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JACKSONVILLE   COLLEGE   
 

We   are   delighted   that   you   are   interested   in   getting   a   head   start   on   your   college  
education   by   participating   in   the   Jacksonville   College   Dual   Credit   Program.   Answers   to  
the   following   questions   will   introduce   dual   credit   students   to   JC   policies   and   help   ensure  
a   meaning   dual   credit   experience.   
  
WHAT   IS   JACKSONVILLE   COLLEGE’S   MISSION?  
 
Jacksonville   College   exists   to   provide   a   quality   education   from   a   biblical   worldview   that  
challenges   minds,   transforms   lives,   and   equips   students   for   servant   leadership   and  
lifelong   learning.  
   
WHAT   IS   JACKSONVILLE   COLLEGE’S   STATEMENT   OF   FAITH?  
A   deep   faith   in   God   is   the   foundation   of   Jacksonville   College.   The   College   believes   that  
no   education   is   complete   until   a   student   understands   who   God   is   and   how   to   relate   to  
Him   through   His   Son   Jesus   Christ.   Doctrinal   beliefs   influence   all   that   the   College   does  
and   teaches.  
   
Jacksonville   College   recognizes   certain   basic   tenets   of   the   Christian   faith.   The   following  
are   basic   doctrinal   distinctive   but   not   exhaustive   of   all   our   beliefs:  

● The   Bible   is   the   inerrant,   infallible   word   of   God   and   is   the   final   authority   in   all  
matters   of   belief   and   practice.  

● There   is   one   and   only   one   living   and   triune   God.   He   is   Creator,   Redeemer,  
Preserver,   and   Ruler   of   the   Universe.  

● Christ   is   the   eternal   Son   of   God.   In   His   incarnation,   Jesus   was   conceived   of   the  
Holy   Spirit   and   born   of   the   virgin   Mary.  

● Man   is   the   special   creation   of   God,   who   created   us   male   and   female.  
● Salvation   is   the   gracious   act   of   God   through   faith   in   Jesus   Christ   and   Him   alone.  
● Believers   are   to   mature   in   the   faith   through   discipleship   and   serve   God   and  

others   through   a   New   Testament   Church.  
● Jesus   Christ   will   return   personally   and   visibly   in   glory   to   the   earth.   Christ   will  

judge   all   men   according   to   His   will.  
   
The   Bible   is   the   authority.   The   College's   doctrinal   expressions   are   found   in   the  
(1)   Baptist   Missionary   Association   of Texas   Doctrinal   Statement (Jacksonville   College   is  
owned   and   operated   by   the   BMA   of   Texas);   and   the  
(2)   Southern   Baptist   Convention  Baptist   Faith   and   Message   2000  (Jacksonville   College  
is   affiliated   with   the   SBTC).  
 
IS   JACKSONVILLE   COLLEGE   ACCREDITED?   
Jacksonville   College   is   accredited   by   the   Commission   on   Colleges   of   the   Southern  
Association   of   Colleges   and   Schools   (SACSCOC)   located   at   1866   Southern   Lane,  
Decatur,   Georgia,   30033-4097,   telephone   number   (404)   679.4301.   Jacksonville   College  
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is   accredited   to   award   the   following:   Associate   Degree,   Junior   College   Diploma,   and  
Continuing   Education.  
 
WHAT   ARE   THE   GENERAL   EDUCATION   LEARNING   OUTCOMES   FOR  
JACKSONVILLE   COLLEGE?  
Jacksonville   College’s   general   education   learning   outcomes   include   information   literacy,  
and   communication/presentation   skills,   as   well   as   collegiate   level   competencies   in  
critical   thinking,   mathematics,   reading   and   writing.   

● Jacksonville   College   graduates   should   be   able   to   apply   principles   of   information  
literacy   to   engage   in   research,   analyze   evidence,   and   form  
conclusions/judgements   to   meet   specific   course   requirements   and   develop   skills  
for   lifelong   learning.   

● Jacksonville   College   graduates   should   be   able   to   formulate   and   organize   ideas  
resulting   in   purposeful   presentations,   which   increase   knowledge,   foster  
understanding,   and   affect   the   attitudes,   values,   and   beliefs   of   themselves   and  
others.   

● Jacksonville   College   graduates   will   demonstrate   collegiate   level   competencies  
that   meet   or   exceed   the   national   norms   as   evidenced   by   scored   responses   on   a  
standardized   assessment.  

WHAT   IS   DUAL   CREDIT?  
Dual   Credit   is   a   process   by   which   a   high   school   student   enrolls   in   a   college   course   and  
receives   simultaneous   academic   credit   for   the   course   from   both   the   college   and   the   high  
school.   The   Jacksonville   College   Dual   Credit   Program   provides   an   opportunity   for  
academically   strong   high   school   students   to   enroll   in   college-level   courses   that   fulfill  
high   school   graduation   requirements.   Students   may   also   choose   to   take   courses  
beyond   high   school   requirements   if   the   courses   fit   their   instructional   needs.   Jacksonville  
College   classifies   all   high   school   students   enrolled   in   college   as   dual   credit   students.  
The   decision   of   whether   to   grant   high   school   credit   for   college   courses   is   at   the  
discretion   of   the   student’s   respective   high   school.     Even   if   high   school   credit   will   not   be  
granted,   all   policies   in   this   handbook   still   apply.   

HOW   DOES   DUAL   CREDIT   WORK?  
Students   begin   by   visiting   with   their   high   school   counselor   to   determine   if   dual   credit  
courses   are   possible   and   to   determine   if   they   are   eligible.   Students   must   show   college  
readiness   through   standardized   test   results.   High   school   counselors   are   familiar   with  
eligibility   requirements   and   appropriate   scores   for   dual   credit   admission.   
  
Students   must   meet   all   admission   requirements   and   the   prerequisites   for   each   course  
that   is   taken.   High   school   counselors   help   students   with   testing,   admission   applications,  
submission   of   high   school   transcripts,   and   registration   for   the   Dual   Credit   Program.  
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WHAT   SUBJECTS   ARE   AVAILABLE   AS   DUAL   CREDIT?  
Jacksonville   College   offers   a   wide   selection   of   courses   to   dual   credit   students   at   many  
locations   and   in   a   number   of   formats.   Students   must   consult   with   the   high   school  
counselor   about   which   subjects   are   available   and   most   appropriate,   but   the   most  
common   subjects   have   been   English,   government,   and   history.   Other   selections   may  
include   courses   in   fine   arts,   speech,   economics,   math,   and   sciences.   Dual   credit  
students   may   not   enroll   in   remedial   courses   at   JC.   
  
Area   superintendents   and   counselors   work   with   the   Academic   Dean   and   Registrar   of  
Jacksonville   College   to   develop   all   dual   credit   offerings   on   high   school   campuses.   

WHAT   SCHOOL   DISTRICTS   ARE   SERVED   BY   JACKSONVILLE   COLLEGE?  
Jacksonville   College   offers   dual   credit   services   to   Jacksonville   High   School   and   to   home  
school   students.  

WHAT   ARE   THE   DUAL   CREDIT   DELIVERY   SYSTEMS?  
Courses   may   be   delivered   using   a   variety   of   methods   as   listed   below.   
  

HIGH   SCHOOL   CAMPUS — A   high   school   student   can   earn   both   high   school   and  
college   credit   for   a   course   taught   in   the   high   school   facility   by   a   dual   credit   high   school  
instructor.   The   high   school   instructor   will   be   Jacksonville   College   adjunct   faculty,   and  
therefore,   must   meet   the   same   qualifications   as   faculty   teaching   each   respective   course  
on   the   college   campus.   
 

COLLEGE   CAMPUS — A   high   school   student   can   earn   both   high   school   and  
college   credit   or   college   credit   only   for   a   course   taught   on   the   college   campus.   The   high  
school   student   will   attend   class   with   college   students.   High   school   counselors   work   with  
JC   to   enroll   students   in   class   times   that   fit   within   the   school   day,   or   JC   provides   college  
courses   at   night.   
 

ONLINE   COURSE — A   high   school   student   can   earn   both   high   school   and   college  
credit   or   college   credit   only   for   a   course   taught   online.   An   online   course   is   completed  
entirely   over   the   internet.   JC’s   online   learning   program   utilizes   internet   or   web-based  
courses   that   are   accessed   through   Moodle,   which   is   Jacksonville   College’s   learning  
management   system.   Specific   login   instructions   for   Moodle   may   be   obtained   from   the  
Information   Technology   Department.   Students   should   note   that   some   JC   online   courses  
may   require   major   examinations   to   be   taken   in   a   proctored   environment   either   at  
designated   testing   centers   or   through   approved   proctors.   This   may   result   in   students  
having   to   travel   for   exams.   Typical   scenarios   for   high   school   students   taking   online  
courses   are   as   follows:  

● A   high   school   student   may   enroll   in   an   online   course   integrated   with   college  
students   and   participate   independently   from   home.   
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● The   high   school   may   arrange   for   a   group   of   students   to   meet   in   a   computer   lab   to  
participate   in   an   online   course   with   a   high   school   liaison   present.   

