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IMPORTANT NUMBERS

CampusLocations
MAIN CoUNSElNG......cccoviiiiiiiiie e 251.405.4400
ACT Testing Center.........ccocuurerreriinennnenes 251.405.7158 Early Childhood Education.............c.c.c....... 251.405.4416
ADA COOrdiNator .......c.cvevevevererereeeeeeeeeeeenae, 251.405.7028 Funeral Service Education (FSE).................. 251.405.4439
Alabama State University Local Extension... 251.405.4691 Health Information Technology (HIT)............. 251.405.4451
Toll Free (Montgomery)........c.ccceveveueene.. 1.800.253.5037 LiBrary ..o 251.405.4424
Undergraduate Information Center............. 334.229.4275 MaiNtENANCE. ... e 251.405.7170
Accounting Technology..........ccccveveeeveuvnene. 251.405.7240 Microbiology ......ccceevvieeiiiiiiiie e 251.405.4412
AdMISSIONS/RECONTS........ccovviiiriieririiiieenieeene 251.405.7000
American Sign Language and Interpreter NUISING .ot 251.405.4495
TIAINING «.vveveiee e 251.405.7025 Office Administration «ern.. 251.4054453
Athletic Department...........ccccovevveeeeeernnnn. 251.405.7030 Physical Therapist Assistant (PTA)............... 251.405.4441
BOOKSIOIE. ... esieene e 251.405.7036 Presidentds .Sat.el.l.i.t.251.405.44%7c e
Business and ECONOMICS.......vvveeniiin. 251.405.7240 Science Department...........ccccveeeeeiieiieaceeeennn. 251.405.7220
Business OffiCe......ccoveeeeeeieeeeeeerrennns 251.405.7040 SECUMEY ...vvviee it e e 251.405.4430
Campus Police/Security.........ccccovvrereininennne. 251.405.7060
Center for Taching and Learning................... 251.405.7167 CARVER
College Recruitment/International Student Admissions/Records..........cccccvveveeeeennne. 251.6625361/5362
AQVISOT ..ottt 251.405.7002 Adult Basic EAuCatio ............ccceeeviiiniiinennne. 251.662.5370
Community Development and Special Automotive Body Technology..........cccccceuvee. 251.662.5386
COUISES.....oviiiiieie ittt 251.405.7115 Barbering and Hairstyling............cccceiviverennes 251.662.5379
Dean of Instructional Services....................... 251.405.7012 Business OffiCe........cccvveiiiieeiiiiieeec e 251.662.5367
Dean of Students..........ccoovveeeiiiiieene e 251.405.7087 Campus DIr€CION.........ccevivriieiiiiiceree e 251.662.5363
Division of Workforce Development and Campus PoliCe/SECUTitY.........ccvveiiimieeeiiiennne 251.662.5399
Lifelong Learning.........ccocceevevveeiiiiieeee e, 251.405.7082 Commercial Food Service...........coceeeinvveeennes 251.662.5374
Early Childhood Center (Daycare)................. 251.405.7250 Counseling 251.665394
Early Childhood Education.............ccccccueenne 251.405.7250 Learning Resource Center..........ccceeevveeeenen. 251.662.5390
Geographic Information Systems.................. 251.665.4083 MaiNtENANCE.......cvvvieeeiiiie e 251.662.5388
Financial Aid .........cccoeiiiiiiiieecee e 251.405.7015 Plumbing 251.662.5392
Gymnasium.......... 251.405.7030 Title Il e 251.662.5366
HUmMan RBOUICES............cccoviiiiiiririieeerneeeeeenn 251.405.7052 Welding Technology..........cccceeeviiiieiiiieeeneen. 251.662.5385
HUMANItIES. .eeeiiieeice e 251.405.7094
Learning Assistance Center............cccccceeen.... 251.405.7100 SOUTHWEST
LIDIary oooeeooeie e 251.405.7113 Admissions/Records...........coovevveevevnnnn. 251.665.4085/4114
MaAIITOOM <. 251.405.7154 Air Conditioning and Refrigeration
MaiNtENANCE.........oevvveeieeiiee e 251.405.7170 TEChNOIOGY....coe e, 251.665.4103
Management and Supervisian....................... 251.405.7240 Automotive Technology............c.cc.evuriurieens 251.665.4097
Mathematics Department................cccvvvveeen. 251.405.7220 Campus Director. 251.665.4083
[INE=1 = (0T 11U o TP 251.405.7191 Campus Police/Security. 251.665.4080
Physical Education............ccccccoeoviiiiieennnnnens 251.405.7030 Cosmetology /Nail Technology...................... 251.665.4095
Presi den.t.as..0f.f..c.e.....251405.7130 COUNSENING.....coeeeeeeeeeeeeeeee e, 251.665.4087
Public Relations 251.405.7135 Dean of the Technical School........................ 251.665.4099
Records.........cocoovvvnnnienan 251.405.7000 Diesel TEChNOIOGY........coververeriierieieenee e 251.665.4120
Research and Development..... 251.405.7165 Drafting and Design Technology................... 251.665.4111
Science Department................ 251.405.7220 Electrical Technology...........ccceveveveveveveennne. 251.665.4116
Secretarial PoQl..........ccccooviiiiiiiieeic e 251.405.7241 Electronics Engineering Technology.............. 251.665.4106
Security (Business Technology Center)........ 251.405.7081 Graphic Communication Technology............. 251.665.4118
Social SCIENCES.......covvviieiiiiee e 251.405.7138 Jewelry Design/Watch Repai........................ 251.665.4084
Utilities Plant.........cceevvieiennieee e 251.405.7170 LIDFary .oooceeiiieeiiie e 251.665.418
Vet erands..Af.f.ai.rrs.... 251.405.7015 MaINtENANCE. .....c.eveeeeieenirieeereeeeeseeee e 251.665.4092
Workforce Development Office...................... 251.405.7118 Process and Maintenance Technology.......... 251.665.4105
WorkKeys Service Center..............c.coooene 251.405.7156 TrUCK DFIVING ..ot eeee e 251.665.1733
BAKER -GAINES CENTRAL
AdmISSIONS/RECOrdS..........c..vvveeeieeeiiiiieeeeeee 251.405.4400
Black History Museum and Research
LIDFary ..ooeooeeieeee e 251.405.4408
BOOKSIOIe......eeeeeiiiiieeeiiic e 251.405.4461
Business Office................ ...251.405.4457
Campus Director. ...251.405.4457
Campus PoliCe..........coviiiiiiiiiiiieeniieeeeee e 251.405.4478

Chemistry Department..............ooovvvieieecenans 251.405.4594
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College Accreditation

Bishop State Community College is accredited by the Southern Association of Colleges and Schools Commission on
Colleges (1866 Southern Lane, Decatur, Georgia, 30033, Telephone numiégto#BD1) to award Associate in Arts,
Associate in Science, AssociateApplied Science, Associate in Occupational Technologies Degrees and Certificates.

Additional Accreditation

ACCREDITATION COMMISSION FOR EDUCATION IN NURSING (ACEN)
3343 Peachtree Road NE, Suite 850, Atlanta, GA 30326 (4043@0%

COMMISSION ONACCREDITATION IN PHYSICAL THERAPY EDUCATION (CAPTE)
1111 N. Fairfax Street Alexandria, VA 22314; telephone 1-703-706-3245

THE AMERICAN BOARD OF FUNERAL SERVICE EDUCATION (ABFSE)
3414 Ashland Avenue, Suite G, St Joseph, MO 64506; telephone 1-816-233-3747

ASSOCIATION OF COLLEGIATE BUSINESS SCHOOLS AND PROGRAMS
7007 College Boulevard, Suite 420, Overland Park, KS 66211; telephone 1-913-339- 9356

Member

ALABAMA COMMUNITY COLLEGE SYSTEM
ALABAMA COMMUNITY COLLEGE ASSOCIATION
AMERICAN ASSOCIATION OFCOMMUNITY AND JUNIOR COLLEGES
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M odification Statement
The provisionsof this publication are notto beregarded asan irrevocable contract between the student and theinstitution.

Bishg Stae Community College reserves the right to change any provison or requirement at any time within the student's teem of
attendance. All policies and degree program requirements contained in the catalog/student handbook are subject to change without
prior notice.

The College likewise assumes no responsibility for misinterpretation by a student of policies and procedures prédsented in
catalog/student handbook or the official documents. Any questions concerning the information contained in this catatiog/stud
handbook should beferredto the Dean of Instructional ServicgeeDean ofCareer Tebnical Educationpr the Dean of
Sudents.

4%

For the lateg revisions and updates to the Bishop Stae Community Coll ege General Catalog and Student Handbopk
pleas visit
www.bishop.edu/catalogs.htrh


http://www.bishop.edu/catalogs.html
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GENERAL INFORMATION

The Alabama Commnunity College System Mission Statement:
The Mission of the Alabama Community College Systero jsrovide a unified system afstitutions dedicated to
excellence irdelivering academic education, adult education, and workforce development.

Bishop State Community CollegeMission Statement:

To provide high-quality educational opportunities and sewices hatare reponsive to individualandcommurity needgor the
citizenry of Mobhil e and Washington counties at an affordable cost The College utilizes traditional and distane learnirg to
accanplish its mission Bishgp Stae Conmunity Callege fulfill sits mission by offering thefollowing:

A Transfer education desgned to preparestuderts at the freshman and sophomore levels for trarsfer to other
colleges and universities.

General education coursesin the liberd arts and sciences to support all college degee programs.

Technical, vocational, occupaional, and carea education courses that prepare students for immediate
employment, retran existing employees and promote locad and stak ecanomic stébility and competitiveness.
Partnerships with business industry, ard professond groupsto asses and fulfill training needs to meet
workforcedemands.

Devdopmental education to assis individuals in order to improve leaming skill s and overcome educational
deficiencies to bring their badc skill sto alevd appropriate for college-level work.

Academic suppat servicesthat include a leaming resoure center and basic skill s activities that enhance
instruction.

Student support sevices that provide advising, cownseling, tutoring, financial assistanceand sodal and
cultural activities for all students, including those with specid needs.

Continuing education and persanal enrichmert opportunities that support lifelong leaming and the civic,
social, and cultural quality of life.

Condudve learning environments equipped with classroom techndogy andattradive physical canpuses.
Continuous assessmat through reserch and devéopment of progranms and senices and the utilizaion of
reallts for improvement.
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Principl es of Integrity to Guide Bishop State Community College

As members of the Bishop State family T administrators,faculy, staff, students, and alumni T we believe in the
following principles of integrity that serne as a code of ethics to lead usin the fulfil Iment of our individual and collective
i C o mmitto aRragran of Excellenc® for the overal goad of Bishap State Conmunity College.

1. Truthfulness and Integrity T We value honesty in all we do and sg.

2. Regponsiveness and Accountability T We sewe the people of Alabama and respand to them with our best
decisionmaking and actiors.

3. Helpfulnessi We hdp by providing bereficial knowledge, information, andtraining to individuds, groups,
and communities.

4. Ordetinessi We organize data informetion, facts, and ideasin amannerthatis useful, retrievable, and
applicabé.

5. Bettamenti We s&k to bebetter everyday in ewery facet of our work.

6. Thrift andValuei We conscientiously accept threspongbility for stewardshp of all funds using money
wisely and faithfully.

7. Ethics Courtey ard Civility i We comply with applicable laws rules regulatiors of goverrment accrediting
agenees, our governing board and our moral compass.

8. Equal Opportunity i Werespetthe dgnity and worth of all individuals We trea people with equality without
regard totheirrace,color, gender, age, nationa origin, religion, and physical or mentd capacity.



9. Responible Indegndence We acept respongbility for the fulfill mert of our mission through the
independencefrom interference andndueinfluencereguiredby aceeditation sandards.
10. Effectivenesi We measire our progres toward goals ard objectives in fulfilli ng our mission.

Adopted from fiManagenent Valuesto Guide the Alabama College Syte mo

History of the College

Founded in the summer of 1927, Bishgp State Community College was originally the Mobile Branch of Alabama State
College in Montgamery, Alabama tha was establishedsanin-service arm to offer extensian courses to African-American
elementay and seconday teacheisin Mobile. Alabama State College is now known as Alabama State University.

In 1936, O. H. Johnson was appointed as dear. The first full-time facuty conssted of sewen persons, which induded
pioneersin educaion such as Dr. Benjamin F. Baker, Mary Wilbur WeeksBurroughs and C.F. Powell. Dr. Sanford D.
Bishop Sr. joined the teating staff of fiThe Brancho in 1938 as an instrudor of English ard music. In 1941 he was named
dean.

