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Welcome 

Welcome to Southeast Arkansas College! We are pleased to have you as part of the faculty 
supporting our Concurrent Enrollment Program (CEP). Your role in delivering college-level 
instruction to high school students is vital to our mission of increasing educational access 
and academic excellence. 

SEARK offers associate degrees, certificates, and workforce training programs in a variety 
of disciplines. We are accredited by the Higher Learning Commission and uphold rigorous 
standards to ensure the integrity of our academic offerings, including those delivered 
through high school partnerships. 

This handbook is designed to provide guidance and institutional policies related to 
concurrent enrollment. If you have questions not answered in this document, please 
contact your high school liaison or SEARK’s Director of Concurrent Enrollment.  
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1. Academic Calendar 

Concurrent enrollment courses follow the SEARK academic calendar. Current and future 
calendars are available at: Academic Calendar | Southeast Arkansas College (SEARK) 
https://www.seark.edu/sites/default/files/academics/academics/Academic_Calendar_202
4-2025.pdf 

2. Academic Integrity & Code Violations 

Plagiarism and cheating are serious violations. Instructors who suspect violations must:  

• Notify the student of the suspected violation.  

• Provide evidence and allow the student to respond.  

• Apply consequences (e.g., warning, grade penalty, failing grade).  

Instructors must submit the Academic Code Violation Form (Appendix A) and notify the 
Vice President for Instruction if the matter escalates.  



 

3. Academic Oversight & Faculty Evaluations 

Concurrent enrollment faculty are approved and evaluated by SEARK's academic divisions. 
Faculty must: 

• Submit syllabi for approval before the term starts.  

• Undergo annual evaluation by the Division Dean or designee.  

• Collaborate with SEARK liaisons for assessment and quality control.  

 

4. Mandated Reporter Requirements 

In compliance with Arkansas law, all concurrent enrollment faculty must complete 
mandated reporter training through: www.ar.mandatedreporter.org 

Submit a certificate of completion to the Director of Concurrent Enrollment prior to the first 
day of class. 

 

5. SEARK Contact Information 

Office of Academic Affairs 
Director of Concurrent Enrollment 
Phone: (870) 543-5900 
Email: concurrent@seark.edu 

Each high school is assigned a SEARK liaison. Faculty should contact the high school 
counselor first for routine matters. 

 

6. Communication & SEARK Email 

Faculty will be issued a SEARK email address after approval. This address must be used for 
all official communication and to access Canvas and Watermark.  

For email/password support, contact the SEARK IT Help Desk at: 
(870) 543-5985 or helpdesk@seark.edu 

 

7. FERPA Guidelines 



SEARK adheres to the Family Educational Rights and Privacy Act (FERPA). Faculty may not 
disclose student records or performance to anyone other than the student unless written 
permission is provided. 

 

8. Grades and Incompletes 

Grades are submitted through Watermark. For grade changes, use the Grade Change Form 
(Appendix B). 

For incomplete grades: 

• Use the Incomplete Grade Form (Appendix C). 

• Detail what is required for completion. 

• The student has one calendar year to resolve the "I" before it converts to an "F".  

 

9. Grading System 

Grade Description GPA Value 

A Excellent 4.0 

B Good 3.0 

C Average 2.0 

D Passing 1.0 

F Failing 0.0 

W Withdrawn — 

I Incomplete — 

CR Credit (No GPA) — 

 

10. Faculty Absences 



If you are unable to meet class, notify both your high school contact and SEARK liaison. 
Arrange appropriate instructional coverage. For emergencies, notify the SEARK Office of 
Academic Affairs immediately. 

 

11. Attendance and Grade Entry 

Instructors must record attendance and submit midterm/final grades via Watermark. 

• For any student receiving an “F,” record the last date of attendance. 

• Grade rosters must be approved in Watermark by published deadlines.  

 

12. Midterm Grades and Academic Alerts 

Faculty must submit midterm grades for all courses. Students earning “D” or “F” should be 
referred to the Academic Alert System for early intervention. 

 

13. Course Content and Syllabi 

Faculty must submit a course syllabus using the SEARK-approved Syllabus Template 
(Appendix D). Each syllabus must include:  

• Course name, description, and prerequisites 

• Grading policy 

• Academic integrity statement 

• Attendance and participation policy 

• Disability accommodation statement 

• FERPA notice 

• Final exam schedule 

 

14. Canvas and Watermark 

All courses must be established in Canvas for student engagement and gradebook use. 
Assessment data, final grades, and instructional records must be entered in Watermark. 



Training and support are available from SEARK's Office of Instructional Technology at 
instructionaltech@seark.edu. 

 

15. Student Disabilities and Accommodations 

Students requesting accommodations must submit documentation to SEARK’s Disability 
Services Office. 

Contact: 
Student Success Center, Room 101 
Phone: (870) 543-5936 
Email: disabilities@seark.edu 

 

16. Student Grievances and Appeals 

Students must first attempt informal resolution with the instructor. If unresolved, a formal 
written grievance may be submitted to the Division Dean. Grade appeals follow SEARK’s 
official Academic Grievance Policy available at www.seark.edu/policies. 

 

17. Drop/Withdrawal Procedures 

Students wishing to drop must contact their high school counselor, who will coordinate the 
drop with SEARK's Registrar through the Concurrent Enrollment Office.  

All drops must be completed by the official deadline listed in the academic calendar.  

 

18. Safety, Security & Title IX 

All concurrent faculty must adhere to SEARK’s policies on sexual harassment, 
discrimination, and campus safety. Mandatory training is required annually.  