 
● Students   may   be   required   to   participate   in   an   online   orientation   to   assess   their  

compatibility   with   online   college   courses   before   they   enroll.   A   report   is   provided  
at   the   conclusion   of   the   assessment.  

WHAT   ARE   MOODLE,   EMPOWER,   AND   JAGMAIL?  
Moodle    is   Jacksonville   College’s   online   learning   management   system.   Moodle   is   used  
for   viewing   class   resources,   submitting   class   assignments   and   communicating   via  
discussion   boards   with   instructors   and   classmates.   

EMPOWER    is   a   self-service   portal   for   accessing   class   schedules   and   viewing   grade  
reports,   transcripts   and   account   and   billing   information.  

JagMail   is   the   official   communication   channel   of   Jacksonville   College   that   all   JC  
personnel   and   students   will   use   to   communicate   with   one   another.   Jagmail   is   an  
email   service   provided    through   Google .   

HOW   DOES   A   STUDENT   DETERMINE   HIS   OR   HER   LOGIN   TO   MOODLE,  
EMPOWER,   AND   JAGMAIL?  
Instructions   for   Logging   into   Moodle,   EMPOWER,   and   JagMail   Accounts  
  
Username   for   Moodle   and   EMPOWER   is:  

● [first   six   letters   of   last   name][first   letter   of   first   name][two   digit   day   of   birth]   
● NOTE:   Last   names   of   fewer   than   six   letters   will   just   be   the   complete   last  

name   

Username   for   JagMail   is:  

● [username]@jacksonville-college.edu   

Password   for   Moodle,   EMPOWER   and   JagMail   is:   

● [last   four   digits   of   social   security   number][4   digit   birth   year]   

Examples:   

● Fred   Thompson   born   01/22/1990   with   social   security   ending   in   2234:   
○ Moodle   and   EMPOWER   username:   thompsf22   
○ Moodle   and   EMPOWER   password:   22341990   
○ JagMail   username:   thompsf22@jacksonville-college.edu   
○ JagMail   password:   22341990   

 
● Joshua   Day   born   10/07/1993   with   social   security   ending   in   0317:   

○ Moodle   and   EMPOWER   username:   dayj07   
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○ Moodle   and   EMPOWER   password:   01371993   
○ JagMail   username:   dayj07@jacksonville-college.edu   
○ JagMail   password:   01371993   

 
If   you   have   any   problems   logging   in,   please   email    help@jacksonville-college.edu .  

You   can   also   reset   your   password   by   clicking   on   the    Forgotten   your   username   or  
password ?    link   on   the   Moodle   or   EMPOWER    login   page.   

 

WHAT   PROCESS   MUST   A   DUAL   CREDIT   STUDENT   FOLLOW   TO   BE   ADMITTED  
TO   THE   JACKSONVILLE   PRE-COLLEGE   PROGRAM?  

1. Apply   online   using   the   dual   credit   application   form.   This   is   located   under   the  
ADMISSIONS    button   on   the   homepage   by   clicking   on   the    Application    link   

2. All   information   must   be   provided   including   the   social   security   number.   Students  
who   are   not   US   citizens   and   do   not   have   a   US   social   security   number   may   use  
their   high   school’s   S   number   or   hash   [####].  

3. Students   expecting   to   begin   their   dual   credit   classes   prior   to   their   junior   year  
must   have   a   letter   of   recommendation   from   the   high   school   counselor   stating  
their   academic   record   indicates   ability   to   successfully   engage   in   college-level  
learning.  

4. No   student   may   enroll   in   dual   credit   course   prior   to   reaching   sophomore  
standing.  

 
ARE   HOME-SCHOOLED   STUDENTS   ELIGIBLE   TO   PARTICIPATE   IN   THE   DUAL  
CREDIT/CONCURRENT   ENROLLMENT   PROGRAM?   
Yes,   the   student   must   provide   a   high   school   transcript,   verifying   completion   of   the  
freshman   year   (six   high   school   credits)   and   a   letter   of   permission   from   the   home   school  
instructor   in   addition   to   the   application   credentials   of   all   high   school   students.  
Homeschool   high   schools   must   sign   a   dual   credit   partnership   agreement   with  
Jacksonville   College   before   any   home   school   students   will   be   able   to   register   for  
classes.   The   partnership   agreement   may   be   obtained   from   the   Admissions   Office   or   the  
Office   of   the   Academic   Dean.  
 

WHAT   PROOF   OF   ELIGIBILITY   MUST   A   DUAL   CREDIT   STUDENT   HAVE   TO   BE  
ALLOWED   TO   TAKE   CLASSES   WHICH   REQUIRE   PROOF   OF   COLLEGE  
READINESS?   
The   student   must   meet   one   of   the   following   criteria:  

● ACT  
○ English   and   Reading   of   at   least   15   to   take   college   English   
○ Mathematics   of   at   least   19   to   take   college   math    

● OLD   SAT  
○ Reading   and   Writing   scores   of   at   least   380  
○ Math   score   of   at   least   500  
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● NEW   SAT  
○ Combined   Reading/Writing   score   of   at   least   430  
○ Math   score   of   at   least   530  

● TSI  
○ English   score   of   at   least   19  
○ Reading   score   of   at   least   23  
○ Math   score   of   at   least   19  

● ACCUPLACER  
○ Next   Generation   Reading   Comprehension   score   of   at   least   276  
○ Next   Generation   Sentence   Skills   score   of   at   least   276  
○ Next   Generation   Arithmetic   score   of   at   least   260  

● STAAR   EOC   score   in   Algebra   I   and   passing   score   in   Algebra   II   OR   Algebra  
II   of   at   least   4000  

● STAAR   EOC   score   in   English   II   of   at   least   4000  
 
BACTERIAL   MENINGITIS  
The   State   of   Texas   has   passed   a   new   law   (HR   4189)   that   requires   all   under   the   age   of  
22   to   have   a   vaccination   against   bacterial   meningitis   if   they   are   enrolled   in   classes   that  
meet   physically   at   the   College.   The   vaccination   must   not   be   older   than   5   years   as   of   the  
first   day   of   class.   Students   enrolled   in   classes   on   the   high   school   campus   or   fully   online  
are   exempt.  
  
There   are   two   exceptions   that   might   apply   to   a   high   school   student.  

●    An   affidavit   or   a   certificate   signed   by   a   physician   who   is   duly   registered   and  
licensed   to   practice   medicine   in   the   United   States,   in   which   it   is   stated   that,   in   the  
physician's   opinion,   the   vaccination   required   would   be   injurious   to   the   health   and  
well-being   of   the   student  

●    An   affidavit   signed   by   the   student   stating   that   the   student   declines   the  
vaccination   for   bacterial   meningitis   for   reasons   of   conscience,   including   a  
religious   belief.   A   conscientious   exemption   form   (" Affidavit   Request   for  
Exemption   from   Immunizations   for   Reasons   of   Conscience ")   from   the   Texas  
Department   of   State   Health   Services   must   be   used.  

 

REGISTRATION   AND   PAYMENT   PROCESS   
Dual   credit   students   must   go   through   the   registration   process   for   every   semester   of  
attendance   at   JC.    Additional   information   regarding   registration   is   available   online   at  
http://www.jacksonville-college.edu/#!blank-1/do5vp   

HOW   DOES   A   STUDENT   REGISTER   FOR   ON   COLLEGE   CAMPUS   OR   ONLINE  
COURSES?  
All   necessary   forms   and   admission   criteria   must   be   met   and   submitted   to   Jacksonville  
College   prior   to   registration   dates.   Students   will   need   to   submit   a   signed   and   completed  
Dual   Credit   and   Concurrent   Enrollment   Verification   Form    in   order   to   register   for   on  
college   campus   or   online   courses.    Registration   is   complete   when   the   student   pays   his  
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or   her   tuition   in   full   and   receives   a   receipt   from   the   Business   Office   at   Jacksonville  
College.     Students   registering   for   college   credit   courses   only   must   follow   JC’s  
registration   process   and   timeline   as   shown   below.   
 
FALL   2019  
Placement   Testing  August   9   &   12  
Registration August   9   &   12   
Classes   Begin,   8:00   a.m. August   14  
Late   Registration   ends August   20  
Advising/Early   Registration   Winter October   16  
Advising/Early   Registration   Spring November   18  
 
WINTER   2019-2020  
ONLINE   -   DECEMBER   12-JANUARY   4  
Placement   Testing December   9  
Online   Courses   Registration December   9-10  
Classes   Begin December   11  
Late   Registration   Ends  December   12  
 
SPRING   2020  
Placement   Testing January   9-10  
Registration January   9-10  
Classes   Begin,   8:00   AM January   13  
Late   Registration   Ends January   21  
Advising/Early   Registration   Summer March   18  
Advising/Early   Registration   Fall April   16  
 
MAYMESTER   2020   
Placement   Testing May   12  
Registration May   12  
Classes   Begin May   13  
Late   Registration   Ends  May   14  
 
SUMMER   I   2020  
Placement   Testing  May   28  
Registration May   28  
Classes   Begin  June   1  
Late   Registration   Ends June   2  
 
SUMMER   II   2020  
Placement   Testing  June   29  
Registration June   29-30  
Classes   Begin July   6  
Late   Registration   Ends July   7  
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HOW   DOES   A   STUDENT   REGISTER   FOR   ON   HIGH   SCHOOL   CAMPUS   COURSES?  
High   school   counselors   work   with   Dual   credit   students   to   facilitate   registration.   All  
necessary   forms   and   admission   criteria   must   be   met   and   submitted   to   Jacksonville  
College   prior   to   registration   dates   at   the   host   high   school.    Registration   is   complete  
when   the   student   pays   his   or   her   tuition   in   full   and   receives   a   receipt   from   the  
Business   Office   at   Jacksonville   College.  
 