In 1942, property was aqyuired on Broad Stred, the site of present Main Campus. The campus consisted of a two-story
framed buil ding, which prior to the purchase of the property, wasusedby the Voluntary Fire Fighters Sodety #11. It was
purchasel with a loan that was later repaid by students through fund-raisings. In 1963, the name "Mobile Brand of
Alabama Stat College' was changed to i A bama Stak College-MobileCent er . 0

In 1965 the Alabama Stat Legislatue ratified the Alabama StateBoard of Eduations action estdlishing the fi Aabama
Stat CollegeMobile Centerd as i Mldle Stae Junior Colleged and severdl its affiliation with Alabama Stae College in
Montgomery. Dr. Bishop was appointed preddent of the new independent junior college. In 1971 the Alabama State
Legidature renamed the College asi . Bishop State Junior Colleg e . 0

Upon the deah of Dr. Bishop on June 21, 1981, Dr. Jos@h Christopher Mitchell was selectal to sene as intefim president.
In September 1981, Dr. Yvome Kemedy was appointed as the secand president.

On February23, 1989,the Alabana Stae Boardof Educationre-named the College to fiBishgp Stae Community Co |l | ege 0
to refled its growth in vocational/carer offerings, trander offerings, and community sewrice activities On Augug 22,

1991, the Alabama StateBoard of Education consolidated Southwest State Techntcd College ard Carve Stae Technical
Collegewith Bishop Stat Commnunity Coll ege.

Southwest State Techrical College, now the Southwest Campus of Bishop State Community College, was egdablished to
provide pogsecondary vocaional training in the Mobile area under the 1947 Regiond Trade Schod Act. The city of
Mobil e provided the 26 acres of land for the campus. The first graduaes of 1954 were 15 membersof a pradical nursing
programwho had begun classedn Janary 1953. The cdllege officially opered in May 1954 with an errollment of 100
students in eight programs.

Caner StateTechnical Cokge,nowthe Garver Campus of Bshop State Community College, wasauthorized on Jaruary 1,
1962, by the Alabama Stak Legislature and was later constructed in 1962 in the Toulminville area of Mobile. On
November 19, 1976 the Alabama Stat Board of Educaion approved changng the name of Carve State Technia Trade
Sclool to Carve Stae Techical Institute and later to Carver Stae Techmica College.

In 1995, the College added an extenson to the Main Campus with the opening of the Baker-GanesCentral site. This site
was formerly thehistoric Centrd High Schal. Thefacility houses the Division of Healh Relatel Professbns. In addition,
it includes amuseum, child care center, 1,200 sed auditorium, multimedia cente, ard abookstore.

Dr. Kennedywas presdentfor 26 years, retiring on July 30, 2007.Dr. James Lowe, Jr., becane the interim presidnt on
August 1, 2007, and on May 22, 2008, the Alabama State Boad of Educdion appointedhim presdert.

On February 18, 2015, James Lowe, Jr. passed away. Dr. Ullysses McBride was appointed March 10, 2015 as interim president
Dr. Valerie Richardson was appointed as Bi sh20. 80coheg Com
20, 2015, the ACCS appointed Dr. Richardson as Bishop St



On February 22nd, 2016, the Alabama Community College System (ACCS) selected Dr. Reginald Sykes as acting president
of Bishop State Community Cote.

Policy of Nondiscrimination

In accordance with the official policy of the Alabama Community College System Board of Trustees, Bishop State Community
College is committed to equal opportunity in employment and education. No person is excluded from participation in, denied
the benefitsof, or subjected to discrimination under any program, activity, or employment on the grounds of race, color,
disability, sex, religion, creed, national origin, or age. Bishop State Community College complies witisanonination
regulations under TitleX of the Education Amendments of 1972, as amended (20 U.S.C., subsectiofi688316851686),

which prohibit discrimination on the basis of sex; Section 504 of the Rehabilitation Act of 1973, as amended (20 U.S.C.
subsection 794), which prohibits disnination on the basis of disabilities; Title IX, Section 106.8, which provides protection
against acts of sexual harassment; the Americans with Disabilities Act of 1990; and the Campus Awareness and Campus Securit;
Act of 1990 (Title Il of Public Law 10:642). Bishop State Community College also complies with The Breg Workplace

Act of 1989 (P.L. 108690). Inquiries concerning Title VI, Title VII, Title IX, ADA, and/or Section 504 may be directed to the
following:

Inquiries concerningthis policy asit relatesto two-yearinstitutions shouldbedirectedto:

ADA Services

Dr. Terry Hazzard

Dean of Students

Student Life Conference Complex
Main Campus

(251)405-7087

RetabilitationAct of 1973
(Secion504)

Dr. Tery Hazard

Deanof Students

Student Life ConferenceComplexMain
Campus

(251) 405-7087

TitleslV, VII, and I X

Mrs. MadelineR. Stokes
Director/FeleralPrograms
Director/BakefGaines @ntral
Campus

(251) 405-4457
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ADMISSIONS

General AdmissionRequirements

An applicart who has not previousy attende a duly accreditél postseconaty institution will be desgnated as a first-time
college student or a rative student. All first-time college students must attend an orientation sesgon to complete advsement
and orientation activities before registration. It is also recommeaded that first-time coll ege students take Psyctology 100, a
callegeorientation course.

AdmissionRequirements
For admission to an Alabama Community Cdlege Systen institution, an applicant must provide:

One primary form of documentationswch as an unexpired Alabama driverd dicense:an unexpired Alabama
idertification card, an unexpired U.S. pasyport, an unexpired U.S. permanent reslentcard OR

Two seondary forms of documertation, one must be a photo identificaion card other than those specified above,
and one additional form of identification such as a Certificate of Naturalization a Socil Securiy card or a certified
copy of a U.S. birth certificate.

Applicants must submit the documentation in perss or mail a notarized copy by the erd of the institutio n 6 s
published drop/addperiod.

For admission to an Alabama Community College System institution, all intemationd applicants must provide: a VISA
acceptal® to the United States and an official translatedcopy of the studemd &igh school/collegetranscipt, a minimum
scoreon an approved English as a Fordgn Language exam as spedfied in the guidelines, signed notarized statement
verifying adequate finandal support, and documentation demonstrating adequate healh and lif e insurance, which must be
maintained during enroll ment.

The credentials of an applicant from a foreign country for admission to the college are evaluated under the estdlished
gereral regulationsgoverning admission.An applicant for admission to the College who has receiwed disciplinary action
from ancther institution or agency may be denied admission to the College if, in the view of the AdmissbnsCommittee the
presnceof the person on campuscoud threatenthe welfare of others.

All beginning fresimen whointend to beome teachers and atebe tranedin Alabama colleges andniversitiesmust t&ke
the ACT and attain a score of leag 18 or the equivaknt on the SAT before they will be admitted to any teache edication
programin Alabama. You may obtain a test apgicaion in the Learnirg Assistane Certer locatel in the Caldwell Building
ontheMain Campus.The ACT is not required for admission to Bishop State Community College.

Admission to CoursesCreditable Toward an AssociateDegree
To beeligible for admission to courses creditable toward an asociate degree a first-time college student must meetone of
thefollowing criteria:

A Applicarts with an Alabama High School Diploma, a high school diploma of another state equivalent to an
Alabama high school diploma, or an equivalent diploma issuedby a non-public regondly and/or state
accredité high schoo] OR

A Applicarts who hdd the high sdool diploma equivaent to the Alabana high sdool diplomaissued bya non-
public high school and havepassedthe Alabama Pullic High School Graduaion Examination; OR

A Applicants who hold a high schal diploma equivalent to The Alabama High Schal Diploma issued by a non
public high schal ard have achieved aminimum ACT score of 16 or the equivalent scoe on the SAT; OR

A Applicarts who hold the Alabama Occupaional Diploma, the high school diploma of anaher state equivalent
to the Alabama Ocaupational Diploma, or an equvalent diplomaissued bya non-public high schoadl, and have
achieved a minimum ACT scoreof 16 or the equivalent scoreon the SAT; or applicarts who hold a Gereral
Equivalency Diploma (GED) Certificate issied by the appropriat stat educatio ageng.

Admission to Non-Credit SpecialCourses
The College offers non-credit, short-term, specid course for which admission requirements will be estadlished by the
naure of the particular course. Application for regular collegeadmissonis not reguired for a student who intendsto take
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spedal coursesonly. Additional information about these courses may be obtained by contacting the WorkForce
Development and Lifelong Learning Department at 1-251-405-7084 or 1-251-405-7118.

A. First Time CollegeStudents

Unconditional Admission of First-Time CollegeStudents

Applicants must have on fil e at the College a completed apgdicaion for admisgon and either an official trangript
from the high school attendedor an official GED Caertificate. If required, applicarts mustalso

haveon fil e proof of passge of the Alabama Public High School Graduation Examination or evidenceof a minimum
ACT scoreof 16 or the equivalent score on the SAT. For admisson to coursesnot creditable

toward an associatedegres, applicarts must haveon file doaumerted ability to benefit. All male students

between the agesof 18 and 26 mustregster by law with the U.S. Selectve Sewice Systen.

Conditional Admissionof First-Time CollegeStudents

Applicarts who do not have on fle anofficial transcipt from the high school attended or an official GED cetificate
may be granted Conditional Admisson for one semester only.  All required admissions

recordsmust be received by the College prior to registration for the secondseamester for continued
enroliment If all required admissiors records have not beenrecavedby the Collegeprior to issuanceof first sameste
grades the grades will be reported on the transcript, but the transciipt will readCONTINUED ENROLLMENT
DENIED PENDING RECEIPT OF ADMISSIONS RECORDS. This

notation will be removed from thetranscript only upon recept of all required admissionsrecords.

B. Transfer Students

Applicants who have previously attendedandher regionally accrealited or Council on Occupatioral Education
accredité postseondary institution will be consideed transfer students and will be required to

furnish official transcripts of all work attempted at all said institutions Transfer students who meet
recquirements for admission to courses creditable toward an associat degres shal be classifiella s i DEigjblee
stucbnts Trarsfer studemtss who do not med thes requirement shdl be classified a s  ADdgreeEligibled
students. Applicants who have been suspended from ancther institution for acadenic or disciplinaryreasonswill not
be considered for admisson except upan appea to the AdmissionsCommittee.

Unconditional Admissionof Transfer Students

For unconditional admission, transfer students must have submitted to the College an application for admission
ard official transcripts from all duly accedited postsecondgrinstitutiors attended Transfer

students who meetrequirements for admisson to a course creditabé toward an asociate degree shall be classifid
as fiDegreekEligibled students. Transgr students who do not med thes requirement shal be

classified agiNon-Degree-Eligibleod students.

Conditional Admissionof Transfer Students

Transfe students who do not have on fil e official transcripts from all postseondary institutions atterded and any
additional documents recuired by the institution may be granted Corditional Admission. No

transfer studert shall be allowed to enmll for a second semester unlessall requred admissons recrds havebeen
received by theCollegeprior to registration for the second semester.

If all requiredadmissions reordshavenotbeen receied by the Colege prior to issuance offirst seamester gedes the
grades will be reported on the transcipt, but the transcrpt will reed CONTINUED ENROLLMENT DENIED
PENDING RECEIPT OF ADMISSIONS RECORDS. This notation will be

removedfrom the transcipt only uporrecept of all required admissiors records.

Initial AcademicStatusof Transfer Students

Transfe students whosecumulative grade point average at the transfer institution(s) is lessthan 2.0 ona

4.0 scak will be admitted oy on Academic Probation. The transcrpt will read ADMITTED ON ACADEMIC
PROBATION. Applicants who have been acadenically sugpended from anather regiondly



accreditéd postsecondar institution may be admitted as a transkr student only after following the appead
process establisked at the institution for finatived studens who hawe bean acadenically suspended. If the transfer
student is admitted upon appeal, the student will enter the institution on Academic Probation. Thetransciipt wil
read ADMITTED UPON APPEALI ACADEMIC PROBATION. Transfe students whose cumulative grade point
avergye at thetransfer institution(s) is 2.0 or above on a4.0 scak will be admitted on CLEAR acalemic staus.

GeneralPrinciples for Transfer of Credit
1. Coursesompletedat otherregionally accreditedpostseconery institutions with a gracke of C or
betterwill be acceptedor transfer as poterntlly creditabletoward graduéion requirements.
2. Awarding of transfer credit to fulfill graduaton requirements will be basel on applicability of the credits
to therequirements of the degree sought.
3. A transkr grade of i D will be accepéd when the transfr stude nstcunulative GPA is 2.0 or above.

B. Transient Students

Any student who attended arother postsecadary institution and seés credit for transfer to that parent institution
may be admitted to the institution as a transient student. The student must submit an

application for admission ard a 6 | e df trapsiencyo from the institution which cerifies that the credit

earred at the institution will be aceptedasa part of the stucen t d@calemic progran. A stucdent is notrequired to
fil e transcripts of previoudy eaned credits at other postsecodary institutions.

