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WCJC DISTANCE EDUCATION HANDBOOK 

CONTACT INFORMATION FOR DISTANCE EDUCATION 

Welcome to the Distance Education Department at WCJC. Our staff is here to assist you. 

 

IT Support Help Desk 

Provides support for students having difficulties accessing online courses 

 IT Student Support Request Form (opens in new window/tab) (URL: https://form.jotform.us/71916315186156) 

 Phone: 979-532-6568. 

 Hours:  Monday – Thursday: 8:00 am. – 7:00 pm. and Friday: 8:00 am. – 5:00 pm. 

 

Michele Betancourt 

Director of Distance Education 

 Phone:  979-532-6336 

 Email:  betancourtm@wcjc.edu 

 

Candi Hollier 

Instructional Technologist 

 Phone: 281-239-1522 

 Email: hollierc@wcjc.edu 

 

Lisa Shoppa 

Technical Support Specialist 

 Provides Assistance with Course Visibility 

 Phone:  979-532-6929 

 Email:  lisas@wcjc.edu  

 

Kim Ashburn 

Media Support Specialist 

 Phone: 979-532-6944 

 Email: ashburnk@wcjc.edu  

 

Sandy Barnett 

Distance Education Secretary 

 Phone: 979-532-6402 

 Email: barnetts@wcjc.edu 

 

 

 

 

https://form.jotform.us/71916315186156
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WELCOME 

Wharton County Junior College provides students with the opportunity to enhance their educational experience through distance 

education.  We offer more than 115 courses in a wide range of disciplines. Course content and transferability is identical to classes 

offered on-campus. 

KEY ADVANTAGES 

FLEXIBILITY 
Busy schedule? Our online courses accommodate students with changing schedules and are ideal for those with daytime 

commitments. Online delivery allows you to learn when and where it's convenient for you. Transform the drive time to college into 

time for work, family, and other activities. While distance learning classes give students more scheduling flexibility, they also require 

good time management skills and self-motivation for successful completion. They may not suit every student's needs, expectations, 

or learning styles. For more information, visit Is Online Learning for You (opens in new window/tab) (URL: 

http://www.wcjc.edu/Programs/distance-education/Is-Online-For-You.aspx) 

QUALITY 
WCJC is committed to providing the highest quality distance education courses and programs to meet the changing needs of the 21

st
 

century learner. Distance education courses will be of the same quality and academic rigor as traditional classroom courses. 

Students are expected to establish and maintain high levels of involvement and interaction throughout the semester. 

SUPPORT 
WCJC staff from Student Services, Distance Education, and the IT Help Desk are committed to providing support for all of our 

distance learning students. Whether you need help with library research or resetting your password, help is always available. Check 

out our Technical Support and Student Services sections for more information. 

DISTANCE EDUCATION FORMATS 
WCJC offers students a flexible, convenient way to earn college credit by providing a variety of distance education courses in online, 

hybrid and interactive television (ITV) formats.  

INTERNET 

Internet courses (WWW) are conducted almost, if not entirely (85-100%) online. Some instructors may require that students come 

to campus for orientations, field trips, or to take exams in an approved testing location. 

HYBRID 

Hybrid courses combine online learning and face-to-face instruction. These courses provide 50 to 85% of class instruction in an 

online setting. The remainder of the instruction (15-50%) takes place in traditional face-to-face setting. 

ITV 

ITV provides instructional content through a two way video communication network. It provides real-time face-to-face instruction 

between the instructor and students at multiple locations. In most instances ITV courses are also web-enhanced, requiring students 

actively engage in an online component. This may include elements such as the submission of assignments, online testing and/or 

participation in discussion boards. 

http://www.wcjc.edu/Programs/distance-education/Is-Online-For-You.aspx
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*Please Note: All traditional face-to-face classes may be enriched by the addition of an online component. Some courses may 

require students to actively engage in an online element. This may include activities such as the submission of assignments, online 

testing, and/or participation in discussion boards. The online component may be hosted on our learning management system or 

other web location. Students should contact the instructor or check the course syllabus to determine if there is an online 

component. 

IS DISTANCE EDUCATION RIGHT FOR YOU? 

Successful online students have the following personality traits: 

 Responsibility: Following through with duties 

 Initiative: Starting thoughts and actions 

 Perseverance: Being persistent in pursuit of tasks 

 Industrious: Getting your work done; not procrastinating 

 Self-Reliance: Having trust in yourself and feeling confident 

 Works with Others: Working as a team toward common goal 

Additionally, you should be confident about your computer and study skills. Review the following list of requirements to assess your 

readiness to take online classes. 

 I know how to connect to the Internet using a browser. 

 I can navigate around the internet and know how to use search engines. 

 I know how to send and receive e-mail. 

 I know how to do basic word processing, including cutting and pasting. 

 I know how to open, save, and manage files. 

 I have access to a computer with an internet connection at least 3 days a week. 

 The computer I will use meets the basic system requirements for taking WCJC online classes.  

 I have 6-9 hours a week to work on each online class. 

 I am motivated to log in to the virtual classroom at least 3 days a week. 

 I am a self-starter and can manage my course workload efficiently. 

 I have good reading comprehension and written communication skills. 

 I am able to ask for help when I need it.  

 I have good time management skills. 

 I am self-disciplined.  

 I have a quiet place to study and work on assignments. 

