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QUICK REFERENCE CONTACTS

CNM

Outreach Services
(505) 224-3352
duadlcredit@cnm.edu

Assessment Center (Accuplacer)
(505) 224-3244

List and Information for all Testing
Locations can be found here:
CNM Assessment Center

Dual Credit Academic Coach
(505) 224-3186
CNM Dual Credit Advisement

UNM

Dee Dee Hatch-Sanders, Dual Credit
Coordinator, University Advisement
Center, Student Success Center, (505)
277-7204, dhatchsanders@unm.edu

Office of Advisement Administration,
University Advisement and Enrichment
Center, Room 170, (505) 277-7000

Visit online at
advisement.unm.edu/dual-credit

UNM Testing Center, Accuplacer Exam,

Continuing Education Building, Room
226, (505) 277-5346, testctr@unm.edu.

Visit online at
test.unm.edu/tests/accuplacer-
placement-test.ntml

IAIA

Mary Silentwalker, Director of
Admissions, (505) 424-2307,
mary.silentwalker@iaia.edu

ECA/CEC

Lynn Ramsey, School Counselor, (505)
247-3658 ext. 45595, ramsey |@aps.edu

APS LIBRARY SERVICES
Front Desk Phone (505) 848-8897

DEADLINES

Vary by school and semester. For
the most up to date deadlines,
visit the websites listed below or

contact schools directly using the

information to the left.
CNM

cnm.edu/important-dates

UNM
UNM Dual Credit Deadlines

IAIA

IAIA Dual Credit Information and
Deadlines

ECA/CEC

ECA/CEC Dual Credit Information and
Deadlines
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WHAT IS DUAL CREDIT?

Dual Credit was created for high school students to experience college level or CTE
courses available through post-secondary schools. Enrolling in dual credit courses
gives students the ability to receive both high school and college credit upon
successful completion of the course. This type of experience has shown positive
outcomes toward high school graduation and college enrollment throughout the
country.

CNM, UNM and IAIA offer dual credit courses to eligible APS students. Additionally,
some high schools offer dual credit courses through CNM on their campuses. These
courses are taught by a certified CNM instructor.

HOW TO USE THIS GUIDE.

This guide will explain the processes and procedures for becoming a CNM, UNM
and/or IAIA dual credit student. Keep in mind, each school is different . It is important
to read the information about each dual credit program carefully so that you are
prepared for this college experience.

No matter the school, some courses are not eligible for dual credit students. This guide
includes a list of the approved courses for each school. Choosing an approved course
means your tuition and text book are paid for (additional fees may apply depending
on the course). If you choose to take a course that is not approved you will be
responsible for tuition, fees and textbooks.

AN INFORMED DECISION IS THE BEST DECISION.
READ EACH SECTION CAREFULLY.



APS & DUAL CREDIT

APS partners with CNM, UNM and |AIA to offer eligible students dual credit courses. This
partnership includes APS policies and procedures related to dual credit. Each dual
credit opportunity must be considered through APS requirements. Note that these are
the only institutions who offer dual credit courses with APS.

To be eligible for a CNM or UNM dual credit class a student must:

1.

2.

o how

Be currently enrolled, at least half-time, in an APS high school, school of choice,
or approved charter school.
Successfully completed Freshman or higher (for CNM) or Sophomore or higher
(for UNM).

a. You cannot qualify for dual credit as a reclassified student.
Be willing to follow the enrollment guidelines for CNM or UNM.
Complete and submit required paperwork.
Understand the difference between an approved course versus an unapproved
course.

If you have questions regarding APS’ Dual Credit policies, please visit our website APS
Website and search for “Dual Credit”.


http://www.aps.edu/
http://www.aps.edu/

CNM

CNM>

Central New Mexico
community College



CNM

AM | ELIGIBLE?

To be eligible a student must:
1. Attend his/her high school at least half-tfime.
2. Have successfully completed his/her freshman coursework and be a
sophomore, junior, or senior.
3. Follow all enrollment requirements.

HOW DO | GET STARTED?

If you think you meet the eligibility requirements for CNM the first thing you must
do is meet with your School Counselor. Your School Counselor will ensure you are a
good fit as a dual credit student, help you select the best course for you, and go over
additional forms and processes to get you started.