FALL   2019  
Placement   Testing  to   be   determined   by   High   School  
Registration to   be   determined   by   High   School  
 
SPRING   2020  
Placement   Testing to   be   determined   by   High   School   
Registration to   be   determined   by   High   School  

WHAT   IS   THE   TUITION   FOR   DUAL   CREDIT   STUDENTS?  
The   Jacksonville   College   Board   of   Trustees   establishes   tuition   rates   annually.   The  
tuition   for   dual   credit   students   is   at   a   reduced   rate.   

● Students   taking   dual   credit   courses   on   a   high   school   campus   pay   a   tuition   rate   of  
$70.00   per   credit   hour.  

● Students   taking   courses   on   the   college   campus,   either   for   dual   credit   or   college  
credit   only,   pay   a   tuition   rate   of   $290.00     during   long   terms.  

● Students   taking   courses   online   through   Jacksonville   College,   either   for   dual  
credit   or   college   credit   only,   pay   a   tuition   rate   of   $290.00     during   long   terms.  

● Students   taking   courses   during   short   terms,   Maymester,   Summer   1,   Summer   2,  
and   Winter   term   pay   a   flat   tuition   fee   of   $185.00   for   one   hour   courses,   $485.00  
for   three   hour   courses,   and   $585   for   four   hour   courses.   

HOW   ARE   TUITION   AND   FEES   PAID?  
A   student   or   parent   may   make   payment   in   person   by   cash,   check,   money-order,   credit  
or   debit   card.   JC   accepts   Visa,   MasterCard   or   Discover.   Checks   may   be   written   only   for  
the   amount   due.  
 
Two-party   checks,   payroll   checks,   or   postdated   checks   are   not   acceptable.   Students  
may   also   access   online   payment   through   EMPOWER   on   the   Jacksonville   College  
website.  

DOES   JACKSONVILLE   COLLEGE   OFFER   REFUNDS?  
Refunds   for   both   “on   college   campus”   courses   and   “online”   courses   are   available   up   to  
the   add/drop   dates   listed   below.  
 
FALL   2019  
Last   day   to   Add/Drop August   20  
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WINTER   2019-2020  
ONLINE   -   DECEMBER   12-JANUARY   3  
Last   day   to   Add/Drop December   12  
 
SPRING   2020  
Last   Day   to   Add/Drop January   21  
 
MAYMESTER   2020  
Last   day   to   Add/Drop May   14  
 
SUMMER   I     2020  
Last   Day   to   Add/Drop June   2  
 
SUMMER   II   2020  
Last   day   to   Add/Drop July   7  
 
Refunds   for   ON   HIGH   SCHOOL   CAMPUS   COURSES   are   available   up   to   the  
add/drop   dates   listed   below.  
 
FALL   2019  
Last   day   to   Add/Drop September   30  
 
SPRING   2020  
Last   Day   to   Add/Drop February   28   

IS   FINANCIAL   AID   AVAILABLE   FOR   DUAL   CREDIT   STUDENTS?  
Currently,   financial   aid   is   not   available   to   any   student   that   has   not   graduated   from   high  
school   or   received   their   GED.   

WHAT   IS   THE   ATTENDANCE   POLICY   FOR   DUAL   CREDIT   STUDENTS?  
The   attendance   policy   for   college   level   classes   is   very   different   than   the   attendance  
policy   for   a   traditional   high   school   class.   

ON   HIGH   SCHOOL   CAMPUS   DUAL   CREDIT   COURSE   ATTENDANCE   
Jacksonville   College   expects   punctuality   and   regular   class   attendance.   An   instructor  
with   the   approval   of   the   high   school   counselor   and   JC   Academic   Dean   may  
drop/withdraw   a   student   when   either   the   lack   of   attendance   prohibits   a   student   from  
meeting   the   course   objectives   or   when   a   student   accumulates   excessive   absences.  
“Excessive   absences”   is   defined   as   the   equivalent   of   two   weeks   instruction   in   a   16-week  
semester   or   no   more   than   12.5%   of   the   total   hours   of   instruction   in   any   term.   
  
All   students   should   be   sure   that   they   understand   and   follow   the   instructor’s   attendance  
policy   as   outlined   in   the   course   syllabus.   If   they   are   involved   in   extracurricular   activities  
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that   cause   them   to   miss   class,   they   should   be   sure   that   these   absences   do   not  
accumulate   to   “excessive”   in   dual   credit   classes.  

ON   COLLEGE   CAMPUS   OR   ONLINE   COURSE   ATTENDANCE  
Students   should   be   present   in   the   classroom   to   facilitate   the   learning   process   and   to  
develop   proper   learning   habits.   Attendance   requirements   are   outlined   by   the   individual  
instructor   in   his   or   her   course   syllabus.   If   a   student   has   excessive   absences,  
appropriate   learning   cannot   take   place   and   the   student   may   be   removed   from   the   class  
by   the   Academic   Dean   at   the   request   of   the   instructor.   Any   consequences   of   removal  
from   a   class,   such   as   effects   on   scholarships   or   financial   aid,   shall   be   the   responsibility  
of   the   student.   
 
Instructors   are   encouraged   to   consider   not   only   a   punitive   policy   to   reduce   a   student’s  
grade   for   excessive   absences   or   tardiness   but   also   a   motivational   policy   whereby  
grades   may   be   increased   for   limited   absences.   Such   policies   should   be   included   in   the  
course   syllabus.   Make-up   work   is   at   the   discretion   of   the   instructor;   the   student   is  
responsible   for   requesting   the   work.  
 
Absences   due   to   official   college   business   that   is   sponsored   by   appropriate   college  
personnel   shall   not   be   counted   or   penalized.   Such   absences   must   be   submitted   by   the  
sponsor   to   the   Academic   Dean   for   approval.   All   affected   instructors   will   be   informed   of  
absences   by   the   Academic   Dean.   Jury   duty   is   considered   an   excused   absence;   the  
student   must   provide   verification   of   duty.   Make-up   work   shall   be   given   by   the   instructor  
for   jury   duty   absences,   but   it   is   the   responsibility   of   the   student   to   request   the   work.  

HOW   DOES   A   STUDENT   DROP   A   COURSE?  
If   the   student   finds   early   in   the   term   that   he   or   she   is   doing   poorly   in   a   dual   credit   class,  
he   or   she   may   wish   to   drop   the   course.   It   is   the   student’s   responsibility   to   check   the  
calendar   for   the   last   day   to   drop   a   class   and   to   request   a   drop   from   the   Registrar’s  
Office   and   the   high   school   counselor.   
 
HOW   DOES   A   DUAL   CREDIT   STUDENT   DROP   A   COURSE   ON   THE   HIGH   SCHOOL  
CAMPUS?  
Courses   dropped   during   the   Add/Drop   period   for   high   school   campus   dual   credit  
courses   will   not   appear   on   the   student’s   permanent   college   transcript.   The  
student   should   complete   the   steps   listed   below   to   drop   a   course.   
 
1.   Contact   his   or   her   high   school   counselor   about   dropping   the   course.   The   counselor  
must   insure   that   graduation   requirements   will   still   be   met   without   the   college   course  
credit   and   make   any   changes   to   the   student’s   high   school   schedule.   
 
2.   Complete   the    Dual   Credit   Add   Drop   Form    and   submit   it   to   the   Office   of   the   Registrar  
at   JC.   (See    Add/Drop   And   Withdrawal   Deadlines   For   On   High   School   Campus   Courses  
for   date   deadlines.)  
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The   Registrar’s   Office   will   notify   the   instructor   via   his   or   her   Jacksonville   College   email  
address   that   the   student   has   dropped   the   course.   
 
HOW   DOES   A   DUAL   CREDIT   STUDENT   DROP   A   COURSE   ON   COLLEGE   CAMPUS  
OR   ONLINE?  
Students   taking   college   campus   and/or   online   courses   with   JC,   will   need   to   initiate   the  
drop   process   within   the   JC   Academic   Calendar   add/drop   timeframe.   The   JC   Academic  
Calendar   is   located   on   the   College   website   under   Academics.   Students   may   drop   a  
course   during   this   time   by   completing   the    Dual   Credit   Add   Drop   Form    and   submitting   it  
to   the   Office   of   the   Registrar.   (See    Add/Drop   And   Withdrawal   Deadlines   For   On   College  
Campus   Or   Online   Courses .)  

