with them at that point (Varney, 2012). 

	According to Donaldson, McKinney, and others (2016), intrusive academic advising is a promising practice. They define intrusive advising as a student meeting at least twice with their advisor during a semester, once prior to and once after the midpoint of the semester. During the sessions, advisors map out the students’ short-and long-term academic plans, review their career choice, and plot a schedule for remaining courses, all while reminding students of important academic calendar dates. The students par
	• 
	• 
	• 
	Being required to participate in advising 

	• 
	• 
	Having an assigned advisor 

	• 
	• 
	Participating in degree-planning activities 

	• 
	• 
	Opportunities for individualized support 


	All of these benefits sound promising. But with the benefits of intrusive academic advising, Donaldson and others (2016, p. 35), also reported limitations of the model. These included: 
	• 
	• 
	• 
	Negative connotation of required advising 

	• 
	• 
	Limited use of available advising tools and technologies 

	• 
	• 
	Lack of self-sufficiency in course selection 

	• 
	• 
	Need for increased advisor availability 


	Academic advising is a critical component to the Office of Dual Enrollment. According to Light, “good advising may be the single most underestimated characteristic of a successful 
	college experience” (Light, 2001, para. 1). As stated previously, as students accumulate more and more dual enrollment credits, a strong advising model is paramount to the student’s success. In recognizing the unique challenges of serving a K-12 dual enrolled student, the academic advising model needs to differ from traditional advising since students are rarely, if ever, on-campus and high school students will have unique challenges. 
	ACADEMIC BENEFITS OF DUAL ENROLLMENT 
	As dual enrollment has increased, focus has begun to shift on whether the quality of the product and the dual enrollment program are worth the effort (and dollars) associated. Key stakeholders including the K-12 partner, the community college, and the state are often questioning the return on investment. According to Davis Jenkins, senior research associate at the Community College Research Center at Teachers College of Columbia University, policymakers are beginning to demonstrate concern about the quality
	Community colleges lead the way in making accelerated learning options available (Hoffman, Vargas, & Santos, 2009, p. 43). According to Vargas and Hoffman (2006), as many as 17% of high school students from Florida and Rhode Island graduate high school with college credit, many of whom never envisioned going to college. The researchers go on to recommend to state governing bodies that they drastically increase funding and participating in dual enrollment programs in Florida and Rhode Island. In fact, their 
	Secondly, dual enrollment is a way for higher ability students to continue to challenge themselves academically, especially if the options for academically rigorous courses at the local high school have been exhausted by the student. According to a study conducted and published in The Rural Educator, high school seniors typically view their 12grade year as a time to take easy classes. Dual enrollment helps high performing students maintain academic rigor through graduation. As a result, they are more likely
	th 

	Setting themselves up for success in the future is a great consequence for dual enrolled students. According to Wolniak and Engberg (2010), students who increase their high school GPA by one grade will translate into an approximately one-quarter of a grade increase in their college GPA. All of this translates to work completed by An (2013). He found that dual enrollees earn a college GPA 0.11 points higher than non-dual enrolled students and Kim & Bragg (2008) point out that dual enrollees are less likely t
	Finally, there is research that suggests that students who dual enroll in high school have a greater chance of completing their degree. According to research from the Community College Research Center at Columbia University, nearly half (46%) of dual enrolled students who first went to a community college attained a postsecondary credential within five years from high school (Community College Research Center, 2017). When looking specifically at Michigan, the research showed that former dual enrolled studen
	Finally, there is research that suggests that students who dual enroll in high school have a greater chance of completing their degree. According to research from the Community College Research Center at Columbia University, nearly half (46%) of dual enrolled students who first went to a community college attained a postsecondary credential within five years from high school (Community College Research Center, 2017). When looking specifically at Michigan, the research showed that former dual enrolled studen
	than the national numbers (46%). Additionally, low income former dual enrolled Michigan students beat the national average by three percentage points (46% to 43%). 

	It is clear from the review of this literature that students have the potential to find success in their dual enrollment classes. Further, research shows that students who start with dual enrollment in high school are likely to finish with a degree or credential. 
	NATIONAL ALLIANCE FOR CONCURRENT ENROLLMENT PARTNERSHIPS (NACEP) 
	The National Alliance for Concurrent Enrollment Partnerships (NACEP) is the only accrediting organization for concurrent and dual enrollment that works to “ensure that college courses taught by high school teachers are as rigorous as courses offered on the sponsoring college campus” (“NACEP,” n.d.). NACEP is a national agency that has been accrediting colleges since 2004. Headquartered in North Carolina, it is the pre-eminent accrediting body for concurrent enrollment. 
	NACEP has 16 national standards that focuses on six main categories. The main categories are: partnerships, faculty, assessment, curriculum, student, and program evaluation (“NACEP,” n.d.). According to NACEP’s website, the following are the complete standards: 
	Partnership 
	Partnership 

	P1: The concurrent enrollment program aligns with the college/university mission and is supported by the institution’s administration and academic leadership. P2: The concurrent enrollment program has ongoing collaboration with secondary 
	school partners. 
	Faculty 
	Faculty 

	F1: All concurrent enrollment instructors are approved by the appropriate 
	college/university academic leadership and must meet the minimum qualifications for 
	instructors teaching the course on-campus. 
	F2: Faculty liaisons at the college/university provide all new concurrent enrollment instructors with course-specific training in course philosophy, curriculum, pedagogy, and assessment prior to the instructor teaching the course. 
	F3: Concurrent enrollment instructors participate in college/university provided annual discipline-specific professional development and ongoing collegial interaction to further enhance instructors' pedagogy and breadth of knowledge in the discipline. 
	F4: The concurrent enrollment program ensures instructors are informed of and adhere to program policies and procedures. 
	Assessment 
	Assessment 

	A1: The college/university ensures concurrent enrollment students' proficiency of learning outcomes is measured using comparable grading standards and assessment methods to on-campus sections. 
	Curriculum 
	Curriculum 

	C1: Courses administered through a concurrent enrollment program are college/university catalogued courses with the same departmental designations, course descriptions, numbers, titles, and credits. 
	C2: The college/university ensures the concurrent enrollment courses reflect the learning objectives, and the pedagogical, theoretical and philosophical orientation of the respective college/university discipline. 
	C3: Faculty liaisons conduct site visits to observe course content and delivery, student discourse and rapport to ensure the courses offered through the concurrent enrollment program are equivalent to the courses offered on-campus. 
	Student 
	Student 

	S1: Registration and transcription policies and practices for concurrent enrollment students are consistent with those on-campus. 
	S2: The concurrent enrollment program has a process to ensure students meet the course prerequisites of the college/university. 
	S3: Concurrent enrollment students are advised about the benefits and implications of taking college courses, as well as the college's policies and expectations. 
	S4: The college/university provides, in conjunction with secondary partners, concurrent enrollment students with suitable access to learning resources and student support services. 
	Program Evaluation 
	Program Evaluation 

	E1: The college/university conducts end-of-term student course evaluations for each 
	concurrent enrollment course to provide instructors with student feedback. 
	E2: The college/university conducts and reports regular and ongoing evaluations of the 
	concurrent enrollment program effectiveness and uses the results for continuous 
	improvement. (NACEP, n.d., n.p.) 
	Typically, the process to gain accreditation involves years of gathering data/evidence to support the meeting of the standards, including a year to complete the entire accreditation process. Peer review teams are assigned to applicants who then review the evidence that the institution provides. The process is thorough and intense as indicated by the number of programs accredited. Nationally, 104 institutions are accredited through NACEP. In Michigan, only two are accredited. Besides MMCC, Baker College, a p
	CONCLUSION 
	When developing an Office of Dual Enrollment, it is important to consider published literature and best practices. With that in mind, each institution will need to tailor its approach to what makes sense for their institution and its climate. In establishing a strong dual enrollment presence, particular attention should be applied to aligning and providing student services to dual enrolled students. Finally, if dual enrollment programs are offered at locations other than the college/university, a strong con
	When developing an Office of Dual Enrollment, it is important to consider published literature and best practices. With that in mind, each institution will need to tailor its approach to what makes sense for their institution and its climate. In establishing a strong dual enrollment presence, particular attention should be applied to aligning and providing student services to dual enrolled students. Finally, if dual enrollment programs are offered at locations other than the college/university, a strong con
	credits earned through concurrent enrollment. Finally, it offers national leadership opportunities for concurrent enrollment professionals” (“Benefits for Accreditation,” n.d., n.p.). 

	CHAPTER THREE: METHODS 
	INTRODUCTION 
	It is clear from this researcher’s perspective that an Office of Dual Enrollment is needed for many reasons. As stated previously, the top two goals for the Office of Dual Enrollment would be to increase customer service to established K-12 partners and to streamline processes internally at MMCC. Increasing customer service is imperative due to the extent to which MMCC is reliant on partnerships and the subsequent tuition. Tuition accounts for 72% of revenues at MMCC. Providing more efficient and streamline
	Over the past five years, overall college enrollment at MMCC has been steadily decreasing. However, the state of Michigan expanded dual enrollment opportunities for students with its passage of the updated Postsecondary Enrollment Options Act in 2012. This relaxed the regulations surrounding eligibility for dual enrollment classes and required high school districts to give students that opportunity to take dual enrollment classes and support (pay) for them. This resulted in large gains in dual enrolled stud
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	Figure 2: MMCC Student Enrollment for Fall Semesters by Student Type 
	While the number of dual enrolled students was increasing, other sub-populations of MMCC’s enrollment were shrinking. Returning students, guest students, and transfer student groups have all seen recent decreases. Dual enrolled students were necessary in order to offset the decreases in other student types. 
	All of these factors led to the college to focus heavily on dual enrollment as an enrollment management target. That deliberate effort led to sharp increases in dual enrollment. But it also fractured some external relationships and internal relationships and processes. The growth occurred so quickly that staff from multiple areas were involved in the growth. While this is not bad, it does make it difficult to scale operations. Ultimately, many individuals at MMCC were communicating directly with K-12 distri
	All of these factors led to the college to focus heavily on dual enrollment as an enrollment management target. That deliberate effort led to sharp increases in dual enrollment. But it also fractured some external relationships and internal relationships and processes. The growth occurred so quickly that staff from multiple areas were involved in the growth. While this is not bad, it does make it difficult to scale operations. Ultimately, many individuals at MMCC were communicating directly with K-12 distri
	college heard repeatedly how difficult the communication had become between the K-12 school and MMCC because high school personnel do not know who to contact. 