If you can answer “Yes” to all these questions, you may be ready for online learning. Still unsure? Take our online learning readiness 

assessment to gain more insight about whether online learning is for you. SmarterMeasure Assessment (opens in new window/tab) 

(URL: http://wcjc.smartermeasure.com/). This comprehensive assessment helps you to assess your strengths and challenges in 7 key 

areas related to online learning, including: 

 Life Factors – things going on in your life, how much time do you have to study, etc. 

 Individual Attributes – procrastination, time management, willingness to ask for help, academic attributes 

 Learning Styles – what is your predominant learning style? 

 Technical Competency 

 Technical Knowledge 

 Reading Rate and Recall 

file:///C:/Users/barnetts/Google%20Drive/WCJC%20Collaboration%20Drive%203.0%20-%20PLEASE%20KEEP%20IT%20NEAT!%20Thanks!/Handbooks%20&%20Regulations/Do%20not%20download%20a%20copy%20of%20LockDown%20Browser%20from%20elsewhere%20on%20the%20Internet.%20Those%20versions%20will%20not%20work%20at%20WCJC
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 Typing Speed and Accuracy 

You will receive a full color report immediately following the completion of all areas of the online learning readiness assessment.  

COMPUTER REQUIREMENTS 

Students who enroll in an Internet, Hybrid, or Web-Supplemented course do not have to own a computer but they must have access 

to a computer with the following requirements: 

 Computer – As a general guideline, a computer three years old or less is best.  It should be running at least Windows 7, 

Windows 8, Windows 10, MacOS 10.8, MacOS 10.9, MacOS 10.10, iOS, Android, Windows Mobile or Chrome OS.  

 Internet Access – A satellite, DSL, or cable connection or higher is best.  Dial-up connections are not recommended and will 

be problematic. If relying on an employer’s Internet connection, be aware that firewall restrictions and policies may exist 

that prevent access to all or part of the course, using the college’s online tools.  

 Web Browser – It is recommended that students install multiple browsers to use as options.  For PC users, Internet Explorer 

11+, Edge 20+, Firefox 31+, or Google Chrome 36+ browsers are required.  For Mac users, it is recommended to use Firefox, 

Google Chrome, or Safari 6+ browsers.  

 Java Runtime Environment – Java Runtime Environment (JRE) versions 7 and 8 are the recommended versions for features 

that depend on it.  JRE version 6 may work, but could result in unexpected behavior. Oracle has acknowledged some 

security issues with JRE version. 

 Cookies and JavaScript – Regardless of the browser being used, Blackboard Learn requires the use of session cookies and 

JavaScript enabled in the user’s browser to provide the right experience for teaching and learning.  By default, JavaScript is 

enabled and third party cookies are allowed on all supported browsers. However, if encountering problems with 

Blackboard, please check the browser setting.  

 Pop-up Blockers – While using Blackboard, if you are unable to view discussion postings, quiz windows, and download links, 

then you may need to disable pop-up blocking for the WCJC Blackboard site.  

 Third Party Plug-ins – Some content within courses may require the installation of third party plug-ins such as Adobe Flash 

11 or 18, Windows Media Player, RealPlayer, and many others.  In each case there should be a notification and link 

informing you that you need to install a new plug-in. Be careful that you only install trusted plug-ins that are necessary for 

the course content.  Malicious plug-ins can be dangerous to your computer.  

ADMINISTRATIVE RIGHTS 

If you are not using a computer provided by Wharton County Junior College, you must have the administrative rights necessary to 

download and install required programs and plug-ins on the computer you use to access your online courses.  

STUDENT POLICIES AND GUIDELINES 

REGISTRATION 

FOR NEW TO WCJC OR RETURNING TO WCJC after missing one or more semesters (excluding summer session): 

1. Apply for Admission (Required) using Apply Texas Application Form (opens in new window/tab) (URL: 

https://www.applytexas.org/adappc/gen/c_start.WBX) – Complete the online admissions application. Follow the 

instructions to complete the application. Please allow up to 72 hours processing time. Students will receive notification of 

receipt of application by email or mail. Please do not fill out an application every semester, unless pertinent information 

such as residency changes, or if it has been more than two years since you were enrolled.  

https://www.applytexas.org/adappc/gen/c_start.WBX
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2. Turn in Transcripts (required) – Submit an official transcript of all high school (final transcript needed once graduated) 

and/or college transcript(s) or a GED certificate with official scores and completion dates. Official transcripts must be in a 

SEALED envelope. Transcripts can be submitted electronically, hand-delivered, or mailed.  Official transcripts can be mailed 

to: 

WCJC Main Campus 

911 Boling Highway 

Wharton, TX 77488 

3. Apply for Financial Aid (optional but recommended) using Scholar Select at the WCJC Financial Aid Office (opens in new 

window/tab) (URL: http://www.wcjc.edu/About-Us/administration/offices/financial-aid/index.aspx) – Includes grants, 

loans, and scholarships. Go online for the Free Application for Federal Student Aid (opens in new window/tab) (URL: 

https://fafsa.ed.gov), call the Student Financial Aid Office at 979-532-6345, or visit a Financial Aid office at any WCJC 

campus. For internal scholarship opportunities (optional but not required) look under Financial Aid and find Scholar Select 

beginning February 1
st

-April 1
st

.  Check for deadlines so you don’t apply too late.  