STEPS FOR ENROLLING

Now that you have talked with your School Counselor, you can begin the steps
to enrollment.

Get Started
1. Apply and get a CNM ID Number

a. You can get a CNM ID Number at CNM's Dual Credit site. Be sure to select
option “5 Dual Credit” from the Application Type menu. The Application
Worksheet will help you know how to answer the questions you'll be asked.
Be sure to include your personal e-mail address when prompted. If your
CNM ID Number isn't published at the end of the application process, it
will be sent to your personal email address.

b. Helpful Hint! Text or e-mail your CNM ID Number to yourself so you won't
forget it.

2. Submit the required Signature Page
a. Submit the required Dual Credit Agreement Form to admissions@cnm.edu
or any CNM Admissions Office within five business days after completing
the admissions application. If you are 18 or over, you must still submit the
form by signing for yourself and indicating your age next to your signature.
If the Dual Credit Agreement Form is  not completely filled out and on file
with CNM, you will be dropped from your classes.

Before Registering
3. Complete the CNM Online Orientation


http://www.cnm.edu/dualcredit
mailto:admissions@cnm.edu

a. Complete the new student orientation at www.cnm.edu/nso. Dual Credit
students must complete the online orientation. Once you've completed
the online orientation, you will enter your CNM ID Number and date of
birth to confirm. You must complete this step before you attempt to
register! Failure to complete this step will result in a hold on your account.

4. Create your myCNM student account

a. Log on to cnm.edu and click on the myCNM link at the top of the website.

b. Enter the User Name you received at the very end of the Dual Credit
application process to set-up your myCNM account. If you don't
remember your User Name, you can look it up with your 9-digit CNM ID
number.

c. Your temporary password is your é-digit date of birth followed by 'atCNM'
(MMDDYYatCNM). You will be prompted to change your password.

d. You will register for courses, view your grades, and communicate with your
instructors in myCNM.

e. Helpful Hint! Text your username and password o yourself.

f. Helpful Hint! Check your myCNM email daily!

5. Transfer your ACT or SAT scores to CNM

a. Or, take the Accuplacer test at any CNM Assessment Center. The
Accuplacer is offered free of charge at any of CNM's five campuses.
Remember to take your CNM student ID number and a picture ID. Check
out a sample Accuplacer test at CNM's Assessment Center to help
improve your score and then take the Accuplacer assessment to test for
college-level course placement, or submit official ACT or SAT scores to
any CNM Admissions Office. Accuplacer testing takes approximately 1%
hours. Be sure to bring your CNM ID Number and a photo ID. And
remember, you must test into 1000-level courses or higher. Helpful Hint!
Take your timell The higher your score, the more classes you test intol!

6. Meet with a Dual Credit Academic Coach & find your course
a. Take your test scores and meet with a CNM Dual Credit Academic Coach
by calling (505) 224-3186 to make an appointment. A Dual Credit
Academic Coach will look at your Accuplacer scores, discuss your goals
and interests and help you select the best classes.

Register for Class
7. Register for Classes
a. Register for classes online through your myCNM account. CNM's course
catalog is an important resource when choosing courses. Dual Credit
students can take classes at the 1000 level and higher (with the exception
of fitness classes) for which prerequisites are met. Print your class schedule
to ensure you have a zero payment balance. If you owe course or lab
fees these are due within 24 hours of registering to ensure you are not
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dropped from classes. Returning students can register early. Check your
myCNM account for your registration date and time.

8. Geta CNM ID Card
a. Bring a copy of your schedule and a State ID card or Driver's License to
the CNM ID Office to get your CNM ID card. If you don't have one of the
above, bring a copy of your schedule and a high school ID. Students
without a State ID or Driver's License may need to have their enrollment
confirmed. ID cards must be with you when you're on campus.

9. Textbooks

a. APS students pick up required textbooks from the Library Services &
Instructional Materials location at 212 Oak Street SE, Building M, Room 142,
Albuquerque, NM 87106 (near the CNM Main Campus). Phone (505) 848-
8897 for current hours. Students are strongly advised to call ahead to
make sure books are ready for pick up.

b. Remember: your high school must approve your registration. Your high
school will receive information about the course(s) you've registered for. If
your school doesn't approve the course(s), they will be dropped from your
schedule.