C. International Students

Bishop State Community College ercourages the enrollment of students from other countries. The institution
subscrbes to the principles of intemational education and to the concept that mutual respect,

appreciation and tolerance of others can be accanplished throudh education and undersénding. The credntials
of anapplicantfor admissionfrom a foreign country are evduated under the general

regulationsgoveming admission. Application documents should be submitted to the Office ofthe Advisor

of Intemational Studerts four months prior to the opering of the senester of desred admittance. Ths will allow time
for the processig of documents and records relative to entrance ard, if the applicant is admitted, obtaining a
valid passport visa.

A All students must submit an official translate copy of the Hgh schml transciipt indicating caurse
credit eguvalent to American tigh school gradudion.

A Students mustcomplete adnisson forms reguired of all regular studerts bythe AdmissonsOffice.

A All studerts mustsubmit a sgned notarized gatemert declarirg tha they haveadequate fundsto cover the
costs of atterding Bishop Stat Comnunity Coll ege.

A Students mustsubmit a Testof English asa Foreign Language(TOEFL) saore of atleast500. (This does
not apply to foreign sudents from Endish-speaking countries).

A All studerts musthavecurrent immunization records. All intemational students arerequired to meet with
the Intemaional Student Advisor, Mr. Maynard Odom at 1-251-405-7065, located on the Main Campus.
Entering students shdl provide documentation denondrating adequate hedth and lif e insurance which must
be maintained during all period of enroliment.

International Studentinsurance Requirements

The College requires all intemational students with non-immigrant visas to maintain adequate healthinsurance
cowveragefor themandfor any dependents who accanpanythem. This insurance mustbe valid

during each semeste they enroll. Students who are on practica training after completing their degree
requirements are also subjed to this regulation.

Theminimum standards of health and life insurancecoverage are asfollows:

A Daily roomand board rate sufficient to cover the cost of a semi-private roomat aloca hospital

A Outpatientcoveragefor physic i a chasgés, laboratoy costs ambulane service presription drugs,and
similar proceduressubject to a dedudible not greaer than $100

A A minimum covelage of 80% of reasonalie chargesafter the dedudible is met

A A minimum, major-medcal coverage of $25,000
A Repatriationcoverage to preparethe remains of a deceaed student and returnhim or herto his orher
country of reddence
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A Medical evacuation coverage to return the student to his or her country of resdencein caseof extrame
medical emergency

If internatonal students do not have insuraice, the College $endrsed pdlicy will be made available to them. Othe
policies may be acceptd as meeting or exceeding the minimum standrdsof covelage by the Adviserof International
Students prior to the start of the studerisofirst semester enrdled at BishopState Community Cdlege.

The entire costof the minimumrequired insurance and arny deductibles which must be met are the sole respansibility
of the student. The cost to the student will be $800 per yea ard/or $400 per semeder, which issubjed to charge.

D. Accderated High SchoolProgram

Bishgp Stae Conmunity College offers the high schod acceleratd programfor high schod students
who may desre to earncallege credit while errolled in high schodl. Information must be obtained from the office
of admissions. A student is eligible for early admisson if the student meets all of the following criteria:

A The sudent has sucesdully completed the 10th grade

A The student provides certification from the local principa or his or her desgnee cettifying tha the
stucent has a minimum cumulative fiB daverage and recommendsthe student be admitted under this
policy

A The student may enroll only in Postseconday courses for which high school prerequisiteshave been
completed (For example: a student may not take English Compaosition until all required high school
English courseshave beencompleted)

A Exceptions may be grantedfor students documerted as gifted and talented only in accordance wiit the
standardsincluded in the Stak Plan of Exceptond Childrenand Y outh. Exceptions apply only to thefirst
two requirements.

E. Dual Enroliment/Dual Credit for High Schod Students:

Bishop StateCommunity College provides pesecondary instructional opportunities to eligible high school students
through the State Board of Education Policy 801.03, Dual Enroliment/Dual Credit for High School Students. This

policy allows eligible high school studerib enroll in college classes concurrently with high school classes, and to

receive both high school and college credit where appropriate. There must be on file at Bishop State Community
Coll ege a formal written agr EbeameandtBishoeStateecCenmurithCGolleget u d e n-
before approval for Dual Enrollment/Dual Credit admission is granted. To be eligible the student must meet the
following requirements:

1 The student must meet the entrance requirements established by an Alaamanity College System institution,

such as Bishop State Community College. This means that all Dual Enroliment/Dual Credit high school applicants must

take the placement exam or the ACT and have appropriate scores before enrolling in courses.

The studehmust have a 2.5 average in completed high school courses.

The student must be in grade 10, 11, or 12, or have an exception granted by the participating institution upon the

recommendati on of the studentso6 pwiththecAlalmmd Admimstratiee Cpde r i n-

290-8-9-.12 regarding gifted and talented students.

1 The student must have written approval of the appropriate principal and local superintendent of education. Student
success in Dual Enroliment/Dual Credit is dependgoin both academic readiness and social maturity.

=A =

Students may enroll in occupational/technical courses/programs in accordance with guidelines of the Alabama Community
College System.

All credit for coursework completed under these-pigions is heldn escrow until the student provides proof of high school
graduation (final high school transcripts). Transcripts
Aconditional credito. Upon pr owidlbe removedfiom the teresdrig.o |l gr aduat

Three semester credit hours at the postsecondary level shall equal one credit at the high school level in the same or related
subject
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Admission of Ability to Benefit Students

Applicants to coursesand prograns comprised exclusvely of coursesnot creditable toward an asociake degree may be
admitted if they meet the above standards or if they are at least16 yearsof age and have not beenenrolled in secondary
educdion for at leastone cdendxr year (or upon the recommendaion of the local supeintendent) and have spedficdly
documented ability to benefit. The College may estdlish higher or additional reguirements for a specific program or
sewrvice when student enrollment must be limited to assire ability to benefit. These students shall be classifiel as i Ne n
DegreekEligibled studens and shal not be allowed to enroll in course creditabk toward an associate degree.

Admission to Specialzed Programs

Sewral occupatbnal programs suchas Nursang, Physical Thempist Asdstart, Coamnetology, Truck Driving, and Hedth
Information Tecmology have spedal almission equirements. Plese refr to the adnission equirements for theseprograms, or
contad the appropriate depatment for additional information. (In addition to the pdlicies and procedures in this caalog, all
nursing and physical therapist assstant studerts are governed by program hardbooks that take precederce ower the catalog in
the areascovered by the programhandbooks.)

Readmission

Applicants previously admitted for a spedfic semeste who did not enroll will be required to complete a new application
form for admission. Students who wish to continte enroliment shodd pre-register for the succeeihg samester. Former
students previoudy enrolled at Bishop State Community College, who have not been in atterdance for one senmester,
excludingthe summer, will be requied to complete areadmissia application form. (If thesestucents have atteradl college
elsewtere during this period, they mustfollow the admisson processequiredof al trarsfer students.) Readnitted studens
must omply with any curriculim or policy changesReadnissionto SpecializedPrograns:

Stucents seeking readnisson to specalized programs (such as Nurdng, Physical Thergist Assistant, and Healh Information

Techlmaogy) should refer to the Sudent Handbook for that patticular program. The programhandbook takesprecedenceover
thereadmisson regulationsstatedin this Catabg.
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PlacementAssessmerniRequirements

All beginning freshmen are administered the COMPASS Test This instument is usel for placement assessmenof
achievement, aptitude, and interes in math, reading, and writing. All enterihg students who enroll for more than four (4) credit
hours or eight (8) weekly contad hours per sameder, or are enrolled in a math, English, or reading course will be assessitby
the COMPASS and placed at the appropride level asindicaedby theassessment results.

Students who are exempt from the placement test requiremerts indude: any student scoring 480 or above on the SAT
verbal and 526 or above onthe SAT math, and 20 or abowe on the ACT English and mathematics who enroll in a Sysem
cdlegewithin threeyearsof high school graduaion, students who have an associate degreeor higherwho transfer degree-
creditable college-level English or mathematics courses with a grade of 6 Gor better, senior citizens undechred, and other non-
award seeking majors who are taking classedor vocational reasons only, studentsin cettain short cettificate programs havng
no English or mathematics requrements, students who have completed required developmertal coursework at andher
Alabama College Systeminditution within the last threeyears,audit studerts, studerts who can provide da@umentation of
assegvent (COMPASS or ASSET) within the lag threeyears,andtransientstudens. Transgr students whiave nottaken
college English or mathematicsare also required to take the placemen test. The COMPASSresults are usedto detemine
student placement in English, reading, and mathematics courses Students should schedule a testing appointment by cdling
the appropriate campus number (Main Campus: 405-7106; SouthwestCampus: 665-4086). Cawver Campus students may test
on Main or Southwest Canpus; Baker-Gaines Central Campusstudents may teston either the Main or Southwest Campus.
Be prepared to teg for approximately three hours. DO NOT BRING CHILDREN! Photo identification is required. Bring a
pencil with you. You may also bring a simple calaulator. Becaue of limited seatimg in the testirg sessionsstucents are
encourage to take the placemert ted at their earliest nvenience.

PlacementAssessmenRetestPolicy

Students may retes only at the mid-temm of the first semeste of their enrollment in developmental courses ard again, if

necesary, at the end of ther first samester of devdopment course. In order that retesting is not abused acceptable
reasos for retestirg include (1) attempting to improve scores for highe course placemat, (2) never enrolledin English,

readng or mathematics couses, and (3) COMPASS test or any other assessent was taken over three yearsago. The

retesting fee is $8.00 per componert. Reesting fees must be pad in the BusnessOffice on the Main Campus prior to

retesting Studens must present their recapt in orde to retest.

CollegeLevel Examination Program (CLEP) and AdvancedPlacement (AP)

Credt awarded through nontradtional means for academc transfer courses may only be awarded by examinaion or
nationally recognized guidelines (AP, CLEP, ACT/PEP,DANTES, Challeng&xams, ACE PONSI/CREDIT,ACE/MILITARY).
Students errolled at Bishop State Community College may be awarded cdlege credt-by-examinaion for aceptablescoes on
spedfied CLEP examinations.Credit through Generd Examination may be earnel in mathematicsand natural sdences(with a
maximum of 7 credt hours possble). Credit through subject areaexaminations is equated to specific courses and may be
reconmendedby divisional chairpesons. Trans&r CLEP creditsare acaptableif earred by re-evaluationin accordancewith
current Bishgp Stae Community College CLEP policies. No examination credit canbetrarsferred or earred for any coure
for which a student has received a grace. A student may not attempt creditby- examination for acoursein which heor she
has aceptabk credt for more advaned courses.

CLEP credit hours are applied toward meetng graduation requirements, but will not affed a student s@rade point averaesince
no grde or qualitypointsareawarded for CLEP examinations.Studentsenrolled atBishop StateCommunity Collegemay be
awaraed callege credit with a scoreof 3 or higher on AdvancedPlacement subject examinaionsfor a minimum of one course
in the subjectarea correspnding to the test Additional AP credit may be awaded at the discretin of the College.A
maximum of 20 semester credit hours may be awarded for Advanced PlacementNot more than 25 percent of total credit
required for any program may be awarded through nontraditional means.Credit awarded through nontraditional means is not
applicable toward the minimum of 25 percent of semeste credt hours that must be completed at the college ganting the degree.
Techni@ creditscanbe awardedthrough an atticulation agreament between Bishgp Stae Community @llege and se®ndary
institutions in Mobile and Baldwin Counties of Alabama. However, becaise of accralitation standrds, sudentsare required
to passcompetency eaminationsin order to receve credit for a articular course,accordingto accreditation standards.
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Awarding Credit through Prior Learning Assesment (PLA)

1.

2.

3.

7.
8.

Credt for prior learring can be awarded only after the assesment of prior learning experiencesand only for
documerted learnng thatdemongrates abtievement of al terminal objectivesfor a specific courseor courses.
Course credit earred through prior leaning shdl be noted on the studentd dransciipt as having been awarded
through PLA.

Credt for academic transkr coursesawarded through PLA may only be awarded by examination or ndiondly
recognizél guidelines (AP, CLEP, ACT/PER, DANTES, Chdlengeg Exams, ACE PONSI/CREDIT,
ACE/MILITARY) . Credi for experential learring (portfolio review) may not be awardedfor acaenic transfer
courses.

In the process of déermining if credt can be awarded for prior learring, cdleges shi charge sudertsonly for the cost
of the PLA servicesand notfor the anountof credit awarded.

There shall be a chargeof $25 for eat portfolio review to asses experiential leaming for college credit.
Documentation mustbe provided for each coursefor which credit through experiertial learning is requested, and the
$25feeappliesto eachreview of thedocumentation.For example, anindividualis charged $50if the personis seéing
credit through experiential leaming for two courses ard therely requires portfolio reviews in relation to thosetwo
courses.Students seeling credit for academic transer coursesthrough examinationor nationdly recognize guidelines
are not charged afee for PLA or for credits awaded through PLA.