4. Complete Testing Requirements – Have you taken an approved placement test, or been told by a WCJC advisor you do not 

need to test? Contact Advising/Counseling to determine test needed then contact the testing department on your nearest 

WCJC campus. (Most programs require TSI Assessment.) View WCJC Testing Schedules (opens in new window/tab) (URL: 

http://www.wcjc.edu/Admissions/testing/testing-schedule.aspx) 

5. Submit Record of Bacterial Meningitis Immunization – If you are under the age of 20 and taking face-to-face courses, 

please provide record of immunization to the Registrar’s Office. WCJC Bacterial Meningitis Vaccination Requirement (opens 

in new window/tab) (URL: http://www.wcjc.edu/Admissions/admissions-and-registration/vaccination.aspx) 

6. Utilize Advising Services – Recommended for all students. WCJC Academic Advising, Career, and Counseling Services (opens 

in new window/tab) (URL: http://www.wcjc.edu/About-Us/administration/offices/student-services/advising-

counseling.aspx) 

7. Participate in Orientation – Complete WCJC college orientation online or in person. Orientation is mandatory for all new-

to-college students and recommended for all others. WCJC New Student Orientation (opens in new window/tab) (URL: 

https://www.wcjc.edu/About-Us/administration/offices/student-services/Orientation-for-New-Students.aspx) 

8. Register for Classes (required) - If you have NO holds on your account you can register for classes online.  Login to myWCJC 

Portal (opens in new window/tab) and continue with the registration process. 

(URL: https://portal.wcjc.edu/cas/login?service=https%3A%2F%2Fportal.wcjc.edu%2Fpaf%2Fauthorize)  

9. Pay Fees (required) – Pay fees on or before deadline. View more information on Fee Assessment (opens in new 

window/tab) (URL: http://www.wcjc.edu/Admissions/admissions-and-registration/fee-assessment.aspx). For more 

information on Tuition and Fees, please view the WCJC Tuition Schedule (opens in new window/tab) (URL: 

http://www.wcjc.edu/Admissions/admissions-and-registration/tuition-and-fees.aspx).  

FOR CONTINUING WCJC STUDENTS (CURRENTLY ENROLLED): 
1. Utilize Advising Services – Recommended for all students. WCJC Academic Advising, Career, and Counseling Services (opens 

in new window/tab) (URL: http://www.wcjc.edu/About-Us/administration/offices/student-services/advising-

counseling.aspx). 

2. Apply for Financial Aid (optional but recommended) using Scholar Select at the WCJC Financial Aid Office (opens in new 

window/tab) (URL: http://www.wcjc.edu/About-Us/administration/offices/financial-aid/index.aspx) – Includes grants, 

loans, and scholarships. Go online for the Free Application for Federal Student Aid (opens in new window/tab) (URL: 

https://fafsa.ed.gov), call the Student Financial Aid Office at 979-532-6345, or visit a Financial Aid office at any WCJC 

campus. For internal scholarship opportunities (optional but not required) look under Financial Aid and find Scholar Select 

beginning February 1
st

-April 1
st

.  Check for deadlines so you don’t apply too late.  

3. Register for Classes (required) - If you have NO holds on your account you can register for classes online.  Login to myWCJC 

Portal (opens in new window/tab) and continue with the registration process. 

(URL: https://portal.wcjc.edu/cas/login?service=https%3A%2F%2Fportal.wcjc.edu%2Fpaf%2Fauthorize)  

4. Pay Fees (required) – Pay fees on or before deadline. View more information on Fee Assessment (opens in new 

window/tab) (URL: http://www.wcjc.edu/Admissions/admissions-and-registration/fee-assessment.aspx). For more 

http://www.wcjc.edu/About-Us/administration/offices/financial-aid/index.aspx
http://www.wcjc.edu/About-Us/administration/offices/financial-aid/index.aspx
https://fafsa.ed.gov/
http://www.wcjc.edu/Admissions/testing/testing-schedule.aspx
http://www.wcjc.edu/Admissions/admissions-and-registration/vaccination.aspx
http://www.wcjc.edu/Admissions/admissions-and-registration/vaccination.aspx
http://www.wcjc.edu/About-Us/administration/offices/student-services/advising-counseling.aspx
http://www.wcjc.edu/About-Us/administration/offices/student-services/advising-counseling.aspx
https://www.wcjc.edu/About-Us/administration/offices/student-services/Orientation-for-New-Students.aspx
https://portal.wcjc.edu/cas/login?service=https%3A%2F%2Fportal.wcjc.edu%2Fpaf%2Fauthorize
https://portal.wcjc.edu/cas/login?service=https%3A%2F%2Fportal.wcjc.edu%2Fpaf%2Fauthorize
http://www.wcjc.edu/Admissions/admissions-and-registration/fee-assessment.aspx
http://www.wcjc.edu/Admissions/admissions-and-registration/fee-assessment.aspx
http://www.wcjc.edu/Admissions/admissions-and-registration/tuition-and-fees.aspx
http://www.wcjc.edu/About-Us/administration/offices/student-services/advising-counseling.aspx
http://www.wcjc.edu/About-Us/administration/offices/student-services/advising-counseling.aspx
http://www.wcjc.edu/About-Us/administration/offices/financial-aid/index.aspx
http://www.wcjc.edu/About-Us/administration/offices/financial-aid/index.aspx
https://fafsa.ed.gov/
https://portal.wcjc.edu/cas/login?service=https%3A%2F%2Fportal.wcjc.edu%2Fpaf%2Fauthorize
https://portal.wcjc.edu/cas/login?service=https%3A%2F%2Fportal.wcjc.edu%2Fpaf%2Fauthorize
http://www.wcjc.edu/Admissions/admissions-and-registration/fee-assessment.aspx
http://www.wcjc.edu/Admissions/admissions-and-registration/fee-assessment.aspx
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information on Tuition and Fees, please view the WCJC Tuition Schedule (opens in new window/tab) (URL: 

http://www.wcjc.edu/Admissions/admissions-and-registration/tuition-and-fees.aspx).  