	Internally, there is a need to institutionalize an Office of Dual Enrollment. Because dual enrollment has been “everyone’s job,” it has been difficult to chart a course and stay on a path. Competing factions within the institution all have different opinions and priorities in terms of dual enrollment. For example, it is difficult for academic advising to allocate resources to off-campus dual enrollment advising when they have students on-campus that need advising. This same type of challenge applies to othe
	WHY CREATE AN OFFICE OF DUAL ENROLLMENT? 
	As mentioned previously, over the past three or four years, dual enrollment has exploded not only at MMCC, but across the state of Michigan. Dual enrollment generally dominated the conversations at conferences and other networking events. What was clear to this researcher is that each institution handled dual enrollment differently. While most community colleges in Michigan were seeing huge swells in dual enrollment, they have been adjusting to the increase differently. Some colleges were very intentional i
	As mentioned previously, over the past three or four years, dual enrollment has exploded not only at MMCC, but across the state of Michigan. Dual enrollment generally dominated the conversations at conferences and other networking events. What was clear to this researcher is that each institution handled dual enrollment differently. While most community colleges in Michigan were seeing huge swells in dual enrollment, they have been adjusting to the increase differently. Some colleges were very intentional i
	the recruitment of dual enrolled students and others did not have a specific focus on dual enrollment. 

	As MMCC worked to get a handle on its dual enrollment programming and staffing, this researcher began to research what other institutions were doing and how they were structured. What became abundantly clear was the lack of research in this area. Scholarly research related to the academic merits of dual enrollment were beginning to trickle out, but there was, and continues to be, a lack of formal research on the many other components of dual enrollment. Therefore, this internal project at the college was de
	COMPONENTS OF AN OFFICE OF DUAL ENROLLMENT 
	For other institutions wishing to design an Office of Dual Enrollment, it is important to remember that this project has focused specifically on Mid Michigan Community College. As with any higher education institution, MMCC has its own unique organizational structure. This model’s organizational structure, job descriptions, budgets, policies and procedures, and key timelines may or may not work for another organization. That being said, in the research this researcher has conducted related to organizational
	This dissertation has focused on these main components related to establishing a new office at a college: organizational structure, job descriptions, departmental budget, policies and 
	This dissertation has focused on these main components related to establishing a new office at a college: organizational structure, job descriptions, departmental budget, policies and 
	procedures, and finally, the ability to scale the office based upon drastic increases or decreases in enrollment. 

	ORGANIZATIONAL STRUCTURE 
	The first topic to consider is the organizational structure. Where should the Office of Dual Enrollment be located institutionally? Should it be primarily an Admissions function? Should it be academic in nature and therefore be housed on the academic side of the institution? Or should it be housed underneath the student services portion of MMCC? The best way to understand MMCC’s current organizational structure is visually (see Figure 3). 
	Figure
	Figure 3: MMCC Organizational Structure 
	JOB DESCRIPTIONS AND PERSONNEL 
	Once the organizational structure had been determined, work began to determine the personnel responsible for the work that was to be carried about by the Office of Dual Enrollment. A review of the chief duties and responsibilities for this office is located in Chapter One. With the assistance of the Executive Director of Personnel Services, along with many other staff members, job descriptions were formalized for the various positions that will work in the Office of Dual Enrollment. 
	The job descriptions were a combination of current job descriptions for staff at MMCC, additional dual enrollment tasks that are currently being done but not formalized in a job description, and tasks that are not being completed that are necessary in a new office. Salary requirements and consideration occurred with the assistance of the Personnel Services office. Personnel Services, MMCC’s version of Human Resources, evaluates positions based on comparable positions with other similar-sized community colle
	BUDGETS AND PROCEDURES 
	The biggest component of the departmental budget for the Office of Dual Enrollment is total staff compensation. After setting the salary levels in the job descriptions, benefit calculations can occur. Benefits such as medical insurance, retirement, Social Security, and other fringe benefits are known figures. These benefits and salary take up the largest percentage of the total budget. 
	Other items, such as staff travel, postage, office supplies, copying, and phone call costs are also included in the departmental budget. And while these are largely estimates, some calculations can be made. It is important to note that while the budget does have new expenditures not previously allocated by the college, many of the items would be budget transfers. For instance, the postage related to all student communications for dual enrolled students was previously handled by the Admissions department. No
	Other items, such as staff travel, postage, office supplies, copying, and phone call costs are also included in the departmental budget. And while these are largely estimates, some calculations can be made. It is important to note that while the budget does have new expenditures not previously allocated by the college, many of the items would be budget transfers. For instance, the postage related to all student communications for dual enrolled students was previously handled by the Admissions department. No
	transferred from Admissions to the Office of Dual Enrollment. The same can be said for some personnel expenditures. But there is no escaping that this office is going to require new college resources. The budget was created with the assistance of the Mid Michigan Community College business office. They provided percentages and hard numbers for many of the employee benefits. 

	The procedures and timelines will be the core tenets of the office. Currently, many of the processes related to dual enrollment have been created to avoid problems or issues. Because the growth was so rapid, procedures have simply been amended over time, without regard to the efficiency or timing of the task. As a result of this dissertation, the procedures and timelines have been redone with the assistance of those who work with the dual enrollment population at Mid Michigan Community College. After laying
	ABILITY TO SCALE 
	The final component of this dissertation is the ability to scale the office. This plan may be altered depending on fluctuations in enrollment, the size of the institution looking to implement an Office of Dual Enrollment, or the amount of resources available by the institution. For the purpose of this model’s plan, the optimal enrollment will be 1,000 dual enrolled students. An enrollment increase of 500 students would necessitate a different plan for the Office of Dual Enrollment, as would an enrollment de
	To plan for these enrollment fluctuations and take appropriate actions, a review of the most critical job duties and functions occurred. It was then determined what staff and resources are needed to accomplish those job duties and functions. Obviously, with lower levels of enrollment, fewer resources will be available. The budget and overall function of the office would need to be trimmed. Conversely, an increased enrollment is going to bring in additional revenues and an additional workload. The staff and 
	CONCLUSION 
	Now that the reader has a thorough understanding of the scope of the issue of dual enrollment, the challenges that were uniquely presented to MMCC, formal research around the topic of dual enrollment, and the justification for why this project is important, Chapter Four will present the formal plan for properly addressing a dual enrolled student population. The model describes job descriptions, organizational plans, budgets, key tasks and timelines, procedures, and scalability scenarios that form the nucleu
	CHAPTER FOUR: THE OFFICE OF DUAL ENROLLMENT 
	INTRODUCTION 
	Chapters One, Two, and Three of this dissertation provided a framework and a foundation for understanding why an Office of Dual Enrollment is needed. An overview of dual enrollment, research related to the different areas that deal with dual enrollment was presented, and a case was made for why such an office was needed was presented in previous chapters. Chapter Four presents a model for this office: Where would it reside within the college? Who would staff it and what would their roles be? What would thei
	PLACEMENT WITHIN AN ORGANIZATION’S STRUCTURE 
	Pictured in Figure 4 is the current organizational structure at MMCC. The placement of the Office of Dual Enrollment at MMCC is very strategic. Like many areas of the college, this Office will cross through, and interact with, many different departments on-campus. As noted in the Literature Review, most higher education organizational structures are horizontally oriented and only loosely connected (Keeling, Underhile, & Wall, 2007, p. 22). However, dual enrollment processes cross many different divisions. F
	Pictured in Figure 4 is the current organizational structure at MMCC. The placement of the Office of Dual Enrollment at MMCC is very strategic. Like many areas of the college, this Office will cross through, and interact with, many different departments on-campus. As noted in the Literature Review, most higher education organizational structures are horizontally oriented and only loosely connected (Keeling, Underhile, & Wall, 2007, p. 22). However, dual enrollment processes cross many different divisions. F
	traditionally on a campus only, but an entirely different and more complex scenario which includes operating college classes within a high school. Student Services is also heavily involved in dual enrollment. Dual enrolled students apply, register, attend orientation and attend academic advising appointments. Finally, the billing for dual enrollment is complex. High schools pay either all or the majority of the dual enrollment costs (this is different for each district) and that may or may not leave a balan

	Sponsorships need to be created to charge students’ dual enrollment bills to the school and they also pay on a different timeline than a traditional student. A sponsorship is a billing procedure that essentially allows a separate entity to pay all or a portion of a student bill. In this case, the bill is sent to the school district. But because of the laws that govern what is and is not covered by the legislation related to cost, each school district could conceivably pay a different amount of the total cos
	Sponsorships need to be created to charge students’ dual enrollment bills to the school and they also pay on a different timeline than a traditional student. A sponsorship is a billing procedure that essentially allows a separate entity to pay all or a portion of a student bill. In this case, the bill is sent to the school district. But because of the laws that govern what is and is not covered by the legislation related to cost, each school district could conceivably pay a different amount of the total cos
	Services or Academic Services were “in charge” of dual enrollment for the institution. That could have implications as far as institutional policy and priority relating to growth or advancement or contradiction of dual enrollment. It definitely would sway internal institutional politics that are common at higher education institutions. Therefore, because of the need for the Office of Dual Enrollment to often cross divisional boundaries within the college and the realization that dual enrollment in general c

	Within MMCC’s current organizational structure, there are four main divisions. These are Community Outreach & Advancement, Academic Services, Finance & Business Operations, and Student Services. Secondly, there are many other areas of the college that supports the work of all four of these main divisions. Examples of these include Institutional Research, Safety, Technology, Human Resources, Marketing & Strategic Communications, International Programs, Workforce & Economic Development, and the MMCC Foundatio
	Figure
	Figure 4: MMCC Current Organizational Structure, without an Office of Dual Enrollment 
	In reviewing the main divisions of the college for a logical location for an Office of Dual Enrollment, it is apparent that Finance & Business Operations is not a good fit. The Finance & Business Operations division mostly focuses on handling the business aspect of the college, and they explicitly do not deal with any student services or academic services, the two largest components of dual enrollment. 
	A case could be made for Academic Services, but the Office of Dual Enrollment is so much more than an academic function. Without a doubt, at the core of dual enrollment is the 
	A case could be made for Academic Services, but the Office of Dual Enrollment is so much more than an academic function. Without a doubt, at the core of dual enrollment is the 
	academic experience of the student taking a college class. The academic experience includes the relationship that the student builds with the instructor, the content presented and learned throughout the course, and the successful completion of the outcomes related to the class. But when one adds on all of the communication with different stakeholders, hosting orientations, and providing student support services such as academic advising, holding the Office within that division is too much for Academic Servi

