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Lea Dual Enrollment Handbook                                                                                                                 Student and Parent                                                                                              

 

Palomar College Office of Dual Enrollment 

Vision Mission and Values 
Vision 
In alignment with the Chancellor’s Office Vision 2030, Palomar’s Office of Dual Enrollment focuses on equity in 
access, success, and support.  

To expand access to underserved rural areas and to marginalized students who may not already be college bound or 
are underrepresented in higher education.  

To increase high school graduation rates, college attendance rates, and college and career readiness for students 
who are historically underrepresented in higher education, low-income, or first generation through implementation of 
dual enrollment pathways.  

To support dual enrollment students in a caring environment that fosters students’ sense of belonging and 
strengthens their academic self-concept.  

Mission 
Palomar College Dual Enrollment’s mission is to establish high-quality, innovative pathways designed to expand 
access to college credit for historically underserved populations in order to equitably increase college attendance 
and graduation rates so that students can have a strengthened sense of belonging and academic self-concept. 

Values 
The Office of Dual Enrollment’s values are aligned with the college’s values. Through creating dual enrollment and 
middle college partnerships, Palomar College strengthens its commitment to transforming lives for a better future.  

Access – Expand access to college for historically underserved, first generation, low-income students by making 
participation easy and free with a robust support system to successfully navigate higher education.  

Diversity, Equity, and Inclusion – Connect with a diverse student body and pursue underserved and historically 
underrepresented students who have historically not attended college by including cross-culturally responsive 
curriculum in the dual enrollment pathways.  

Academic Excellence – Increase college readiness and strengthen students’ academic self-concepts while holding 
students to high standards of academic excellence in a caring environment.  

Student Focused – Build students’ confidence in taking college courses and increasing their sense of belonging in 
higher education through positive experiences at Palomar College.  

Community – Develop relationships and identify social capital and agency in our communities to recognize the 
unique needs and strengths across the district in order to make connections between high schools, colleges, and 
employment.  
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Welcome 
Dear Student and Parents: 

This is an exciting and significant step in your academic journey. Being part of the Dual Enrollment Program 
demonstrates a commitment to pushing your limits and striving for success. You are about to embark on a 
unique opportunity that will challenge you, while also providing the resources and support needed to help 
you succeed. 

As a Dual Enrollment student, you will have access to a variety of services, academic resources, and 
opportunities to ensure your success both in the classroom and beyond. The effort you put in now will help 
you reach your personal and academic goals, while providing invaluable experiences that will shape your 
future. 

The following student and parent handbook has been carefully created to guide you through the Dual 
Enrollment program. It includes valuable information on: 

Campus Resources: Learn about tutoring, academic advising, career counseling, and other support 
services available to you. 

Student Life: Get involved in extracurricular activities, clubs, and events that will enhance your 
college experience. 

Policies and Procedures: Understand your rights and responsibilities as a student to ensure a 
smooth and successful time at Palomar. 

Academic Expectations: Familiarize yourself with course expectations, grading policies, and the 
support structures designed to help you succeed. 

We encourage both students and parents to keep this handbook readily accessible for reference. 
Remember, you are not alone—Palomar College is here to support you every step of the way. The 
challenges you face will be rewarding, and this experience will pave the way for your continued success. 

Good luck and enjoy the journey ahead! 

 

The Palomar College Dual Enrollment Team 

Dr. Glyn Bongolan, Interim Associate Dean & Pathway Specialist 

Jennifer Finn, Supervisor 

Dr. Dana O’Callaghan, Counselor for Poway to Palomar Middle College 

Sasha Verastegui, Counselor for Middle College at Orange Glen  

Susan Rogers, Outreach Specialist 

dualenrollment@palomar.edu  

mailto:dualenrollment@palomar.edu
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Program Design 
What is Dual Enrollment? 

Dual Enrollment is a CCAP partnership between a high school and Palomar College. CCAP is the California 
College and Career Access Pathways, which allows high school students to take college courses, taught by 
college faculty, on the student’s high school campus, a Palomar College education center, or online. High 
school students are provided an opportunity to achieve academic goals through college coursework in a 
challenging, supportive, and motivating setting. Students may earn significant college credit, a certificate, 
and/or an AA degree upon high school graduation, as well as credits towards a high school diploma and a 
university transfer. 

Middle and Early College High School 

Middle and early college high schools are components of Dual Enrollment and are unique configurations of 
high school grade levels and postsecondary education. Students typically begin college classes as high 
school freshmen and continue through to high school graduation. Middle and early college high schools 
allow high school students to earn substantial college units concurrently with high school graduation 
credits, as well as receiving direct and invaluable access to Palomar College services and college 
experience. Classes are typically held at Palomar College education centers. 

Tuition, Fees, and Textbooks 
Palomar College waives the tuition, health fees, and student fees for Dual Enrollment students, and the 
textbooks are provided by the high school. If the Dual Enrollment class is held at a Palomar College 
education center, and the student chooses to drive and park on campus, the student must purchase a 
parking permit if parking a vehicle on campus. Middle and early college students should contact Dual 
Enrollment regarding parking permits.  

Benefits of Dual Enrollment 
Dual Enrollment offers high school students the opportunity to earn college credit for free, saving time and 
money while preparing for higher education. Key benefits include: 

• Academic Advantage: 
o Start college education while still in high school, in a familiar environment. 
o Earn both high school and college credit for the same course. 
o Finish a college degree or certification faster after high school. 

• Financial Savings: 
o Free access to all Palomar College resources. 
o Tuition, health, and student fees are waived, and textbooks are provided by the high school. 
o Significant savings for students and families. 

• College Success: 
o Better prepared for college rigor with a higher rate of success and graduation. 

 
 
 



7 | P a g e  
 

Things to Consider Prior to Taking a College Class 
Academic Expectations 

• College-level content and faculty expectations may be a difficult adjustment. 
• A ‘C’ grade is required to pass. A ‘D’ is not sufficient for college credit. 
• Most, but not all, classes are transferable to four-year universities. 
• All grades become a permanent part of the official college transcript. 
• Failing a class could adversely affect future financial aid eligibility. 