WITHDRAWAL 

Once registered for a course it is the student's responsibility to drop/withdraw from the course. Instructors do not withdraw 

students from courses. Students are required to drop/withdraw from their course before the posted deadline listed on the college 

website. WCJC Drops, Withdraws, and Refund Information (opens in new tab/window) (URL: 

http://wcjc.edu/Admissions/admissions-and-registration/drops-and-withdraws.aspx). In order to determine refund dates and final 

drop/withdraw deadlines, the student must know the start and end date of the course and find the dates that correspond on the 

website. All dates are determined based on formulations provided by the Texas Higher Education Coordinating Board and are not 

negotiable. 

After registering for a course, you are considered enrolled until you officially drop the course.   

Once classes begin, you cannot drop a class online.  You must submit a Student Drop Form (opens in new window/tab) (URL: 
http://wcjc.edu/Admissions/documents/Student_Drop_Form_A.pdf). This form can be submitted in person at any Admissions 
Office, or via fax.  

Campus fax numbers:  Bay City   979-244-3477  
Richmond  281-239-1611  
Sugar Land  281-243-8583  
Wharton 979-532-6494 

WARNING:  If you register for classes but do not attend or quit attending, you must officially drop or withdraw through the Office of 
Admissions and Registration by filling out a drop form. Failure to do so will result in an “F” on your transcript for each incomplete 
class, and you will be required to assume financial responsibility for all monies owed. 

ATTENDANCE 

Distance Education courses require the same time commitment as traditional courses. Wharton County Junior College expects all 

students registered in an internet (WWW) or hybrid (HYB) section to log into the course on the first day of the semester, and 

complete a Syllabus Acknowledgement Quiz, generally located in the “Getting Started” section of the course. Throughout the 

course, the best practice is to log in a minimum of three times each week. Consult your course syllabus or check with your instructor, 

as they may have additional attendance requirements. 

ON CAMPUS REQUIREMENTS 

Courses that are listed as internet (WWW) courses may require some on campus attendance. Some instructors have mandatory 

meetings such as on-campus orientations. You can find out if your course has a mandatory meeting by looking at the comment area 

for that section.   If you are taking a course that has a mandatory meeting it will be identified on the schedule accessed through 

Online Services. 

STUDENT EXPECTATIONS REGARDING ONLINE LEARNING 

Online learning isn't as easy as it seems. As previously mentioned, successful online students must be focused, highly motivated, 

self-directed and possess a strong work ethic. Students may find that they spend more time on their online studies than in 

traditional face-to-face classes because assignments, discussions, and class interactions are primarily text-based.  

http://www.wcjc.edu/Admissions/admissions-and-registration/tuition-and-fees.aspx
http://wcjc.edu/Admissions/admissions-and-registration/drops-and-withdraws.aspx
http://wcjc.edu/Admissions/documents/Student_Drop_Form_A.pdf
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Read the syllabus carefully and refer to it frequently throughout the semester! The syllabus provides the bulk of your course 

information and is the guiding document for the course. Become familiar with the learning objectives, methods of assessment, and 

course deadlines. Online courses are not self-paced – they require frequent interaction and have specific deadlines. . 

Students are encouraged to ask questions and communicate with professors through email, telephone, or the discussion boards. 

However, unlike traditional classroom settings the responses are not often immediate. Instructors will not be sitting by the 

telephone or computers, but responses within reasonable time frame will be made. Online students need to become familiar with 

their instructor's schedule and availability so they have an idea when to expect responses to questions or feedback on coursework. 

Students are expected to adhere to all college policies and guidelines. 

ONLINE TESTING REQUIREMENTS 

All online courses require the use of Lockdown Browser and a webcam for taking online exams.  The Lockdown Browser software 

prevents a user from accessing other applications or going to other websites during an exam. The webcam records the user during 

the exam to ensure only the resources permitted are being used.  Together, these tools make it possible for students to take online 

exams from any location, and at times that are convenient. It also creates a fair testing environment for everyone in the course.  

Instructions for downloading the Lockdown Browser software are found on the Blackboard Login page and will be posted in the 

“Getting Started” section of individual courses. 

RESPONDUS LOCKDOWN & WCJC OPEN COMPUTER LABS 
The WCJC Distance Education Department is happy to announce that Respondus Monitor & LockDown Browser is now available in 

WCJC student Open Computer Labs. 

See the table below for information on where these webcams are located: 

  Wharton Library Sugar Land Richmond Bay City 

Room Number: Room 107 Room 372 Room 142 Room 124 

# of Computers: 3 4 4 2 

 Please note: 

 The number of seats available for use with the Monitor webcams is limited. 

 Computers with LockDown Browser and webcams are available on a first-come, first-serve basis and cannot be 

reserved in advance. Students will need to take into account and anticipate high-traffic periods (i.e., finals week) during 

the semester when making plans to complete exams in an open lab. 

 These are open labs and not testing centers. No human proctor will be available (Monitor is the "proctor.") and no IDs 

will be checked by open lab staff. ID checks will be part of the Monitor process.   