	The logic applies when considering placing the Office of Dual Enrollment within the Student Services division. On the surface, many of the services provided by an Office of Dual Enrollment seem to make sense to put it in Student Services. In fact, this is the quasi-model that is used by MMCC currently as it relates to dual enrollment. One of the challenges about placing it within Student Services is that so much of dual enrollment relates to academics, that it is not a natural fit to be placed within the St
	The division that makes the most sense is Community Outreach and Advancement. There are many reasons why this is the best location for the Office of Dual Enrollment. When one thinks about the nature of dual enrollment, the outcomes (academic and other) associated with dual enrollment, and the amount of coordination necessary between multiple divisions at the college, Community Outreach and Advancement makes the most sense. For starters, in many cases dual enrollment can be a family’s first interaction with 
	Figure
	Figure 5: MMCC Organizational Structure, with Office of Dual Enrollment 
	In researching other community colleges within the state of Michigan, their dual enrollment efforts and organizational structure differ. Delta College, the closest community college to MMCC, also has a Director of Dual Enrollment position. It is housed within the Academic Services division. According to Delta’s website, in 2017, they had 10,027 students with 1,143 of them being currently dual enrolled students. That equates to about 11% of their total population being dual enrolled students, which is signif
	In researching other community colleges within the state of Michigan, their dual enrollment efforts and organizational structure differ. Delta College, the closest community college to MMCC, also has a Director of Dual Enrollment position. It is housed within the Academic Services division. According to Delta’s website, in 2017, they had 10,027 students with 1,143 of them being currently dual enrolled students. That equates to about 11% of their total population being dual enrolled students, which is signif
	the 13 essential duties and job functions deal with anything related to Student Services. Delta College provides off-campus courses at five of their area high school partners. When comparing Delta’s dual enrollment efforts to MMCC’s, they appear similar. Both of them have roughly 1,000 dual enrolled students and provide courses in roughly the same number of partner high schools. However, Delta’s overall enrollment is twice that of MMCC’s, which means Delta relies much less on the success of its dual enrollm

	Placing the Office of Dual Enrollment within the Community Outreach and Advancement division, under the umbrella of K-12 Partnerships is a complex decision. It is not a decision made lightly. As with any decision, there are pros and cons to consider. For instance, by placing the Office of Dual Enrollment within a new area of Community Outreach and Advancement, that decision squarely puts dual enrollment as a function of outreach. This is critical because having a strong dual enrollment program at MMCC allow
	Additionally, due to the current initiatives within the state of Michigan surrounding dual enrollment and the potential of growth, it would benefit the college to view dual enrollment as a vehicle for growth. That applies to not only student enrollment growth, but also geographic 
	Additionally, due to the current initiatives within the state of Michigan surrounding dual enrollment and the potential of growth, it would benefit the college to view dual enrollment as a vehicle for growth. That applies to not only student enrollment growth, but also geographic 
	territory growth. When speaking of geographic growth, the state of Michigan has 28 community colleges. Each of them has established in-district boundaries. Unfortunately, there are many communities and geographic areas within the state that do not reside “in-district” to any community college. This means that they will pay out-district tuition rates to any community college in the state since they do not provide property taxes to any community college. These areas are prime targets within Michigan for MMCC 

	Figure
	Figure 6: Michigan Community College Territories (Senate Fiscal Agency, 2009) 
	In the past at the college, Student Services and Academic Services have both voiced strong, often opposing views, about dual enrollment growth. Student Services, recognizing the need to increase college enrollment, often advocated for growing dual enrollment (especially off-campus dual enrollment) as rapidly as possible while still ensuring a quality academic experience. Those in Student Services recognized the changing landscape within the state in the ways that schools, students, and their parents viewed 
	In the past at the college, Student Services and Academic Services have both voiced strong, often opposing views, about dual enrollment growth. Student Services, recognizing the need to increase college enrollment, often advocated for growing dual enrollment (especially off-campus dual enrollment) as rapidly as possible while still ensuring a quality academic experience. Those in Student Services recognized the changing landscape within the state in the ways that schools, students, and their parents viewed 
	a larger and stronger foothold and pipeline of dual enrollment. Much of this growth would occur by increasing offerings of off-campus (located at a high school) dual enrollment courses. 

	Academic Services was not as enthusiastic about the prospects of that growth. As younger high school students began participating in more dual enrollment classes, faculty were concerned about the students’ level of academic readiness. There was some concern whether students were self-directed, mature, and disciplined enough to be successful in a dual enrollment class. The academic division was concerned about having enough faculty to staff those sections. The Higher Learning Commission’s decision to require
	Because of the unique tuition pricing model for enhanced dual enrollment districts where they received a discount on tuition, Academic Services also argued that the college lost 
	Because of the unique tuition pricing model for enhanced dual enrollment districts where they received a discount on tuition, Academic Services also argued that the college lost 
	potential revenue by offering these classes at a discount in a high school, when those same high school students could take those classes at full price on the MMCC campus once they graduated high school. Student Services countered that high school students were going to take those classes as dual enrollment regardless, and if MMCC was not going to provide the service to them, another institution would. This fraction within the college existed as dual enrollment growth was occurring at MMCC. By placing the O

	By creating a new “K-12 Partnerships” area within the division of Community Outreach and Advancement, the college can garner some efficiency with administration of some poorly aligned areas currently offered within the college. Some examples of these areas include other K-12 outreach efforts such as Students of Promise, Educational Talent Search, Early Colleges, Local College Access Networks, as well as any academic content outreach to K-12 schools. Currently, these efforts are scattered throughout the coll
	By creating a new “K-12 Partnerships” area within the division of Community Outreach and Advancement, the college can garner some efficiency with administration of some poorly aligned areas currently offered within the college. Some examples of these areas include other K-12 outreach efforts such as Students of Promise, Educational Talent Search, Early Colleges, Local College Access Networks, as well as any academic content outreach to K-12 schools. Currently, these efforts are scattered throughout the coll
	between the college and K-12 districts. By pairing these other K-12 outreach initiatives with an Office of Dual Enrollment, it allows MMCC to effectively and efficiently serve its K-12 partners. 

	PERSONNEL / JOB DESCRIPTIONS 
	The Office of Dual Enrollment within the new K-12 Partnerships area of the Community Outreach and Advancement division will have to be multi-functional and work across the college. An administrative position that largely handles coordination between the different areas of the college most impacted by dual enrollment (chiefly academics and student services) makes the most sense. This also aims to combat many of the challenges outlined in previous chapters about how dual enrollment is currently done at MMCC. 
	The K-12 Partnerships area of the college, and specifically the Office of Dual Enrollment, will be led by a Director of K-12 Partnerships and will have two staff members. Those two staff members will have a dual reporting structure. They are the Dual Enrollment Academic Coordinator and the Mid Mentor-Dual Enrollment. The updated organizational chart that shows these positions appears below. 
	Figure
	Figure 7: MMCC Organizational Structure, with Office of Dual Enrollment Positions 

	Director of K-12 Partnerships 
	Director of K-12 Partnerships 
	The Director of K-12 Partnerships will be a newly staffed position. The Director of K-12 Partnerships will be responsible for organizing, leading, coordinating, and evaluating the dual enrollment effort at the college, among other tasks. As stated previously, this administrative leader will coordinate all K-12 outreach efforts including areas such as Educational Talent Search, Students of Promise, Early Colleges, Local College Access Networks, academic content 
	The Director of K-12 Partnerships will be a newly staffed position. The Director of K-12 Partnerships will be responsible for organizing, leading, coordinating, and evaluating the dual enrollment effort at the college, among other tasks. As stated previously, this administrative leader will coordinate all K-12 outreach efforts including areas such as Educational Talent Search, Students of Promise, Early Colleges, Local College Access Networks, academic content 
	outreach, etc. This position is vital in terms of strategically planning, executing, and evaluating success of the various outreach efforts to K-12 schools. 

	The Director will need to have strong knowledge about both the K-12 and higher education environments. This person will need to be able to “translate” the language, acronyms, and priorities that each entity may have to arrive at a common agenda for dual enrollment programming. The Director will need to be a skilled facilitator by working through the various higher education silos to provide a strong product in dual enrollment and will need to be able to achieve enrollment targets and assess and evaluate ope
	The Director of K-12 Partnerships will also be responsible for meeting with K-12 personnel and “selling” dual enrollment at MMCC. The sales process would involve the Director going to high schools that are not currently utilizing MMCC as their dual enrollment partner. There would be a series of meetings to determine what the plan and vision is from that high school for their dual enrollment needs. This could range from wanting their students to be exposed to classes and taking them online to offering a coll
	The Director of K-12 Partnerships will also be responsible for meeting with K-12 personnel and “selling” dual enrollment at MMCC. The sales process would involve the Director going to high schools that are not currently utilizing MMCC as their dual enrollment partner. There would be a series of meetings to determine what the plan and vision is from that high school for their dual enrollment needs. This could range from wanting their students to be exposed to classes and taking them online to offering a coll
	determine what level and how MMCC could best support the high school in realizing its vision. After finalizing that plan, the director would then meet with the high school to deliver the plan and discuss the financial cost for the school. After all sides agree on this, the Academic Coordinator and Mid Mentor would begin to execute the plan. 

	From a non-dual enrollment point of view, the Director of K-12 Partnerships will oversee compliance for the federal TRiO grant, Educational Talent Search. This program works with 500 6to 12grade students and prepares them to get into and succeed in college. It will also provide oversight of the MMCC Foundation’s Students of Promise programs. Funded by the MMCC Foundation, this program provides intense support to 150 select 7to 12grade students who have the capacity to succeed in college. They also will sit 
	th 
	th 
	th 
	th 


	Dual Enrollment Academic Coordinator 
	Dual Enrollment Academic Coordinator 
	The second position located within the Office of Dual Enrollment will be a liaison from the Academic Services division. At MMCC, the Dual Enrollment Academic Coordinator is a current position within the college but has a different name and other responsibilities as well. Currently, they report directly to the Vice President of Academic Services, but in the new model, this will be a shared reporting situation with reporting also coming from the Vice 
	The second position located within the Office of Dual Enrollment will be a liaison from the Academic Services division. At MMCC, the Dual Enrollment Academic Coordinator is a current position within the college but has a different name and other responsibilities as well. Currently, they report directly to the Vice President of Academic Services, but in the new model, this will be a shared reporting situation with reporting also coming from the Vice 
	President of Community Outreach and Advancement. This type of dual reporting is needed in this situation because they will need to be kept up to date with academic matters at the same time as receiving support and guidance related to dual enrollment from the Vice President of Community Outreach and Advancement. This could lead to some tricky scenarios when the two VPs are not aligned on the process or plan moving forward in a specific instance. However, these situations should be minimal due to the college 

	The Dual Enrollment Academic Coordinator will have the primary responsibility of administering all college courses that are located within a high school setting. The Coordinator will need to set plans and make recommendations along with high school personnel about what classes to offer at each school. A sample template of a memo of understanding between MMCC and a school district for hosting off-campus courses can be found in Appendix F. The Coordinator will be responsible for interviewing, hiring, onboardi
	Once the classes are actually in session, the Coordinator is responsible for ensuring the academic content and quality meets MMCC standards and classes are meeting seat time requirements. The Coordinator also works with high schools to provide and deliver textbooks 
	Once the classes are actually in session, the Coordinator is responsible for ensuring the academic content and quality meets MMCC standards and classes are meeting seat time requirements. The Coordinator also works with high schools to provide and deliver textbooks 
	where appropriate. For MMCC’s enhanced dual enrollment high schools, the college will provide free textbooks for any off-campus class section. 

	Secondarily, the Coordinator will assist with any academic matters for any dual enrolled student, regardless of the modality or location of the class the student is completing. This means they will work with instructors in the event of instructor or student academic or grade concerns. The complete job description for the Dual Enrollment Academic Coordinator is found in Appendix B. 