 
Participation and Attendance 

• Students must start the class when it begins. 
• Instructors can see when students log into Canvas and how often. 
• Students are expected to attend class regardless of sports or extracurriculars. 

o If conflicts arise, students should discuss with the professor on the first day to explore 
accommodations. 

• Most instructors do not accept late work, even for athletes—check the syllabus. 
 

Time Management and Study Habits 
• Commit to the class and homework; each unit requires 2-3 hours of studying per week. 
• Use instructor office hours or Palomar’s free tutoring for additional support. 

 
Student Responsibility 

• Asking for help is the student’s responsibility. 
• Students with 504s or IEPs must contact Palomar College’s Disability Resource Center (DRC) for 

accommodations  at www.palomar.edu/drc. 

Dual Enrollment vs. Advanced Placement vs. Concurrent Enrollment 
Dual Enrollment: 

• Dual Enrollment classes typically replace a high school class.  
• The dual enrollment grades are included on a student’s official high school and college transcripts. 
• Students earn college credit when they pass the class with a grade of ‘C’ or better. 

 

Advanced Program:  
• The Advance Placement (AP) program created by College Board offers college-level courses for high 

school students and prepares students for an AP exam.  
• If the student scores high enough on the AP exam, they may qualify for college credit.  
• The fee for each AP Exam is $98. 
 
 
 
 

http://www.palomar.edu/drc
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Concurrent Enrollment:  
• High school students take a college course at a Palomar campus or online.  
• Class can still meet both high school & college credit – need to check with high school & college 

counselor.  
• Fees: Not charged tuition with a K12 on file (each semester) but will pay approximately $38 in student fees 

per semester. 
• Books: Student responsible for purchasing textbooks.  

 
Advanced Placement (AP): Students take AP courses in high school to prepare for exams that may earn 
college credit, depending on the score and the college's policy. However, not all colleges accept AP credits. 
 
Dual Enrollment & Concurrent Enrollment: Guarantees college credit for grades of 'C' or better, with 
broader acceptance across universities. 
In summary: 

• AP Requires a passing exam score, and credits may not be accepted by all colleges. 
• Dual Enrollment/Concurrent Enrollment Guarantees college credit for grades of 'C' or better, with 

broader acceptance across California universities. 
 

Syllabus 
The course syllabus outlines key details such as objectives, requirements, grading, assignments, office 
hours, and required materials. Students should review the syllabus weekly to stay informed about 
deadlines and grades. It also includes attendance policies, classroom behavior expectations, and 
academic integrity guidelines. If students have any questions, they should contact the instructor for 
clarification. 

Course Rigor & Homework-Study Time 
Dual Enrollment courses adhere to the same academic standards as college-level courses. Students must 
be prepared for the commitment required to succeed, which includes additional study time and active 
participation. 

On average, students should plan to study at least two hours per week for every hour spent in class. For 
example, a three-unit course would require a minimum of six hours of study and assignment preparation 
each week. 

 

Reminder: Grades are earned, not given. 
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7 Steps for Success in College by Glyn Bongolan, Ed.D.   

• Study Cycle and Intense Study Session  
• Bloom’s Taxonomy of Learning  
• Advice from Counselors 

Student Expectations 
Students are expected to take responsibility for their education.  

• Read the Syllabus: Review the syllabus each semester for assignment deadlines, test dates, and 
important course details. 

• Manage Your Time: Use a calendar to organize your class schedule, study time, work, and free time. 
• Attend and Participate: Aim to attend every class, arrive on time, and take thorough notes. Review 

and fill in gaps soon after class. 
• Stay Engaged: Use textbooks actively by highlighting key concepts and taking margin notes to aid 

studying. 
• Keep Up with Canvas: Log in regularly and follow the syllabus to stay on track with course 

requirements. 
• Seek Help When Needed: Reach out to instructors, counselors, Palomar College tutoring services, 

or Dual Enrollment for support. 
 

Attendance 
• Attendance: Attend all class sessions and arrive on time. 
• Anticipated Absences: Notify instructors in advance and submit assignments by their due dates. 
• Unexpected Absences: Inform instructors as soon as possible and make up for missed work. 
• Extended Absences: In emergencies, contact the instructor’s department/office and your high 

school counselor. 
• Class Policies: No guests are allowed, and classes are not held on minimum school days. 

 

Student Responsibility  
• Students must follow College District rules, high school policies, and instructor guidelines. All 

students are expected to: 
• Show courtesy and respect for others, even in challenging situations. 
• Behave responsibly and practice self-discipline. 
• Attend classes regularly and on time, prepared with necessary materials. 
• Follow class rules and respect the rights of others. 
• Protect property, including College District facilities. 
• Cooperate with staff and faculty to maintain a safe, orderly environment. 

https://www.palomar.edu/counseling/wp-content/uploads/sites/48/2015/06/StudyCycle.pdf
https://www.palomar.edu/counseling/wp-content/uploads/sites/48/2015/06/BloomsTaxonomy.pdf
https://www.palomar.edu/counseling/success/


10 | P a g e  
 

Behavior & Standards of Conduct 
Students must follow the rules and expectations of their high school, Palomar College, and the instructor’s 
course syllabus and must maintain high expectations for behavior.  

Palomar College is committed to the idea and ideals of academic integrity. We embrace and adopt the 
definition and related principles of academic integrity provided by the Center for Academic Integrity. 
Following are the five principles as provided by the Center for Academic Integrity and adopted by Palomar 
College: 

• Honesty 
• Trust 
• Fairness 
• Respect 
• Responsibility 

 

Standards of Student Conduct (BP 5500) 

According to BP 5500 the following student conduct shall constitute good cause for discipline (academic, 
administrative or both) including but not limited to the removal, suspension, or expulsion of a student, and 
applies to all students include but are not limited to: 

• Cheating, plagiarism. 
• Causing, attempting to cause, or threatening to cause physical injury to another person. 
• Possession, sale or otherwise furnishing any firearm, knife, explosive, or other dangerous object. 
• Unlawful possession, use, sale, furnishing, or being under the influence of, any controlled 

substance. 
• Causing or attempting to cause damage to property. 
• Stealing or attempting to steal. 
• Engaging in harassing or discriminatory behavior. 
• Engaging in intimidating conduct or bullying. 
• Disruptive behavior, willful disobedience, habitual profanity or vulgarity, or the open and persistent 

defiance of the authority of, or persistent abuse of, college personnel. 
For a complete and detailed list of offenses and description of discipline, please see:                                                            
Student Life & Leadership. 