 The open labs are not a distraction-free environment. Students looking to complete a Monitor exam in a distraction-

free environment should consider purchasing a webcam and completing the exam at home. Webcams are available for 

purchase in WCJC bookstores. 

 Verify the closing time of the open lab and ensure that there is adequate time to complete the exam. Open labs will not 

stay open late to allow students time to complete an exam. 

 Clearly state during the "Environment Check" video that the exam is being completed in an open lab setting where 

other people may be seen and/or heard.  

Open Computer Lab Hours of Operation 
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  Wharton Library 107 Sugar Land 372 Richmond 142 Bay City 124 

Fall & Spring 

Hours: 

Monday - Thursday: 

7:30am-9:00pm 

Friday: 7:30am-4:00pm 

Monday - Thursday: 7:30am-1:30pm 

and 2:30pm-8:30pm 

Friday: 7:30am-1:30pm and 2:30pm-

4:30pm 

Monday - Friday: 

7:45am-7:45pm 

  

Monday - Thursday: 

8:00am-8:00pm 

Friday: 8:00am-5:00pm 

Summer Hours: Monday - Friday: 

8:00am-5:00pm 

Monday – Friday: 8:00am-5:00pm Monday - Friday: 

8:00am-5:00pm 

Monday - Friday: 

8:00am-5:00pm 

 

NETIQUETTE/CLASSROOM CONDUCT 

What is Netiquette?  It concerns how you conduct yourself while on the Internet.  Online courses are based on the premise that 

students learn best in a community. However, some things don't change - the practices of courtesy and respect that apply in the 

ordinary classroom also apply online, and require even more attention. In the online classroom the instructor plays an important 

role, but this is a different role than most instructors play in the physical classroom. You'll see a shift in the way classes work. 

However, some things don't change: the practices of courtesy and respect that apply in the ordinary classroom also apply online, 

and require even more attention. Here are some guidelines:  

• Participate. In the online environment, it's not enough to show up! We need to hear your voice to feel your presence, 

and we especially need your comments to add to the information, the shared learning, and the sense of community in 

each class.  

• Be persistent. Remember that we're all working in a fairly new environment. If you run into any difficulties, don't wait! 

Send an email immediately to your instructor, email the online help desk, or post on the Discussion Board. Most 

problems are easily solved, but we have to hear from you before we can help.  

• Share tips, help, and questions. For some students, taking online courses is a new frontier. There are no dumb 

questions, and even if you think your solution is obvious, please share it by posting it on the Discussion Board or other 

areas designated by the instructor.  

• Think before you push the "Send" button. Did you say just what you meant? How will the person on the other end read 

the words? While you can't anticipate all reactions, do read over what you've written before you send it.  

• Be clear! Remember that we can't see the grin on your face when you make a sarcastic comment, we can't see the 

concern on your face if you only say a couple of words, and we can't read your mind and fill in the gaps if you 

abbreviate your comments. So help us "see" you by explaining your ideas fully.  

• Ask for feedback! If you're not sure how your ideas and comments will be taken, ask! Remember there's a person on 

the other side. If you disagree with what someone has said, practice all your communication skills as you express that 

disagreement.  

• Don't be inappropriate. "Flaming," or flying off the handle and ranting at someone else is unacceptable; it's the 

equivalent of having a tantrum, something most of us wouldn't do in an onsite, face to face classroom. Any derogatory 

or inappropriate comments regarding race, gender, age, religion, sexual orientation, are unacceptable and subject to 

the same disciplinary action that they would receive if they occurred in the physical classroom. If you have concerns 

about something that has been said, please let your instructor know.  

• Be honest. Plagiarism, cheating and other violations of ethical student behavior are serious actions in a learning 

community. See the WCJC Student Handbook for information on Academic Dishonesty and Plagiarism. 

• Use appropriate grammar. Remember, the online courses are still an academic environment. “Text” speech should 

generally be avoided. 
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COMPLAINTS & GRIEVANCES 

The college has an established policy for hearing student grievances and complaints. Students who believe they have legitimate 

complaints about (1) discrimination or harassment based on sex, race, age, national origin, religion, veteran status, or handicap; (2) 

non-academic decisions, rules, or regulations; (3) management or conduct of programs; (4) allegations of misleading advertisement 

or promotion of programs; or (5) other actions of college employees should contact the Office of the Vice President of Student 

Services to file the grievance and obtain a copy of College Regulation 591.  

David Leenhouts 

Vice President of Student Services 

979-532-6905 

leenhoutsd@wcjc.edu  

SUPPORT SERVICES 

ADVISING AND COUNSELING 

Being successful in an online learning environment requires that a student have strong time-management skills. To meet the unique 

advisement needs of our online students, all college students are recommended to visit Academic Advising. Students can also 

contact advisors by calling 281-243-8413 or via email at firas@wcjc.edu for an appointment. Students should consult with an advisor 

to determine if they are a good candidate for distance learning courses. 

DISABILITY SERVICES 

WCJC is committed to providing a discrimination-free environment for students with disabilities. Students with disabilities are 

encouraged to inform the College of any assistance they may need upon application.  

In order to receive accommodations at WCJC, students with disabilities must first register with the Disability Services office. Contact 

Dr. Jimmie Flanagin, the Coordinator of Disability Services, at disabilityservice@wcjc.edu  or call 979-532-6384. 