	Mid Mentors 
	Mid Mentors 
	The third and final full-time position located within the Office of Dual Enrollment is a support staff position based out of the college’s student service area. Mid Mentors are full-time staff members who act as a one-stop person for answering any questions that students may have. When students apply to the college, they are assigned a mentor based on their student type. All communications come from that mentor related to onboarding, orientation, enrollment, and academic success efforts. A dual enrolled stu
	The Mid Mentor for dual enrollment coordinates all student services associated with dual enrollment. This includes all communications to the student. Examples of communications can include introductory emails, orientation invitations, tuition statements, academic progress 
	The Mid Mentor for dual enrollment coordinates all student services associated with dual enrollment. This includes all communications to the student. Examples of communications can include introductory emails, orientation invitations, tuition statements, academic progress 
	information, final grades, and any other general announcements or communications. The Mid Mentor will work with the school district to register students in courses and verify that they have met all pre-requisites for those courses. They will also work with the school district to handle billing. Dual enrollment billing is handled as a separate policy and procedure than it is for other students. Since the high school receives and pays the majority of the bill, often students have little or no balance to pay. 

	The Mid Mentor Dual Enrollment handles all dual enrollment orientations (both on and off-campus), parent dual enrollment information nights, and academic advising for dual enrolled students. Essentially, they will coordinate the entire Student Services life cycle. After application, they will handle registration (see Appendix E for the Dual Enrollment Registration Form). They will then invite and host students for dual enrollment orientations. All dual enrolled students will receive the Dual Enrollment Stud
	Because of the number of dual enrolled students and the limited capacity of Mid Mentor to provide academic advising for nearly 1,000 dual enrolled students, prescriptive academic advising is the model that will be used in most instances. At MMCC, this approach fits in nicely as the college moves toward Guided Pathways and provides students with detailed paths toward a credential or degree. For dual enrolled students specifically, academic advising will generally consist of the Mid Mentor working with the hi
	The MTA works great for the majority of high school dual enrolled students for multiple reasons. One, the courses that MMCC offers as part of the MTA are generally introductory level classes that are easier to implement in an off-campus setting than the more specialized classes. Typically, the college also offers more sections of them. Secondly, collegiate academic advising to high school students is problematic. At the time high school students receive their precollege advising, most students have no idea 
	The MTA works great for the majority of high school dual enrolled students for multiple reasons. One, the courses that MMCC offers as part of the MTA are generally introductory level classes that are easier to implement in an off-campus setting than the more specialized classes. Typically, the college also offers more sections of them. Secondly, collegiate academic advising to high school students is problematic. At the time high school students receive their precollege advising, most students have no idea 
	-

	students do not know where they want to transfer or for what degree. Often a student may indicate a specific college destination and may even have a specific program of study in mind. However, a semester later they may completely change their mind, having the potential to make the previous academic advising inaccurate. 

	Recognizing that many students (not just dual enrolled students) are often unsure of their intended career path, MMCC has dedicated additional resources related to career exploration, internships/job shadowing, and interviewing. All high school students have a career exploratory plan in high school; most schools use a program called Career Cruising. The college incorporates the results of those assessments into the academic advising sessions for dual enrolled students. 
	Another reason for prescriptive academic advising is that schools —and their students— look for guidance from the content expert, in this case, the college. They do not know the ins and outs about transferability and that is not their chief focus. Schools would rather work off a list that they know has been vetted by the college, and in order to maximize efficiency for scheduling purposes, the fewer the options for their students, the better. 
	There are occasions when a student is very set and determined on what their program of study will be along with the institution where they want to get that degree from. In these rare instances, the Mid Mentor-Dual Enrollment will create customized transfer paths for the student but with a caveat. The students and their parents understand that if the students change their mind, the recommended courses and the sequence of those courses may be less than ideal. Planning these academic advising sessions takes a 
	There are occasions when a student is very set and determined on what their program of study will be along with the institution where they want to get that degree from. In these rare instances, the Mid Mentor-Dual Enrollment will create customized transfer paths for the student but with a caveat. The students and their parents understand that if the students change their mind, the recommended courses and the sequence of those courses may be less than ideal. Planning these academic advising sessions takes a 
	sequencing to a high school will allow the Mid Mentor to be as efficient as possible. The complete job description for the Mid Mentor-Dual Enrollment is located in Appendix C. 

	The Office of Dual Enrollment has three key personnel. The Director of K-12 Partnerships will lead the effort to coordinate all of dual enrollment through the various divisions at the college. They will also provide secondary oversight to any areas of college outreach to stakeholders prior to high school graduation. The Dual Enrollment Academic Coordinator will handle all the academic components of dual enrollment. The Mid Mentor-Dual Enrollment will ensure a smooth transition of student services for dual e
	BUDGET 
	When developing a budget for the Office of Dual Enrollment, it is important to remember that the overall budgetary impact for this Office is relatively small. As explained earlier, only one position is a new hire. The other positions of Dual Enrollment Academic Coordinator and Mid Mentor-Dual Enrollment already exist in the college. Therefore, most of the investment needed in the budget is simply a re-allocation to currently committed funds within the college. A sample budget breakdown is available below. 
	Table 2: Proposed Budget, Office of Dual Enrollment 
	Expense Category 
	Expense Category 
	Expense Category 
	Projected Cost 

	Salary-Director of K-12 Partnerships * 
	Salary-Director of K-12 Partnerships * 
	$ 65,000 

	Salary-Dual Enrollment Academic Coordinator @ 
	Salary-Dual Enrollment Academic Coordinator @ 
	60,000 

	Salary-Mid Mentor @ 
	Salary-Mid Mentor @ 
	35,000 

	Fringe Benefits # 
	Fringe Benefits # 
	4,320 

	Medical Insurance Benefits # 
	Medical Insurance Benefits # 
	51,912 

	MPSERS # 
	MPSERS # 
	61,400 

	Social Security # 
	Social Security # 
	12,240 

	Expense Category 
	Expense Category 
	Projected Cost 

	Office Supplies # 
	Office Supplies # 
	1,000 

	Printing and Copying # 
	Printing and Copying # 
	750 

	Travel and Lodging # 
	Travel and Lodging # 
	3,000 

	Dues, Subscriptions, Registrations, & Memberships # 
	Dues, Subscriptions, Registrations, & Memberships # 
	1,500 

	Meals and Entertainment # 
	Meals and Entertainment # 
	500 

	Telephone # 
	Telephone # 
	300 

	Postage # 
	Postage # 
	1,000 

	TOTAL BUDGET 
	TOTAL BUDGET 
	297,922 


	* denotes completely new expense # denotes partial new expense @ denotes existing expense 
	In the budget example provided in Table 2, note that expenses are identified new or existing expenses, based on MMCC’s situation. The salary for the Director of K-12 Partnerships is a new expense. This position does not currently exist at the college. In addition, the salaries for both the Dual Enrollment Academic Coordinator and the Mid Mentor-Dual Enrollment are already established and exist at the college. When determining fringe benefits, a portion of these would be new funds, but the majority would alr
	(N. A. Khouri, memo, September 15, 2017). For the purposes of budgeting, it is assumed that all 
	(N. A. Khouri, memo, September 15, 2017). For the purposes of budgeting, it is assumed that all 
	three employees would elect full family coverage. Again, in this instance, only $17,304 of the total $51,912 is new money. The line item identified as “MPSERS” is the state-provided retirement account for employees. In data provided by the State of Michigan to community colleges for the 2018 year, the percentage that employers must contribute of an employee’s salary is 38.4% (Michigan Department of Treasury, 2017). This means that $24,960 of the total $61,400 is newly allocated money. Finally, the last sala

	Aside from the salary-related components of the budget, the remaining line items are self-explanatory. There is money set aside for office supplies and copying. Currently, at MMCC, all of this is already included in departmental budgets throughout the college. Travel and lodging provides support for ongoing professional development. Two conferences of particular importance for this office are the annual NACEP national conference and the state version of that conference as well. Both of these are critical to
	As noted earlier, currently, MMCC is the only community college in the state of Michigan that has achieved NACEP accreditation. In addition to the NACEP-related conferences, MMCC is also involved in the Michigan Early/Middle College Association or MEMCA. MEMCA is the state-wide association that works with early and middle colleges. MMCC is currently with higher education partner with seven different high schools to provide support to their early college programs. MEMCA is the group that oversees and provide
	As noted earlier, currently, MMCC is the only community college in the state of Michigan that has achieved NACEP accreditation. In addition to the NACEP-related conferences, MMCC is also involved in the Michigan Early/Middle College Association or MEMCA. MEMCA is the state-wide association that works with early and middle colleges. MMCC is currently with higher education partner with seven different high schools to provide support to their early college programs. MEMCA is the group that oversees and provide
	recommendations, and best practices. It is important for Dual Enrollment staff members to attend this conference. With the ability for the Office of Dual Enrollment to expand their reach and the expectation that enrollment growth will occur, it is vital for the college to participate in professional development opportunities and become a state and national leader. 

	Another initiative that this office will take responsibility for, and attempt to expand, is getting dual enrolled students onto one of MMCC’s campuses. The budget includes funding within the categories of meals and entertainment and travel and lodging to support schools that want to bring their dual enrolled students to campus for a visit. This is an important aspect of growing and developing that pipeline of students beginning as dual enrolled students and staying at the institution after high school gradu
	When looking at the total budget allocation request of nearly $300,000 it is important to consider that most of these dollars are already efforts and costs that the college provides for. As outlined in the model above, only roughly one-third of the budget ($113,991) will be newly invested money. This will be important to consider when looking at revenue and capacity considerations. 
	KEY TASKS AND MILESTONES 
	It is critical for the Office of Dual Enrollment to be highly organized. There are many challenges in this structure. For one, the institutional structure of MMCC (and any college) is 
	complex and cumbersome. On top of that, the issue of dual enrollment straddles many different divisions within the college, and that complexity can create a challenge as well. Working with K-12 school districts often equates different goals, objectives, and timelines for them compared to the college. 
	Three major types of efforts are needed for the Office of Dual Enrollment to succeed. Appropriately, they are each handled by one of the staff members in the office. The Director of K-12 Partnerships must be concerned with setting the strategic vision, creating policies and procedures, working with key stakeholders (both internal and external) to communicate goals and plans, and following up with assessment and evaluation of those efforts. The Dual Enrollment Academic Coordinator is responsible for ensuring
	As a new department unfolds, establishing policies and procedures is critical. Luckily, many of these functions already exist in most colleges; they may simply be scattered throughout the college. Procedures and timelines already exist for many of the tasks to be completed by the Dual Enrollment Academic Coordinator and the Mid Mentor-Dual Enrollment. The Director of K-12 Partnerships will need to spend considerable time and effort organizing, streamlining, and communicating these procedures and timelines. 
	In order to manage all of those competing priorities, a list of key tasks, when they are to 
	be completed, and who is responsible for them will give the Director of K-12 Partnerships a 
	head start in organizing the Office of Dual Enrollment. 
	January 
	January 