HOW   DOES   A   STUDENT   WITHDRAW   FROM   A   COURSE?  
The   grades   earned   in   a   dual   credit   course   will   become   part   of   the   student’s   permanent  
college   record.   If   the   student   finds   that   he   or   she   is   doing   poorly   in   a   dual   credit   class,  
he   or   she   may   wish   to   withdraw   from   the   course.   It   is   the   student’s   responsibility   to  
check   the   calendar   for   the   last   day   to   withdraw   from   a   course   with   a   W.   Courses   that   a  
student   withdraws   from   will   be   a   part   of   his   or   her   college   transcript   and   will   have   a  
“grade”   of   W   for   withdrawal   during   the   withdrawal   period.   The   student   should   complete  
the   steps   listed   below   to   withdraw   from   a   course.   
 
1.   Contact   his   or   her   high   school   counselor   about   withdrawing   from   the   course.   The  
counselor   must   insure   that   graduation   requirements   will   still   be   met   without   the   college  
course   credit   and   make   any   changes   to   the   student’s   high   school   schedule.   
 
2.   Complete   the    Dual   Credit   Withdrawal   Form    and   submit   it   to   the   Office   of   the   Registrar  
at   JC.   
 
The   Registrar’s   Office   will   notify   the   instructor   via   his   or   her   Jacksonville   College   email  
address   when   the   student   has   been   withdrawn   from   the   course.  
 
Students   taking   college   campus   and/or   online   courses   with   JC   will   need   to   initiate   the  
withdrawal   process   within   the   JC   Academic   Calendar   withdrawal   timeframe.   The   JC  
Academic   Calendar   is   located   on   the   College   website   under   Academics.   Students   may  
withdraw   during   this   time   by   completing   the    Dual   Credit   Withdrawal   Form    and  
submitting   it   to   the   Office   of   the   Registrar.   

ADD/DROP   AND   WITHDRAWAL   DEADLINES   FOR   ON   COLLEGE   CAMPUS   OR  
ONLINE   COURSES   

FALL   2019  
Last   Day   to   Add/Drop August   20    by   4   p.m.  
Last   Day   to   Withdraw   with   “W” October   16  

 
WINTER   2019-2020  
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ONLINE   -   DECEMBER   12-JANUARY   4  
Last   Day   to   Add/Drop December   12    by   4   p.m.  
 
Last   Day   to   Withdraw   with   “W” December   18  
 
SPRING   2020  
Last   Day   to   Add/Drop January   21   by   4   p.m.  
 
Last   Day   to   Withdraw   with   “W” March   25  
 
MAYMESTER   2020   
Last   Day   to   Add/Drop May   14    by   4   p.m.  
 
Last   Day   to   Withdraw   with   “W” May   22  
 
SUMMER   I   2020  
Last   Day   to   Add/Drop June   2    by   4   p.m.  
 
Withdraw   with   “W” June   19  
 
SUMMER   II   2020  
Last   Day   to   Add/Drop July   7    by   4   p.m.  
 
Withdraw   with   “W” July   20  
 

ADD/DROP   AND   WITHDRAWAL   DEADLINE   FOR   ON   HIGH   SCHOOL   CAMPUS  
COURSES  

FALL   2019   
Last   Day   to   Add/Drop September   30  
Last   Day   to   Withdraw   with   “W” November   1  

 
SPRING    2020   
Last   Day   to   Add/Drop February   28   
Last   Day   to   Withdraw   with   “W” April   1  

WHAT   IS   EXPECTED   FROM   A   COLLEGE   STUDENT?  
1.   A   High   School   Campus   dual   credit   course   is   a   college   course.   Students   will   be  
expected   to   conduct   themselves   as   college   students,   and    regular   academic   policies  
applicable   to   courses   taught   at   the   college's   main   campus   also   apply   to   High   School  
Campus   dual   credit   courses .    While   taking   courses   through   Jacksonville   College,   the  
student   must   adhere   to   all   college   policies   contained   in   the    Jacksonville   College  
Catalog ,    Jacksonville   College   Student   Handbook ,   registration   guide,   and   course  
syllabus.   
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2.   To   prepare   for   college   course   assignments,   all   college   students   should   expect   to  
invest   at   least   as   much   time   out-of-class   as   in-class.   All   students   should   schedule  
additional   study   time   when   they   have   an   exam   or   when   projects   are   due.   
  
3.   High   school   courses   may   not   address   the   same   controversial   issues   or   subject   matter  
as   a   college   course.   However,   dual   credit   students   should   be   prepared   to   participate   in  
college   level   class   discussions.   
  
4.   The   instructor   is   available   to   answer   any   questions   a   student   may   have.   If   students  
have   any   concerns   about   their   performance   in   the   course   or   are   not   sure   of   an  
assignment,   the   student   should   speak   with   the   instructor.   
  
5.   The   student   should   pay   careful   attention   to   the   instructor’s   system   for   assigning  
grades.   The   instructor’s   grading   system   is   covered   in   the   course   syllabus   which   is  
distributed   at   the   beginning   of   each   course.   Unlike   high   school,   college   students   are  
usually   not   permitted   to   redo   any   assigned   work   and   are   usually   not   allowed   any   extra  
credit   to   help   bring   up   low   grades.   
  
6.   High   school   extra-curricular   activities   may   conflict   with   a   dual   credit   course.   Students  
are   responsible   for   all   materials   related   to   the   course   whether   or   not   they   are   in   class  
the   day   the   information   is   given   or   the   assignment   is   made.   Students   will   need   to   talk   to  
their   instructor   to   make   arrangements   for   receiving   handouts,   classroom   information,  
obtaining   lecture   notes,   or   turning   in   work.   Parents   and   students   should   seriously  
discuss   priorities   before   and   during   enrollment   in   a   dual   credit   course.  

HOW   ARE   DUAL   CREDIT   STUDENTS   GRADED?  
The   level   of   success   achieved   by   a   student   in   his   or   her   course   work   is   designated   by  
letter   grades.   The   level   of   the   grade   may   be   determined   by   attendance   policies,   class  
work,   and   examinations   as   published   in   the   course   syllabus.   The   JC   grading   scale   is   as  
follows:   
A   —   Excellent   (90-100)    
B   —   Good   (80-89)    
C   —   Fair   (70-79)    
*D   —   Poor   (passing)   (60-69)   
F   —   Failure   (Below   60)  
I   —     Incomplete  
W   —Withdrew   -   instructor   or   student   initiated   withdrawal   
  
At   the   end   of   each   semester,   instructors   will   post   the   semester   grades   in   EMPOWER.  
Refer   to   the   section   below   for   timelines   for   on   high   school   campus   posting   dates   and   on  
college   campus   posting   dates.   Students   will   have   access   to   their   grades   via   EMPOWER  
on   an   unofficial   transcript.   
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An   “I”   (incomplete)   is   given   when   illness   or   other   emergency   prevents   the   student   from  
completing   a   course,   an   “I”   is   generally   considered   after   the   drop   date   and   only   when   a  
student   is   in   good   standing   in   the   course.    Any   student   receiving   an   “I”   in   a   course   during  
a   long   semester   has   45   days   to   fulfill   the   course   requirements   and   receive   a   proper  
grade.   Any   student   receiving   an   “I”   in   a   course   during   a   short   semester   has   15   days   to  
fulfill   the   course   requirements   and   receive   a   proper   grade.   The   student   is   responsible  
for   making   arrangements   with   the   instructor   to   fulfill   the   course   requirements.   If   the  
course   requirements   are   not   fulfilled,   and   a   proper   grade   is   not   assigned   within   the  
45-day   or   15-day   period,   the   “I”   automatically   becomes   an   “F,   and   the   Registrar   will  
transcript   the   grade   accordingly.  
 
*The   grade   of   “D”   may   not   transfer   to   some   colleges.  
  
A   student   who   officially   withdraws   from   one   or   more   courses   will   receive   the   grade   of  
“W”   if   such   withdrawal   is   completed   by   the   deadline   specified   in   the   JC   Academic   
 
WHEN   WILL   GRADES   BE   POSTED   FOR   ON   COLLEGE   CAMPUS   OR   ONLINE  
COURSES?  
 
FALL   2019  
Final   Exams December   4-5   
Official   Close   of   Semester December   5   
Grades   Posted   by   5:00   p.m. December   9   
 
WINTER   2019-2020   
ONLINE   -   DECEMBER   12-JANUARY   4  
Final   Exams/Last   Day   of   Winter January   3   
Grades   Posted   by   5:00   p.m. January   6   
 
SPRING    2020   
Final   Exams  May   5-6   
Official   Close   of   Semester May   6   
Grades   Posted   by   5:00   p.m. May   11   
 
MAYMESTER   2020   
Final   Exams/Last   Day   Maymester  May   27   
Grades   Posted   by   5:00   p.m. May   28   
 
SUMMER   I   2020   
Final   Exams/Last   Day   of   Summer   I June   25   
Grades   Posted   by   5:00   p.m. June   29   
 
SUMMER   II   2020   
Final   Exams/Last   Day   of   Summer   II July   30   
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Grades   Posted   by   5:00   p.m. August   3   

WHEN   WILL   GRADES   BE   POSTED   FOR   ON   HIGH   SCHOOL   CAMPUS   COURSES?  
 