10.Locate your classes at CNM
a. Visit www.cnm.edu/maps-and-directory to locate the campus and
building where your class(es) will be held.

COST

Students who register for approved dual credit courses will have registration fees
and tuition waived. Additionally, approved dual credit courses ensure the course
textbook is paid for by APS. A few CNM courses have lab or course fees that must be
paid by the student. Students are advised to print their schedules to determine if fees
have been charged to their account.

Remember, dual credit courses are essentially free IFyou choose an approved
dual credit course. If you choose a course that is not approved, you will be required to
pay registration fees, tuition, textbook costs, and any other additional fees related to
that course.

CREDITS

You will have a CNM transcript and earn an elective credit on your high school
transcript. Credits are earned at a 3:1 ratio, meaning that for each 3 credit college
course you take, you will earn 1 high school elective credit.

Some courses may award credit for a core high school course. This is dependent
on the type of course and the agreement that CNM and APS share. To know if your
course awards a core credit, talk with your School Counselor.

10
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Not all CNM courses are 3 credits. If you choose to take a course thatis 1 or 2
credits the same 3:1 ration applies, meaning a 1 credit college course will earn .33
high school credits. A 2 credit college course will earn .66 high school credits.

If you are uncertain about what credits your dual credit course fulfills or how
many high school credits you will earn, please meet with your School Counselor.

CNM CONTACT INFORMATION

OUTREACH SERVICES

(505) 224-3352
dudlcredit@cnm.edu
cnm.edu/dualcredit

ACCUPLACER, ASSESSMENT CENTER

(505) 224-3244

Information for all Testing Locations can be found here:
cnm.edu/assessment

DUAL CREDIT ACADEMIC COACH
(505) 224-3186
CNM Academic Coach and Advisement

11
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CNM

FORMS

FORMS LINKED BEL

OW:

1. Dual Credit Application Worksheet

2. Dual Credit Welcome Letter and Agreement Form

(Required for ALL Dual Credit students)

3. High School Verification Form

(Required only for students TRANSFERRING to a new A

PS high school)

4. Adult Dual Credit Residency Evaluation

5. Academic Progress Form
Forms are subject to change. Vi  sit CNM Dual Credit online at

cnm.edu/dualcredit

access current forms.

to
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UNM

AM | ELIGIBLE?

To be eligible a student must:
1. Be ajunior or senior.
2. Have the certification and unconditional recommendation of the high
school as well as proof of parental consent prior to participation.
3. Download and complete the UNM Admission application.
4. Download and complete the State Request Form.
5. Submit official high school transcript through Parchment.
6. Complete the Student Information Release Form.

If you are a returning dual credit student:
1. Download and complete the Demographic Update Form (instead of the
full application).
2. Submit completed State Request Form, HS Transcript, and Student
Information Release Form.

Must meet one or more of the minimum requirements list below:
1. Cumulative grade point average of 2.5 or better on a 4.0 scale for 9th,
10th, and 11th grades in subjects counted toward graduation, OR
2. Class rank in top 25%, and a minimum grade point average of 2.25 on a
4.0 scale, OR
3. An ACT composite score of 23 or an SAT total score of 1060 and a
minimum grade point average of 2.25 on a 4.0 scale.

HOW DO | GET STARTED?

If you think you meet the eligibility requirements for UNM the first thing you must
do is meet with your School Counselor or College & Career Readiness Counselor. Your
Counselor will ensure you are a good fit as a dual credit student, help you select the
best course for you, and go over additional forms and processes to get started.

ENROLLING
Now that you have talked with your School Counselor or College & Career
Readiness Counselor, you can begin the enrollment process.
1. Download, print and complete the UNM Admission Application
a. UNM Admission Application
b. Once you are admitted you will receive an email from the Dual Credit
Coordinator with your assigned UNM ID #.