Not more than 25 percent of total credit required for any program may be awarded as a result of PLA. Credit
awaded through PLA does not count toward the minimum of 25 percent of semester credit hours that must be
completed atthe college granting the degreeas eferenced in State Board of Educaion policy 715.01.

Before recaving credit through PLA for acourse an individua must meet enrolimert requrements of the course.
Credt may notbeawarded twice for the same learring.

Proceduresfor Prior Learning Assessment

1.

2.
3.

The student must enmll at the College and med all admission requirenents for the program in which course credit for
prior learning is being sought.
The gudent mustmake agoplicationto the Collegefor prior learnng assesment and cedit for experiertial learnng.
At leastone personfrom eachcollegestall betrainedin the standrds, principles,and procedureof PLA (college
PLA contad). This person must succeskilly complete PLA training provided by the Alabana Depaitment of
Postseondary Educaton. This person shall provide related training and technical asgstance to other college
persanel having PLA responshilities.
In the portfolio asseswent proces, an ingructar of a course for which credit for experiential leaming is being
saught shdl evaluae the studertd svork and training experiencein the program field and determine if the student
should be considered for PLA. Evidence of experientid learnirg may include certifications licensures corntinuing
education units, employer verification of taks performed, and examples or demonstraionsof skill s possesse. If
the studert is deemed a candidag for PLA, the instrudor shdl recanmendthe student to the college PLA contact(or
corduct the PLA if the instructor is trained to do so) andspecifythe cours(s) for which the studentmay be eligible
to receive credit for experiential leaming.
Pottfolio assesment by alone may be usedfor PLA only when the following methodscamot be used: Chdlenge
Exams, CLEP, ACT/PEP, DANTES ACE/PONSI, AP, ACE/CREDIT, and ACE/MILITARY.
Credit for acaemic transer coursescan be awardd only by examination or nationa recognized guidelines of the
following assesament courss

a. ChallengeExams

b. College Level ExaminationProgram(CLEP);

c. American College TestinBroficiency Exanination Program (ACT/PEP)

d. DefenseActivity for Non-Tradtional Support(DANTES)

e. American Counil on Educatond Brogramon Non-collegiate Sponsored Instruction (ACE/PONSI)

f. College Board Advanad Placemeh(AP) Progiam

g. American Counil on Eduation College Credit Recommendation Sevices (ACE/CREDIT)

h. American Councl on Education Military Pragram (ACE/MILITA RY)
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FINANCIAL INFORMATION

TUITION AND FEES

Every possible effort is made by Bishop State CommunttheyCollege! | e g e
reserves the right to change, modify, or alter fees, charges, expenses, and costs of any kind without notieedbisyatyer Alabama Community
College System Board of Trustees.

General Policies

Students who register during the early registration period must pay tuition and fees by a designated date in ordeheo registration.
Students who register during the regular or late registration period must pay tuition and fees in fuliret tiedgistration in order to have
their names placed on class rolls and to attend classes. Payment may becredislardgrants, scholarships, or their combination. Sponsored
students, i.e., Vocational Rehabilitation Service, Alabama Veteraag#VIOA, etc., must have written authorization from the appropriate
agency tacomplete registration.

Students who fail to pay tuition and fees by the deadline, as published on the student schedule, are ndtaediskeneld not attend class.

Bishop State Community College reserves the right to revise fees, price schedules and terms of payment, and other finatigtetbinen
this catabg at any time without notic.uition is waived for Alabamians age 60+ through the Senior Adult ScholdPsbgram if enrollees
concur with program guidelines in course selection. Fees must be paid by the senior adult student. Please see fifiicecialr ajdidelines
and restrictions.

Tuition and Fee Schedule for traditional courses*

*In -state tuitioris $117.00 per semester hour andafidstate tuition is $234.00 per semester hour; facility fee is $9.00 per semester
hour, technology fee is $9.00 per semester hour; special building fee is $10.00 per semester hour and bond surety pee is $1.0
semestr hour.

Alabama
Resident
Total
Tuition and
Fees

Non-

Non-Alabama
Resident

Total Tuition
and Fees

Alabama
RESERS
Tuition

Alabama
RESENS
Tuition

Facility Special
Bond Technology Renewal Building
Surety Fee Fee Fee Fee

Credit
Hours

1 $117.00 $234.00 $1.00 $9.00 $9.00 $10.00 $146.00 $263.00
2 $234.00 $468.00 $2.00 $18.00 $18.00 $20.00 $292.00 $526.00
3 $351.00 $702.00 $3.00 $27.00 $27.00 $30.00 $438.00 $789.00
4 $468.00 $936.00 $4.00 $36.00 $36.00 $40.00 $584.00 $1,052.00
5 $585.00 $1,170.00 $5.00 $45.00 $45.00 $50.00 $730.00 $1,315.00
6 $702.00 $1,404.00 $6.00 $54.00 $54.00 $60.00 $876.00 $1,578.00
7 $819.00 $1,638.00 $7.00 $63.00 $63.00 $70.00 $1,022.00 $1,841.00
8 $936.00 $1,904.00 $8.00 $72.00 $72.00 $80.00 $1,168.00 $2,104.00
9 $1,053.00 $2,106.00 $9.00 $81.00 $81.00 $90.00 $1,314.00 $2,367.00
10 $1,170.00[ $2,340.00 $10.00 $90.00 $90.00 $100.00|] $1,460.00 $2,630.00
11 $1,287.00[ $2,574.00 $11.00 $99.00 $99.00 $110.00] $1,606.00 $2,893.00
12 $1,404.00 $2,808.00 $12.00 $108.00 $108.00 $120.00] $1,752.00 $3,156.00
13 $1,521.00[ $3,042.00 $13.00 $117.00 $117.00 $130.00] $1,898.00 $3,419.00
14 $1,638.00[ $3,276.00 $14.00 $126.00 $126.00 $140.00] $2,044.00 $3,682.00
15 $1,755.00f $3,510.00 $15.00 $135.00 $135.00 $150.00] $2,190.00 $3,945.00
16 $1,872.00[ $3,744.00 $16.00 $144.00 $144.00 $160.00] $2,336.00 $4,208.00
17 $1,989.00[ $3,978.00 $17.00 $153.00 $153.00 $170.00] $2,482.00 $4,417.00
18 $2,106.00[ $4,212.00 $18.00 $162.00 $162.00 $180.00] $2,628.00 $4,734.00
19 $2,223.00( $4,446.00 $19.00 $171.00 $171.00 $190.00] $2,774.00 $4,997.00
20 $2,340.00( $4,680.00 $20.00 $180.00 $180.00 $200.00] $2,920.00 $5,260.00
21 $2,457.00[ $4,914.00 $21.00 $189.00 $189.00 $210.00] $3,066.00 $5,523.00
22 $2,574.00  $5,148.00 $22.00 $198.00 $198.00 $220.00] $3,212.00 $5,786.00
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Paymentof Tuition and Fees
Tuition ard fees may be mid by DEBIT CARD, CASH, MONEY ORDER, C A S H | SCRIECK, VISA,

MASTERCARD, DISCOVER ard AMERICAN EXPRESSTuition for Onlineand Hybrid courses foll ows the same fee
schedule above.

ALL TUITIO N AND FEESMUST BE PAID IN FULL PRIOR TO THE FIRST DAY OF CLASSES.

Schredules with unpad bdanceswill be deleted prior to the first day of classesAll tuition ard fees are dueat the time
credi hours are added Schedules will be deleted if added charges are not paid in full at thetime of drop/add registration.

Tuition for Non-residertsof Alabama

Students who are notreddents of Alabama andor who are not citizers of the United Staes shal pay 2.0 times the rormal n-
stak tuition rate The in-stak tuition rate shall be extended to students who resde outside of Alabama in a stae and

county within fifty (50) miles of a campus of an Alabama College Sysem institution provided the campus has been in
existence and operation since Octoberl, 2008 The in-state tuition rate shdl be extendedto students who have graduaed
from Alabama high schools or who have obtaineda GED in Alabama within two years of the date of ther applicaions for
admission inaccordance with the requirements sd forth in the Code of Alabama. Please notehat the designations are by
campus and not by institutions Approved Mississippi Counties: George, Greene, Harrison, Jackson, Perry, and Stone.

RESIDENCY

FOR PURPOSES OF ASSISING TUITION, APPLI CANTS FOR ADMISSION SHALL BE CLASSIFIED IN ONE
OF THREE CATEGORIES AS OUTLINED BELOW:

A. A resident student shall be charged thstate tuition rate established by the Alabama Community College System Board
of Trustees.

1. Aresident student is an applicant for admission who is a citizen of the United States or a duly registered resident in the
State of Alabama for at least 12 months immediately preceding application for admission, or whestramged
spouse has residethéahad habitation, home, and permanent abode in the State of Alabama for at least 12 months
immediately preceding application for admission. Consequently, an-statefstudent cannot retain Resident Student
status simply by attending school for 12 manitihthe State of Alabama.

2. Inthe case of minor dependents seeking admission, the parents, parent, or legal guardian of such minor dependent mus
have resided in the State of Alabama for at least 12 months immediately preceding application for adfrtssion.
parents are divorced, the residency of the parent to whom the court has granted custody will determine residence.

3. In determining Resident Student status for the purpose of charging tuition, the burden of proof lies with the applicant
for admissbn.

B. Anindividual claiming to be a resident shall certify by assigned statement each of the following:
1. A specific address or location within the State of Alabama as his or her residence.
2. Anintention to remain at this address indefinitely.
3. Possession aghore substantial connections with the State of Alabama than with any other state.

C. Though certification of an address and intent to remain in the state indefinitely shall be prerequisites to establishing stat
as a resident, ultimate determination ot ttatus shall be made by the institution by evaluating the presence or absence of
connections with the State of Alabama. This evaluation shall include the consideration of all of the following connections.

1. Consideration of the location of high schooldyration.

2. Payment of Alabama state income taxes as a resident.

3. Ownership of a residence or other real property in the state and payment of state ad valorem taxes on the residence o
property.

4. Full-time employment in the state.

5. Residence in the state opouse, parents, or children.

6. Previous periods of residency in the state continuing for one year or more.

7

Voter registration and voting in the state; more significantly, continuing voter registration in the state that initially
occurred at least one yeprior to the initial registration of the student in Alabama at a public institution of higher
education.

8. Possession of state or local licenses to do business or practice a profession in the state.
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9. Ownership of personal property in the state, payment tf stxes on the property, and possession of state license
plates.

10. Continuous physical presence in the state for a purpose other than attending school, except for temporary absences fo
travel, military service, and temporary employment.

11. Membership in refiious, professional, business, civic, or social organizations in the state.
12. Maintenance in the state of checking and savings accounts, safe deposit boxes, or investment accounts.

13.In.st ate address shown on sel ectadutorsobils tile negistation,rhengng andr at i
fishing licenses, insurance policies, stock and bond registrations, last will and testament, annuities, or retirement plans.

Students determined to be eligible for resident tuition will maintain that eligibjipn reenrollment within one full academic

year of their most previous enrollment unless there is evidence that the student subsequently has abandoned redatent status,
example, registering to vote in another state. Students failingetaradl withinone full academic year must establish eligibility

upon reenrollment.

A.

A Non-Resident Student, one who does not meet the standard of having resided in the State of Alabama for at least 12
months immediately preceding application for admission, shall &yel the instate tuition rate established by the State
Board of Education under the following circumstances, provided such student is a citizen of the United States.

1. The dependent student whose supporting person is-tinfiglpermanent employee of thasfitution at which the
student is registering; or whose supporting person can verif§iudl permanent employment in Alabama and will
commence said employment within 90 days of registration; or whose supporting person is a member of the United
States niitary on full-time active duty stationed in Alabama under orders for duties other than attending school; or
whose supporting person is an accredited member of a consular staff assigned to duties in Alabama.

2. The student is not a dependent (as definechi®rhal Revenue Codes) who is a-tithe permanent employee of the
institution at which the student is registering or is the spouse of such an employee; or can vérifg fithployment
within the State of Alabama or is the spouse of such an emploglegilanommence said employment within 90 days
of registration with the institution; or is a member of or the spouse of a member of the United States military on full
time active duty stationed in Alabama under orders for duties other than attending sci®ah accredited member
of or the spouse of an accredited member of a consular staff assigned to duties in Alabama.

In determining NorResident Student status for the purpose of charging tuition, the burden of proof lies with the applicant
for admisson. The college may request proof that the applicant meets the stipulations noted above prior to admission.
The student is eligible for istate tuition if the student resides in the state and county, and attends the designated campus
of the institution oted belowPLEASE NOTE THAT THE DESIGNATIONS ARE BY CAMPUSES AND NOT BY
INSTITUTION.

Bishop State Community College

George County Mississippi
Greene County Mississippi
Harrison County Mississippi

Perry County Mississippi
Stone County Mississippi

Out-of-State Student

Any applicant for admission who does not fall into one of the categories noted above shall be charged a minimum tuition
of two times the resident tuition rate charged by the institution. Students initially classifietdgsleor resident tuition

will retain that classification for tuition purposes until they provide documentation that they have qualified for resident
tuition.