FALL   2019   
Grades   Posted   by   5:00   p.m. December   15  
 
SPRING    2020   
Grades   Posted   by   5:00   p.m. May   25   
 
NOTE:    A   student   may   contest   a   final   semester   grade   by   submitting   a   written   appeal   to  
the   Academic   Dean   no   later   than   45   calendar   days   for   long   semesters   or   15   calendar  
days   for   short   semesters   after   the   close   of   the   semester   in   which   the   grade   was   given.  
 
Dual   credit   course   grades   will   be   included   on   the   JC   student   transcript   and   will   follow  
the   student   throughout   his   or   her   college   career.   Dual   credit   course   grades   do   affect   the  
student’s   grade   point   average   (GPA).   

WHAT   DOES   A   GRADUATING   DUAL   CREDIT   SENIOR   NEED   TO   DO?  
All   students   who   have   taken   dual   credit   courses   and   are   graduating   from   high   school  
need   to   submit   an   official   high   school   transcript   showing   the   date   of   graduation.  

● For   students   planning   to   attend   JC   after   graduation:  
o Contact   the   Admissions   office   at   (903)   586-2518   ext.   7110   for   further  

assistance.  
● For   students   planning   on   attending   another   college   or   university:  

o Submit   an   official   high   school   transcript   showing   the   date   of   graduation.  
o Request   an   official   Jacksonville   College   transcript   to   be   sent   to   any   of   the  

institutions   to   which   the   student   is   applying.   

HOW   DOES   A   STUDENT   REQUEST   AN   OFFICIAL   TRANSCRIPT?  
Upon   graduation,   students   who   have   taken   dual   credit   courses   need   to   submit   an  
official   high   school   transcript   to   Jacksonville   College   Registrar’s   Office   showing   their  
date   of   high   school   graduation.    Once   JC   receives   an   official   high   school   transcript  
showing   the   graduation   date,   the   student’s   record   will   be   updated   by   the   Registrar’s  
Office   and   an   official   transcript   from   Jacksonville   College   can   be   released   at   the   request  
of   the   student   via   the   National   Student   Clearinghouse.  
  
Jacksonville   College   has   authorized   the   National   Student   Clearinghouse   to   provide  
transcript   ordering   via   the   Web   at   any   time,   24/7.    Students   and   alumni   can   order  
transcripts   using   any   major   credit   card.The   cost   for   a   transcript   is   $9.00   and   may   be  
sent   electronically,   via   USPS   mail   service,   or   picked   up   in   person   upon   notification   that  
order   is   ready.   The   credit   card   will   not   be   charged   until   after   the   order   has   been  
completed.   Jacksonville   College   does   not accept   transcript   requests   unless   the   request  
comes   through the   National   Student   Clearinghouse.   A   transcript   will   not   be   sent   until   the  
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student   has   met   all   financial   obligations   and   completed   all   admission   requirements   to  
the   college.  

HOW   DOES   A   STUDENT   PRINT   AN   UNOFFICIAL   TRANSCRIPT?  
Unofficial   transcripts   are   available   for   current   and   most   former   students   and   can   be  
printed   from   the   Jacksonville   College   website.   To   print   an   unofficial   transcript,   students  
should   complete   the   following   steps:  

● Log   on   to   EMPOWER,   (see   pp.   3-4)  
● Select    Student   Records    tab.      
● Select    Transcript   (Detail) .  
● Click   the    Show/Hide    button   to   show   all   semesters   attended.   
● Click   the   printable   version   to   print   an   unofficial   transcript.   

WHAT   SUPPORT   AND   STUDENT   SERVICES   ARE   AVAILABLE   TO   DUAL   CREDIT  
STUDENTS?  
Library    –   The   Norman   Library   on   the   Jacksonville   College   campus   is   here   to   service  
the   students   and   faculty   with   quality,   authoritative   resources.   The   library   has   a   variety  
of   both   print   and   electronic   resources   to   provide   for   the   general   research   and  
information   needs   of   students.   
 
Dual   Credit   students   have   access   to   the   Norman   Library   on   the   campus   of   Jacksonville  
College   and   can   request   a   Dual   Credit   library   card.   This   card   allows   Dual   Credit  
students   to   use   the   library   facilities,   including   all   resources   available   to   all   other  
students.   Dual   Credit   students   needing   assistance   may   email   the   library   at  
library@jacksonville-college.edu    or   call   the   Norman   Library   Staff   at   (903)   589-7116  
during   regular   library   business   hours.  

Dual   Credit   students   are   also   enrolled   in   a   library   course   in   Moodle   which   gives   them  
access   to   the   library   catalog,   databases   and   the   same   information   available   to   all   other  
students.   Students   have   access   24/7   to   online   databases   using   their   Jacksonville  
College   login   and   password.    These   are   subscription   databases;   information  
should   not   be   shared   or   posted   for   open   access.   
 
Advising   and   Counseling   Services    –   Academic   advising   is   provided   primarily   by   the  
dual   credit   student’s   high   school   counselor;   however,   faculty   advisors   are   available   to  
each   student   enrolled   at   Jacksonville   College.   Faculty   advisors   are   available   during  
their   scheduled   office   hours   and   can   help   students   configure   class   schedules,   discuss  
degree   plans,   and   assess   career   fields   of   study.  
 
Spiritual   advising   is   available   to   all   students   through   the   Dean   of   Students.   Many  
college   personnel,   including   various   administrators,   faculty,   and   staff,   are   also   able   to  
assist   students   in   the   area   of   spiritual   concerns.  
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In   addition   to   the   dual   credit   student   access   to   high   school   counselors,   professional  
counseling   services   are   available   and   may   be   required   for   students   with   drug   and/or  
alcohol   dependency   problems,   anxiety   and   depression   concerns,   and   suicidal   thoughts  
or   attempts.   Information   about   substance   abuse   and   treatment   services   is   available  
through   the   Dean   of   Students,   the   housing   staff,   and   literature   distributed   on   campus.  
The   Crisis   Center   of   Anderson   and   Cherokee   Counties   partners   with   Jacksonville  
College   to   provide   free   counseling   services   to   students   who   are   victimized   by   child  
abuse,   sexual   assault,   or   family/   dating   violence.   Information   about   abuse   and   violence  
is   available   through   the   Dean   of   Students,   the   Chief   of   Security,   and   literature  
distributed   on   campus.  
 
Learning   Center    –The   Teaching   and   Learning   Center   (TLC)   at   Jacksonville   College  
strives   to   assist   students   with   their   educational   needs.   The   TLC   provides   quality   tutoring  
in   a   distinctly   Christian   environment,   focusing   on   mathematics   and   writing   in   all  
disciplines.   In   addition,   the   TLC   assists   instructors   and   administrators   with   research   and  
classroom   extension   services,   testing,   and   providing   supplementary   instruction   for  
students.   The   TLC   is   open   to   all   students   and   is   located   in   the   Watson   Room   of   the  
Library.   The   TLC   is   open   during   the   Fall   and   Spring   semesters,   Monday   through  
Thursday   from   9:30-11:30   a.m.   and    1:00   p.m.   to   4:00   p.m.    except   for   school   holidays.  
Distance   and   online   users   may   call   (903)   586-2518   ext.7240   for   personal   assistance  
during   TLC   operating   hours.   
 
Jacksonville   College   Security    –   The   Jacksonville   College     Security   Department   Office  
is   located   between   Meadows   Classroom   Building   and   Memorial   Hall.   Security   Services  
are   available   at   all   times   by   calling   (903)   721-1832.    Dedicated   officers   work   daily   to  
provide   the   highest   level   of   professional   services   to   students,   faculty,   staff,   and   visitors.  
JC   Security   offers   several   courtesy   services   such   as   unlocking   resident   doors,   vehicle  
unlocks,   jump   starts,   and   escorts   to   and   from   buildings/vehicles.    JC   security   also  
offers   classes   in   safety   and   self-defense   during   the   long   semesters.    The   Jacksonville  
Security   Department   is   a   State   of   Texas   Licensed   Level   III   (three)   Security   Agency.   For  
those   interested,   there   is   a   Private   Security   Training   License   to   certify   individuals   to   be  
a   Licensed   Level   III   (commissioned)   Security   Officer.   Although   JC   Security   is   not   a   “law  
enforcement”   agency,   a   close   relationship   is   maintained   with   the   Jacksonville   Police  
Department.    JC   Security   will   respond   to   all   calls   for   service   and   notify   other   agencies  
as   appropriate.  
 
Testing   Center    -     Jacksonville   College   provides   testing   services   and   a   secure   testing  
environment   for   students,   faculty,   staff   and   administration.   Jacksonville   College  
administers   ACT,   JC’s   placement   tests,   and   instructional   tests.   
 