2. Submit the Student Information Release form
a. UNM Student Information Release Form

14
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3. Submit the State Request form (HS Counselor, Parent & Student signature
required)
a. UNM Dual Credit State Request Form

4. Submit official ACT or SAT scores or take the Accuplacer Assessment. For
placement in Math or English.
a. Sub-scores for Math and/or English on the ACT or SAT are used for
placement in each subject.
b. You can go to the UNM Test Cenfter to take the Accuplacer.
i. Located in the Continuing Education Building, Room 226, (505) 277-
5346, testctr@unm.edu
i. UNMID # and Photo ID is required to take the Accuplacer
ii. $5.00 per subject (English, Math and Reading)
c. If you have questions regarding the Accuplacer contact:
i. UNM Testing Center, Continuing Education Building, Room 226, (505)
277-5346, testctr@unm.edu

5. Register for your classes.
a. You will register for courses during a face-to-face meeting with UNM'’s
Dual Credit Coordinator to discuss your course options and ensure you
meet all pre-requisites for a course.
b. You will create an academic plan with the UNM Coordinator to ensure
your course selection fits with your high school course schedule and that it
helps prepare you for continuing your post-secondary studies.

6. Set-Up your myUNM account with your Net ID
a. You will receive an email from UNM's Dual Credit Coordinator with
directions on setting up your account.
b. Visit UNM's NeftlD site to get a NetlD
c. Once your account is set-up, visit loboweb.unm.edu to log-in.
i. This is where information on your schedule, grades, and unofficial
and/or request official transcript.
d. Note: The Dual Credit Coordinator does not have access or the ability fo
print or order transcripts.
e. Grades are submitted to APS District Office to be recorded onto APS HS
transcripfts.

7. Textbooks
a. APS students pick up required textbooks from the Library Services &
Instructional Materials location at 912 Oak Street SE, Building M, Room 142,
Albuquerque, NM 87106 (near the CNM Main Campus). Phone (505) 848-
8897 for current hours. Students are strongly advised to call ahead to
make sure books are ready for pick up.

15
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b. Remember: your high school must approve your registration. Your high
school will receive information about the course(s) you've registered for. If
your school doesn't approve the course(s), they will be dropped from your
schedule.

COST

Students who register for approved dual credit courses will have registration fees
and tuition waived. Additionally, approved dual credit courses ensure the course
textbook is paid for. Lab fees or student fees related to the course must be covered by
the student.

Remember, dual credit courses are essentially free IFyou choose an approved
dual credit course. If you choose a course that is not approved, you will be required to
pay registration fees, tuition, textbook costs, and any other additional fees related to
that course.

CREDITS

You will have a UNM transcript and earn an elective credit on your high school
transcript. Credits are earned at a 3:1 ratio, meaning that for each 3 credit college
course you take, you will earn 1 high school elective credit.

If you are uncertain about what credits your dual credit course fulfills or how
many high school credits you will earn, please meet with your School Counselor or
College & Career Readiness Counselor.

UNM CONTACT INFORMATION

Dee Dee Hatch-Sanders, Dual Credit Coordinator, University Advisement
Center, Student Success Center, (505) 277-7204, dhatchsanders@unm.edu

Office of Advisement Administration, University Advisement and
Enrichment Center, Room 170, (505) 277-7000

Visit online at advisement.unm.edu/dual-credit

UNM Testing Center, Accuplacer Exam, Continuing Education Building,
Room 226, (505) 277-5346, testctr@unm.edu.

Visit online at test.unm.edu/tests/accuplacer-placement-test.ntml

16
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UNM
FORMS

FORMS LINKED BELOW:

1. Dual Credit Checklist
2. UNM Admission Application
3. State Request Form
4. Student Information Release Form

5. Demographic Update Form
(For returning students only)
Forms are subject to change. Vi  sit UNM Dual Credit online at
advisement.unm.edu/dual ___-credit/ _to access current forms.

17
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IAIA

AM | ELIGIBLE?

To be eligible a student must:
1. Enrolled at least half-time at the high school currently enrolled
2. A high school junior or senior
3. Maintaining a 2.0 cumulative GPA or above
4. Approved for dual credit by a high school administrator or counselor
5. Approved for dual credit by parent/guardian

HOW DO | GET STARTED?