	• 
	• 
	• 
	Deliver textbooks to participating high schools (Dual Enrollment Academic Coordinator) 

	• 
	• 
	Confirm that K-12 schools received all of their dual enrollment grades for the Fall semester (Mid Mentor) 

	• 
	• 
	Register dual enrollment students for the soon-to-start winter semester (Mid Mentor) 

	• 
	• 
	Host on-campus and off site dual enrollment new student orientations (Mid Mentor) 

	• 
	• 
	Verify with K-12 schools that enrollments and class rosters match (Mid Mentor) 

	• 
	• 
	Set up accounts for high school guidance counselors to view student grades/progress (Mid Mentor) 

	• 
	• 
	Verify that all off-campus classes are running as anticipated and there are no instructor issues (Dual Enrollment Academic Coordinator) 

	• 
	• 
	Begin meeting with high school principals to discuss next year’s off-campus course offerings (Dual Enrollment Academic Coordinator) 


	February 
	February 

	• 
	• 
	• 
	Meet with high school principals to discuss next year’s off-campus course offerings (Dual Enrollment Academic Coordinator) 

	• 
	• 
	Conduct observations of off-campus classes (Dual Enrollment Academic Coordinator) 

	• 
	• 
	Prepare billing statements for high schools and students who have a balance (Mid Mentor) 

	• 
	• 
	Set up dual enrollment parent information meetings for next year (Mid Mentor) 

	• 
	• 
	Start academic advising dual enrolled students for next fall semester classes (Mid Mentor) 

	• 
	• 
	Respond to any academic alerts submitted by instructors for dual enrolled students (Dual Enrollment Academic Coordinator) 


	• Process students dropping classes prior to 100% refund drop deadline (Mid Mentor) 
	March 

	• 
	• 
	• 
	Next year’s off-campus classes requests are due (Dual Enrollment Academic Coordinator) 

	• 
	• 
	Conduct observations of off-campus classes (Dual Enrollment Academic Coordinator) 

	• 
	• 
	Host dual enrollment parent meetings at local high schools for next year’s students (Mid Mentor) 

	• 
	• 
	Academically advise dual enrolled student for next fall semester classes (Mid Mentor) 

	• 
	• 
	Respond to any academic alerts submitted by instructors for dual enrolled students (Dual Enrollment Academic Coordinator) 


	April 
	April 

	• 
	• 
	• 
	Host dual enrollment parent meetings at local high schools for next year’s students (Mid Mentor) 

	• 
	• 
	Conduct observations of off-campus classes (Dual Enrollment Academic Coordinator) 

	• 
	• 
	Academically advise dual enrolled student for next fall semester classes (Mid Mentor) 

	• 
	• 
	Respond to any academic alerts submitted by instructors for dual enrolled students (Dual Enrollment Academic Coordinator) 

	• 
	• 
	Begin registering dual enrolled students for the next fall semester classes (Mid Mentor) 


	• Update class rosters and enrollments for verification by high schools (Mid Mentor) 
	May 

	• 
	• 
	• 
	Prepare updates for the annual Dual Enrollment Handbook (All) 

	• 
	• 
	Confirm that K-12 schools received all of their dual enrollment grades for the Winter semester (Mid Mentor) 

	• 
	• 
	Register dual enrolled students for the next fall semester classes (Mid Mentor) 

	• 
	• 
	Update class rosters and enrollments for verification by high schools (Mid Mentor) 

	• 
	• 
	Academically advise dual enrolled students for next fall semester classes (Mid Mentor) 

	• 
	• 
	Remove previous year dual enrolled students from reporting and cohorting (Mid Mentor) 

	• 
	• 
	Send dual enrollment satisfaction surveys to key stakeholders (Director of K-12 Partnerships) 

	• 
	• 
	Pick up textbooks from participating high schools (Dual Enrollment Academic Coordinator) 


	June 
	June 

	• 
	• 
	• 
	Perform annual NACEP evaluations (Dual Enrollment Academic Coordinator) 

	• 
	• 
	Post any open positions for off-campus locations (Dual Enrollment Academic Coordinator) 

	• 
	• 
	Plan for upcoming professional development day for off-campus instructors in August (Dual Enrollment Academic Coordinator) 

	• 
	• 
	Register dual enrolled students for the next fall semester classes (Mid Mentor) 

	• 
	• 
	Update class rosters and enrollments for verification by high schools (Mid Mentor) 


	• 
	• 
	• 
	• 
	Academically advise dual enrolled students for next fall semester classes (Mid Mentor) 
	July 


	• 
	• 
	• 
	Plan for upcoming professional development day for off-campus instructors in August (Dual Enrollment Academic Coordinator) 

	• 
	• 
	Interview and select instructors for off-campus locations (Dual Enrollment Academic Coordinator) 

	• 
	• 
	Register dual enrolled students for the next fall semester classes (Mid Mentor) 

	• 
	• 
	Update class rosters and enrollments for verification by high schools (Mid Mentor) 

	• 
	• 
	Academically advise dual enrolled students for next fall semester classes (Mid Mentor) 



	• 
	• 
	• 
	Host dual enrollment new student orientations (Mid Mentor) 
	August 


	• 
	• 
	• 
	Host professional development day for off-campus instructors (Dual Enrollment Academic Coordinator) 

	• 
	• 
	Deliver textbooks for participating high schools (Dual Enrollment Academic Coordinator) 

	• 
	• 
	Host dual enrollment new student orientations (Mid Mentor) 

	• 
	• 
	Verify that all off-campus classes are running as anticipated and there are no instructor issues (Dual Enrollment Academic Coordinator) 

	• 
	• 
	Register dual enrolled students for the next fall semester (Mid Mentor) 

	• 
	• 
	Update class rosters and enrollments for verification by high schools (Mid Mentor) 

	• 
	• 
	Set up accounts for high school guidance counselors to view student grades/progress (Mid Mentor) 




	September 
	September 

	• 
	• 
	• 
	Prepare billing statements for high schools and students who have a balance (Mid Mentor) 

	• 
	• 
	Conduct observations of off-campus classes (Dual Enrollment Academic Coordinator) 

	• 
	• 
	Begin academic advising for dual enrolled students for the next winter semester classes (Mid Mentor) 

	• 
	• 
	Respond to any academic alerts submitted by instructors for dual enrolled students (Dual Enrollment Academic Coordinator) 

	• 
	• 
	Process dual enrollment drops by the 100% drop deadline (Mid Mentor) 


	October 
	October 

	• 
	• 
	• 
	Academically advise dual enrolled students for the next winter semester classes (Mid Mentor) 

	• 
	• 
	Register dual enrolled students for the next winter semester classes (Mid Mentor) 

	• 
	• 
	Conduct observations of off-campus classes (Dual Enrollment Academic Coordinator) 

	• 
	• 
	Respond to any academic alerts submitted by instructors for dual enrolled students (Dual Enrollment Academic Coordinator) 


	• 
	• 
	• 
	• 
	Update class rosters and enrollments for verification by high schools (Mid Mentor) 
	November 


	• 
	• 
	• 
	Academically advise dual enrolled students for the next winter semester classes (Mid Mentor) 

	• 
	• 
	Register dual enrolled students for the next winter semester classes (Mid Mentor) 

	• 
	• 
	Conduct observations of off-campus classes (Dual Enrollment Academic Coordinator) 

	• 
	• 
	Respond to any academic alerts submitted by instructors for dual enrolled students (Dual Enrollment Academic Coordinator) 



	• 
	• 
	• 
	Update class rosters and enrollments for verification by high schools (Mid Mentor) 
	December 


	• 
	• 
	• 
	Academically advise dual enrolled students for the next winter semester classes (Mid Mentor) 

	• 
	• 
	Register dual enrolled students for the next winter semester classes (Mid Mentor) 

	• 
	• 
	Update class rosters and enrollments for verification by high schools (Mid Mentor) 

	• 
	• 
	Confirm that K-12 schools received all of their dual enrollment grades for the Fall semester (Mid Mentor) 

	• 
	• 
	Pick up textbooks from participating high schools (Dual Enrollment Academic Coordinator) 




	CAPACITY CONSIDERATIONS 
	One of the most interesting questions in creating an Office of Dual Enrollment is how 
	the organizational structure of the Office would be designed to handle fluctuations in the 
	number of dual enrolled students. It is important to remember that currently dual enrollment is 
	approximately 20–25% of total enrollment and in most semesters approaches around 1,000 
	dual enrolled students. For the purpose of this example, let’s envision that enrollment expands or contracts by 500 students in either direction. 
	If dual enrollment students were to shrink by 500 to approximately 500 students total, there would be a drastic reduction in dual enrollment revenue. In the last five semesters, according to internal MMCC data, dual enrolled students were enrolled in an average of 5.12 credits per semester. Tuition and fees make up the revenue for dual enrolled students. Because the structure for determining fees is one that fluctuates between students, for the purpose of this exercise, the college will only use tuition whe
	While dual enrolled students come from both in-district and out-district territories, the college would be looking at a loss in revenue approaching $430,000 if one averaged the in-district and out-district tuition levels. That loss of revenue would be devastating for dual enrollment programming, but this researcher would have an interesting recommendation. On one hand, dual enrollment would have less demand and the functions of the Office of Dual Enrollment would be more easily absorbed into the processes t
	While dual enrolled students come from both in-district and out-district territories, the college would be looking at a loss in revenue approaching $430,000 if one averaged the in-district and out-district tuition levels. That loss of revenue would be devastating for dual enrollment programming, but this researcher would have an interesting recommendation. On one hand, dual enrollment would have less demand and the functions of the Office of Dual Enrollment would be more easily absorbed into the processes t
	recommend that the Vice President of Community Outreach and Advancement along with the director of Admissions (the two positions who have the most contact with the public) share those duties and responsibilities. 