• Early self-identification will allow the student to receive approved accommodations as quickly as possible. 

• Current medical and/or psychological documentation verifying the disability is required. 

Accommodations are available for qualified students with disabilities upon approval by the Coordinator of Disability Services.  Please 

note that online course accommodations may vary from in person class accommodations based on what is reasonable in the 

academic environment.  Disability accommodations are not retroactive – accommodations start the day after a discussion with the 

faculty member. 

EARLY ALERT 

As student success and retention are essential elements of online learning, faculty in online courses are encouraged to communicate 

with struggling students and help them take immediate action for improvement. Students who are falling behind in coursework or 

not logging in on a regular basis may receive system generated email notifications regarding their progress in the course.  

If students continue to experience difficulties in the course, faculty members may refer them to the Early Alert/Academic Warning 

Program. If a student is referred through the Early Alert/Academic Warning Program, they will be contacted by someone in the 

Counseling Department.  

 

mailto:disabilityservice@wcjc.edu
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TEXTBOOKS AND ONLINE BOOKSTORE 

The Wharton County Junior College Online Bookstore carries new and used textbooks for rent or for purchase. Textbooks can be 

ordered online and shipped directly to students if necessary. Order your textbooks early enough to allow sufficient time to receive 

them before the start of classes. Textbook information can be found at the WCJC Online Bookstore (opens in new window/tab) (URL: 

http://wcjc.bncollege.com/webapp/wcs/stores/servlet/BNCBHomePage?storeId=43063&catalogId=10001&langId=-1). 

COMPUTER LABS ON CAMPUS 

Labs are open to all WCJC students and faculty for the purpose of writing papers, completing assignments, and other school-related 

projects. 

• Wharton Campus: J. M Hodges Library - Room 107 

Lab Coordinator: 979-532-6332 

Fall and Spring Semesters 

Monday - Thursday: 7:30 am. - 9:00 pm. 

Friday: 7:30 am. - 4:00 pm. 

Summer Sessions 

 Monday - Thursday: 8:00 am. - 5:00 pm. 

• Sugar Land Campus: Room 372 

Lab Coordinator: 281-243-8509 

Fall and Spring Semesters 

Monday - Thursday: 7:30 am. - 1:30 pm. and 2:30 pm. - 8:30 pm. 

Friday: 7:30 am. - 1:30 pm. and 2:30 pm. - 4:30 pm. 

• Fort Bend Technical Center: Room TC-142 

Lab Coordinator: 281-239-1619 

Fall and Spring Semesters 

Monday - Thursday: 7:45 am. - 7:30 pm. 

Friday: 7:45 am. - 5:00 pm. 

LIBRARY SERVICES 

The mission of the WCJC Libraries program serves to provide a variety of facilities, services, and comprehensive learning resources 

which support and expand the instructional program of Wharton County Junior College. The Library provides many online resources 

for WCJC students: databases, eBooks, and journal articles.  

 

A registered student can log in remotely to our subscription databases 24/7 hours through the WCJC Library Proxy Server (opens in 

new window/tab) (URL: http://libproxy.wcjc.cc.tx.us/login) or the WCJC Web Site (opens in new window/tab) (URL: 

http://www.wcjc.edu. Select Library and click on Databases-Library Proxy Server.  

 Enter Username: last name (either upper or lower case is fine) 

 Password: birth date (enter as MMDDYYYY, example: 01211976) 

 

For more information, check out the WCJC Library Webpages (opens in new window/tab)  

(URL: http://wcjc.edu/Students/Library/index.aspx  

 

ONLINE TUTORING 

http://wcjc.bncollege.com/webapp/wcs/stores/servlet/BNCBHomePage?storeId=43063&catalogId=10001&langId=-1
http://libproxy.wcjc.cc.tx.us/login
http://libproxy.wcjc.cc.tx.us/login
http://www.wcjc.edu/About-Us/administration/offices/financial-aid/index.aspx
http://wcjc.edu/Students/Library/index.aspx
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Online tutoring is available for all students through SMARTHINKING. SMARTHINKING provides online tutoring in Mathematics (Basic 

Skills - Calculus II), Writing, General Chemistry, Physics, Biology, Introduction to Human Anatomy and Physiology, Accounting, 

Economics, Spanish, and Statistics. Online math tutors are available twenty-four hours a day, seven days a week during the school 

year. Over 80% of SMARTHINKING online tutors have a Masters or PhD in their respective disciplines, and they average eight years 

of teaching experience.  

To access the tutoring services, follow these steps: 

Log into Blackboard and click on the SmarThinking link 

OR 

1. Go to WCJC Online Services (opens in new window/tab).(URL: 

https://fannin5.wcjc.edu/prod_dad/twbkwbis.P_GenMenu?name=homepage) 

2. Login with your student ID and password. 

3. Click on Student Services and Financial Aid. 

4. From the menu, choose SMARTHINKING Online Tutoring. 

5. Click Online Tutoring. The first time you log in, you will need to search for Wharton County Junior College by name or 

state, but after that first time, you will not need to perform a search.  

 

From there, students can utilize up to 25 hours of tutoring including the following: 

 "Drop-in" for live tutoring, 

 Submit questions for a response within twenty-four hours, 

 Submit essays for a review by a tutor, 

 Pre-schedule sessions, 

 View archives of past sessions. 

 

Please feel free to contact Natalie Stavinoha, WCJC Retention Coordinator, at 979-532-6964 or natalies@wcjc.edu, if you have 

questions or need further assistance. 