Provisional Enrollment

There are several third party agencies responsible for the payment of tuition and fees for students attending Bishop State
Community College. Because payments are not usually received by the end of the registration period, payment of tuition
and fees mayédeferred for 30 calendar days after the last day of registration for students receiving financial assistance
from third party agencies (private, federal, and state). However, federal and state agency payments may be extended beyon
the 30 calendarday$d er t he registration period in accordance wit

= =4 —a-a-a
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FINANCIA L REGULATIONS

Students are required to pay tuition fees upon registration for ead semesterTuition ard fees for students who have
edablished Pdl Grant, Supplemental Eductional Opportunity Grant (SEOG), or Alabama Student Asdstance Program
(ASAP) eligibility will be charged to their aceunts. Exceptionswill be made for thosestudents who estdlish eligibility for
participation in Veteran s Affairs and Vocational Rehabilitation Sewices In addition, students who are sponsored by
agencies (Masonic organizations, sororities fratemities, etc.) will be permitted to enll without payment pending billi ng
agenciesfor requred fees. All students not paying tuition and fees at the time of registration must presant written
authorization fromthe spasoring agency to the Business Office in order to complete financial registration.

Students must clea all financial obli gationswith the College prior to the end of eat semesteof enoliment. Students will
not be allowed to complete registration or atterd clas®s until financial obligations of the previous semeser are
satisfaobrily met including, but not limited to, parking and library fines.

A student has not finalized enrollment until he or she has completed all requirements of registration and paid all tuition
and fees.

HOW TO OFFICIALLY WITHDRAW FROM CLASS

Students who enroll at Bishop State Community College and dedde,for any reason, thattheyno longer want to be enrolled at
the College, must officially withdraw from class Students can obtain the withdrawal form and procedures from
withdrawing from the Admisdon/Registrard LOffice. The official withdrawal process does not begin until the
Admissions Offic e has been notified.

UNOFFICIAL WITHDRAWAL POLICY

Federal regulations (34 CFR 668.22 (c)(2)(ii)) requires the College to perform a Return of Title IV (R2T4)
calculation for students who enrolltae College, received federal funds, and subsequently and completely
withdraws from the College before completing at least 60% of the term. To officially and completely withdraw
from the College, the student must follow the official withdrawal policgudsgished in the class schedule, College
Catalog or web publication. To unofficially withdraw is to completely withdraw from the College without
following the published withdrawal policy.

Even though students are awarded and have federal funds disluttseah at the beginning of the term, students

are required to fiearndo the federal funds disbursed
60% of the term has expired. After the 6eldmlfyndsi nt of
received, and will not owe any funds back to the federal program from which funds were disbursed.

The College is a neattendance taking institution; however, the College requires that the instructors at the College
electronically verify attndance at the end of the census date. The electronic attendance verification report is
retrieved by the Admission Office personnel, and all the students shawm Sisows(students who enrolled in

courses for which they never started attending), are atiwaly withdrawn from such courses, and all the federal
funds received by the student are voided and returned.

For the official and complete withdrawal from the College, the date the withdrawal process was initiated by the
student, either by completirige official withdrawal form, or by sending am®iil to the Admissions Office, is the

date the Business Office will use to perform the R2T4 calculations. That date will also be used in determining if
the student has fear ne didediothd Studentt The studentfwidl alse beaassigrfedian d s
grade of AWO for the withdrawn courses.

Any student who has stopped attending at least 5 consecutive instructional days or 2 consecutive instructional days
for a one day a week class prior to tl8®point of the academic term will be deemed to have unofficially
withdrawn from such course(s), and the student will be withdrawn from such course(s) by the Admissions Office.
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For mini term courses, students who stop attending 3 or more consecutivetimsatudays prior to the 60% point

of the academic term will be marked as no longer attending and withdrawn. Exception: Truck driving students who
stopped attending 5 or more consecutive instructional days prior to the 60% point will also be markedges no
attending and withdrawn. The student wil Thelstdaefsi gn
attendance, (LDA) entered by instructor(s) will be used for performing the R2T4 calculations.

Policy revised July 16, 2015 and efigetfall semester 2015

REFUNDPOLICIES

Partial Withdrawal: Studens who do not completely withdraw from the College, but drop a class during the regular
drop/add period will be refurded the difference in the tuition paid and the tuition rate applicable to the reduced number of
hours, induding feesappropriate to the classesdropped. NO REFUND IS DUE TO A STUDENT WHO PARTIALLY
WITH DRAWS AFTER THE OFFICIAL DROP/ADD PERIOD.

Complete Withdrawal: Students who officiallyvithdraw fromALL classe BEFORE the first day of claswill be refundd
the totd tuition and refundabé fees The fi f tiday sf clas® is the first day classe are offered within any term configuration
including, but not limited to, full terms split terms mini-terms and weekerl terms The first day of class is the first official
instructioné day of class as statel in the institutions publishal calendar There is only onefirst day.

A student who officiall y or unofficially withdraws completely ON OR AFTER THE FIRST DAY OF CLASS but prior to
the erd of the third week of class will be refunded ac@rding to the withdrawd policies. Complete withdrawak must be

processd during regular businesshours.

Withdrawal during frSt WEEK.........ccocceceerie s er e sne e e e e £ DY OF NEL tUItION
Withdrawal during SEONAWEEK.........ccccce e ce i e . D090 OF NEL tUItTON
Withdrawal during thid WEEK.........cuecive it e e e e e . 2000 OFNEL tUItION
Withdrawal atter end of thrd WEEK..........cceceiveiriiie ettt NO FEFUN

For calculatingrefundsduring the fall and spring fifteen (15)week terms,a i w e eiskdefined as sevencalendardays.
Refunds of tuition for termsshorterthanfifteen (15) weeks sud as summe terms mini-terms split terms and weeked
terms will reflecta proratedweekbased on the numter of days in the term

NOTE: All students who add credit hours during the drop/add period will be charged additional tuition at the applicable
rate. ALL TUITION AND FEES ARE DUE AT THE TIME CREDIT HOURS ARE ADDED. YOUR SCHEDULE
WIL L BE DELETED IF ADDITIONA L CHARGESARE NOT PAID.

Refund Processing:Studens who drop a cours during drop/adl will receive their refurd two to four weels after classes
begin. Studentawvho withdraw completelyafter classeseginwill receivetheir refundtwo to four weeksafter the official
withdrawal is receivedby the Business Office. NO REFUND ISOWED TO A STUDENT WHO PARTIALL Y
WITHDRAWS AFTER THE OFFICIAL DROP/ADD PERIOD.

Refund of Online Course: A refund requed for an online course will be calaulated the same as any other course.
Administrativ e Fee An administrative feg, notto exceal 5% of tuition and other institutional charges or $100, whichever is
smaller, will be assessl for ead withdrawal with the periodbeginningthe first day of class and ending at the end of the
third week of class.
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FINANC AL AID

The Financid Aid Office at Bishgp Stae Community College is a sewice-oriented office with persomel whose main
respasibility isto assis$ studeits in se&ing and obtaining the funding needed to pursuetheir educationa objectives.

It is the official policy of the Alabama Department of PastsecondaryEducationard Bishop Stae Comnunity Coll ege that
no persons shall on the bask of race color, disaility, sex, religion, creed national origin, or age, be excluded from
paticipation in, be denied the benefits of, or be subjected to disciimination under any program, adivity, finandal aid, or

employmert.

The Financial Aid Office staff isavailable to assst students duri ng the followin g office hours:

Monday through Thursday 8:00 a.m.to 5:00 p.m.; Friday 8:00 a.m. to 2:00 p.m.

STUDENT RIGHTS

Studentshavethe right to obtain the following information from the College:

5 S S SR S

D S S S N 4

A

Names ofits accraliting or licensing organizations

Information about programs, ingructiond, laboraory and other physical fadlities, facuty and the cost of
attendance

All pdlicies, including the Financial Aid/Veterais Affairs Of f $ polieydon refurds to students who withdraw
fromthecollege

Types of financid assistace available, including information on all federal, state local, private, and institutional
finandal aid programs

Procedures and deadli nesfor submitting applicationsfor each available finandal aid program

Criteria ugd to select fnancial aid reiens

Processused to determine student finandal need: how cogs for tuition and fees,room and board, travd, books
andsupplies and personal and miscdlaneaus expensesare considered in the costof education, it also includeshow
reources(such asparental contribution, otherfinandal aid, assés, etc.) areconsidered in cdculating student need
ard amourt of student financid neel, asdetermined by thenstitution

Procedurefor paying students

Type and amourt of assistanein astuden financid aid packag and an explanation of ead award

How much of thefinancid aid award is grart aid

Kind of job and the hours to be worked, the duties, the rate of pay, and the payment schelule and procedure-if
students are offered aFederal collegework-study job

Recon&derdion of an aid packagg, if students bdieve that a mistake has been made or if thar enrollment or
finandal circumstances hve changed

Processand policy used by the College to determine whether students are making saisfactory progressand
ensuing actiors bythecollege if they do not

Specid facilities and sewices available to personswith disabilities.

STUDENT RESPONSIBILITIES

It is the responsibility of studentsto do the following:

Do Do Do Do Do P

Review and consider all information abou a college's program before enrolling

Complete the application fastudent financal aid acurately and timely to prevent delaysn receving ad
Meet & deadinesfor applying or regpplying for ad

Provide dl additional documentation, verification, corredionsand newinformation requested by the Financial
Aid/VA Office

Read,understand, and, keepcopiesof all formstheyhavesigned

Comply with theprovisions of agreaments they have signed
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Notify the hool of any changein name, addres or attendane status

Satisfacbrily performthework agreed upon in a college work-study job

Understard the College's refund policy and the Financial Aid Retun to Title IV Refund pdicy
Complete anew financid aid application each year

Do Do Do D

THE FINANCIA L AID APPLICATIO N PROCESS

To apply and qudify for federally funded finangal aid to attend Bishop State Community College (BSCC), students must
complete the Free Application for Federal Student Aid (FAFSA) online exch a@demic year atvww.fafsa.ed.gov.

The academic year at BSCC begns eachfall semester and ends after the summer semester Stucents may beghn the
financial aid application process in Jaruary for thefollowing fall semeser.

Exampge: Mary plansto attend BSCC in Fall Semeter 2072. Therdore, Mary can compete and submit her FAFSA after
Octoberl, 2016 However,Mary shoutl not conplete the FAFSA until she completes her 2015 federal tax return. If Mary
is adependent student her parent(s) shoud also complete their federal tax return(s) before Maryconpletes the FAFSA.

Bishop StateCommunity College participatesin thefollowi ng federalandstatefi nancialaid programs:

TheFederal Pel Grant Pragram

The Suplemental Opportunity Grant Program
TheFedera Work Study Progam

The Alabama Stucent Assidant Grant Program

o Do Do Do

Bishop StateCommunityCollegedoesnot participate in anyfederalor privatestudentloan program.

General Financial Aid Eligibilit y Requirements

The generaleligibility requirrmentsfor receving federalstucent aid areoutlinedin the Code of Federd Regulatios (CFR)
668.32.To beeligible for federa student aid, astudent must

A Haveahighschooldiploma or its equivalent,receivea passng score on anindependentlyadministered exainaion
approved by the Educdion Depattment, or have been home-schoded and either (1) have a secadary stool
completion credential for home schools as provided for under state law, or (2) if the state does not require the
crecbential descibed above, have completed a secadary sclool educdion in a home-sclool seting that
qudifies as an exemption from the canpulsory attendnce requirenent unde stat law

Be currently enrolled or aacepted for enrollment as a regular student in an eligible program, in an eligible
institution, for the purpose of obtaining a certificae ordegree

Be aU.S. citizen or eligible non-citizen

Havea vaid Sodal Secuity number (with the exception of students from the Republic of the Marshal Islands,
Federated States of Micronesia, or the Republic of Palau)

Be making satisfactory acamiric progess

Sign certifying staement on the FAFSA such asagreeng to usefederal student aid funds only for educaional
expenses

Not bein default on afederalstudentloanor owe anoverpagymenton an FSA grant

Have registerad with the Selective Sewice Administration, applicable only to males 1826

DoPo Do oD P
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2017 Documents Neaded to Complete the FAFSA

1. To complete the FAFSA the student and his or her paents (if a dependent student) must usethe information from
the most recert y e afiedérd tax return For example, the 2015 federal tax retum shoutl be used to complete the
2017-2018 FAFSA The 2011 federd tax return will be used to complete the2017-2018 FAFSA.

2. If the student and/or parents will not fil e federd taxes becausethey are not required to by the Intema Revenue
Servie (IRS), then the untaxal income and benefits for the most recert yea must be used to complete the
FAFSA.