Information   Technology    –    The   Jacksonville   College   Information   Technology   (IT)  
Department   is   committed   to   supplying   students   with   the   technological   resources  
needed   to   achieve   their   educational   goals.   The   department   is   responsible   for   acquiring  
and   maintaining   all   technology   equipment   and   services   used   by   the   college.   An   IT  
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helpdesk   service   is   provided   for   students   needing   help   with   technical   issues.  
 
Jacksonville   College   Mobile   App     –   JC   has   a   new   mobile   app   designed   to   keep  
students   informed   about   what’s   going   on   at   the   College.    Students   can   watch   live   video  
of   our   chapel   services,   basketball   games,   and   other   special   events   streamed   over   the  
Internet.    The   app   makes   it   easy   to   connect   to   the   College   through   social   media.    It’s  
even   possible   to   make   donations   to   the   College   through   the   app!    The   app   is   currently  
our   first   version   and   will   be   refined   and   revised   in   the   future.    The   app   is   free   and  
available   to   the   public.    It   will   work   on   iPhones,   iPads,   and   Android   devices.    Anyone  
can   download   the   app   from   the   Apple   App   Store   or   the   Google   Play   Store.    Just   search  
for   “Jacksonville   College”.  
 
Student   Activities    –   One   of   Jacksonville   College’s   educational   outcomes   is   to   develop  
an   appreciation   and   awareness   of   the   arts   and   of   cultural   diversity   in   its   students.   In  
accordance   with   this   goal,   students   of   JC   have   free   admission   to   home   athletic   events,  
concerts,   guest   lectures,   and   seminars.   Students   also   receive   one   free   ticket   to   theater  
productions   on   student   night.   To   obtain   entrance   and/or   tickets,   Jacksonville   College  
students   need   to   bring   their   JC   ID   card.   Dual   credit   students   need   to   bring   their   JC   ID  
card   and   a   picture   ID   of   some   form   (e.g..   driver’s   license   or   high   school   ID).   
 
Student   Center     –   JC   students   have   access   to   The   Student   Center.   It   provides   a   variety  
of   services   such   as   television,   billiards,   ping   pong,   study/work   areas,   vending   machines,  
and   the   cafeteria.   Hours   of   Operation:   
Monday-Friday,   7:00   a.m.   -11:45   p.m.   (Closed   during   Chapel   on   Wednesdays);   
Saturday-Sunday,   12:00   p.m.   -11:45   p.m.  
 
Fitness   Center     –    Jacksonville   College   is   committed   to   providing   a   quality   exercise  
facility   that   targets   all   levels   of   fitness   and   training   for   students   and   employees.   The  
Jacksonville   College   Fitness   Center   is   a   3,000   square   foot   air   conditioned   weight   room  
used   by   Jaguar   athletic   teams   and   is   equipped   with   free   weights,   weight   machines,  
exercise   bicycles,   treadmills,   elliptical   machines,   and   other   equipment   beneficial   to  
exercise   needs.    It   is   located   on   the   east   side   of   campus.   The   hours   of   operation   for  
students,   faculty,   and   staff   are   Monday   through   Friday   from   6:00   to   9:00   p.m.  

HOW   DOES   A   STUDENT   GET   A   JACKSONVILLE   COLLEGE   ID   CARD?  
A   dual   credit   student   identification   card   will   be   provided   by   Jacksonville   College   once  
the   student   is   cleared   by   the   Business   Office   (all   tuition   and   fees   have   been   paid).   JC  
student   ID’s   will   be   available   for   pick   up   in   the   library   with   a   Business   Office   receipt.   The  
ID   card   includes   a   student’s   identification   information,   and   for   security   purposes,   must  
be   worn   any   time   the   student   is   on   campus.   It   a   valuable   item   that   should   be   guarded  
carefully.   

HOW   DOES   A   STUDENT   GET   A   JACKSONVILLE   COLLEGE   PARKING   PERMIT?  
The   student   who   plans   to   park   a   vehicle   on   campus   must   obtain   a   parking   permit.   To  
obtain   parking   permits:   
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1. Log   into   EMPOWER   account;   
2. Click   on   the    Request   a   Permit    icon;   
3. Complete   and   submit   the   form.   

Permits   will   be   available   the   second   week   of   class   at   the   college   campus.   Permits   will  
be   available   for   pickup   at   the   Security   Office,   in   Meadows   Building   and   in   the  
SUB/Cafeteria.   A   student   parking   without   a   permit   and/or   in   an   unauthorized   area   may  
be   issued   a   parking   citation.   For   further   information,   contact   the   Security   Department   at  
(903)   721-1832   or   (903)   586-2518   ext.   7114 .   

WHO   HAS   ACCESS   TO   STUDENT   RECORDS?  
In   compliance   with   the   Family   Educational   Rights   and   Privacy   Act   (FERPA),  
Jacksonville   College   gives   notice   that   the   following   directory   information   may   be  
released:  

● Student’s   name   and   address  
● Telephone   number  
● Date   and   place   of   birth  
● Degrees,   certifications,   and   awards   received  
● Date   of   graduation  
● Dates   of   attendance  
● Major   field   of   study   at   Jacksonville   College  
● Photographs  
● Participation   in   officially   recognized   activities   and   sports  
● Weight   and   height   of   members   of   athletic   teams  
● Enrollment   status   (e.g.,   undergraduate   or   graduate;   full-time   or   part-time)  

 
Students   may   have   all   Directory   Information   withheld   by   submitting   a    Request   to  
Release   or   Withhold   Directory   Information    to   the   Office   of   the   Registrar.   Requests   for  
non-disclosure   will   be   honored   by   the   institution   until   the   student   submits   a    Request   to  
Release   or   Withhold   Directory   Information    to   the   Office   of   the   Registrar.  
 
No   other   information   may   be   released   without   written   consent   of   the   student.    Grades,  
social   security   numbers,   student   identification   numbers,   ethnic   backgrounds   and  
student   schedules   may   not   be   released   to   anyone   other   than   the   student.   This  
information   will   not   be   released   over   the   phone   to   anyone.   Any   student   requesting   his  
or   her   own   personal   information   must   do   so   in   writing.   No   information   will   be   released  
over   the   phone.  
 
JC   administration,   faculty,   and   staff   are   allowed   to   communicate   with   the   individual  
student,   the   high   school   counselor,   high   school   administration,   and   the   dual   credit   high  
school   liaison   regarding   student   progress,   grades,   schedule,   attendance,   or   tuition  
owed.   JC   employees   are    NOT   ALLOWED    to   discuss   individual   students   with   anyone,  
including   parents,   without   a   FERPA   release,   which   can   be   completed   during   the  
application/admission   process.   After   admission,   a   student   may   choose   to   complete   and  
submit   a    FERPA   Education   Record   Access   Change   Form    to   the   Office   of   the   Registrar  
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to   allow   access   or   release   of   their   educational   record   to   specific   individuals.  
 
For   more   information   to   help   parents   or   guardians   understand   how   FERPA   regulates  
access   to   their   college   student’s   information,   visit   the  U.S.   Department   of   Education  
website.  

HOW   DOES   A   STUDENT   FILE   A   COMPLAINT?  
Any   student   who   has   a   complaint   alleging   an   infraction   of   established   Jacksonville  
College   rules,   regulations,   policies,   or   an   injustice   in   matters   of   student   life   should   be  
directed   to   the   Dean   of   Students   or   Campus   Security.   In   matters   relating   to   academic  
areas,   the   student   should   be   directed   to   the   Academic   Dean.   
 
The   student   initiating   a   grievance   may   discuss   his   or   her   problem   informally   with   the  
appropriate   Dean,   and   if   an   agreement   is   reached   with   respect   to   the   student’s   request,  
no   further   action   will   be   taken.   If   not,   the   student   may   request   a   formal   hearing.   The  
request   must   be   in   writing   and   include   an   explanation   concerning   the   specific   nature   of  
the   conflict.   The   Dean   will   arrange   a   hearing   within   a   reasonable   period   of   time   with   the  
Judicial   Committee.   The   student   will   be   informed   of   the   date,   place,   and   time   of   the  
hearing.   The   student   may   present   evidence   relevant   to   the   grievance   raised   and   may   be  
assisted   or   represented   at   the   hearing   by   persons   of   his   or   her   choice,   including  
attorneys   at   the   student’s   expense.  
 
If   as   a   result   of   the   hearing   the   student   believes   that   the   adjudications   are   not  
acceptable,   the   student   may   seek   further   satisfaction   by   taking   the   grievance   to   the  
President   of   the   College.   
 
NOTE:   A   student   grievance   may   or   may   not   be   categorized   as   an   Appeal.   The  
grievance   procedure   may   instead   be   used   by   a   student   to   request   action   regarding   a  
concern.   
 
A   specific   process   regarding   a   grade   appeal   can   be   found   in    Jacksonville   College  
Course   Catalog .    A   specific   process   regarding   the   appeal   of   a   disciplinary   consequence  
can   be   found   in   the   previous   section   of   the    Jacksonville   College   Student   Handbook .   The  
section   is   entitled   “Student   Appeals   Process.”   
 