Parking on Any Palomar College Campus 
Semester Parking Permits 

Any student driving to and parking on any Palomar campus for their classes needs to purchase a parking permit each 
semester. A vehicle, the permit is $46. Up to five vehicles can be listed on each permit; however, only one vehicle can 
be on any campus at one time. Student parking permits are purchased online on MyPalomar. Dual Enrollment 
students should contact Dual Enrollment at dualenrollment@palomar.edu.  

https://www.palomar.edu/studentlifeandleadership/home/policies/
mailto:dualenrollment@palomar.edu
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Daily & Hourly Visitor Passes 

If students are coming to campus for counseling, tutoring, or for any other service, only a visitor parking 
permit is needed. Palomar uses the ParkMobile digital parking system. ParkMobile provides daily and hourly 
parking permits on all Palomar College campuses. Visitor parking permits are $1.00 per hour or $5.00 per 
day and purchased through the ParkMobile app.  

Using the app, the user will insert a parking Zone Number which identifies where the user will be parking 
their car. Zone Number signage is displayed throughout each campus’ parking lots.  

A Palomar College parking permit or visitor’s pass must accompany a disabled placard for both students 
and visitors. 

Process for Becoming a Dual Enrollment Student 
Application, Admission, and Enrollment Process 

• Get Permission: You need approval from both your high school district and parent. 
• Apply Online: Complete the online Application for Admission. Click Application Instructions for 

application steps.  
• Submit Forms: Fill out the K12 Special Admission Approval Form and submit to your high school 

Dual Enrollment liaison.  
• Students/Parents/Guardians should be aware that: Students will be required to complete the 

annual Sexual Assault Prevention for Community Colleges online training. This training is required 
for all community college students in California under AB 2683 and AB 2608. Please contact 
Palomar’s Title IX Coordinator at https://www.palomar.edu/titleix/ if you have questions about the 
content of this required annual training.  

• Complete the residency paperwork if you have been designated as an out-of-state resident. Email 
the documents to admissions@palomar.edu.  

• Enrollment: Palomar College’s Dual Enrollment team will enroll the student once the high school 
submits the completed paperwork. 

• Students with a 504 or IEP should apply to Palomar College’s Disability Resource Center for 
accommodations.  
 

Submit the Palomar College Application 
Apply online at www.palomar.edu/apply and create an OpenCCC account then carefully answer the 
questions on the Palomar College Application.  

You will receive an email from admissions with your student ID and student email 3-5 business days after 
completing the application. Then, you can create your password and activate your student email upon 
logging into your MyPalomar.  

California Residency 
Follow these steps to update your residency status: 

https://www.palomar.edu/apply
https://www.palomar.edu/dualenrollment/wp-content/uploads/sites/195/2022/08/UPDATED-Steps-to-Apply-without-vaccine-requirement.pptx.pdf
https://www.palomar.edu/enrollmentservices/wp-content/uploads/sites/32/2024/10/K-12-Special-Admission-Approval-Form-Ver10232024-new.pdf
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.palomar.edu%2Ftitleix%2F&data=05%7C02%7Cjfinn%40palomar.edu%7Cf8991f2e19d84ec39fb608dcdda2a65e%7Cdfa178eb10ca40c09667f4732f3381fe%7C0%7C0%7C638628937899086486%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=ydLzViNYyYxAyZ63qSFp%2BzmFYphsadpZSrk%2BspWbNIQ%3D&reserved=0
https://www.palomar.edu/enrollmentservices/residency/steps-to-update-residency/
mailto:admissions@palomar.edu
https://www.palomar.edu/apply
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1. Complete the Request for Review of Residence Status Form. 
2. Submit supporting documentation: 

o United States Citizens: 
 If the student is under eighteen, parent documents will be used. 
 Palomar College prioritizes the following documentation when assessing residency 

status: 
 California driver’s license 
 California vehicle registration 
 California Resident Income Tax Return (Form CA 540) for the previous year* 
 Proof of physical presence in California dated at least one year and one day 

prior to the semester of reclassification. 
 

o Non-United States Citizens: 
 Valid immigration documentation that establishes domicile (e.g., Permanent Resident, 

DACA) dated at least one year and one day prior to the start of the semester for 
reclassification. 
 

3. Submit Completed Documents  
Documentation can be submitted in the following ways: 

o In Person: Admissions Office on the San Marcos campus or any of our education centers 
o Fax: (760) 761-3536 
o Email: admissions@palomar.edu  
o By mail: 1140 W. Mission Rd. San Marcos, CA 92069 Attn: Admissions 

 
4. If the student is a high school student without supporting documentation: 

o The student may qualify for the SB 150 Non-Resident Tuition Exemption for Special Part-Time 
Students. 

o To qualify, the student must: 
 Not have valid nonimmigrant status (except for T & U visas) 
 Be classified as a nonresident of California. 
 Reside in California during the period of attendance. 
 Be admitted as a special “part-time” or Career Access Pathways Partnership (CCAP) 

participant. 
o The exemption is valid: 

 On a semester-by-semester basis 
 If the student meets the requirements 
 If the student is admitted under special part-time status or CCAP 

o The student will need to submit the "Request for Review of Residence Status" form to 
determine eligibility for the exemption and resubmit it each semester when requesting a 
residency status change. 
 