BLACKBOARD LEARNING MANAGEMENT SYSTEM 

Blackboard is a Web-based learning management system (LMS) designed to support internet and hybrid courses as well as provide a 

space for face-to-face course supplementation. Blackboard provides many types of tools and features for enriching the learning 

experience. 

HOW TO LOG-ON TO BLACKBOARD 

1. Go to the WCJC Homepage (opens in new window/tab) (URL: www.wcjc.edu) 

2. Click the “Blackboard” link on the lower right of the page. 

3. Username = your USER ID number (beginning with & including the “@”) 

To find your User ID number: 

a) Access the WCJC Homepage (opens in new window/tab) (URL: www.wcjc.edu) 

b) Click on the “Online Services” link on the lower right of the page. 

c) Click “Enter Secure Area.” 

d) Log in using your SSN as your “User ID.” Use your SSN (with NO slashes or dashes if you previously 

provided your SSN to WCJC) as your “User ID” and “PIN” (for your first time logging-in) is your date-of-

birth in the 6-digit format of MMDDYY, with leading zeroes (ex: 010485). 

e) Click “Student Services & Financial Aid.” 

https://fannin5.wcjc.edu/prod_dad/twbkwbis.P_GenMenu?name=homepage
http://www.wcjc.edu/
http://www.wcjc.edu/
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f) Click “WCJC Account Suite.” 

g) Make note of your User ID which is shown to you as: “Your Student ID is => @########. 

4. Default Password = your USER ID number (beginning with & including the “@”). Students should immediately change their 

password upon first log-in.  

HOW TO CHANGE BLACKBOARD PASSWORD 

1. Log into Blackboard using your User ID and Default Password. 

2. Click the My Institution tab. 

3. In the “Tools” Module, click “Personal Information.” 

4. Click “Change Password.” 

5. Type a new password: 

a. At least eight (8) characters 

b. Including three of the following categories: 

i. UPPER CASE 

ii. lower case 

iii. Numbers (0-9) 

iv. Symbols (#, %, @, &, etc.) 

c. Verify the Password 

6. Click “Submit.” 

If your password is accepted, you will receive this message: “Your password has been successfully changed. Log into the system with 

your new password.” If not, the system will prompt you to try again.  

SECURITY OF LOG-IN CREDENTIALS 

Students should take care to exit the course managements system using the Logout link in the upper right-hand corner to end the 

session properly. You should never end a session by only closing the browser.  

It is your responsibility to secure your login credentials by changing your password on a regular basis. It is also your responsibility to 

maintain the secrecy of these credentials. Students who knowingly provide their login credentials to someone else are in violation of 

college policy and are subject to possible disciplinary action as outlined in the current WCJC Student Handbook (opens in new 

window/tab) (URL: http://wcjc.edu/About-Us/administration/offices/student-services/handbooks.aspx)   

WHEN WILL I BE ABLE TO ACCESS MY ONLINE COURSES?  

While you will be able to log into Blackboard once you have registered, your classes will not become visible until the official start of 

classes.  

If it is the first day of class and your class is not visible, please call the IT Help Desk at 979-532-6568 or complete the IT Student 

Support Request Form (opens in new window/tab) (URL: https://form.jotform.us/71916315186156). 

STUDENT COMMUNICATIONS 
To maintain student privacy, faculty and staff only communicate through WCJC authenticated accounts. This includes the Messages 

tool inside Blackboard and your official WCJC student email account.  

 

http://wcjc.edu/About-Us/administration/offices/student-services/handbooks.aspx
https://form.jotform.us/71916315186156
https://form.jotform.us/71916315186156
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ACCESSING WCJC STUDENT EMAIL 

Retrieve WCJC e-Mail Address: How to Find a Student’s Email Address (opens in new window/tab) (URL: 

http://www.wcjc.edu/Connect/documents/How-to-Retrieve-Your-WCJC-Student-Email-Address.pdf 

1. Click on Online Services and select Enter Secure Area. 

2. In Online Services, click on the Personal Information tab and select View E-mail Address(es). 

LOGGING INTO THE PORTAL: 

1. Navigate to the portal at MyWCJC Portal (opens in new window/tab) (URL: 

https://portal.wcjc.edu/cas/login?service=https%3A%2F%2Fportal.wcjc.edu%2Fpaf%2Fauthorize) 

2. The User Login is assigned based on the following formula:  

a. first initial + last name + last 3 numbers of user ID (with no spaces) 

b. Example: A student named Jane Smith with a User ID of @04456789 would have an email sign on of jsmith789 

(assuming there are no duplicates). 

c. Note: sometimes alternatives must be issued in case of duplicates or last names longer than 16 characters 

3. The initial password is set up with the following formula: 

a. wcjc! (exclamation point) followed by your 6-digit numeric birth date in the MMDDYY format 

b. Example: the initial or default password for Jane Smith, whose birthday is July 25
th

, 1991 would be wcjc!072591 

4. Before you can access the new myWCJC portal, you will need to answer and save 5 password reset security questions. The 

answers should be at least 5 characters in length. It’s important to remember your answers because they will be needed in 

case you forget your password. The “Update your Password Reset Questions” will automatically come up for first time users 

only.  