	If the number of dual enrolled students spiked by 500 and was suddenly 1,500, it could be an indication that the increased staff dedicated to dual enrollment was effective in their role. However, that would also necessitate additional resources to be added. In looking at revenue projections, dual enrolled students average 5.12 credits per semester. By adding another 500 credits and equating their tuition costs (using the same formula as above), the college would realize over $428,000 in additional revenues 
	ASSESSMENT, OBJECTIVES, AND OUTCOMES 
	The Director of K-12 Partnerships would be responsible for developing a multi-faceted assessment and evaluation program as it needs to be both qualitative and quantitative in nature. From a research point of view, both qualitative and quantitative research is necessary to fully explain the success and/or failure of the Office of Dual Enrollment. Qualitatively, surveys and opinions need to be solicited from all types of stakeholders about their dual enrollment experience. This includes not only students, but
	From a quantitative research approach, the Director of Pre-College will need to carefully monitor enrollments, making tweaks, recommendations, and changes based upon them. The director will work with the Enrollment Management Committee to develop targets for dual enrollment and growth as well. The Enrollment Management Committee is a shared governance committee that includes staff, faculty, and executive leadership that develops enrollment projections each year which are used for the college’s budgeting pur
	From an assessment lens, this will occur related to the academic outcomes of the course. Just like every college course at MMCC, students will have an opportunity to give 
	From an assessment lens, this will occur related to the academic outcomes of the course. Just like every college course at MMCC, students will have an opportunity to give 
	instructor feedback. In addition to that, the Dual Enrollment Academic Coordinator will use classroom observations and visits to evaluate the instructor. The academic outcomes of the class are another component of assessment. Together, the Director of K-12 Partnerships, along with both the Dual Enrollment Academic Coordinator and Mid Mentor-Dual Enrollment will ensure NACEP accreditation continues. NACEP has many components related to its accreditation, both academically inclined and otherwise. A large part

	The Office of Dual Enrollment is also going to be responsible for increasing enrollment in dual enrollment. Since the college is heavily dependent on tuition for its overall revenue, it is reasonable that MMCC would expect enrollment growth considering the resources being invested into a new department and office. Tuition provides 72% of all college revenue. Referring back to the section on budget, roughly $114,000 in new investment is needed each year to fund the Office of Dual Enrollment. Looking at the r
	In order to achieve a 6% increase in dual enrolled students, the Office of Dual Enrollment is going to need to pay attention to current enrollment projections. Therefore, it is recommended that a system of key performance indicators be established to look for enrollment patterns. It will be critical for planning purposes to know when schools will experience enrollment declines or increases and have contingency plans ready for when those numbers vary. Some of those plans may include reaching out and establis
	IMPLEMENTATION 
	The major focus around implementing the Office of Dual Enrollment deals primarily with communication. Communication about the new office will need to be communicated internally and externally. A new Director of K-12 Partnerships will need to be hired and trained. Once that occurs, work should begin to streamline and consolidate operations. 
	From an external point of view, many of the operations will remain the same. Schools are familiar with working with the Mid Mentor-Dual Enrollment and Dual Enrollment Academic Coordinator in separate capacities. Materials should be sent out to external partners explaining the switch and the rationale. The new Director should make it a priority to meet with all the current dual enrollment partner schools to understand them better and work with them to figure out their needs. Beyond that, many of the resource
	From an external point of view, many of the operations will remain the same. Schools are familiar with working with the Mid Mentor-Dual Enrollment and Dual Enrollment Academic Coordinator in separate capacities. Materials should be sent out to external partners explaining the switch and the rationale. The new Director should make it a priority to meet with all the current dual enrollment partner schools to understand them better and work with them to figure out their needs. Beyond that, many of the resource
	the dual enrollment website pages and consolidate all of the information needed in one convenient location. 

	Frequent updates should be provided to the college community about the effectiveness of the Office of Dual Enrollment. Creating wins and establishing success early on internally will be critical to getting buy-in from the larger college environment. 
	CONCLUSION 
	Chapter Four presents the model for an Office of Dual Enrollment. The model was developed based on the context of the organizational structure and existing positions and approaches used at MMCC and includes recommended staffing and job descriptions. A beginning budget, key tasks, and projected timelines needed to hit the ground running with the Office of Dual Enrollment are included. Finally, various enrollment scenarios that would affect the Office if enrollment suddenly swelled or contracted are discussed
	CHAPTER FIVE: CONCLUSIONS 
	INTRODUCTION 
	The Office of Dual Enrollment at Mid Michigan Community College has raised some interesting questions and observations. In this chapter, the researcher will look at the limitations of the project, implications of the project, and future research that is needed in this area. 
	LIMITATIONS AND IMPLICATIONS OF THIS PROJECT 
	Admittedly a project dissertation with the end result being an Office of Dual Enrollment at Mid Michigan Community College is an institution-specific endeavor. While the model is applicable to many institutions, and many institutions may be interested in the results and the thought process used to arrive at the recommendations, the limitations and implications of this project relate primarily to how involved and invested a college is relative to dual enrollment. 
	The first limitation to consider is whether an institution would even find value in an Office of Dual Enrollment. When considering the entire landscape of higher education in Michigan, some institutions do not participate in dual enrollment, and far fewer have a large percentage of their enrollment consisting of dual enrolled students. There are a couple of reasons for this. The first reason relates to how the school districts and the state of Michigan handles payments for dual enrolled classes. The school 
	The first limitation to consider is whether an institution would even find value in an Office of Dual Enrollment. When considering the entire landscape of higher education in Michigan, some institutions do not participate in dual enrollment, and far fewer have a large percentage of their enrollment consisting of dual enrolled students. There are a couple of reasons for this. The first reason relates to how the school districts and the state of Michigan handles payments for dual enrolled classes. The school 
	enrolled class they take. In the 2017–18 school year, that amount was roughly $550 per dual enrolled class. Any dual enrollment balance above $550 would be subject to the student covering the remainder. Tuition is more expensive at a four-year institution than a community college. Because school districts try to keep the costs as low as possible, they are more likely to partner with a community college for dual enrollment, even though there is no law stating they must do so. Actually, a student can choose t

	The second reason involves transportation and student schedules. High school students may have trouble providing their own transportation to and from the college campus. They also often take a dual enrolled class during the middle of the school day and need to return to the school afterwards. For these reasons and others, many dual enrolled students prefer to take online classes. The availability of online classes for students traditionally attending a four-year institution vary greatly. Universities with a
	Another limitation to this dissertation is the structure of the actual Office of Dual Enrollment at MMCC. This office was created using specific examples of both positive and negative experiences of years of dual enrollment discussions at MMCC. It was created to take into account the specific organizational structure and the specific personnel in those roles. Because of that, implementing this model by using the exact same placement and recommendations may be challenging. There are other parts of the implem
	The discussion surrounding academic advising for dual enrolled students is useful as well. For many years, this has been a topic of conversation at state conferences. It appears that each school is providing academic advising differently, if at all. Certainly, within MMCC, there are differing opinions on how to advise a dual enrolled student. Having a consistent approach that is scalable is important to continued dual enrollment growth. Finally, there are many examples of problems that occur when an issue s
	Other areas of a college may also benefit from reviewing this model, including 
	workforce development programs. The amount of coordination needed between multiple areas of a college, paired with a potential external funding source, would require an approach very similar to an Office of Dual Enrollment. This researcher believes that is why many institutions have separate workforce development offices or departments. 
	Regarding the implications of this project, MMCC relies on tuition for its college revenue. Any avenue that can increase enrollment and revenue is worth exploring. Dual enrollment has become a large part of the college’s offerings, yet for years MMCC responded individually and separately to requests from K-12 school districts for service. With a centralized office that has staff dedicated to nurturing and growing those dual enrollment relationships, the hope is that MMCC will continue to be positioned to be
	FUTURE RESEARCH 
	The researcher identified multiple areas while creating this project dissertation that need more research. First, in looking at national research around dual enrollment, some common themes stand out. Almost all of the research was focused around academic outcomes. There was plenty of research about how many classes students were taking, whether they were successful in those classes, and then how many of those students continued on and completed a degree. That is valid research and that research should be ce
	Also relevant from national research and how it plays into dual enrollment is academic advising. It is unclear from the research which specific academic advising model is the most successful. What was clear is the vital role that academic advising plays in overall student success. According to a national report produced by the Center for Community College Student Engagement, “students who meet with an academic advisor are more engaged across all CCSSE benchmarks than their peers who have not met with an adv
	Also relevant from national research and how it plays into dual enrollment is academic advising. It is unclear from the research which specific academic advising model is the most successful. What was clear is the vital role that academic advising plays in overall student success. According to a national report produced by the Center for Community College Student Engagement, “students who meet with an academic advisor are more engaged across all CCSSE benchmarks than their peers who have not met with an adv
	College Student Engagement [CCSSE], 2018, p. 4). However, more research is needed exploring the specific methods of academic advising and when, and for whom, those are recommended. For example, this researcher would like to know if a particular type of academic advising produces better results with the dual enrolled student population. It would be interesting to see if students persisted, retained, and completed at higher rates under different academic advising models, when the experiment controlled for ext

	Finally, from a national research standpoint, much more research is needed that examines the organizational structures of higher education. Research exists in the business world about how companies are organized, but there appears to be little research related to organizational structures within higher education. It would be interesting to view different types of organizational structures within higher education and see how effective they are. Factors such employee satisfaction, productivity, and external c
	For MMCC specifically, one aspect of internal policy that MMCC that needs to examine is the process used for academic placement of students in general, but particularly for dual enrolled students. Academic placement at MMCC occurs for English and math classes. SAT scores provide the main measure used to determine English and math placement. However, many dual enrolled students have yet to take the SAT test when they begin the dual enroll process for a math or English class. To address this issue, the academ
	For MMCC specifically, one aspect of internal policy that MMCC that needs to examine is the process used for academic placement of students in general, but particularly for dual enrolled students. Academic placement at MMCC occurs for English and math classes. SAT scores provide the main measure used to determine English and math placement. However, many dual enrolled students have yet to take the SAT test when they begin the dual enroll process for a math or English class. To address this issue, the academ
	should be conducted to determine if the current placement measures are working and students are being placed in the correct level of math or English classes. Additionally, the college should look to see if any other factors, such as high school GPA, are indicative of ultimate college course success and make changes to the placement measures as warranted. 

	Another MMCC-specific process also needs to be addressed: a process to ensure longterm monitoring of the Office of Dual Enrollment needs to be established and implemented. From an academic standpoint, many of outcomes and assessments will be driven from the Higher Learning Commission’s process dealing with off-campus instructors as well as the NACEP standards. From a student services standpoint, NACEP has established survey questions to gauge effectiveness and satisfaction of former dual enrolled students. 
	Another MMCC-specific process also needs to be addressed: a process to ensure longterm monitoring of the Office of Dual Enrollment needs to be established and implemented. From an academic standpoint, many of outcomes and assessments will be driven from the Higher Learning Commission’s process dealing with off-campus instructors as well as the NACEP standards. From a student services standpoint, NACEP has established survey questions to gauge effectiveness and satisfaction of former dual enrolled students. 
	-

	credits earned, and percentage of former dual enrolled students who continue on to MMCC after high school graduation. 

	CONCLUSION 
	Creating a model for an Office of Dual Enrollment has been a large-scale project. It has been shown that there is a need for such an office at MMCC; this need has been founded on research, and the model has been developed to achieve success. The Office of Dual Enrollment was built with the specifics of MMCC in mind. It is ready to be launched immediately, provided funding is granted. This model gives the college a good starting point to consider as it evaluates its dual enrollment program and how it should 
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	APPENDIX A: JOB DESCRIPTION, DIRECTOR OF K-12 PARTNERSHIPS 
	JOB TITLE JOB CODE Director of K-12 Partnerships Administrative 
	Department Name: K-12 Partnerships 
	Department Name: K-12 Partnerships 
	Department Name: K-12 Partnerships 
	EX/NE: Exempt 

	Reports To: VP Community Outreach & Advancement 
	Reports To: VP Community Outreach & Advancement 
	Pay Grade: $60,000-$75,000 

	Location: All Campus Sites 
	Location: All Campus Sites 
	Last Revised: June 2018 


	SUMMARY: 
	Serves as the lead administrator and liaison for MMCC efforts and initiatives that mainly involve local K-12 school districts. Oversees and strategically plans for dual enrollment, grant initiatives that are focused on K-12 districts, and all college involvements that champion a college-going culture prior to high school graduation. 
	ESSENTIAL JOB FUNCTIONS: 
	1. 
	1. 
	1. 
	Strategically and systemically manages and coordinates all college efforts related to current dual enrollment partnerships. 