5. Active-duty military, military dependent, or veteran: 
o Visit Military Exceptions page for more information. 

mailto:admissions@palomar.edu
https://www.palomar.edu/enrollmentservices/residency/military-exception/
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6. Graduated from a California high school and meet AB540 exemption requirements: 

o Visit Assembly Bill 540 page for more information. 
7. Special Immigrant Visa holders, Refugees, T and U visa holders with less than one year of 

residence in California: 
o Visit the appropriate page for additional information. 

8. Appeals: 
o If your residency status is denied after completing the reclassification process, you may 

submit an appeal with additional supporting documentation. 
o It is the student’s responsibility to clearly demonstrate both physical presence in California 

and intent to establish California residence (T5 54026). 
 

If the student is claimed as an exemption for income tax purposes, also submit the California Resident 
Income Tax Return for the prior year of the parent(s) who claimed the student. 

Activate Student Accounts 
Using the MyPalomar SPRINGBOARD, students should open each account to ensure access without any 
difficulty.  

• Go to www.palomar.edu 
• Click on MyPalomar; this will bring up the MyPalomar SPRINGBOARD. 

Logins for MyPalomar & Student Accounts: Usernames & Password 
The following are notes on usernames and passwords for student accounts at Palomar College. Students 
only have one password at Palomar College, and it is used for every student account:  MyPalomar, Palomar 
Student Email, and Canvas. 

For the protection of student accounts and information, Palomar College requires students to change their 
Palomar College password every six months.  

MyPalomar: https://my.palomar.edu 
Username: 9-digit Student ID number 
Password: Palomar password  
www.palomar.edu > MyPalomar > Password Setup/Reset ID Help  
 
Canvas: https://www.palomar.edu/atrc/lms-login/ 
Username: The entire Palomar student email address  
Password: Palomar password 
Path: www.palomar.edu > Canvas 
 
Palomar Student Email: http://www.outlook.com/student.palomar.edu 
Username: The entire Palomar student email address  
Password: Palomar password 

https://www.palomar.edu/enrollmentservices/residency/assembly-bill-540-ab540/
http://www.palomar.edu/
https://my.palomar.edu/
http://www.palomar.edu/
https://www.palomar.edu/atrc/lms-login/
http://www.palomar.edu/
http://www.outlook.com/student.palomar.edu
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Path: www.palomar.edu > MyPalomar > Student Email  
 
For students who want to use a computer on campus or print on campus: 

Palomar College computers/laptops on campus:  
Username: 9-digit Student ID number 
Password: Palomar password 
 
Go Print Station: 
Username: 9-digit Student ID number 
Password: Palomar password 

Disability, IEP, or 504 Accommodations 
If students have a 504 or an IEP in high school, they need to apply to Palomar College’s Disability Resource 
Program before accommodations in dual enrollment classes can be made. Accommodations listed in an 
IEP or 504 will not automatically be approved or applied to the dual enrollment course(s). High school 
students enrolled in a Palomar College Dual Enrollment course and seeking disability-related 
accommodations, such as extended exam/quiz time or note taking services, are responsible for applying          
to our Disability Resource Center. 

Steps to Apply for Disability Resource Services (DRC)  

• Apply to Palomar College 
• Fill out and sign the DRC Application 
• Obtain Verification 

Students are responsible for providing Verification of Disability documentation. Access the 
verification of disability form from the DRC Forms section of the website or obtain 
documentation from one of the following: 

o School District (i.e., Psychological Educational Report, IEP) 
o Medical Provider 
o Clinician (Psychiatrist, Psychologist, LCW, MFT) 
o Learning Disability Specialist 

 
Documentation should include information such as the following: 

o Student’s Full Name 
o Diagnosis (i.e., specific learning disability; ADHD; fibromyalgia; migraines, etc.) 
o Name and certification/credentials/license of the professional 
o Name of the organization/entity (e.g., San Marcos Unified School District; Family Care Medical 

Practice; Veteran Affairs) 
o Listing the functional limitations of the diagnosis (e.g., difficulty walking, seeing, hearing, etc.) 
o Date(s) 

http://www.palomar.edu/
https://www.palomar.edu/drc/
https://www.palomar.edu/drc/getting-started-applying-to-drc/
https://www.palomar.edu/apply
https://clockwork.palomar.edu/clockwork/user/intake/register.aspx
https://www.palomar.edu/drc/wp-content/uploads/sites/252/2021/09/Verification_Disability_Form_092721.pdf
https://www.palomar.edu/drc/drc-forms/
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o An IEP or 504, also submit any related psychoeducational testing or reports. 

Submit Completed Documents: 
Fax: (760) 761-3509 
Email: drc@palomar.edu 
Mail: 1140 West Mission Rd. San Marcos, CA 92069 Attn: Palomar College DRC 
 

Once all documents have been submitted: 
A DRC Counselor or Director will review the verification of disability documents. A DRC staff                      
member will then contact the student within three business days, or 72 hours, to request any missing 
documents or to schedule the welcome appointment. 

Register for Classes 

Unit Petition 
K-12 students are limited to seven units in Fall and Spring terms and five units in the summer session. 
Students can petition to exceed these limits in certain circumstances. Students interested in taking more 
than 7 units in their first semester must complete the K12 Special Admission Unit Petition and submit it to 
the Office of Dual Enrollment at dualenrollment@palomar.edu with an unofficial high school transcript and 
college grades to demonstrate past academic success. 

Holds on Account 
Middle College High School students who encounter a hold on their Student Account when attempting to 
enroll into a course should look in their MyPalomar under Holds and Notifications to see what the hold is 
regarding. It may be one of the following: 

SSN – Social Security: Contact: admissions@palomar.edu or dualenrollment@palomar.edu 

Library Fees:   Contact: Library at library@palomar.edu or (760) 744-1150 ext. 2612 

Under 18 years of age:  Contact: dualenrollment@palomar.edu 

 

Waitlist 
Getting on a Waitlist 

• If a class is full, students can add themselves to the waitlist. Not all classes offer a waitlist option. 
• When a seat becomes available, the next student on the waitlist may be added to the class.  