Security Contact: 
SEARK Campus Police 
Phone: (870) 543-5950 (non-emergency) 
Emergency: 911 

Title IX inquiries: titleix@seark.edu 
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Appendix A – Academic Violation Form 

Southeast Arkansas College 
Concurrent Enrollment Academic Integrity Violation Report  

Date: ___________________________ 
Student Name: ____________________________________ 
SEARK ID (if known): _______________________________ 
High School: ______________________________________ 
Course Name & Section: _____________________________ 
Instructor Name: ___________________________________ 

Type of Violation (check all that apply): 
☐ Cheating 
☐ Plagiarism 
☐ Fabrication or falsification 
☐ Other (please describe): ____________________________ 

Action Taken by Instructor (check all that apply):  
☐ Verbal/written warning 
☐ Grade penalty on assignment/test 
☐ Required to redo assignment/test 
☐ No credit for assignment/test 
☐ Recommendation for course withdrawal 
☐ Assignment of final grade “F” for course 

Instructor Comments / Explanation (attach additional sheet if needed):  

 

 

Student Signature: ____________________________ Date: __________ 
Instructor Signature: __________________________ Date: __________ 
Division Dean Signature: _______________________ Date: __________ 
VP for Instruction (if escalated): ___________________ Date: __________ 

Return signed form to the Office of Academic Affairs. A copy should be maintained by the 
instructor and submitted for institutional records. 

 

Appendix B – Grade Change Form 



Southeast Arkansas College 
Concurrent Enrollment Grade Change Request 

Student Name: ____________________________________ 
SEARK ID: __________________________ 
High School: __________________________ 
Course Name & Section: _____________________________ 
Semester/Term: _____________________ 

Original Grade: _______ Corrected Grade: _______ 

Reason for Grade Change: 
☐ Calculation error 
☐ Late assignment completion 
☐ Grade input error 
☐ Other (please describe): ____________________________________ 

Explanation (required): 

 

 

Instructor Name (Printed): ________________________ 
Instructor Signature: ___________________________ Date: __________ 
Division Dean Signature: _______________________ Date: __________ 
VP for Instruction (if applicable): ___________________ Date: __________ 
Registrar’s Office Use: 
Processed by: ______________________ Date: __________ 
Scanned by: ________________________ 

 

Appendix C – Incomplete Grade Form 

Southeast Arkansas College 
Incomplete Grade Agreement Form (Concurrent Enrollment)  

This form must be submitted at the time final grades are entered if a grade of “I” is 
assigned. 

Student Name: __________________________ 
SEARK ID: __________________________ 
Course Name & Section: _____________________________ 



Semester/Term: _____________________ 
Instructor: ___________________________ 

Reason for Incomplete (check one): 
☐ Medical emergency 
☐ Family emergency 
☐ Extenuating circumstances (explain below)  
Explanation: 

 

Work Required to Complete Course: 
☐ Final exam 
☐ Major project/paper 
☐ Assignment(s) 
☐ Other: ____________________________ 

Due Date for Completion (within 1 calendar year):  ___________________________ 

Instructor Signature: ___________________________ Date: __________ 
Student Signature: ____________________________ Date: __________ 
Division Dean Signature: _______________________ Date: __________ 

Return to the Office of Academic Affairs. A final grade must be submitted upon completion 
of the requirements. 

 

Appendix D – Syllabus Template 

Southeast Arkansas College Concurrent Enrollment Syllabus Template  

Course Title: ____________________________________ 
Course Prefix/Number: ___________________________ 
Credit Hours: _______ 
Semester/Term: _________________________________ 
High School: ____________________________________ 
Instructor Name: _________________________________ 
Email: __________________________ 
Phone (if applicable): ____________________________ 
Office Hours/Availability: ____________________________ 

 



Required Syllabus Elements 

1. Course Description (from SEARK Catalog) 

2. Student Learning Outcomes 

3. Course Textbook & Materials (include title, author, edition, ISBN) 

4. Grading Scale & Policy 

o A = 90–100, B = 80–89, etc. 

o Weight of assignments, exams, etc. 

5. Attendance Policy (Must comply with SEARK policy and high school attendance)  

6. Academic Integrity Statement 

o “Cheating and plagiarism will not be tolerated. Violations will result in 
disciplinary action in accordance with SEARK policies.” 

7. Accommodation Statement 

o “Students with documented disabilities should contact the SEARK Disability 
Services Office at (870) 543-5936.” 

8. FERPA Statement 

o “Student records are protected by federal law. Academic information will 
only be shared with the student unless written consent is provided.” 

9. Disruptive Behavior Policy 

10. Course Calendar 

o Include key dates for tests, assignments, and SEARK deadlines.  

 

Appendix E – Canvas & Watermark Instructions 

Canvas Access for Concurrent Faculty 

• Go to: canvas.seark.edu 

• Login using your SEARK-issued credentials 

• Set up gradebook, post announcements, upload syllabus, and enable student 
communication 



• For support, contact SEARK Instructional Technology: instructionaltech@seark.edu  

Watermark Access (for Assessment & Final Grades) 

• Login: watermark.seark.edu 

• Use the grade roster to: 

o Enter midterm and final grades 

o Input last date of attendance for students receiving “F” 

o Submit required assessment artifacts or course documentation  

• If a grade is missing, the roster cannot be approved 

• After entering all grades, set status to “Approved” and click “Save” 

For technical assistance, contact: 
SEARK IT Help Desk 
Phone: (870) 543-5985 
Email: helpdesk@seark.edu 

 