	2. 
	2. 
	Serves as vital college link between academic services and student services as it relates to dual enrollment. 

	3. 
	3. 
	Responsible for growth and meeting enrollment targets attributed to dual enrollment. 

	4. 
	4. 
	Responsible for the assessment and evaluation of all dual enrollment activities. 

	5. 
	5. 
	Provides leadership and coordination for all communication efforts related to dual enrollment key stakeholders. 

	6. 
	6. 
	Serves as the key point of contact for the college for all Early College efforts. 

	7. 
	7. 
	Represents the college on Local College Access Networks or other groups/affiliations whose mission is to increase college attainment. 

	8. 
	8. 
	Oversees federal compliance and champions the Educational Talent Search program. 

	9. 
	9. 
	Promotes dual enrollment to new and emerging markets. 

	10. 
	10. 
	10. 
	Develops and maintains key indicators of success for the off-campus and dual enrollment programs. Provides annual report of these measures and overall status of the off-campus 

	offerings; provides other reports as needed in support of the college’s dual enrollment and off-campus programs. 

	11. 
	11. 
	Serves as the college’s National Alliance of Concurrent Enrollment Partnerships (NACEP) representative and coordinates NACEP accreditation activities. 

	12. 
	12. 
	Supports and serves as a role model for our mission, vision, values, and customer service initiatives. Adheres to the organization’s policies & procedures, and compliance guidelines. 

	13. 
	13. 
	Performs other duties as assigned. 


	BACKGROUND AND JOB REQUIREMENTS: 
	Knowledge, Skills, Abilities 
	Knowledge, Skills, Abilities 
	Knowledge, Skills, Abilities 
	Ability to lead team and successfully manage projects. Ability to work as a member of a multi-disciplinary team, and work effectively with multiple constituencies. Written and computer skills necessary to prepare required reports, analysis, and documentation of outcomes. Interpersonal skills necessary to effectively communicate and understand various perspectives on complex issues. Skills necessary to provide orientation, guidance, and training to adjunct faculty members in an off-campus setting. Analytical
	§
	§
	§
	§
	§
	§
	§
	§



	Education, 
	Education, 
	Education, 
	BA/BS degree in education, business administration or other 
	§


	Certification, 
	Certification, 
	related field is required. 

	Licensure 
	Licensure 
	Master’s degree in related field preferred 
	§


	TR
	(education/administration). 

	TR
	Valid State of Michigan driver’s license is required. 
	§



	Experience 
	Experience 
	Experience 
	2 -4 years’ experience working with K-12 principals, counselors, and teachers, and the same of supervisory experience preferred. Previous teaching and/or administrative experience at the college level strongly preferred. 
	§
	§



	APPENDIX B: JOB DESCRIPTION, DUAL ENROLLMENT ACADEMIC COORDINATOR 
	JOB TITLE JOB CODE Dual Enrollment Academic Coordinator Administrative 
	Department Name: Academic Services/ K-12 Partnerships 
	Department Name: Academic Services/ K-12 Partnerships 
	Department Name: Academic Services/ K-12 Partnerships 
	EX/NE: Exempt 

	Reports To: VP Academic Services/ Director of K-12 Partnerships 
	Reports To: VP Academic Services/ Director of K-12 Partnerships 
	Pay Grade: $50,000-$65,000 

	Location: All Campus Sites 
	Location: All Campus Sites 
	Last Revised: June 2018 


	SUMMARY: 
	Serves as main contact point and liaison for Academic Services on matters relating to all forms of high school dual enrollment. Coordinates the efforts to develop and deliver academic offerings in off-campus settings, primarily located in K-12 high schools. 
	ESSENTIAL JOB FUNCTIONS: 
	1. 
	1. 
	1. 
	Works with high schools and appropriate instructional administrator to ensure proper scheduling of the courses: i.e., correct instructional meeting times, room, and other schedule information is ready for entry into Colleague/Datatel. 

	2. 
	2. 
	Works in conjunction with the instructional deans to develop a pool of qualified adjunct instructors to teach dual enrolled courses. In collaboration with the deans, performs classroom observations of off-campus faculty. 

	3. 
	3. 
	Provides policy changes or recommendations to the Academic Administrative Team as they relate to the off-campus and dual enrollment programs. 

	4. 
	4. 
	Provides support for adjunct faculty teaching off-site courses, including but not limited to coordinating textbook deliveries, facilitating acquisition of instructional media from library, and facilitating any special technology needs such as digital video of speeches, etc. 

	5. 
	5. 
	Assists adjunct faculty teaching off-site courses with required record keeping such as submitting syllabus, attendance records, grades, etc. 

	6. 
	6. 
	Provides support to and collaborates with the CGRESD Middle College program, CTE program, and other identified Early/Middle College programs that partner with MMCC. Works with appropriate academic administrator to properly schedule any dual enrolled college courses that serve as CTE program courses (e.g. welding courses). 

	7. 
	7. 
	7. 
	Develops and maintains key indicators of success for the off-campus and dual enrollment programs. Provides annual report of these measures and overall status of the off-campus 

	offerings; provides other reports as needed in support of the college’s dual enrollment and off-campus programs. 

	8. 
	8. 
	Works with the faculty and instructional Dean in compiling and analyzing assessment data for dual enrolled courses. 

	9. 
	9. 
	Schedules 2-3 meetings per semester with each off-site faculty member for the purpose of providing mentoring, evaluating and observing, and ensuring ongoing support. 

	10. 
	10. 
	Conducts on-site observations of adjunct faculty as identified and assigned by instructional deans. 

	11. 
	11. 
	Attends, facilitates and/or leads faculty meetings and in-service programs relating to dual enrollment activities. 

	12. 
	12. 
	Works with Student Services personnel to provide support for students transitioning from K-12 dual enrollment/off-campus experiences to MMCC. Support includes but is not limited to formal initiatives, such as the MMCC Plastics Engineering Technology Grant or other formal and informal transitional activities. 

	13. 
	13. 
	Serves as the college’s National Alliance of Concurrent Enrollment Partnerships (NACEP) representative and coordinates NACEP accreditation activities. 

	14. 
	14. 
	Supports and serves as a role model for our mission, vision, values, and customer service initiatives. Adheres to the organization’s policies & procedures, and compliance guidelines. 

	15. 
	15. 
	Performs other duties as assigned. 


	BACKGROUND AND JOB REQUIREMENTS: 
	Knowledge, Skills, Abilities 
	Knowledge, Skills, Abilities 
	Knowledge, Skills, Abilities 
	Ability to lead team and successfully manage projects. Ability to work as a member of a multi-disciplinary team, and work effectively with multiple constituencies. Written and computer skills necessary to prepare required reports, analysis, and documentation of outcomes. Interpersonal skills necessary to effectively communicate and understand various perspectives on complex issues. Skills necessary to provide orientation, guidance, and training to adjunct faculty members in an off-campus setting. Analytical
	§
	§
	§
	§
	§
	§


	TR
	Ability to adapt and respond to multiple priorities and demands, and to deal with the concerns of faculty, administrators and students simultaneously. Physical ability to sit/stand, and travel, for short -extended periods of time. 
	§
	§



	Education, 
	Education, 
	Education, 
	BA/BS degree, plus a minimum of 6 – 12 hours graduate 
	§


	Certification, 
	Certification, 
	coursework completed. 

	Licensure 
	Licensure 
	Master’s degree in related field preferred 
	§


	TR
	(education/administration). 

	TR
	Valid State of Michigan driver’s license is required. 
	§



	Experience 
	Experience 
	Experience 
	2 -4 years’ experience working with K-12 principals, counselors, and teachers, and the same of supervisory experience preferred. Previous teaching and/or administrative experience at the college level required. 
	§
	§



	APPENDIX C: JOB DESCRIPTION, DUAL ENROLLMENT MID MENTOR 
	JOB TITLE JOB CODE Mid Mentor – Dual Enrollment Hourly 
	Department Name: K-12 Partnerships 
	Department Name: K-12 Partnerships 
	Department Name: K-12 Partnerships 
	EX/NE: Non Exempt 
	-


	Reports To: Director of K-12 Partnerships 
	Reports To: Director of K-12 Partnerships 
	Pay: Per ESPA Agreement 

	Location: Mt. Pleasant or Harrison Campus 
	Location: Mt. Pleasant or Harrison Campus 
	Last Revised: January 2018 


	SUMMARY: 
	MMCC seeks individuals who: value collegiality and mutual respect; use data in decision making; are innovative; are service minded; are goal oriented; strive to continually improve themselves and their work processes; are willing to collaborate and seek to add value in every interaction. 
	Mid Mentors provide prospective and current MMCC students exceptional experiences and services. They function as single-points-of-contact for institutional questions and concerns, with an overall interest in promoting student success and retention. Mentors provide student-focused communication, service, and assistance from the time students apply until they complete. They are dedicated to developing rapport with students and providing personalized, clear, and compassionate communication and support througho
	The Dual Enrollment Mid Mentor facilitates the relationships between MMCC and its community partners and their affiliated students. The Mentor also works to provide information from various College divisions in order to improve clarity of communication and ease of follow-up. 
	ESSENTIAL JOB FUNCTIONS: 
	1. 
	1. 
	1. 
	Work extensively to facilitate a positive experience for their assigned student caseload. 

	2. 
	2. 
	Serve as primary institutional point of contact for personnel at partner entities with questions or concerns regarding their students. 

	3. 
	3. 
	Provide basic and accurate academic advising to MMCC applicants and students about the college and its programs and services. 

	4. 
	4. 
	Provide information to students regarding the MMCC matriculation process, as well as other advisement and registration procedures as needed. 

	5. 
	5. 
	Provide relevant services designed to convert applicants to registrants (campus tours, individual meetings, email/phone follow ups, etc.). 

	6. 
	6. 
	Promote retention and completion for all MMCC students by monitoring educational progress, engaging in proactive outreach, and assisting with reactive interventions as needed. 

	7. 
	7. 
	Serve as primary institutional point of contact for all applicants and students, connecting them to other departments on campus to support educational access, planning, and retention (tutoring, financial aid, etc.). 

	8. 
	8. 
	Establish and maintain cooperative working relationships with faculty, administrators, students, public and private organizations, and others in order to connect students to relevant assistance and resources. 

	9. 
	9. 
	Provide coaching and mentoring to students during their experience at MMCC, approaching student challenges with empathy and competence. 

	10. 
	10. 
	Assist in the development and execution of dynamic orientation events each semester for incoming first-time MMCC students. 