Forgot Password Instructions (opens in new window/tab) (URL: http://www.wcjc.edu/connect/Documents/Student-Email-Forgot-

Password.pdf): (Prior Enrollment with completed security questions is required) 

1. Navigate to the portal at MyWCJC Portal (opens in new window/tab) (URL: 

https://portal.wcjc.edu/cas/login?service=https%3A%2F%2Fportal.wcjc.edu%2Fpaf%2Fauthorize) 

2. Click the “Reset Password” option underneath the login area. Reset MyWCJC Portal Password (opens in new window/tab) 

(URL: https://portal.wcjc.edu/web/mycampus/reset-password) 

3. Follow the on-screen instructions for resetting password.  

To Login to Student e-Mail: 

1. Navigate to the portal at MyWCJC Portal (opens in new window/tab) (URL: 

https://portal.wcjc.edu/cas/login?service=https%3A%2F%2Fportal.wcjc.edu%2Fpaf%2Fauthorize) 

2. Enter your Username and Password and click “Login.”  

For assistance, please use the IT Student Support Request Form (opens in new window/tab) (URL: 

https://form.jotform.us/71916315186156). 

VIRTUAL COLLEGE OF TEXAS 

OVERVIEW 

The Virtual College of Texas (VCT) is a collaboration between many of the public community and technical colleges in Texas. Students 

may register to take distance learning courses that are not currently offered at WCJC from other colleges throughout Texas.  

http://www.wcjc.edu/Connect/documents/How-to-Retrieve-Your-WCJC-Student-Email-Address.pdf
https://portal.wcjc.edu/cas/login?service=https%3A%2F%2Fportal.wcjc.edu%2Fpaf%2Fauthorize
http://www.wcjc.edu/connect/Documents/Student-Email-Forgot-Password.pdf
https://portal.wcjc.edu/cas/login?service=https%3A%2F%2Fportal.wcjc.edu%2Fpaf%2Fauthorize
https://portal.wcjc.edu/web/mycampus/reset-password
https://portal.wcjc.edu/cas/login?service=https%3A%2F%2Fportal.wcjc.edu%2Fpaf%2Fauthorize
https://form.jotform.us/71916315186156
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GETTING STARTED WITH VCT 

1. Visit the VCT Website (opens in new window/tab) (URL: https://www.vct.org/new.php) and look through the course 

schedule to locate the course of your choice.  

2. Complete the Credit Course Approval Request Form by visiting the Distance Education Virtual College of Texas Webpage 

(opens in new window/tab) (URL: http://wcjc.edu/Programs/distance-education/) and email it to the VCT Coordinator. 

3. A reservation at the providing college will be made. This reservation holds your seat in the course. (Note: This only HOLDS a 

seat pending appropriate approvals)  

4. Course documents are forwarded to the appropriate WCJC Division Chairs for review and approval.  (Note: This process may 

take up to 10 business days.)  

5. If the course is approved:  

a. The course is added to your college schedule. 

b. The VCT Coordinator will contact you via email, that the course had been approved and added to your course 

schedule.  

c. You will need to pay WCJC for the course by the payment due date. (Note: Be sure you know the payment deadline 

or you will be dropped for non-payment.)  

d. The majority of the information about this course, from this point on, will come from the provider college. If you 

have not heard anything from the provider college by the course start date, contact them directly. All requests for 

technical or content-related assistance must go through the provider college.  

6. If the course is not approved, you will receive an email from the VCT Coordinator. 

WCJC GUIDELINES 

 You must be a current WCJC student before your VCT request will be processed. No VCT requests will be processed until it 

can be determined that you are a current student at WCJC.  

 If WCJC offers the course online during the desired semester, you must take the course through WCJC, not VCT. If you are 

not sure what WCJC courses are offered online, visit WCJC Online Services (opens in new window/tab).(URL: 

https://fannin5.wcjc.edu/prod_dad/twbkwbis.P_GenMenu?name=homepage) 

 The course must be included in the list of courses offered at WCJC. If WCJC does not offer the course, then it is not eligible 

for VCT.  

 You must meet the pre-requisites required by WCJC (not by the provider college). 

 VCT courses do have seat limitations. If the course you requested is full, you may request to take another course through 

VCT by filling out another online VCT request form.  WCJC cannot bump you into VCT courses.  

COMPLETING YOUR VCT COURSE 

Toward the end of a semester, the provider college’s instructor records the final grade you have earned on a roster and forwards it 

to WCJC. WCJC then records your grade on your transcript.   

TECHNICAL SUPPORT 

If you have a problem accessing your course and need assistance please contact the IT Help Desk 

Phone:  979-532-6568 

Hours:  Monday - Thursday: 8:00 am. - 7:00 pm. 

Friday: 8:00 am. - 5:00 pm. 

After Hours: 

IT Student Support Request Form (opens in new window/tab) (URL: https://form.jotform.us/71916315186156) 

Blackboard How-To Videos (opens in new window/tab) (URL: https://help.blackboard.com/en-

us/Learn/Reference/Blackboard_Learn_Videos/Student_Videos#WorkingInYourCourse)  

https://www.vct.org/new.php
http://wcjc.edu/Programs/distance-education/Virtual-College-of-Texas.aspx
http://wcjc.edu/Programs/distance-education/Virtual-College-of-Texas.aspx
https://fannin5.wcjc.edu/prod_dad/twbkwbis.P_GenMenu?name=homepage
https://form.jotform.us/71916315186156
https://help.blackboard.com/en-us/Learn/Reference/Blackboard_Learn_Videos/Student_Videos#WorkingInYourCourse