If you think you meet the eligibility requirements for IAIA the first thing you must
do is meet with your School Counselor or College & Career Readiness Counselor. Your
Counselor will ensure you are a good fit as a dual credit student, help you select the
best course for you, and go over additional forms and processes to get started.

ENROLLING
Now that you have talked with your School Counselor or College & Career
Readiness Counselor, you can begin the enrollment process.
1. With the help of your counselor, select the course that is the best fit for you.

2. Complete and submit these forms to IAIA:

IAIA Online Application

High School Transcript

New Mexico Dual Credit Request

Take the Accuplacer placement test prior to registering for a course with
a Math or English prerequisite or submit your ACT or SAT scores.

gaonooao

3. Attend an IAIA Dual Credit orientation session or speak directly with the Director
of Admissions about your responsibilities as a dual credit student.

4. Textbooks

c. APS students pick up required textbooks from the Library Services &
Instructional Materials location at 212 Oak Street SE, Building M, Room 142,
Albuguerque, NM 87106 (near the CNM Main Campus). Phone (505) 848-
8897 for current hours. Students are strongly advised to call ahead to
make sure books are ready for pick up.

d. Remember: your high school must approve your registration. Your high
school will receive information about the course(s) you've registered for. If
your school doesn't approve the course(s), they will be dropped from your
schedule.

19



COST

Students who register for approved dual credit courses will have registration fees
and tuition waived. Additionally, approved dual credit courses ensure the course
textbook is paid for. Lab fees or student fees related to the course must be covered by
the student.

Remember, dual credit courses are essentially free IFyou choose an approved
dual credit course. If you choose a course that is not approved, you will be required to
pay registration fees, tuition, textbook costs, and any other additional fees related to
that course.

CREDITS

You will have an |AIA transcript and earn an elective credit on your high school
transcript. Credits are earned at a 3:1 ratio, meaning that for each 3 credit college
course you take, you will earn 1 high school elective credit.

If you are uncertain about what credits your dual credit course fulfills or how
many high school credits you will earn, please meet with your School Counselor or
College & Career Readiness Counselor.

LOCATION

IAIA is located in Santa Fe, NM. All approved dual credit courses through |AIA
are taught at the Career Enrichment Center (807 Mountain Road NE, Albuquerque,
NM). You do not need to travel to IAIA’s main campus to take their approved dual
credit courses.

IAIA CONTACT INFORMATION

Loyola Rankin, IAIA Admissions Counselor, (505) 231-9388,
admissions@iagia.edu or loyola.rankin@igia.edu

Mary Silentwalker, IAIA Director of Admissions, (505) 424-2307,
mary.silentwalker@iaia.edu

Visit online at |AIA's college credit programs or at IAIA's admissions.
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[AIA
FORMS

ONLINE APPLICATION:

IAIA Online Application
Select ol AlTA Domestic Applicati

FORMS LINKED BELOW:

1. New Mexico Dual Credit Request
Forms are subject to change. Vi  sit IAIA Dual Credit on line at JAIA College Credit
Programs to access current forms.
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APPROVED
COURSES

COURSE APPROVAL TIMELINE

Dual Credit courses are reviewed approved annually during
June.
The final listing of approved courses is published in July.
No exceptions will be made to the approved course list.
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CAREER ENRICHMENT CENTER (CEC)

ABOUT

ECA and CEC is an APS Magnet school which offers a small school environment
with a focus on college preparation. CEC offers certification programs and some on-
site dual credit courses through CNM, UNM, and IAIA.

AM | ELIGIBLE?

To be eligible a student must:
1. Be enrolled in an APS high school or magnet school
2. Download and complete the CEC Student Application

HOW DO | GET STARTED?

If you think you meet the eligibility requirements for CEC the first thing you must
do is meet with your School Counselor or College & Career Readiness Counselor. Your
Counselor will ensure you are a good fit as a CEC student, help you select the best
course for you, and go over additional forms and processes to get started.

ENROLLING

Now that you have talked with your School Counselor or College & Career
Readiness Counselor, you can begin the enrollment process.
1. With the help of your counselor, select the course that is the best fit for you.