 
Waitlist Procedure 

• Palomar uses an auto-enroll system which automatically enrolls the next student on the waitlist 
when a seat becomes available. 

• Students will be notified via their Palomar student email if they have been auto enrolled from the 
waitlist into a class. 

• Classes for which students are waitlisted do not count as official enrollment. 

mailto:drc@palomar.edu
https://www.palomar.edu/enrollmentservices/wp-content/uploads/sites/32/2023/05/K12UnitPetition-2020_2.pdf
mailto:dualenrollment@palomar.edu
mailto:admissions@palomar.edu
mailto:dualenrollment@palomar.edu
mailto:library@palomar.edu
mailto:dualenrollment@palomar.edu
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• Students will NOT be auto enrolled from the waitlist if any of the following conditions apply: 
o The student has not met the corequisites or prerequisites for the class. 
o There is a hold on the student's record (e.g., past due fees, address hold, SSN verification, 

disciplinary hold, etc.). 
o The student is officially enrolled in the same course but a different section. 
o There is a time conflict with another course. 

 

Add, Drop, and Withdrawal Policies and Procedures 
Dates and Penalties 
Important: Dual Enrollment courses count towards high school graduation. 

• If a student decides not to complete a course, they must contact their high school counselor first. 
Dual Enrollment will then drop the student. 
 

Drop Policy: 
• Within the first 2 weeks of a full semester or 20% of a short-term course: No grade assigned, no 

record. 
• Second to eighth week of a full semester or 20%–50% of a short-term course: Withdrawal (W) 

grade. 
• After the eighth week or 50% of a short-term course: Evaluative grades (A, B, C, D, F, FW) or 

Incomplete (I) assigned. 

Students can file a Pass/No Pass form with Admissions by the day prior to the last day of instruction. 
Email the form to admissions@palomar.edu. The form is available at 
https://www.palomar.edu/enrollmentservices/forms/  

• Failure to attend classes or log onto Canvas may result in an ‘FW’ grade. 
• Check exact dates and penalties in MyPalomar under "My Schedule." 

Remember students MUST contact their high school counselor before dropping a class, as it may impact 
the students’ high school graduation. 

Grades 
Passing classes with a ‘C’ or better is required for college credit at Palomar College. Understand that all 
grades will become part of the student’s permanent college transcript and also understand failing grades 
can affect future financial aid in college. 

 

Understand How to Navigate Canvas 
 

Before classes start, students should log into Canvas to ensure access. If issues arise, immediately submit 
an ATRC HELP Ticket. 

mailto:admissions@palomar.edu
https://www.palomar.edu/enrollmentservices/forms/
https://www.palomar.edu/fa/satisfactory-academic-progress-sap/
https://www.palomar.edu/fa/satisfactory-academic-progress-sap/
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Palomar College’s Tutoring Center offers helpful videos on using Canvas and Zoom. Access them here: 
Preparing for Your Online Class with Canvas & Zoom? 

If you need help learning how to use Canvas or Zoom, we have assistance available through our Tutoring 
Center. 

Schedule Live Tutoring Help for Canvas and Zoom: 
• Calvin – Please email for an appointment: clew@palomar.edu  
• Diego – (hablo español también): Please email for an appointment: dlecca@palomar.edu  
• Mario – (hablo español también): Please email for an appointment: mmartinez3@palomar.edu  
• Nick – Please email for an appointment: nquintana@palomar.edu  

 
Canvas Account Timing 

• After applying to Palomar College, it may take up to 3 hours for the Canvas account to be created. 
• After course enrollment, it may take up to 3 hours for a course to appear on Canvas. 
• Instructors’ open courses on the first day of class. 

Course Content Questions 
For questions about course content or layout, contact the instructor directly. 

Getting Canvas HELP 
If students encounter issues logging into Canvas, they must immediately submit a HELP Ticket to ATRC. 
Include a screenshot or photo of the error message. After submitting the ticket, monitor Palomar student 
email for updates from ATRC. Failure to respond may result in the ticket being closed. 
 
How to File a Canvas HELP Ticket 

1. Visit https://www.palomar.edu/atrc/. 
2. Click on the Academic Technology Resources Centers Help site link. 
3. Log in with your Palomar student email and password. 
4. Click SUBMIT TICKET in the bottom right corner. 
5. After searching for a solution, click “I STILL NEED TO OPEN A TICKET.” 
6. Complete the form and include a screenshot/photo of the error. 

 
Students need to monitor their Palomar student email frequently for responses from ATRC 
(atrc@palomar.edu). If students do not respond, ATRC may close the HELP Ticket.  

Academic College Counseling  
Dual Enrollment students have free access to Palomar College counselors. We have dedicated 
counselors for PPMC at our Rancho Bernardo campus and MCOG at our Escondido Center 
campus. Appointments are available via in-person, Zoom, or phone, whichever fits the student’s 
schedule.  
 

https://www.palomar.edu/tutoringservices/preparing-for-your-online-class-with-canvas-zoom/
mailto:clew@palomar.edu
mailto:dlecca@palomar.edu
mailto:mmartinez3@palomar.edu
mailto:nquintana@palomar.edu
https://www.palomar.edu/atrc/
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Students can also schedule academic counseling appointments with Palomar College’s 
Counseling Department at (760) 891-7511 or counseling@palomar.edu or on Counseling’s website 
at Schedule An Appointment – Counseling Department.   
 

Locate Instructors, Department, and Staff Emails and Phone Extensions 
Students can locate the phone numbers and email addresses for all Palomar College employees and 
departments by using the Directory.  

Palomar Student Email 
Our only means of contacting students is through their Palomar College student email. Be sure to read the 
student email daily. The login for the Palomar student email is the full student email address and the one 
Palomar password. To access, simply click the Student Email tile on the MyPalomar SPRINGBOARD.  

Tutoring 
Students who are struggling in any class, regardless of their grades, should take advantage of tutoring 
services. Palomar College offers free tutoring, and students are encouraged to discuss any concerns with 
their instructor, who is familiar with the course content, student progress, and other helpful details. 
Students can access tutoring services by contacting star@palomar.edu or calling (760) 744-1150 ext. 2448. 
Tutoring is available both in-person and via Zoom. 