Additional   resources:    Texas   Higher   Education   Coordinating   Board   (THECB)    and  
Southern   Association   of   Colleges   and   Schools   Commission   on   Colleges   (SACSCOC)  
 
TITLE   IX   OF   THE   EDUCATION   AMENDMENTS   OF   1972  
Title   IX   of   the   Education   Amendments   of   1972   is   a   comprehensive   federal   law   that  
prohibits   discrimination   on   the   basis   of   sex   in   any   federally   funded   education   program   or  
activity.   The   principal   objective   of   Title   IX   is   to   avoid   the   use   of   federal   money   to   support  
sex   discrimination   in   education   programs   and   to   provide   individual   citizens   effective  
protection   against   those   practices.  
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No   person   at   Jacksonville   College   will,   on   the   basis   of   sex,   be   excluded   from  
participation   in,   be   denied   benefit   of,   or   be   subjected   to   sex   discrimination,   sexual  
harassment,   or   sexual   misconduct   under   any   education   program   or   activity.  

 
AMERICANS   WITH   DISABILITIES   ACT   (ADA)   ACCOMMODATIONS   
Jacksonville   College   complies   with   Section   504   of   the   Rehabilitation   Act   of   1973   and   the  
Americans   with   Disabilities   Act   of   1990.   This   compliance   is   pertaining   to   the   provision   of  
reasonable   accommodations   for   students   with   a   disability. In   accordance   with   Section  
504   and   ADA   guidelines,   Jacksonville   College   strives   to   provide   reasonable  
accommodations   to   students   who   request   and   require   them. The   Federal   regulations  
that   deal   with   implementing   Section   504   and   the   ADA   establish   that   reasonable   and  
appropriate   academic   accommodations   must   be   provided   to   students   with   disabilities   to  
allow   equal   access   to   educational   opportunities.   While   providing   accommodation,  
however,   institutions   of   higher   education   are   not   required   to   lower   academic   standards  
or   compromise   the   integrity   of   the   school,   department,   or   program.   The   Office   of  
Disability   Services   recommends   accommodations   for   students   with   disabilities   in  
compliance   with   these   Federal   and   State   mandates.   If   you   believe   that   you   have   a  
disability   requiring   accommodations,   please   contact   the   Office   of   Disability   Services  
( counselor.504@jacksonville-college.edu ;   903-586-2518   ext.   7103;   Direct   Line  
903-589-7103).  
 
HOW   DOES   A   STUDENT   APPEAL   A   FINAL   SEMESTER   GRADE?  
A   student   may   contest   a   final   semester   grade   by   notifying   the   Academic   Dean   of   the  
desire   to   appeal.   The   Academic   Dean   will   provide   the   student   with   a   link   to   the   Grade  
Appeal   Form,   which   must   be   filled   out   and   submitted   s   to   the   Academic   Dean   no   later  
than   45   calendar   days   for   long   semesters   or   15   calendar   days   for   short   semesters   after  
the   close   of   the   semester   in   which   the   grade   was   given.   The   Academic   Dean   will   confer  
with   the   student   and   the   instructor   to   seek   resolution   to   the   problem.   After   investigation,  
the   Academic   Dean   will   determine   whether   or   not   the   appeal   has   merit.   If   the   student   is  
not   satisfied   with   the   decision   of   the   Academic   Dean,   an   ad   hoc   committee   consisting   of  
two   faculty   members   and   an   administrator   will   be   appointed   by   the   Academic   Dean   to  
investigate   the   matter   further   and   render   a   final   decision.   All   proceedings   shall   be  
documented   and   placed   into   the   student’s   file.  
 
WHAT   IS   THE   JACKSONVILLE   COLLEGE   HONOR   CODE?  
Each   person   of   the   Jacksonville   College   community   is   expected   to   uphold   the   Honor  
Code.   The   purpose   of   the   Honor   Code   is   to   establish   and   preserve   an   environment   of  
honor   and   integrity   in   the   academic   community.   A   deep   faith   in   God   is   the   foundation   of  
Jacksonville   College   and   should   influence   the   personal   and   scholarly   conduct   of   every  
student.   Therefore,   “.   .   .   whatever   you   do,   do   it   heartily,   as   to   the   Lord   and   not   to   men”  
(NKJV”    Colossians   3:23 .)  
A   violation   of   the   Honor   Code   consists   of   but   is   not   limited   to   the   following   defined  
actions:  
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Definitions:  
A. Lying:    making   a   false   statement   made   with   the   deliberate   intent   to   deceive.   Lying  

includes   but   is   not   limited   to   the   following:  
1. Substituting   for   another   student,   or   permitting   another   student   to   substitute   for  

oneself,   in   taking   a   quiz   or   test.  
2. Falsifying   college   documents   including   alteration   or   forgery.   (Disciplinary  

consequences   for   this   violation   are   determined   by   the   College   administration.)  
3. Providing   false   information   during   the   course   of   an   investigation   of   an   alleged  

violation   of   the   JC   Honor   Code   or   the   Student   Code   of   Conduct.  
B. Stealing:    taking   the   property   of   another,   including   College   property,   without  

permission   or   right.  
C. Cheating:    dishonest   behavior   including,   but   not   limited   to,   the   following   acts:  

1. Plagiarism:    the   act   of   taking   or   closely   imitating   another   individual’s   thoughts  
or   words   and   using   them   as   one’s   own,   whether   by   paraphrase   or   direct  
quotation,   without   giving   credit   through   proper   documentation;   the   submission  
of   an   assignment   written   by   another   student,   commercial   organization,   or  
anyone   other   than   the   student.  

2. Unauthorized   Assistance   or   Collaboration:    students   working   together   on   any  
tests,   quizzes,   assignments,   or   exams   without   the   instructor’s   permission.  

3. Use   of   Unauthorized   Materials:    using   textbooks,   cell   phones,   laptops,  
calculators,   or   other   electronic   devices   for   tests,   quizzes,   or   assignments  
without   instructor’s   permission.  

4. Unauthorized   Dual   Submission   of   Previous   Academic   Work:    using   any   work  
from   a   previous   course   or   another   course   for   an   assignment   unless   a   student  
has   received   prior   permission   from   an   instructor.  

5. Other   Academic   Misconduct:    including,   but   not   limited   to,   stealing   quizzes   or  
exams,   altering   academic   records   including   grades,   sabotaging   the   work   of  
another   student,   or   unauthorized   use   of   another   student’s   electronic   devices;  
intentionally   reporting   a   false   violation   of   academic   integrity   or   offering   a   bribe  
to   any   College   member   in   exchange   for   special   consideration   or   favors.  

 
Disciplinary   Consequences   of   Academic   Violations:  

A. First   Offense:   The   student   will   be   given   a   zero   or   “F”   on   the   test,   exam,   course  
paper,   or   class   assignment.  

B. Second   Offense   (whether   in   same   class   or   another   class):    The   student   will  
receive   an   “F”   in   the   course   in   which   the   second   offense   occurred.  

C. Third   Offense   (whether   in   same   class   or   another   class):    The   student   is   subject   to  
being   withdrawn   from   the   College   by   the   Academic   Dean.   

 
Reporting   Academic   Violations:  

A. The   instructor   and   student   will   sign   the   Academic   Violation   Report   Form.   The  
instructor   will   send   copies   of   the   Report   Form   to   be   filed   in   the   Office   of   the  
Academic   Dean   as   long   as   the   student   attends   Jacksonville   College.   

25  

 



 

B. The   Academic   Dean   may   talk   with   the   student   regarding   the   academic   violation.  
(See   the    Jacksonville   College   Student   Handbook .)  

C. The   instructor   will   keep   the   Academic   Violation   Report   Form   and   a   copy   of   the  
work   in   question   as   long   as   the   student   attends   Jacksonville   College.  

D. For   a   second   offense,   the   Academic   Dean   will   notify   the   student   regarding   an   “F”  
in   the   course   in   which   the   second   and   subsequent   violation   occurred.  

E. For   a   third   offense,   the   Academic   Dean   will   notify   the   student   of   his   or   her   due  
process   in   the   withdrawal   procedures   from   the   College.   

 
HOW   ARE   DUAL   CREDIT   COURSES   CREATED?  
In   an   attempt   to   ease   dual   credit   scheduling   and   registration,   JC   creates   specific   course  
sections   for   the   school   districts   each   semester.   The   Registrar   will   request   school  
districts’   course   needs   each   semester   and   create   the   sections   requested.  