2. Complete and submit these forms to CEC:
a. CEC Student Application
b. CEC Computer Appropriate Use Policy
c. CEC Parent and Student Signature Form
d. Basic Student Information Sheet

3. Textbooks
a. If you are taking an approved dual credit course on CEC's campus, you
will follow the same steps as every other dual credit student to get your
text.
i. APS students pick up required textbooks from the Library Services &
Instructional Materials location at 212 Oak Street SE, Building M,
Room 142, Albuquerque, NM 87106 (near the CNM Main Campus).
Phone (505) 848-8897 for current hours. Students are strongly
advised to call ahead to make sure books are ready for pick up.
i. Remember: your high school must approv e your registration. Your
high school will receive information about the course(s) you've
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registered for. If your school doesn't approve the course(s), they will
be dropped from your schedule.

COST

Students who register for approved dual credit courses through CEC will have
registration fees and tuition waived. Additionally, approved dual credit courses ensure
the course textbook is paid for. Lab fees or student fees related to the course must be
covered by the student.

Remember, dual credit courses are essentially free IFyou choose an approved
dual credit course. If you choose a course that is not approved, you will be required to
pay registration fees, tuition, textbook costs, and any other additional fees related to
that course.

CREDITS

You will have a franscript from the institution teaching the course on CEC'’s
campus (ex., if you are taking a CNM course, you will have a CNM transcript) and
earn an elective credit on your high school transcript. Credits are earned at a 3:1 ratio,
meaning that for each 3 credit college course you take, you will earn 1 high school
elective credit.

If you are uncertain about what credits your dual credit course fulfills or how
many high school credits you will earn, please meet with your School Counselor or
College & Career Readiness Counselor.

CEC CONTACT INFORMATION

Lynn Ramsey, School Counselor, (505) 247-3658 ext. 45595,
ramsey l@aps.edu

Visit online at CEC's website.
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CEC FORMS

VISIT CEC ONLINE

Forms are subject to change. Vi  sit CEC online to access current forms.
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TEXTBOOKS

ABOUT

If you are taking an approved dual credit course, your textbook is paid for by

APS. You are not responsible for purchasing a text for approved dual credit courses.
You will receive the following for FREE

)l
)l

Required textbook for your approved dual credit course
Required online access codes for your approved dual credit course

You will NOT receive the following:

1
1
1

Supplemental, suggested, or recommended texts
Supplemental, suggested, or recommended computer software
Other non-required supplies

HOW DO | GET MY TEXTBOOK?

1.
2.

3.

Make sure you have registered for your dual credit course(s).

If you registered during a regular academic term, your textbook(s) and/or online
access code(s) will be available within a week.

If you registered during term intersession, find out when textbooks will be ready
for pick up by completing the Where is my fextbook? Form.

a. Inquiries are answered within 24 hours during the business week and the
following Monday/Tuesday for weekend submissions.
Pick-up your textbook at the Library Services & Instructional Materials located at
912 Oak Street SE, Building M, Room 142, Albuqg, NM 87106 (directly south of
Milne Stadium & just west of CNM Main Campus) during these hours: Monday -
Friday, Noon — 4PM.
d. Please call the Front Desk at 848-8897 to make special arrangements for
after hours pick-up.
. Do not go to the CNM/UNM bookstores or your high school bookroom for
your dual credit textbooks.
C. BEFOREyou go to pick-up your textbook, make sure it's ready. Complete
the Where is my textbook? Form.
Textbooks must be picked up within 2 WEEKS of registering (includes late-start
and online classes) or they will be re-assigned to other students.
a. If you need a textbook between terms, call the front desk at (505) 848-
8897.
All textbooks must be returned  once your dual credit course is finished. If you do
not return your textbook, you will be charged a replacement fee.
For general information on dual credit textbooks, visit online at: Library Services
information on dual credit textbooks.
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8. If you have questions about the status or availability of your textbook and/or

online access code contact your representative:

Dual Credit School

Current APS High School

Textbook Contact Person

Albuguergque High—

Angela Artiaga,

CNM Student Manzano High qallegos ang@aps.edu,
(Schools A-M) (505) 848-8894
Valerie Valdez,

CNM Student Nex+§3in—|wl\els\’;\/lv\eso valerie.valdez@aps.edu,
(Schools N-W) (505) 848-889 1
Valerie Valdez,

UNM Student All High Schools valerie.valdez@aps.edu,

(505) 848-8891

Or, go online and complete the Where is my textbook? Form.
Simply answer each question and submit the form. A representative will contact
you via email or phone.