SpecialNote: The Finandal Aid Office hasbeengiventhe auhority by the U.S. Department of Education to askstudents
andor parerts of dependent students to provide documentation to support any income or other information on the FAFSA.
Therefore, please keep copies of al documents usedto complete the FAFSA. Answer each question on the FAFSA
correctly anchorestly becase theCollegeisrequired toresolveanyfinancial disceparties reportel on the FAFSA.

Applying for Financial Aid

Pleag foll ow these instructions when completing the FAFSA ontheweb at www.fafsa.ed.gov.

1. Students and parents are now required to use an FSA ID, made up of a username and password to access certain
U.S. Department of Education websites. Your RBAs used to confirm your identity and for electronically signing
your FAFSA application. Apply for the FSA ID at www.fafsa.ed.gov.

2. Pleag put Bishogp Stae Community Colleg e éclsool code on the FAFSA: 001030. This ensures your financial
aid application will be sent to the college.

3. If additional documentation is required to complete the financia aid application process the student who is
requestirg financial aid will be notified by the Financial Aid office of BSCC.

FEDERAL FINANCIAL AID PROGRAMS

PELL GRANT

The P# Grantis awardedo undergraduae gudents who have not earred a bachkré orprofessonaldegree. Unlike loans,
grants do not have to bepaid back Eligibility for the Pel Grant is determied by the U.S. Department of Education.

The U.S. Department of Education uses dormula, esablishedby Corgress, to andyzethe income dda reportedon the Free
Applicaion for Feceral Student Aid (FAFSA) to deermine a famil g financial ability to contribute to the student 6 s
education. The formula produces an Expectal Family Contribution (EFQ) that is used to detemine Federal Pel Grant
eligibility and theamourt of the grant astudentis eligible to receiwe from the college.

A studentdoes not haveto be enrolledfull time to receive a Federal Pel Grant Howewr, the amourt of Pel Grart a
stucknt recéves each smester will be proratedbased on the ninber ofcredit hours that a studenis enrolled.

FEDERAL SUPPLEMENTAL EDUCATIONAL OPPORTUNITY GRANT (FSEOG)

The Federal Supplemental Educational Opportunity Grart (FSEQG) is awarded to undegraduate students with exceptional
financial nead. Only Federd Pel Grant redpients will be considered for the FSEOG The awading of the FSEGG will be
contingent on the student s&FC ard the availability of funds, but no separate applicationis required.
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FEDERAL WORK STUDY PROGRAM (FWS)

The FederalWork Study Program (FWS) is a neead-basedprogramthat providesjobs, both on and off campus,to studerts.
This progran is subjed to the availability of funding awarded to the College by the U.S. Department of Education.
Becausefunds are limited, the earlier an dligible student applies,the more likely he or she is to receivean award; job
placeament is not garanteed. Students participatingin the FWSprogramare paid monthy for the number of hours worked.
Students interested in employment in the FWS Programshould apply atthe Rnandal Aid Office.

STATE FINANCIAL AID PROGRAMS

ALA BAMA STUDENT ASSISTANCE PROGRAM (ASAP)

The Alabama Student Assistance Progran (ASAP) provides additional financial assstance to qualified undergraluate
students who have beendeterminedto have exceional needwith income béow the presciibed maximum levels dlowed.

Students must be errolled at leasthdf-time in an eligible programof study leadng to a degreeor certificae otherthana
field of preparaton for areligious professiam. In addition, students must belegal residents of the Stae of Alabama and must

maintan satisfactoy progres accordingto the Co | | eS@reisof Acadanic ProgressPolicy. Thereis no separae
application for the ASAP grant.

FINANCIAL AID DEADLINES

To ersure that students have the funding available to payther feesat regstration, a sstudent must havethe FAFSA and all
required documents on fil e in the Financial Aid Office by the following fipriorityd processig deallines:

Fall Semester June 1st
Spring Semester November1st
Summer Semeser - March 15th

If a student fails to mee the fpriorityd processig, deadline the Financid Aid Office will still make ever effort to process
the student sdinancial aid award However, the Financial Aid Office does not guarantee that finangal aid will be awaded

in time to paythe studentd $eesat regstration. If aid has not yet beenawarded, the student is responsible for paying

his or her tuition and fees at registration. These charges will be reimbursed after the student séatterdance in classe has
been verified and the student is eligible for financial aid.
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INSTITUTIONAL FINANCIAL AID PROGRAMS

Scholarships

Bishop State Community College provides a variety of achievement, ability, and activity scholarships. Some scholarships are

statesponsored, and other scholarships are funded through the philanthropy of private citizens, organizations, companies,

fraternties, sororities, hospitals, and clubs. Following are descriptions of scholarship awards and qualifying criteria:

1 Academic Excellence Scholarships awarded to graduating high school students based on their acadérgivements.

These scholarships pay tuition and fees during the fall and spring semesters onlytimeFstudy is required.For
graduating high school students, both high school GPA and ACT scores will be considered in the awarding process. A
minimum cumulative GPA of 3.0 is required for maintaining scholarship eligibility.

1 Athletic Scholarshipsar e awar ded to students for active participat
womenbdés swhbmkaldbls, bastket ball. These schol arships pay tui
spring semesters, and books are provided on a loan Basipients are recommended by the Athletic Department based
on demonstrated athletic ability aniéheility based upon NJCAA guidelinesContact the Athletic Department at (251)

405-7030 for additional information.

1 GED Graduation Scholarships are awarded to two GED graduates during the Spring commencement ceremony.
Applicants must be a United States citizen or eligible-citbren. The scholarships cover tuition for up to two years. A
minimum 2.25 GPA is required to maintain scholarshipilaliy. Contact the GED Program at (251) 662370 for
additional information.

1 Institutional Scholarshipsare awarded to students in the following leadership categories: Student Government Association
and Mr. & Miss Bishop State. These awards are compettind require an interview or a portfolio evaluation. This partial
scholarship pays tuition and fees during the fall and spring semesters only. Approval of the activity sponsor is required fo
continued use of these awards. Contact the Dean of Studdedsat (251) 4057087 for additional information.

1 Performing Arts Scholarshipsare awardedo students who excel in band, chorus, and the arts. Awards will be on the
basis of audition/portfolio. The full/partial Scholarship will pay for tuition and fees only. Recipients will be expected to
perform while attending Bishop State on scholarshipranst register for the appropriate scholarsieilated classes each
semester. Recipients are recommended by the Performing Arts Department Selection Committee. A complete
scholarship file consists of a scholarship application and documentation of dppréiva Scholarship Committee.
ContactBand at (251) 405186 or Chorus at (251) 408.85 for additional information.

1 Presidential Scholarshipsare awarded to students from high schools in Mobile and Washington Counties. These
scholarships pay tuitioand fees during the fall and spring semesters only. A minimum 3.5 G.P.A on a 4.0 scale is required
for the initial award. Recipients may renew these awards for a second year upon maintaining a 3.0 G.P.A.

1 Technical Careers Scholarshipsre awarded to higbchool students who will pursue a degree or certificate in any of the
Technical School Divisions on the Carver or Southwest Campuses. The Technical scholarships will cover certificate
programs up to -ear. A minimum 2.5 G.P.A is required. These scisbligas pay tuition and fees during the fall and
spring semesters only. Recipients may renew these awards for a second year with a minimum 3.0 cumulative G.P.A.

1 Transfer Scholarshipsare available to most colleges and universities. Twelve month periodgpdompleting
academic coursework at Bishop State, the student should inquire at the intended university or on the university's web site
regarding scholarship opportunities. Scholarship awards are made by the sponsoring institutions; however, a few
institut i ons permit the Bishop State Scholarship Committee
regarding the recipients. Students may apply for transfer scholarships at the Financial Aid Office during the month of
February in anticipation of trafesring for the following Fall semester. A student must have a minimum 3.5 cumulative
GPA and cannot have previously attended the transfer institution. Transfer admission is required. The following
institutions traditionally offer scholarships: Univeysitf South Alabama, University of Alabama, University of Mobile,
Springhill College, Alabama State University, Troy University and Jackson State University.

1 Wildcat Ambassador Scholarships are awarded to selectiedients who are willing to work as a reggptative of the
College. Aminimum grade point average of 2.3 and comptle¢einterviewprocess. Must participate in Colleggde
activities. Contact: Student Development Services (251:)7085.
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Scholarship Waivers

Dependents of Blind ParentsProvide assistance to eligible children of blind parents (not to exceed four standard
academic years of nine months each, not to exceed 36 months). Per Board Policy 805.02, eligibility of each applicant
seeking benefits from this waiver is determined lgy@hancellor. Applicants must be United States citizens or eligible
non-citizens per Board Policy 805.02 to qualify for this scholarship. Documentation required in the scholarship file is
approval from the appropriate State Agency.

One Free GED Class ScHarships: Provide assistance to students successfully passing the GED in the State of
Alabama July 2002 or later. Eligibility is determined by the Alabama Department of Postsecondary Education, which is
the State Office for the GED Testing Program. EffecEall 2009, this waiver will be limited to 3 credit hours of
instruction.

Operation Family Shield: Provide tuition assistance for spouses and dependents of Alabama National Guard soldiers
and reservists called to active duty. Established in 2003ctimarship program has been expanded in support of

Operation Noble Eagle, Operation Iraqi Freedom, and the Global War on Terrorism. The scholarship provides tuition only
during the term of the activation. Tuition scholarships shall be available onlyakifb¢her forms of federal financial

assistance have been exhausted. A FAFSA must be completed. Documentation required includes an official copy of
military orders, marriage license and/or birth certificate, signed and dated IRS tax returns, and dtoarnéaggproval

by the Scholarship Committee. Certification from the appropriate military office should reflect beginning & ending
activation dates to verify continued eligibility.

Purple Heart Waivers: Veterans who are recipients of the Purple Heart award may be eligible to receive a
scholarship/waiver of tuition and fees to attend any community or technical college. Veteran recipients of the Purple
Heart award must be enrolled as ithe or paritime students in an undergraduate program that culminates in a degree

or certificate. Recipients must currently be residents of Alabama and must have been residents at the time of the military
action resulting the Purple Heart award. Recipients must subeiiB214 form issued at the time of separation from

service as documentation that they received the Purple Heart al@sdscholarship/waiver must be included in the

number of institutional scholarship/waivers authorized for colleges under Board 8@id}2 Sections 3.2 and 3.4.

Senior Adult Waivers allows dudents 60 years of age or older, who have met admissions requirements, to receive tuition
waivers for college credit courses on a spaeailable basis onl\Spaceavailable basis requires registration during the

late registration process. Effective Fall 2015, Senior Adult Scholarships will be limited based on available funds. This
scholarship can cover up to six (4) hours per semesterspéia tuition onhafter all other forms of financial assistance

have been exhausted.

Industry Scholarships

Industry Scholarships will be handled separately from the above scholarship process. This scholagslaiplésta current
Bishop State students seeking a deg@meetechnical career. Daphne Stamps is thechialir for the committee and shdlw
oversee the complete process from recruitment, applications, and contracts.

Industry Scholarship Process
How to Apply for Industry scholarship

il

1

Complete an Industrgcholarship Application
- May be obtained from Bishop Statebs website or by ema

Technical sponsorships are awarded to current Bishop State students enrolled in the technical programs at Bishop State. |
all requirements continue to be met, the spongonstil be renewed if funding is available.

The recipient must be enrolled as a full or part time student in good standing with a minimum 2.8 grade point average in an
approved field of study and have completed at least one semester at Bishop State {8)ayear degree or certificate
program.

For consideration, a completed application must be submitted to: Daphne Stamps, Recruiter Southwest Campus.

Student Checklist for Scholarship Package
| am a current Bishop State Community College student edrivilene of the following programs:

- Welding, HVAC Technology, Mechanical Systems, and Engineering Technology

- Submit official transcripts of all previous academic work (high school and/or college)
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- Complete Scholarship Application

- Onepage essay explaimy your educational goals and how this financial assistance could help you obtain your
career goals

- One letter of recommendation from a current instructor.

Procedures for Applicant Selection

The members of the Sponsorship Selection Committee will review applications. Sponsorships are awarded on the basis of
academics, services and activities, career goals, and financial need. For further information, please contact Daphne
Stamps at 256654124 or email atlstamps@bishop.edu

*Industry Alliance Scholarships are funded by area industries. They are not waivers awarded by the college.

Some students are awarded multiple scholarships but are only aloleefat one. For example, a student may be awarded an
Academic Excellence Scholarship as well as an Ambassador Scholarship. They choose to accept the Ambassador, because it
pays more.
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REGISTRATIO N PROCEDURES FOR FINANC AL AID

Each semester the College publishes a class schedule which contains registration procedures. Theseinclude the process
students mustfoll ow to have ther financial aid properly credited to their accaunt.

Students receiving financial aid will have their financel aid funds credited to their accoum and must proceed to the
Business Office to complete theregistration process.