ARE   THERE   TEXTBOOKS   FOR   DUAL   CREDIT   COURSES?  
The   choice   of   textbook,   codes,   or   materials   used   for   dual   credit   course   is   the  
responsibility   of   the   instructor,   and   must   be   approved   by   the   appropriate   JC   department  
chair.   Jacksonville   College   does   not   have   a   campus   bookstore.   It   is   the   responsibility   of  
the   student   to   order   the   required   textbook   or   online   course   codes(s).   Refer   to   the  
syllabus   posted   in   Moodle   for   more   information   or   the   master   textbook   list   located   on  
the   homepage   of   the   Jacksonville   College   website  

WHAT   IS   THE   DIFFERENCE   BETWEEN   DUAL   CREDIT   AND   AP   COURSES?  
Both   courses   are   taught   at   the   college   level,   but   by   participating   in   a   dual   credit   class,  
the   student   receives   college   credit   immediately   upon   successful   completion   of   the  
course.   In   an   AP   course,   the   student   must   pass   the   end-of-course   exam   to   be   eligible   to  
apply   for   college   credit   upon   graduation   from   high   school.   Usually,   a   student   who   took  
an   AP   course   while   in   high   school   and   passed   the   end-of-course   exam   must   "petition"  
the   college   to   accept   the   AP   course   for   college   credit.   In   most   cases,   the   college   will  
accept   it   for   college   credit.    Another   difference   is   that   dual   credit   courses   are   taught   by  
college   faculty   who   hold   at   least   a   master's   degree   with   a   minimum   of   18   graduate-level  
hours   in   the   subject   he   or   she   teaches.   High   school   AP   courses   do   not   have   to   meet  
this   requirement.  

HOW   DO   DUAL   CREDIT   COURSES   TRANSFER   TO   OTHER   INSTITUTIONS?  
Most   of   the   classes   that   JC   offers   at   the   high   school   are   basic,   core   classes   which  
usually   transfer   to   Texas   public   colleges   and   universities.   Many   also   transfer   to   Texas  
private   colleges   and   universities,   as   well   as   schools   out   of   state.  
 
Depending   on   the   student’s   major   when   he   or   she   attends   college,   those   dual   credits  
may   count   toward   his   or   her   degree   or   as   electives   for   his   or   her   degree.   It   is   always  
best   to   contact,   in   advance,   the   college   or   university   he   or   she   is   planning   to   attend   to  
see   how   dual   credit   courses   factor   into   the   required   degree   plan.  
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WHAT   ARE   SOME   HOLDS   THAT   MAY   SHOW   ON   A   STUDENT’S    ACCOUNT   IN  
EMPOWER?   
Students   may   see   a   hold   on   their   account   when   they   log   in   to   EMPOWER.   Each   hold  
serves   a   different   function   and   is   placed   by   different   offices.   The   following   chart   shows  
holds   that   JC   may   apply   to   an   EMPOWER   account.   
Hold  

ID  Description  What   does   this   hold   prevent   the   student   from   doing?  Office   to  
Contact  

AH  Admissions  
Hold  

● Student   can’t   register   for   courses   by   themselves   online.  
● Students   can   see   grades   on   the   web,   but   can’t   receive   a  

transcript.  
● Student   is   not   allowed   to   graduate   until   hold   is   removed.  

Admissions  

BH  Business   Office  
Hold  

● Student   can’t   register   for   courses   by   themselves   online.  
● Students   can   see   grades   on   the   web,   but   can’t   receive   a  

transcript.  

Business  
Office  

CA  Conditional  
Admission  ● Student   can’t   register   for   courses   by   themselves   online.  Admissions  

CD  Credentials  

● Student   can’t   register   for   courses   by   themselves   online.  
● Students   can   see   grades   on   the   web,   but   can’t   receive   a  

transcript.  
● Students   can’t   see   grades   online,   view   or   receive  

transcripts.  
● Student   is   not   allowed   to   graduate   until   hold   is   removed.  

Admissions  

CH  Chapel  
Attendance  

● Students   can   see   grades   on   the   web,   but   can’t   receive   a  
transcript.  

● Student   is   not   allowed   to   graduate   until   hold   is   removed.  

Dean   of  
Students  

CO  Hold   Does   Not  
Apply  

● This   hold   is   an   internal   code   and   does   not   prevent   a  
student   from   accessing   any   area.  Admissions  

CT  Hold   Does   Not  
Apply  

● This   hold   is   an   internal   code   and   does   not   prevent   a  
student   from   accessing   any   area.  Admissions  

DC  Dual   Credit   Hold  
● Student   can’t   register   for   courses   by   themselves   online.  
● Students   can   see   grades   on   the   web,   but   can’t   receive   a  

transcript.  
Admissions  

DS  Dean   of  
Students  

● Student   account   and   record   is   locked   until   hold   is  
removed.  

Dean   of  
Students  

EW  
Enforced  
Scholastic  
Withdrawal  

● Student   can’t   register   for   courses   by   themselves   online.  
● Student   is   not   allowed   to   graduate   until   hold   is   removed.  

Academic  
Dean  

FA  Financial   Aid  ● Student   can’t   register   for   courses   by   themselves   online.  Financial  
Aid  

IF  Incomplete  
Status  ● Student   can’t   register   for   courses   by   themselves   online.  Admissions  

IM  Immigration  
Status  ● Student   can’t   register   for   courses   by   themselves   online.  Admissions  

LB  Library   Hold  
● Student   can’t   register   for   courses   by   themselves   online.  
● Students   can   see   grades   on   the   web,   but   can’t   receive   a  

transcript.  

Business  
Office  
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● Student   is   not   allowed   to   graduate   until   hold   is   removed.  

MB  Men’s  
Basketball  

● This   hold   is   an   internal   code   and   does   not   prevent   a  
student   from   accessing   any   area.  

Athletic  
Director   

MG  Men’s   Golf  
● This   hold   is   an   internal   code   and   does   not   prevent   a  

student   from   accessing   any   area.  
Athletic  
Director   

MS  Men’s   Soccer  
● This   hold   is   an   internal   code   and   does   not   prevent   a  

student   from   accessing   any   area.  
Athletic  
Director   

MT  Men’s   Tennis  
● This   hold   is   an   internal   code   and   does   not   prevent   a  

student   from   accessing   any   area.  
Athletic  
Director   

MX  Men’s   Cross  
Country  

● This   hold   is   an   internal   code   and   does   not   prevent   a  
student   from   accessing   any   area.  

Athletic  
Director   

MV  Meningitis  
Vaccination  ● Student   can’t   register   for   courses   by   themselves   online.  Admissions  

ND  Non-Degree  
Student  ● Student   is   not   allowed   to   graduate   until   hold   is   removed.  Admissions  

NI  Non  
Immigrant  ● Student   can’t   register   for   courses   by   themselves   online.  Admissions  

NS  
New   Student  
Must   see  
advisor  

● Student   can’t   register   for   courses   by   themselves   online.  Admissions  

PA  Provisional  
Admission  

● Student   can’t   register   for   courses   by   themselves   online.  
● Students   can   see   grades   on   the   web,   but   can’t   receive   a  

transcript.  
● Students   can’t   see   grades   online,   view   or   receive  

transcripts.  
● Student   is   not   allowed   to   graduate   until   hold   is   removed.  

Admissions  

RA  Student   must  
reapply  ● Student   can’t   register   for   courses   by   themselves   online.  Admissions  

SA  
Financial  
Aid/Student  
Account   Hold  

● Student   can’t   register   for   courses   by   themselves   online.  
● Attendance   can’t   be   taken   for   student.  
● Students   can   see   grades   on   the   web,   but   can’t   receive   a  

transcript.  
● Students   can’t   see   grades   online,   view   or   receive  

transcripts.  
● Student   is   not   allowed   to   graduate   until   hold   is   removed.  

Business  
Office  

SF  Security   Fine  

● Student   can’t   register   for   courses   by   themselves   online.  
● Students   can   see   grades   on   the   web,   but   can’t   receive   a  

transcript.  
● Student   is   not   allowed   to   graduate   until   hold   is   removed.  

Business  
Office  

SP  Scholastic  
Probation  

● Student   can’t   register   for   courses   by   themselves   online.  
● Student   is   not   allowed   to   graduate   until   hold   is   removed.  

Academic  
Dean  

TN  Transient  
Student  ● Student   can’t   register   for   courses   by   themselves   online.  Admissions  

WB  Women’s  
Basketball  

● This   hold   is   an   internal   code   and   does   not   prevent   a  
student   from   accessing   any   area.  

Athletic  
Director   

WG  Women’s   Golf  
● This   hold   is   an   internal   code   and   does   not   prevent   a  

student   from   accessing   any   area.  
Athletic  
Director   
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WS  Women’s  
Soccer  

● This   hold   is   an   internal   code   and   does   not   prevent   a  
student   from   accessing   any   area.  

Athletic  
Director   

WT  Women’s   Tennis  
● This   hold   is   an   internal   code   and   does   not   prevent   a  

student   from   accessing   any   area.  
Athletic  
Director   

WX  Women’s   Cross  
Country  

● This   hold   is   an   internal   code   and   does   not   prevent   a  
student   from   accessing   any   area.  

Athletic  
Director   
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WHERE   DO   I   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.  

 
 
  

31  

 



 

Enter   username   and   password,   then   submit.   
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WHERE   DO   I   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 .   
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To   view   your   courses   click   on   the    My   courses    link.  
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HOW   DO   I   ACCESS   JAGMAIL?  
Go   to     www.jacksonville-college.edu     and   click    JagNet   Logins .  
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Click   the    JagMail    link.  
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Enter   your   complete   Jacksonville   College   email   address   for   your   username.  

Click   the    Next    button.  
Enter   your   password.  
Click   the    Sign   in    button.  
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