TROUBLESHOOTING

1. I'was told the CNM/UNM bookstore, or my HS bookroom, would have my
textbook.

a. Do not get your textbook from the CNM or UNM bookstore OR your High
School’s bookroom. APS is purchasing your textbook through Library
Services. You will not get your textbook for FREERf purchased through the
college bookstore. Your High School’'s bookroom does not stock dual
credit textbooks.

2. I've been in my class for over 2 weeks and don’t have my fextbook.

a. Contact your representative (table above) or, go online and complete
the Where is my textbook? Form. Simply answer each question and submit
the form. A representative will contact you via email or phone.

3. I'went to pick up my text and it was not ready.

a. There are various reasons why a textbook pick-up might be delayed.
Library Services will re-assign any text not picked up after 2 weeks so, your
text could have been assigned to another student. More texts may have
been ordered or, it may be during a holiday or intercession.

b. Itis strongly recommended that you contact Library Services BEFORE
going to pick-up your textbook. Call your representative or complete
Where is my textbook? Form to get the status of your text.

4. |registered late, changed my schedule, or got a late start. How do | get my
textbook?

a. Go online and complete the Where is my textbook? Form. Simply answer
each question and submit the form. A representative will contact you via
email or phone. You can also contact your representative via phone or
email using the contact table above.
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5. | got the wrong textbook. What do | do?

a. Go online and complete the Where is my textbook? Form. Simply answer

each question and submit the form. A representative will contact you via
email or phone. You can also contact your representative via phone or
email using the contact table above.

6. When can | get my textbook?

a. Usually all textbooks are ready for pick-up within one week of registration.

While this timeline might vary during intercession term, all texts should be
pick-up no later than 2 weeks after registering. Make sure your text is
ready for pick-up before going to Library Services.

. To make sure your text is available for pick-up, Go online and complete

the Where is my textbook?2 Form. Simply answer each question and submit
the form. A representative will contact you via email or phone. You can
also contact your representative via phone or email using the contact
table above.

7. Where do | go to get my textbook?

a. Library Services & Instructional Materials is located at 212 Oak Street SE,

Building M, Room 142, Albug, NM 87106 (directly south of Milne Stadium &
just west of CNM Main Campus) during these hours: Monday — Friday:
Noon - 4PM.Please call the Front Desk at 848-8897 to make special
arrangements for after hours pick-up.

8. Dol get to keep my textbook?

COST

a. No, you cannot keep your dual credit textbook. All texts are purchased by

APS and are APS property. Once your course is finished, you will need to
return your textbook to Library Services (212 Oak Street SE, Building M,
Room 142, Albug, NM 87106).

. Exceptions to the return policy include: laboratory manuals or other

material that you must write in or take exams (a consumable). When you
pick up your textbooks, staff will inform you if you are receiving a
consumable item, which does not need to be returned to Library Services.

. Some textbooks come with a disposable, one fime use online access

code good for one semester, those do not need to be returned, only
textbooks. If you receive a textbook that does not have an online access
code and you need it for your CNM/UNM class, contact your dual credit
representative immediately.

. If you do not return your dual credit textbook, you will be charged a

replacement fee.

Students who register for approved dual credit courses receive required
textbooks and/or online access codes for free. Lab fees or student fees related to the
course must be covered by the student.

Remember, dual credit textbooks are essentially free IFyou choose an
approved dual credit course. If you choose a course that is not approved, you will be
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required to pay registration fees, tuition, textbook costs, and any other additional fees

related to that course.