Tutoring Locations and Services 

STAR Tutoring Center:  
LRC-105, Library, 2nd Floor, San Marcos Campus, ext. 2448 
Tutors are available for 30-minute tutoring sessions. Students are served on a walk-in basis and Zoom. 
Students must be registered for the course(s) for which they seek assistance.  
 
Math & Science Learning Center:  
LRC-318, San Marcos Campus, ext. 2718  
Walk-in tutoring and Zoom is available. Enrollment in a math class is required.  
 
Teaching and Learning Center (TLC): 
Locations: Rancho Bernardo Education Center, Escondido, and Fallbrook Education Center 
Tutoring at our Education Centers is in the Teaching & Learning Centers (TLC). 
 
Writing Center:  
LRC, Library, 2nd floor San Marcos Campus, ext. 2778  
The Writing Center offers help with any phase of the writing process regarding assignments for any Palomar 
College class that students are enrolled in. To work with a Writing Tutor, call to make an appointment. 
Walk-in students are also served as tutor availability allows. Writing tutors are also available at the 
Escondido Education Center TLC (call ext. 8171 for exact hours).  

https://www.palomar.edu/counseling/appointments/
https://www.palomar.edu/directory/
https://my.palomar.edu/psc/palc9prd_1/EMPLOYEE/SA/s/WEBLIB_HCX_GN.H_SPRINGBOARD.FieldFormula.IScript_Main?institution=PALMR&&cmd=uninav&Rnode=LOCAL_NODE&uninavpath=RootPORTAL_ROOT_OBJECT.HighPointHIGHPOINT.Campus%20ExperienceHPT_CAMPUS_EXPERIENCE.HighPoint%20ObjectsHPT_CX_GENERAL
https://www.palomar.edu/tutoring/
https://www.palomar.edu/math/mlc/
https://www.palomar.edu/writingcenter/
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Business & Accounting Tutoring:  
MD-335, San Marcos Campus 
The Business Administration Department offers supplemental instruction in-person or via Zoom. Students 
can drop in via Canvas or schedule an appointment. For questions, please email Lourdes Runk at 
lrunk@palomar.edu.  
 

FREQUENTLY ASKED QUESTIONS  
FAQ – Dual Enrollment 

 

College Resources  
Dual Enrollment students have access to all Palomar College’s student resources, which are free to 
students. These include but are not limited to: 

Resource Department Contact Information 
Canvas ATRC Website: Academic Technology Resources Centers 

Email: See website for staff contact information. 
Tutoring Tutoring Website: Palomar College Tutoring Services 

Email: star@palomar.edu 
Ext: 2448 

Library Library Website: Palomar Library Homepage 
Email: library@palomar.edu 
Ext: 2612 

Food 
Housing 
Help 

Student Life 
& 

Leadership 

Website: Palomar College Office of Student Life & Leadership 
Email: studentlifeandleadership@palomar.edu  
Ext: 2594 

Career 
Exploration, 
Internships 

Career Center Website: Welcome to the Career Center 
Email: See website for staff contact information 
Ext: 2194 

IEP or 504 
Accommodations 

DRC Website: Disability Resource Center 
Email: drc@palomar.edu 
Ext: 2375 

Personal 
Counseling 

Behavioral Health 
Counseling 

Services 

BHCS Website: Behavioral Health Counseling Services 
Email: bhcs@palomar.edu 
Phone: (760) 891-7531 
 

Health Services Student Health 
Center 

Student Health Center: Health Services 
Email: studenthealthcenters@palomar.edu 
Phone: (760) 891-7530 

Community Resources 
Behavioral Health 
Services 

Optum San Diego Website: Optum San Diego 
Phone: (888) 724-7240 

https://www.palomar.edu/business/tutoring/
https://calendly.com/lrunk/accounting-business-tutoring?month=2025-01
mailto:lrunk@palomar.edu
https://www.palomar.edu/dualenrollment/faq/
https://www.palomar.edu/atrc/
https://www.palomar.edu/tutoringservices/
mailto:star@palomar.edu
https://www.palomar.edu/library/
mailto:library@palomar.edu
https://www.palomar.edu/studentlifeandleadership/
mailto:studentlifeandleadership@palomar.edu
https://www.palomar.edu/careercenter/
https://www.palomar.edu/drc/
mailto:drc@palomar.edu
https://www.palomar.edu/bhcs/
mailto:bhcs@palomar.edu
https://www.palomar.edu/healthservices/
mailto:studenthealthcenters@palomar.edu
https://optumsandiego.com/content/sandiego/en.html
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Safety, Food, 
Counseling, Legal 
& Social Services 

Community 
Resource Center 

Website: Community Resource Center 
Phone: Check Website 

Behavioral Health 
& Health Care 

Neighborhood 
Healthcare 

Website: Behavioral Health - Neighborhood Healthcare 
Phone: (833) 867-4642 

Health, Dental, 
Pharmacy, 
Behavioral Health 

Vista Community 
Clinic 

Website: Affordable Health Care Service Provider | Vista Community 
Clinic 
Phone: (844) 308-5003 

Health 
Information 

Centers for 
Disease Control 
and Prevention 

Website: Centers for Disease Control and Prevention 
Phone: Check Website 

Suicide & Crisis 
Lifeline 

988 Suicide & 
Crisis Lifeline 

Website: 988 Lifeline 
Phone: 988 

For additional information or assistance with student resource, please visit Palomar College Office of 
Student Life & Leadership website.    

 

Transition to College After High School:  
Palomar Promise 
During the student’s senior year, seniors should apply to or update their Palomar College application for the 
FALL semester that follows their senior year.  
 
After applying to Palomar College, seniors will be eligible to apply for our Palomar Promise Program, which 
is up to two years of free tuition, textbook assistance, and priority registration (for the first year). The 
Palomar Promise application typically opens in October of each year. For more details, questions, and 
information regarding the Palomar Promise contact Palomar Promise. 

