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WHAT ARE YOUR RESPONSIBILITIES AS DUAL CREDIT FACULTY?  

WHERE DO YOU GET LOGIN INFORMATION FOR YOUR EMPOWER, MOODLE 
AND JAGMAIL ACCOUNTS?  

WHERE DO YOU GO TO ACCESS THE EMPOWER PORTAL FOR JACKSONVILLE 
COLLEGE?  

HOW DO YOU ENTER GRADES FOR DUAL CREDIT COURSES AT 
JACKSONVILLE COLLEGE?  

WHERE DO YOU GO TO ACCESS MOODLE?  

HOW DO YOU ACCESS JAGMAIL?  
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ADJUNCT FACULTY 
WHAT ARE YOUR RESPONSIBILITIES AS DUAL CREDIT FACULTY? 
 
The Jacksonville College Academic Dean is the official contact for all matters 
concerning instructional content in college courses that are taught for dual credit. Dual 
credit course content, learning objectives, and procedural policy will be consistent with 
courses taught on the Jacksonville College campus. 
 
Dual Credit Faculty are required to adhere to the following: 
 

● Submit electronically, a course syllabus to the Office of the Academic Dean and 
to the appropriate Department Chair associated with the course. 

● Post the following information on Moodle, the course management system for 
Jacksonville College:  

o A course syllabus in PDF format 
o A welcome letter introducing yourself and your course  
o A link to the JC Honor Code. Require students to sign the Honor Code 

pledge 
o Other pertinent course information on Moodle. 

(Moodle Courses will be open and available for student viewing on the dates 
listed on the academic calendar, which may be accessed on the College website 
under Academics.)  

● Maintain correspondence with, and follow the guidelines of the Department Chair 
for the course being taught. 

● Daily attendance check in EMPOWER is not required. However, an initial 
EMPOWER roster must be checked to determine accuracy of the student roster. 
If a student’s name is not on the EMPOWER roster for the course, the student 
may not attend class. No credit for the class will be given. The student should 
contact the Office of the Registrar if he or she believes the EMPOWER roster is 
in error. 

● Sign and return the Official Roster Verification form(s) to the Registrar’s Office.  
● Adhere to JC deadlines for submitting student grade reports and other required 

documentation. 
● Maintain a copy of grade books and instructional materials for JC administrative 

and departmental review. 
● Follow local campus procedure to arrange for a substitute if you are unable to 

meet a class. 
● Check JC email regularly. This will be the path of official communication from the 

college. 
● Direct students with disabilities to the Office of the Disability Services at 

Jacksonville College.  counselor.504@jacksonville-college.edu  903-586-2518 ext. 
7232 (Accommodations are allowed for the student, but not modifications.) 
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● Provide an updated resume, which includes updated educational history, to the 
Office of the Academic Dean. 

● Sign Statement of FERPA Understanding.  
● Provide appropriate employment documents to the JC Business Office. (See 

Employment section on the JC website.) 
● Inform the Academic Dean of matters that could affect the welfare of students, 

faculty, and the institution. 
● Participate in dual credit instructor evaluations/observations. The Academic Dean 

will evaluate the performance of dual credit instructors according to criteria stated 
in the Faculty Observation Report: 

o Explains Objectives for the lesson presentation 
o Provides learning situations to meet the objectives of the lesson 

presentation 
o Varies instructional methods 
o Encourages relevant student participation 
o Responds appropriately to student questions and comments 
o Encourages critical thinking and analysis 
o Uses class time effectively 
o Exhibits enthusiasm for the subject matter 
o Communicates content clearly and effectively 
o Demonstrates knowledge of subject matter.  

 
  

3 

 



1/30/2019 *JC Dual Credit Handbook Faculty Addendum 2018-2019 (Moodle) - Google Docs

https://docs.google.com/document/d/1mqQHheoMqLvMkpXexIdGRzDKc_g5Y2pM5M4dgcPleYc/edit# 5/16

 

WHERE DO YOU GET LOGIN INFORMATION FOR YOUR EMPOWER, MOODLE 
AND JAGMAIL ACCOUNTS? 
Information Technology (IT) will send your username and initial password to you when 
your employee file is complete. 
 
 
WHERE DO YOU GO TO ACCESS THE EMPOWER PORTAL FOR JACKSONVILLE 
COLLEGE? 
Go to  www.jacksonville-college.edu  and click  JagNet Logins . 
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Then click on the  EMPOWER  link. 
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Enter your username and password, then submit.  
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HOW DO YOU ENTER GRADES FOR DUAL CREDIT COURSES AT 
JACKSONVILLE COLLEGE? 
Follow the sequence for accessing the instructor portal, then choose  Grading Roster .  
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Final grades for dual credit students must be entered by December 15 for fall terms and 
May 25 for spring terms. 

To enter grades, select  Final  for final grades. 
Input Grade  will appear. 
Choose the letter grade from the drop-down arrow. 
Click on  Submit Grades  when finished. 

Be advised that once you click  Submit Grades , you may not make any changes. All 
changes will have to be requested from the Registrar at JC by emailing 
registrar@jacksonville-college.edu.
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WHERE DO YOU GO TO ACCESS MOODLE? 
Go to  www.jacksonville-college.edu  and click  JagNet Logins . 
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Click the  Moodle  link. 
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Enter username and password, then click the  Log in  button.  

 
Enter your username. 
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To view your courses, click on the  My courses  link. 
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HOW DO YOU ACCESS JAGMAIL? 
Go to  www.jacksonville-college.edu  and click  JagNet Logins . 
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Click the  JagMail  link. 

 
 
Enter your complete Jacksonville College email address for your username. 
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Click the  Next  button. 
Enter your password. 
Click the  Sign in  button. 
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