	11. 
	11. 
	Take active leadership roles in the MMCC learning community, offering feedback and working collaboratively with other departments as needed to best serve students. 

	12. 
	12. 
	Identify students who need academic or personal assistance (through RMS) and refer to internal and external services accordingly. 

	13. 
	13. 
	Provide consistent advice, encouragement and support to students related to their educational and career goals. 

	14. 
	14. 
	Assist in the development and implementation of departmental objectives, policies, procedures and standards; recommends changes to departmental procedures as necessary to improve the efficacy of the institution’s goals and initiatives. 

	15. 
	15. 
	Support and serves as a role model for our mission, vision, values, and customer service initiatives. Adheres to the organization’s policies & procedures and compliance guidelines. Ensures compliance with all federal and state regulations. 

	16. 
	16. 
	May perform other duties and responsibilities as assigned within the scope of the position or level of expertise. 


	BACKGROUND AND JOB REQUIREMENTS: 
	Knowledge, Skills, Abilities 
	Knowledge, Skills, Abilities 
	Knowledge, Skills, Abilities 
	Strong organizational and time management skills. Able to respond to student inquiries with thoughtfulness, intelligence, timeliness, and empathy. Engaging and inspiring personality. 
	§
	§
	§


	TR
	Outstanding ability to provide high-quality, clear, constructive, personalized feedback to students. Ability to use computers, programs & general office equipment. Ability to work both as a member of a team and work independently, with minimal supervision. Strong customer service skills. Problem solving skills. Ability to work effectively in a high volume fast paced environment with accuracy. 
	§
	§
	§
	§
	§
	§



	Education, 
	Education, 
	Education, 
	Bachelor’s degree in a related field is required. 
	§


	Certification, 
	Certification, 

	Licensure 
	Licensure 


	Experience 
	Experience 
	Experience 
	Previous work with educational partners and experience developing relationships preferred. Previous work experience in a community college environment preferred. 
	§
	§



	APPENDIX D: DUAL ENROLLMENT HANDBOOK 
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	Figure
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	Figure
	APPENDIX E: DUAL ENROLLMENT REGISTRATION FORM 
	Figure
	APPENDIX F: OFF-CAMPUS MEMORANDUM OF UNDERSTANDING 
	Dear Superintendent _____________: 
	Mid Michigan Community College’s mission includes providing postsecondary educational opportunities for its community, which includes students attending area high schools. In addition, MMCC desires to deliver coursework in locations convenient to all constituencies, including high school and non-high school students where practical and appropriate. Therefore, this letter serves as a means of clarifying expectations for offering MMCC classes in your facilities. 
	As the chief representative of your institution, we request that you agree: 
	1. 
	1. 
	1. 
	To designate a primary contact person to work in concert with MMCC’s Associate Dean of Academic Outreach to identify the classes which MMCC will deliver annually at your facility, and to oversee procedures and logistics related to such classes so as to provide an efficient and effective process for all participants, (e.g. course selections, technology, enrollment, and/or academic matters, etc.). 

	2. 
	2. 
	To work collaboratively with MMCC to promote and to allow promotion of classes held at your facility to ensure the number of students enrolling will constitute a class that is both cost effective and academically sound. MMCC retains the right to determine if enrollment is sufficient to proceed with conducting any and all classes. 

	3. 
	3. 
	That MMCC is solely responsible for the standards and content of all classes, either for credit or non-credit, conducted at your facility and that such classes are governed by the policies of MMCC. You therefore specifically agree to abide by the open admissions policy under which MMCC operates. Enrollment in such classes shall be open to any students (i.e. high school and non-high school students) who have been admitted to MMCC, provided their presence upon your property does not conflict with federal or s

	4. 
	4. 
	To require your concurrent enrollment instructors to attend a course orientation with MMCC personnel prior to their first semester of teaching. These instructors are also required to attend at least one discipline-specific professional development event annually. Discipline-specific professional development will be at the discretion of an MMCC academic administrator and must fulfill the National Alliance of Concurrent Enrollment Partnership’s (NACEP) F3 Standard. 


	As chief representative of MMCC, I agree: 
	1. 
	1. 
	1. 
	That the MMCC Associate Dean of Academic Outreach, working in concert with appropriate College staff, will be authorized to locate MMCC classes at your school and will be the primary contact for such offerings. 

	2. 
	2. 
	That credit classes delivered at your facility will be classes approved by the College’s Curriculum Committee. Students enrolling in such classes will be fully eligible for credit at MMCC provided the student fulfills course requirements as outlined in the course syllabus. Transferability of credits to other postsecondary institutions will be governed by the policies of those institutions. 

	3. 
	3. 
	To provide qualified instructor(s) for classes delivered at your school, and to place such instructor(s) under contract with MMCC so as to establish that the rights and responsibilities of the instructor are controlled by College policies and contractual arrangements. Your designated contact person or designee may notify MMCC in writing of any concerns regarding such instructor; MMCC will address any issues in accordance with standard MMCC policy. 

	4. 
	4. 
	As an integral part of the College’s contractual requirements, MMCC will hold instructor(s) accountable for maintaining an environment conducive to learning by using effective classroom management techniques, and by adhering to all MMCC policies and procedures regarding student complaints, discipline, rights, and responsibilities. 

	5. 
	5. 
	MMCC retains the right to remove from these classes any student violating federal or state law by being on your premises and/or for violating MMCC rules and regulations; such removal shall follow procedural due process as outlined in College policy. Your designated contact person or designee may submit a written request to MMCC for withdrawal of any student from class for reasonable cause; determination shall be made by MMCC in accordance with standard College policy. 

	6. 
	6. 
	To encourage classroom security, MMCC will provide a roster of all students in classes held at your facility within a reasonable timeframe before class(es) begin, and facilitate such procedures as typically enforced for visitors entering/exiting your property. Further, non-high school students will be restricted to those areas of your facility you designate for this purpose and will agree to use designated entrances/exits. 

	7. 
	7. 
	7. 
	To indemnify and hold your school harmless from any liability whatsoever which may be asserted against your school by reason of the acts or omissions of MMCC. The College will provide insurance in amounts and with companies acceptable to your school and name your school as an additional insured to effectuate this provision. MMCC will provide you with certificates of insurance as evidence of the proper coverage upon 

	request. MMCC will remain responsible for any costs, damages or other liabilities arising under this indemnity provision which are not fully covered by your insurance policies. 

	8. 
	8. 
	That in those instances where a high school teacher is certified to teach an MMCC course at your facility and is paid by the local district (defined as Concurrent Enrollment), the College agrees to provide a rebate payable to the school in the amount of $700 per contact hour. When that same instructor engages in additional contact time to provide Supplemental Instruction on days when the class does not normally meet, the college will provide additional reimbursement of $700 per contact hour of Supplemental 

	9. 
	9. 
	To the elimination of the student activity fee and facility fee for dual enrollment students. 
	all 


	10. 
	10. 
	MMCC will charge dual enrolled students at the current MMCC Board established enhanced dual enrollment rates as they apply. Tuition rates are subject to change. MMCC will generally publish rates for Fall semester by no later than April 15 and for Winter semester by no later than November 15. 
	all 



	May we both agree: 
	1. 
	1. 
	1. 
	That your school will provide at no cost to MMCC sufficient classroom space at your facility suitable for the delivery of mutually agreed upon credit-bearing classes. Use of such classrooms will be limited to those hours designated for classes and/or faculty and student meetings that do not interfere with the usage of your classroom(s) for your own purposes. If mutually agreeable, MMCC may deliver non-credit courses, workshops or seminars at your school; however, facility charges and usage will be determine

	2. 
	2. 
	That the MMCC Recruiter/Dual Enrollment Specialist and the designated high school contact person will work together as needed to plan and to communicate effectively for the benefit of students. Further, we will collaborate to orient students to MMCC classes, to inform them of the limitations and benefits that may exist in participating in classes held on your site, and to communicate expectations regarding appropriate conduct and adherence to College rules and regulations. 

	3. 
	3. 
	That each party is informed before any press releases, informational flyers or meetings, and promotional materials of any kind are distributed. This includes, but is not limited to the use of each institutions’ logo and/or signage. 

	4. 
	4. 
	That the presence of non-high school students enrolled in onsite class(es) will be limited to times class(es) are meeting and to reasonable time before and after, unless the student otherwise has permission to be on school premises. It is requested that your designated contact person promptly notify the MMCC Off-Campus Program Coordinator if it is determined that any non-high school student is not adhering to this policy or is otherwise causing disruption to usual high school operations. 

	5. 
	5. 
	That MMCC desires to schedule classes for the convenience and accessibility of your students; however, MMCC retains the right to ensure that all classes meet length requirements, enrollment procedures, and other necessary conditions of MMCC course delivery. 

	6. 
	6. 
	6. 
	At any time, if there is reason to believe that the Concurrent Enrollment (CE) instructor or partnering high school is not complying with the course expectations as detailed in the Off-Campus Instructor Handbook, Off-Campus Guidebook, or other communicated expectation by the MMCC Off-Campus Program or authorized College representatives, the following steps shall be followed to resolve the non-compliance issue: 

	• 
	• 
	• 
	Once any non-compliance issue is indicated, the party having knowledge of the issue should communicate the issue directly to the Associate Dean of Academic Outreach. 

	• 
	• 
	The Associate Dean of Academic Outreach shall advise the Departmental Faculty Liaison and Academic Dean of the issue of concern. 

	• 
	• 
	The issue will be fully investigated by the Departmental Faculty Liaison for the CE course and Associate Dean of Academic Outreach. 

	• 
	• 
	The results of the investigation shall be shared with the appropriate Academic Dean for determination of action to be taken. 

	• 
	• 
	The results of the non-compliance investigation shall be communicated to the appropriate high school personnel with a plan to meet College compliance. 

	• 
	• 
	Failure of the high school partner to comply with the communicated plan may result in the termination of the partnership with the College and the high school. 



	7. 
	7. 
	That we abide by MMCC’S equal opportunity policy with respect to students and faculty participating in classes at this location. 

	8. 
	8. 
	That either party may terminate this agreement by providing at least sixty (60) days’ notice to the other party, prior to the start of any scheduled class, so as to mitigate disruption to students’ scheduling and academic planning. Revisions to the agreement may be made by mutual consent prior to the delivery of identified classes on an annual basis. 


	We appreciate the opportunity to provide convenient access to postsecondary education at your institution. So that our expectations are mutually understood and agreed upon, may I ask you to sign and return one copy of this letter prior to approving the delivery of additional MMCC classes at your school? Please do not hesitate to contact me at 989.386.6602 if you have questions or concerns regarding this agreement. 
	Thank you for your careful consideration and for working together to enhance educational opportunities in our area. 
	Sincerely 
	Christine M. Hammond, President MID MICHIGAN COMMUNITY COLLEGE 
	I, ____________________________________, agree to the provisions of this Agreement Letter. Superintendent __________________ 
	Date 
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