Palomar Scholarships 
Also, during the student’s senior year, they are eligible to apply for our Palomar College scholarships.    
Seniors can apply from May to August before the Fall semester. Palomar College has hundreds of 
scholarships available with one application. See the Scholarship website for more information. 

Parents 
Family Educational Rights and Privacy Act (FERPA) 

• FERPA (Family Educational Rights and Privacy Act) protects the privacy of student educational 
records. 

• As college students, dual enrollment participants are responsible for managing academic matters 
independently. Parents cannot communicate with instructors or access student records without the 
student's written consent. 

• Regardless of age, dual enrollment students are considered college students, and parents cannot 
directly communicate with professors or the college without the student's permission. 

• Student rights under FERPA transfer from the parent/guardian to the student, meaning students 
must manage their own academic affairs. 

• Parents may participate in conversations or meetings with the student's permission. 

https://crcncc.org/
https://www.nhcare.org/health-services/behavioral/
https://www.vistacommunityclinic.org/health-services/
https://www.vistacommunityclinic.org/health-services/
https://www.cdc.gov/
https://988lifeline.org/
https://www.palomar.edu/studentlifeandleadership/
https://www.palomar.edu/studentlifeandleadership/
https://www.palomar.edu/palomarpromise/
https://www.palomar.edu/fa/scholarships/
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• Parents, guardians, relatives, or friends cannot act on behalf of the student without formal written 
consent, as outlined in Section 99.5 of FERPA (FERPA | Protecting Student Privacy).    

How to Support Your Student in College 
Dual enrollment is an opportunity for parents to encourage their students to become more independent 
when it comes to self-advocacy. Encourage students to attend office hours to speak with their professor, to 
check their Palomar student email daily, to ask for help when they need it, and to follow-up on their grades. 
Ask students about their syllabus, homework, and test dates. Additionally, ask students to share their 
MyPalomar (student portal) and Canvas (learning platform). Remind students that college courses go at a 
faster pace and have more rigor; therefore, more study time is required. 

How Can I Get Information About My Student? 
While parents are not able to speak to professors about students in their class, parents are able to 
accompany their student in communicating with the professor in person, at the student’s discretion. 
Students will need to make an appointment during office hours. 

Partnership High Schools 
  

   

    

Bonsall High School & Early College 

Contact: Eryn Kjelland 

Phone: (760) 305-5700 

Email: eryn.kjelland@bonsallusd.com 

 

Escondido Charter High School 

Contact: Steve Prodan 

Phone: (760) 737-3154 x 139 

Email: sprodan@amhcs.org 

Escondido High School 

Contact: Leticia Magdaleno 

Phone: (760) 291-4062 

Email: lmagdaleno@euhsd.org 

 

Guajome Park Academy 

Contact: Daniel Whittaker 

Phone: (760) 631-8500 x 3118 

Email: whittakerda@guajome.net 

 

Mission Hills High School 

Contact: Stephanie Brizeno 

Phone: (760) 290-2755 

Email: stephanie.brizeno@smusd.org 

 

High Tech High North County 

Contact: Dereice Dawson 

Phone: (760) 759-2725 

Email: ddawsonjr@hightechhigh.org 

 

https://studentprivacy.ed.gov/ferpa
mailto:eryn.kjelland@bonsallusd.com
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Rancho Bernardo High School 

Contact: Maureen Changnon 

Phone: (858) 485-4810 

Email: mchangnon@powayusd.com 

 

    

  

  

  

  

  

Middle College @ Orange Glen High 
School 

Contact: Rita Guerra 

Phone: (760) 291-5037 

Email: rguerra@euhsd.org 

 

 

Mission Vista High School 

Contact: Chivon Parli 

Phone: (760) 758-6800 ext. 73942 

Email: chivonparli@vistausd.org 

 

San Marcos High School 

Contact: Areli Amador-Simpson 

Phone: (760) 290-2314 

Email: areli.amador-simpson@smusd.org 

 

Orange Glen High School 

Contact: Hiba Diaz 

Phone: (760) 291-5085 
 
Email: hdiaz@euhsd.org 

 

Fallbrook High School 

Contact: Raquel Chavez 

Phone: (760) 723-6332 ext. 6295 

Email: rperez@fuhsd.net 

 

Poway to Palomar Middle College 

Contact: Anthony Sims 

Phone: (858) 679-2531 

Email: asims@powayusd.com 

 

Poway High School 

Contact: Blanca Arreguin 

Phone: (858) 748-0245 ext. 5136 

Email: barreguin@powayusd.com 

 

 

Westview High School 

Contact: Alisa Berner 

Phone: (858) 780-2000 ext. 3080 

Email: aberner@powayusd.com  

 

Mt. Carmel High School 

Contact: Charmaine Ferrer 

Phone: (858) 4841180 ext. 3151 

Email: cferrer@powayusd.com 

 

San Pasqual Academy 

Contact: Chris Toomey 

Phone: (760) 307-1318 

Email: ctoomey@sdcoe.net 

 

Vista Visions & Alta Vista & Major General 
Murray High Schools 

Contact: Juliet Ross-Mau Royer 

Phone: (760) 631-2502 ext. 89003 

Email: julietross-mau@vistausd.org 
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Appendix 

Appendix I: Palomar College Application 
• Visit www.palomar.edu/apply. 
• Create an OpenCCC Account 
• After creating the OpenCCC Account, complete the Palomar application for the associated term. 
• After your application is submitted, you will immediately receive a confirmation email with your CCC 

Apply Application ID and confirmation number. Please save for your records. 
• Within 3-5 business days, you will receive a Welcome Email from Palomar College containing your 

Palomar Student ID number and Palomar Student email address.  
• Set your Palomar password here  
• Log into MyPalomar with your created password and activate your Palomar Student email account. 