LIBRARY SERVICES CONTACT

INFORMATION

Dual Credit School

Current APS High School

Textbook Contact Person

Albuguerque High—

Angela Arfiaga,

CNM Student Manzano High gallegos_ang@aps.edu,
(Schools A-M) (505) 848-8894
Valerie Valdez,

CNM Student Nex+SGehn—|Wl\els\’;\/Meso valerie.valdez@aps.edu,
(Schools N-W) (505) 848-8891
Valerie Valdez,

UNM Student All High Schools valerie.valdez@aps.edu,

(505) 848-8891

Visit online and complete the Where is my textbook?2 Form.
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STUDENT & PARENT TIPS

STUDENTS

Dual Credit is an opportunity to earn college credit for little to no cost. By taking
a Dual Credit course you will have first-hand experience in a college level course while
meeting a New Mexico graduation requirement.

To get the most out of this experience consider the tips and support offered in
this section.

Course Selection

Consider your interests and post-secondary plans when choosing the dual credit
course(s) you want to take. Some courses lead to certifications or apprenticeship/job
shadowing opportunities. Review the course catalog from the college where you will
be dual-enrolled to learn about all the opportunities available to you.

Approved Course s

Not all courses offered are approved through APS. To ensure your tuition

and textbook costs are free you must select an approved course. Carefully consider
your interests along with the approved courses. Check the appendix for approved
courses.

Advoca te
As a dual credit student in the college classroom, you will be considered a
college student. Your professors will not know that you are still in high school. It is
important that you attend, participate, and advocate for yourself during this time.
To make the best of the college learning environment you must:
1 Complete all readings and assignments (whether they will be tested
or graded).

Attend all classes, labs, and/or study groups.

Participate in all classes by asking questions, answering questions,

and offering thoughts and opinions as appropriate.

1 Advocate for your needs. Your Professor will not know what you
need or concerns. It is your job to form a relationship with your
Professor by introducing yourself, sharing that you are Dual Credit
student, and asking for what you need.

1 Be prepared to hear the word, “No.” You can always ask for what
you need but you may not be granted it. College courses leave all
the final decisions to your Professor.

T
T

Grades
The grades you earn in your dual credit courses will be on your high school
transcript and your college transcript. This means your grades are twice as important.
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Not only will your grades impact your high school GPA but it will also impact your
college GPA.

Take full advantage of free college courses by ensuring your grades are high
enough to maintain a solid GPA (2.5 or higher) and, that your courses will transfer to
other colleges/universities after high school. Grades on your college tfranscript are
permanent; they will not be changed.

It is strongly encouraged not to take courses for spring graduation requirements.
Final grades are not received by May graduation. You will become a summer
graduate.

Gradebooks are through the institution (CNM, UNM, or IAIA). Teachers and/or
Professors do not use APS gradebooks.

Have questions?
Contact your High School Counselor and/or College & Career Readiness
Counselor.

PARENTS

Once enrolled, your child will be taking a college level course on a college
campus or on an APS high school campus. This is an opportunity for your child to
experience college academics and environment for little to no cost. If successful, your
child will earn high school and college credit.

We encourage you to review this section in order to offer support and guidance
to your child during this new experience.

Approved Courses

Not all courses offered are approved through APS. To ensure your tuition and
textbook costs are free you must select an approved course. Carefully consider your
interests along with the approved courses. Check the appendix for approved courses.

It is strongly encouraged not to take courses for spring graduation requirements.
Final grades are not received by May graduation. You will become a summer
graduate.

Access

Dual Credit courses are college level courses open to high school students. They
are taught by college professors, maintain college expectations, and follow the
college’s policies and procedures. This means you will not have direct access to
Professors or online grading systems. It is up to your student to communicate with the
Professor and advocate for his/her needs. Grades on your college transcript are
permanent; they will not be changed.

Gradebooks are through the institution (CNM, UNM, or IAIA). Teachers and/or
Professors do not use APS gradebooks.
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Resources for your Student

Each institution has online student accounts, learning systems, and provide
course syllabi. This means, your student will be able to complete assignments, view
resources, access grades, and more all online. If your student accesses these resources
regularly, he/she is more likely to be successful in a dual credit course.

Have questions?
Contact your High School Counselor and/or College & Career Readiness
Counselor.

DUAL CREDIT CONTACT INFORMATION

Your APS High School’s School Counselor and/or College & Career
Readiness Counselor

Visit APS' website and search “Dual Credit” for more information.
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