Financial aid recipients who fail to complete the registration proces will have their classes purged from the registration
system.

FINANCIA L AID POLI CIESAND PROCEDURES
Standards of Academic Progress (SAP) Policy

The Higher Education Act of 1965 mandates institutions of higher education that participate in Federal Title 1V financial
aid prograns establishguideinesor standards of academic progresgo monitora stucent Gasadenic progressian toward a
degre or certificae objective Bishop Stae Community College $Stardards of Academic Progress (SAP) applies to all
students. The studenté sumulative attempted hours, transfer credits, and cumulative grade point average are taken into
consideraion, regardlessof whether a student paid for some or al of his or her courses andregardless of whenthe student
took thecourses.

Academic Year
For purposesof student financial aid programs, an academic yea at Bishgp Stae Communiy College is defined as 30
weels of instructonal time (two 15 week semesteryard at leag 24 credit hours.

SAPEvaluation
Stanchrds of Academic Progress (SAP) for al finandal aid redpients will be evduated at leag once in an academic year.
According to new federal regulationson SAP, students not meeting the published SAP guidelines are required to appeéthe
unsatisfacbry progress If the apped is approved, the student will be placed on probation for that term and will continueto
receiwe financal aid.

Mini mum Grade Point Average
In order to retan eligibility for federal ard stat financial aid programs, a student must maintain the following Grade Point
Average (GPA) basd on the number of attempted hours. The scheduled credt hoursindudeall hoursin which a studentis
enrolled after the Drop-Add period endsat Bishop Stat Community College, plus any transferred credit hours.

Hours Attempted Required GPA

12-21 1.50
22-32 1.75
32 0r more 2.00
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Completion Rate
Ead student is required to succesfully complete 67% of all credi hours scheduled, which alsoinclude transfer hours.
Scheduled hours are credit hours that the student is enrolled in after the Drop-Add period and indudesgradesof A, B, C, D,
F,IP,l and W. (Note:IP =Incomplete Passind,= Incomplete, andV = Withdraw.)

Example: Charles has scheduled 35 credit hours at Bishgp Stae Community College and transferred 20 credits into his
program from Grambling Stae University. To retan his financia aid eligibility, Charles is required to complete 67%, or
36.850f thetotal scheduled credit hours. This was calaulated by adding his total hours (35 + 20 =55) multiplied by 67%.

Bankruptcy
Coursesplacaelin6 6 b a myk@byuhe College will still court as schedukd hours.

Maximum TimeFrame

Associate DegreePrograms

Students enrolled in associate degres prograns may receivefinancial aid for scheduling upto 150% of he totd credit hours
required for the degree. Example: An Associate Degreein Nursing requires 72 credit hours. Students enrolled in this
progran may receiwe financal aid for scheduling 108 credt hours (72 X 150% =108).

Stucents enrolled in certificate prograns of study may receiw financid aid for scheduling up to 150%of the total credt
hours reguired for the program. Example: A cettificae in Management and Supervision requires 24 credt hours. Students
enrolled in this program of study may receiw financid aid for scheduling 36 credit hours (24 X 150% = 36).

Repeatal Courses
Repeateal courses will be counted as attenpted hours in calalating the maximum time frame of financial aid. Note: A
course previously takenandpasgd may be repeded only oncewithout affeding his finandal aid for the purpose of grade
improvement. Further repeaswill NOT befunded byfederal financial aid. However, if a student is required by mandates of
the programto repea acourseit will be funded by financial aid since it is essatial to completion of the program.

Changeof M ajor or Program and Transfer Credits
Bishop Stat Community College students are not limited to thenumber of changes to their program of study.

Gererdly, al peiiodsof the studentd enrollment count when evaluating Satisfactoy Academic Progress(SAP), evenin
petiods when the stucent did not receivefinancid aid. It is the policy of Bishgp State Collegeto allow a financial aid
student to change majors no more than two times Credits attempted and eamned unde a previous mgor will not count
towards the new major in evaluating SAP if those credits do not transfe to the new major. The student&s SAP is resé with
the charge of mgor, transfer student sécredits that apply towards the studentd sleclarel major of study will be counted in
evaluating SAP. Grades of W& and F $and | B éaned at anather collegethat will not transfer to Bishop Stae College will

notbe counted in the SAP evaluaion.

Students changing their major or programof study are rejuired to complete andsubmit to the Registrar6 ©ffice a @Change
of Majord form. The Registrardé ©ffice will determine how many credt hours from the previous major(s) or program(s)
that will count toward the new major or program. All attempted and eaned credits appliceble to the new major or program
will beincluded in the calaulation of the maximum time frame.

Example: Latisha changed her program of study from GeneralEducation to Nursing. She has scheduled 90 credit hours
under Generd Education. Fifty (50) credit hours from the General Education program will count toward the Nursing degree
which requires 72credit hours to graduate. Themaximum time frame for a Nursing degreeis 108 credt hours (72 x 150%).
Latisha may receiwe financia aid for 58 credit hours (108 credits - 50 credts) before shelosesher finartial aid eligibility.
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Developmental Courses
Students who are required to erroll in developmertal coursework may attempt up to 30 credit hours in developmertal
courses per federd guidelines The 30 credt hours in developmental courses will not be counted in the maximum time
frame forthe students program of study.

Example: Jim has schedued 90 credits (maximum course load) to obtain an Associate of Sdence degree in Gereral
Educaion (GNE A.S.). However, 20 of the credt hours that he hasscheduled are developmenrtal courses.Jim canbe pad
an additional 20 credit hours before heloses hisfinancia aid eligibility (90 minus20 developmental course credits).

Audited or Non-Credit Courses
Financial aid will notbe provided, ard scheluled credits will not be counted toward SAP requirements for audited courses
or any non-credit coursewok not leading to a degree or certificate.

Financial Aid Probation
A stucent whose firancial aid appealds been approved will be placed orfinancial aidprobation for thetermthe stuent
hasappealedto receivefinancial aid. Thestudent mustmeetthe conditiors of the approved appeéto continue receivng
finandal aid beyond thefinandal aid probationarypeltiod.

Financial Aid Suspension
If at the end of the probatonary semester the student is still not meeting oneor more of the minimum SAP reguirements,
the stucent will be placad on financid aid suspen®n andwill became ineligible for federal and statefinancial aid until
SAPis met atthe sudentd swn expense.

Financial Aid Warning
Students who missed 67% completion rate by about 1 to 3 credit hours may be placed on warning and still be allowed to
receive financial aid. However, SAP will be checked at the end of term, and student must meet the required SAP, or will
have to appeal toontinue receiving financial aid.

Financial Aid Appeal Process
Students who havehad financid aid cancéled for any reason may appealo have ther aid reingated or the maximum time
petiod extended. The dudent mustcomplete the Fnhangal Aid AppealForm. The fnarcial aid gppealform canbeobtained
fromthe Rnancid Aid Office or downloaded fromthe financial aid webpage &
www.bishop.edu/pdfs/finad/FinangalAid_AppedForm.pdf.

A financialaid appealscommitteechargedwith reviewing the appeds may waive the SAP requirement due to injury to
students, ill ness of students, or the deah of relatives The committee may also waive the SAP requirement in cass where a
student may have experienced undue hardships as a result of specid circumstances The studert will be required to
explain why SAP was not met and what has changed that will enable the studert to med the published SAP
requirement. The student must also provide a plan of action outlining how he/ste will med SAP. A studentwhose
appeais denied hasthe lightto gopealthe denial in writing to the Manager of Finandal Aid, whosedecisionisfind.

Reinstatementof Financial Aid
Students who successfull appeatheir financid aid susgension will have their financid aid eligibility reinstatel on
probationfor one semester The student will be informed of the outcome ofthe apped vialetter/email. To continue
receivirg financid aid, the studem must mee all SAP requirements and any spedal requirements listed in theapprowed
Finandal Aid AppealForm atthe endof thesamester.
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ATTENDANCE AND ENROLL MENT VERIFICAT ION POLICY

The number of credit hours for which a student is paid financial aid will be basel on the number of credits that he or sheis
enrolled onthe Pel census date Thisis thedate tha attendance is verified after the Drop-Add period. Unlessdocumentation
is provided that supports exteruating or mitigating circumstances suc as an institutional error, a class caceled bythe
instructor, or other factors, astudent will not bereinstatal in a class or classe after attendance is \erified.

CREDIT BALANC E POLICY

All forms of financia aid, including institutional grants and sclolarships, will be credited to a student séacount at the
begnning of the samester or when the student becomes eligible if after the semester hasbegun. After allowalle charges
have been paid, any remaining credit balance on the student séaccount will be issued by chedk within 14 days of when the
creditbalanceoccured. Credit balance checks are issued by the Business Office.

AUTHORIZATIO N OF CHARGES

All Title IV recipients may authorize Bishgp Stae Community College to apply their Federal funds (in excess of tuition
and mandaory fees)to any other charges, induding minor previous baances,incurred on ther student aaccount. These
charges camot be paid without the studentd prior authorization.

All recipients have theright to rescird this authorization at any time by contacting the Business Office. This may affed the
amountof thecredt badanceto berefunded to the student.

RETURN TO TITL E IV REFUND POLICY

As part of the Higher Education Act of 1998, Corgress passed regulations that dictate how Federal Student Aid (Title 1V)
funds are handled when a student &completelyd withdraws, officially or unofficially, from a calege during any given
samester. These regulations require that a Return to Title IV (R2T4) Calaulation be performed in to determine how much
federal aid the student has earned. The caculation of Title IV funds earned by the student has no relationship to the
student sdncurred institutional charges or to the Collegeds institutional refund policy.

Even though students are awarded and have hadfederalfunds disbursedto themat the beginning of the samnester, students
are required to "earn" the finandal aid disbursed to them by attending classesup to the point that at least60% of the
samester hasexpired. After the 60% point in the payment peiiod or period of enroliment, a student haseaned 100% of the
Title IV fundsheor sherecevedor was schedudd to receve.

When a student completdy withdraws officially or unofficially, from the College before 60% of the semestehas expired,
the student hasfailed to "earn" all of the finandal aid that he or she received. Therefore, the student may be requred to
repa aportion of the federd funds he or shereceiwed to theappropria¢ prograns.

Students who enroll at Bishop State Community College and dedde, for any reason, thatthey no longer want to be enrolled
at the College must officially withdraw from class Students can obtain the withdrawal form and procedures for
withdrawing from the AdmissongRegistrar' s Office. Pleag note: For purposesof Returnto Titl eV Aid Calculations,
the withdrawd date for a studen that officially withdraws from all classs is the date the student begins the withdrawal
process.

Failure to properl withdraw from classe may resut in the studen receving failing gradesin all of his or her classesThis
may negatively impad the student's eligibilit y for financial aid in future semesters.
Return to Title IV Calculation

The Busines Office will perform the Reurn to Title IV (R2T4) calalation. The uneaned portion of the studet 6 s
Title IV funds will be returred to the federal programfrom which it wasreceived.The Busines®ffice will let the student
know the amountof money, if any, he or sheowesto the Dept. of Educdion or to the school.
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VETERANS SERVICES

Bishgp Stat Community Col | e YetefassServices are urad the direcion of the Manager of Financial Aid. The sevices
include assistane in communicating with the Veterans Administration on behalf of students who receive VA benefits
special proldms and in asistingvetemnswith procedures and certification.

Enrollment at Bishop Stak does not necessan} assire eligibility for veteran's educational benefits. In order to be certified
by Bishop State, the veteran mustmeet the fdlowing requirements:

AMust contad the VA counséor at Bishop State located in the financial aid offic e to stat the certification
proces.

AMlust beeligible toreceiveVA educationberfits;

AHavea complete adnisson folderin the Admissor/Registrard ©ffice
(application, high school transcript, collegetranscipt, ec.);

AMust have been a student in good starding at the end of lagt enroll ment
period at the school or institution fromwhich the \eteran is transferring;

AMlust have a spedfic degree plan, and must provide a copy of each semesters schedle to the VA
Coordinator at pre-registration after tuition andfees arepaid, or at the beginning of each samesterin
order to becettified to the VA as atterding.

AMlusthave all prior collegetr anscripts evaluated for transfer credit to current major.

/ All veterans benefit recipients must maintain agrade pointaverage inaccadance with the
outlined policy below fordetermining satisfadory progress.

Semeste Hour s Attempted Required Overall GPA
12-21 Samester Hours Attempted 1.50
22-32 Samester Hours Attempted 1.75

\ 33 or more nester Hours Attempted 2.00

Grading Policy

A veteran or eligible person who remainsin a classfor a peiiod greaer thanthreeweeks and dropsout mustbe assgned a
grade.This grade mustbe mnsidered in computing the grade pant averagefor both the subsequent semester and the overall
cumulative grade point average. If the Drop/Add period allowed at an institution is less than the threeweek period
referenced, thelesse period will be used in applying the policy.