 

 

Ramona High School  

Coming soon 

San Pasqual High School  

Contact: Tessa Leon 

Phone: 760-291-6006 

Email: tleon@euhsd.org 

Classical Academy High School  

Contact: Nichole Chase 

Phone: (760) 480-9845 

Email: nchase@classicalacademy.com 

 

 

 

Twin Oaks High School  

Contact: Veronica De La Torre 

Phone: (760) 290-2541 

Email: Veronica.DeLaTorre@smusd.org 

 

 

http://www.palomar.edu/apply
https://my.palomar.edu/psc/palc9prd/EMPLOYEE/SA/c/PAL_MANAGED_MENU.PAL_SS_PASSWORD.GBL
https://my.palomar.edu/
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Admissions will send an email to the email address used in the application with the student’s Palomar ID and 
Palomar student email address.  
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Dual Enrollment “What’s Next” Instructions 
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Appendix II: K12 Special Admission Form 
K-12-Special-Admission-Approval-Form-Ver10232024-new.pdf 

• Signatures must be in ink. They cannot be typed or computer generated unless it is a verified Adobe 
e-signature.  

• Once signed by both the student and parent, submit the K12 form to the high school Dual Enrollment 
liaison.  

 

 

https://www.palomar.edu/enrollmentservices/wp-content/uploads/sites/32/2024/10/K-12-Special-Admission-Approval-Form-Ver10232024-new.pdf
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Appendix III: Residency Review Request Form 
Steps to Update Residency – Enrollment Services (palomar.edu) 
Residency Form:  

• If a student has been designated as an Out-of-State student, the student must complete the Residency Form.  
• Contact Palomar Admissions Office to resolve your residency right away. Call them at (760) 744-1150 ext. 

2164.  
• Being out-of-state will have a significant impact on students after graduating from high school such as higher 

tuition rates, no access to Palomar Promise, and no California tuition waiver.  
ON FORM: 

• Every question on the residency form must be answered. If the question does not apply to the student, the 
answer must be “N/A” for “Not Applicable.” 

• Be sure the student signs the form on the bottom of the last page. 

 
 

https://www.palomar.edu/enrollmentservices/residency/steps-to-update-residency/
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Appendix IV: Create Palomar Password & Activate Student Accounts 
MyPalomar SPRINGBOARD – Pathway to all student accounts 

Go to: www.palomar.edu 

Click on MyPalomar in the upper right corner.  

 

SPRINGBOARD 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.palomar.edu/
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Create Palomar Password or Reset Palomar Password: 

• On the MyPalomar SPRINGBOARD:  
• Click on Password Setup/Reset ID Help (bottom left corner)  
• Students only have one password at Palomar, and it is used for MyPalomar, Palomar student email, 

and Canvas.  
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Log into MyPalomar:  

Login = Nine-digit Palomar ID number and 1 Palomar password.  

On the MyPalomar SPRINGBOARD, click on the MyPalomar Student Login tile.  

 

Open Palomar Student Email: 

Student Email Login = entire Palomar student email address & the one Palomar password.  

On the MyPalomar SPRINGBOARD, click the Student Email tile.  
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Log into Canvas:  

Canvas Login = entire Palomar student email address & the one Palomar password.  

On the MyPalomar SPRINGBOARD, click on the Canvas tile. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Appendix V: Canvas HELP 
Academic Technology Resources Centers - Enhancing teaching and learning for students and faculty of 
Palomar College 
Problems with Canvas? File a HELP ticket with ATRC right away. Don’t wait! ATRC will immediately begin 
communicating with the student via Palomar student email.  

STEP 1: 

 

 

https://www.palomar.edu/atrc/
https://www.palomar.edu/atrc/
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STEP 2: 

Go to: www.palomar.edu 

Click on A-Z drop down menu (upper right corner) 

Click on “Academic Technology Resource Centers” 

Click on “Academic Technology Resources Centers Help site.” 

 

 

STEP 3: 

Log into Canvas and click on Submit a Ticket (lower right). 

 

 

http://www.palomar.edu/
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STEP 4: 

Search for solution and click “I STILL NEED TO OPEN A TICKET.” 

 

STEP 5: 

Fill out your ticket information and include a screenshot of the issue. Immediately begin watching your 
Palomar student email for communication with atrc@palomar.edu to resolve the issue.  

 

 

mailto:atrc@palomar.edu
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Appendix VI: Palomar Resources 
Palomar College Office of Student Life & Leadership 

To access Palomar resources, for questions, or assistance, contact Student Life & Leadership.  
What We Do: 

• Student Activity Cards take your picture and receive your card in our Access & Engagement 
(A&E) Center located in SU-19 

• Employment Opportunities 
• Off-Campus Housing 
• Food & Nutrition Center located in SU-40 behind the Student Union 
• Basic Needs aka “The HUB” located in SU-22 
• Clubs 
• ASG offices are in SU-203 (Executives) and SU-202 (Senators and Delegates) 
• Commencement 
• Meditation Room 

 

https://www.palomar.edu/studentlifeandleadership/
https://www.palomar.edu/studentlifeandleadership/student-activity-card/
https://www.palomar.edu/studentlifeandleadership/jobs/
https://www.palomar.edu/studentlifeandleadership/housing/
https://www.palomar.edu/studentlifeandleadership/food-and-nutrition-center/
https://www.palomar.edu/studentlifeandleadership/the-hub-2/
https://www.palomar.edu/studentlifeandleadership/campus-clubs-and-organizations/
https://www2.palomar.edu/asg/
https://www.palomar.edu/studentlifeandleadership/commencement/
https://acrobat.adobe.com/id/urn:aaid:sc:VA6C2:3f011720-c456-43fc-929a-91666ccefaab
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Appendix VII: Tutoring Services 
Palomar College Tutoring Services 

Use the QR Code to schedule tutoring on any subject, format, or campus. 

 

https://www.palomar.edu/tutoringservices/
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Appendix VIII: Student Health Services & Behavioral Health Services 
Health Services: Home - Student Health Centers 
Behavioral Health Services: Behavioral Health Counseling Services (Mental and Psychological Support) 

 

 

https://www.palomar.edu/shc/
https://www.palomar.edu/bhcs/
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