A veteran or eligible persca may not be certified for a course for which regular college credt is not awaded. This indudes
audit credit, non-credit, and continuing education units.

Institutional credit for required developmental suljects such as English 092 ard Reading 083 ard 084, and MATH 090,
may be acceptabléf suchsubjectsare measured on the same basisasregular college credit coursesand aredetemined by
the schod to be necesary for stucentsto reach ther objectives.

Veteransor eligible perons changing from credit to audit prior to taking the final examination $ould havethear enrollment
certification amendel effective the day theterm began to refled the actwal credt hours for which they can receive credit.

Withdrawal

Veterasor eligible personsmust clear all course withdrawak with the VA Coordinato r ©ffice prior to withdrawal. There
will be no penalty if the withdrawd occurs within the College $regular Drop/Add period. However, if a course withdrawal
would reduce the VA stude nstcdurse load to less than full-time status, a reduction of VA benefits will be retroactively
detemined from the beginning of the term. Miti gating circumstances can be submitted in writing to the VA counsela for
possible exception to the potential lossof benefits.

Other Policiesand Procedures
Vetemans or eligible persoms receivirg VA benefits will not be permitted to take a course tha is not part of their degree plan
The collegewill monitor registration schedules to verify that the course selectal are appropridge. Theone exception to this
ruleisif the veteran or eligible person needsless than full time courses to graduate in his/her final semester Courses
outsidethedegreeplanmay betakenaslong astherequired course(s) aretakento graduate.
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NOTICE TO STUDENTS

BISHOP STATE COMMUNITY COLLEGE IS NOT
RESPONSIBLE FOR DAMAGE TO OR LOSS OF PRIVATE
PROPERTY OF ANY PERSON ON ANY OF ITS CAMPUSES.
THE COLL EGE DOESGUARANTEE:

A CRIME-FREE ENVIRONMENT: BishopState Community College WILL

NOT tolerate crimes of anykind on its campusesandwill takeimmediate agbnto
proseate persms who violate this policy. The College follows the mandats of
both the Violence against Women Reatuhorization Act (VAWA) and the Federal
Jeanne&Clery Act andprovidesrecourses as heeded.

A DRUG AND ALCOHOL-FREE ENVIRONMENT: BishopState Community
College pledgesto maintain a drug and alcohd-free ervironment. All studerts
accept thisrespansihility by their admission to the College.

Any persorwho violatesthesepolicies will berepotedto the proper authdties and
will be posecuted to the full extentof thelaw.

EQUAL EDUCATION AND EMPLOYMENT OPPORTUNITIES:

It is the

policy of the Alabama Community College Systemand Bishop State Community
College that no persans shall, on the basis of race, color, disabilty, sex, religion,
national origin, age,or other chawecteristic protected by law, be excluded from
paticipation in, be deniedthe beneits of, or be subgcted to discriminationunder
anyprogram, activity, or employment.

BishopState compliedwith non-discriminatoryregulatonsunderTitle VI andTitle
VIl of the Civil Rights Act of 1964, Title IX Educaion Amendments of 1972,
Section 504 of the Rehabiltation Act of 1973,and ADA regulaionsas revised in
1992.

Inquiries concerning this policy may be directed to Mrs. Madeline Stokes, Title
IX Coordiretor, a (251) 4054457 or Dr. Terry Hazzard, Section 504 Coordinata,
at (251) 405-7087.
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Accreditation

Bishop State Community College is accreditebly the Southern Association of Collegesand Schools
Commisson on Colleges toaward assodate degrees, and certificates. Contact the Commission on
Colleges at 1866 Southern Lane, Decatur, Georgia 3063897 or call (404) 6794500 for questions
about the accreditation of Bisop State Community College.

Nondiscriminatory Statement

The Alabama State Board of Education, through the Alabama Department of Postsecondary
Education, proclaims nondiscriminatory practices in Alabama twoeyear institutions under the
jurisdiction of the Alabama State Board of Education.

It is official policy of the Alabama Department of Postsecondary Education and Bishop State
Community College that no persons shall, on the basis of race, color, disability, sex, religion,
creed, national origin, or age pe excluded from participation in, be denied the benefits of, or be

subjected to discrimination under any program, activity, or employment.

Bishop Stae Canmunity College reservestheright to change thepalicies, procedues, andreguations pulbished
in this hardbook without prior notice. Falureto read theStudent Handbook under anycircumstance does not
congtitute anexcuse from complying with the Coleged paliciesandproceduses.
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FOREWORD

This handbodk, the WILD CAT, is prepared for students of Bishop State Conmunity College,
especiallythose who are entering college for the first time. As amember of the Bislop State
Community College family, therearethings you will wantto know andshould know about your
College its history, regulations, facilities, and activities. The purposeof this Student Handbook
is to provide useful information and opportunitiesto help you adjusto college life. Thefiwho,
what,when,andwh e rokstiudentlife areincluded along with important information about the
College. The WILD CAT brings together in one document the generalinformation that well-
informed studentsmustknow. We want you to feel at home asquickly aspossibleand become an
involved member of the Bishop State fami¥ou will learn much more from the NewStudent
Orientation, your advisors,faculty members,and other stulents.

You should familiarize yourself with this Student Handbook and have it ready for instant use.
Information about course offerings, scholastc regulations, instructians, degree reuirements, and
much, muchmorearefound in TheCollegeCatalog, whichis available oneachof thefour Bishop
State anmpusesor onlineat www.bishop.edu.

If you need assisancein undersendinganyof the Collegeds regulations or procedures, check
with acounseor oryour facultyadvisor.

Therearefour corveniently located Bishop State campuseghroughoutMobile:

MAIN CAMPUS

351 North Broad Strest Mobile,
AL 36603-5898
(251)405-7000

BAKER-GAINES CENTRAL CAMPUS

1365 Dr. MartinLuther King, Jr. Ave.
Mobile, AL 36603-5898
(251)405-4400

CARVER CAMPUS

414 Stanton Street
Mobile, AL 36617-3499
(251)662-5400

SOUTHWEST CAMPUS

925 Dauphin Island Parkway Mobile,
AL 36605-329
(251)665-4100
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PERSONSTO SEE FOR ASSISTANCE:

ISSUE CONTACT:
Academic Regulationsor CourselLoad...............coceeeeeeeiiieecciiiiiininns Academicor Tedhnical Dean
GraES. . .o Office of Admissions and Records
Drop and Add (during Registration only) ... Academic Advisor
Drop and Add (after Registration).............uveeeeeniciiiiimmneeeeeeees, Office of Admissions and Records
WIthArawal ..........coooiiiiiiiii e Officeof Admissions and Records
Course @MPIAINES. ......coeierreeriee e mem et memn e Divisional Chairperson orDean
BOOKS N0 SUDPIIES....cvureevererueessseimemmssseesssessssssssssesmommessesssasessssssssssesssmmmmsessssssssssesssssesssmmmsssssssssasessssnes Bookstore
TULONi@l ASSSTAICE ... v i e eee e Learning Assistance Center
Servicesfor Students With DISEDIlItIES........evvviiiiiiiiiiiiii e Student Services
Tuition Payments or Refunds BusnessOffice
FINANGAI ASISTANICE .....ouveeereeceieeteemmessssess s sesss s sesemss s sess st Finandal Aid Office
VeteranS AffAIrS ......oooiiiiii e Finandal Aid Office
Intercallegiate Athletics Athletic Director
Student ACHVItIES(SGA) ...uvvviiiiiiiiiiciiierimeme e Coordinator of Student Activities
Information oNClubs and OrganiZatioNS.............cceeeriiiiiiiirieeeiie e e Dean of Students
LostID Card (replacementS$5.00) ........coererermermermersenseseseeseeseessessessessessessssssssssssssssees Student Services
General Lostand FOUNd ItBMS .........coociiiiiiiiii e Student Services
CaAMPUSPAIKING ..ottt see st sse et mnme e senene CampusPolice
PersonalProblEmMS ... Counsling Center
Employment or JobINQUITIES .......ooviiiiiiiii e Coordinator of CareerPlanning
Other Services OMSSUBS NOt LISIEA .......vveiiiiiiiiiiiiiiiiiieeeiirie e Student Services
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GENERAL INFORMATION

The Alabama Comnunity College SystemMission Statenent

The Alabama Community College System provides a unified systemof academic college education,
technical education, customized business and indudgry training, workforce development, and adult
education. This g/stemis part of a semless,lifelong education process for al Alabamians andcorporate

citizens.

Bishop State Conmunity College MissionStatement

The Mission of Bishop State Community Collegeis to provide high-quality educational gpportunities
and sewricesthat are regponsive to individual and community needs for the citizenry of Mobile and
Washington counties a an affordable cod. The College utilizes traditional and dstance learning to
accomgdishits misgon. Bishop State Community College fulfill s its misgon byoffering thefoll owing:

T

Transfer education designed to prepare students at the freshman and sophomore levels for
transfer to other coall eges and universities.

General education courses in the liberal arts and sdencesto support all college degree
programs.

Technical, vocational, occupational, and career education coursesthat prepare students for
immediate emdoyment, retrain existing employees, and promote local and gate economic
stebility and comgetitiveness.

Partnerships with business, industry, and professonal groups to as&ss and fulfill training
needs to meet workforce cemands.

Developmental educationto assst individualsin ordertoimprovelearningskill sand overcome
educational deficienciesto bring their basic skill sto alevel appropriatefor cdlege-level work.

Academic support services that indude a learning resource center and basic skill s actvities
that enhanceinstruction.

Student support servicesthat provide advising, counseling, tutoring, financial assstance,
and sodal and cultural activities for all students, including those with special needs.

Continuing education and personal enrichment opportunitiesthat suypport lifelong learning
and thecivic, social, and cdtural quality of life.

Conducive learning environments equipped with classrem tednology and atractive
physical canpuses.

Continuous assessment through research and development of programsand services and
the utili zation of resultsfor improvement.
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Principles of Integrity to Guide Bishop State Communty College

As members ofthe Bishop Statefamily T administrabrs, faculty, staff, students, and dumnii we believe
in the following prindplesof integrity that serve asa code of ethicsto lead usin the fufill ment of our
individual and cdl ective iCommitment to a Programof Excdlenc efdr the overdl good of Bishop Stte
Community College.

1.

2.

10.

Truthfuln ess and Integrity 1 Wevalue honesty in dl we do ad sg.

Responsivenessand Accountability T Weservethe people of Alabamaand respondto them
with ourbest decision-making and actions.

Helpfulness i We help by providing beneficial knowledge, information, and training
to individuals, groups,and communities.

Orderlinessi We organize data, information, facts,and ideasin a manner that is usful,
retrievable, and appliceble.

Bettermenti We sek to be letter everyday in everyfacet of our work.

Thrift and Value i We consdentiously acept the regonsibility for stewardshp of al
funds,usng mmeywisely and faithfully.

Ethics, Courtesy and Civility T We comply with applicable laws, rules, regulations of
government, accrediting agencies, our governing boardand our moral compass.

Equal Opportunity i We regect the dignity and worth of all individuals. We treat
people with equality without regard to their race, cdor, gender, age, national origin,
religion, and physical or mental capadty.

Responsible Independencei We accept responghility for the fulfillment of ou
misson through the independence from interference and undue influence required by

accreditation standards.

Effectiveness I We measure our progresstoward goals and objectives in fulfilling our
misson.

Adoptedfrom fiManagenentValuesto Guidethe AlabamaCollegeSys t e mo
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History of the College

Founded inthe summer of 1927, Bishop State Community College was originally the Mobile Branch of Alabama State College
(University) in Montgomery, Alabama, during the presidency of Dr. Harper Councill Trenholm. It was established-sarainen
arm of Alabama StatCollege that offered extension courses to Afrdamerican elementary and secondary teachers in Mobile.

In 1936, O. H. Johnson was appointed as dean. The firdirfig|faculty consisted of seven persons, which included such Mobile
pioneers in educatioas Dr. Benjamin F. Baker, Mary Wilbur Weeks Burroughs, and C.F. Powell.

Dr . Sanford. D. Bi shop, Sr. joined the teaching staéwasof HfAThe
named dean.

In 1942, property was acquired on Bdo&treet where the present Main Campus is located. The campus consisted -ataywo

framed building, which prior to the purchase of the property, was used by the Voluntary Fire Fighters Society #11. ¢chasadpur

with a loan that was later repaid $tyidents through fund a i si ngs . In 1963, the name AMobile Br
changed to Alabama State Collég®lobile Center.

In 1965, the Al abama State Legislature ratif iAlathmada Staee Céllkgab ama S
i Mobile Center as Mobile State Junior College and severed its relationship with Alabama State College in MontgomerypDr. Bisho

was appointed president of the new independent junior college. In 1971, the Alabama State Legisiaecktrencollege to S. D.

Bishop State Junior College.

Upon the death of Dr. Bishop on June 21, 1981, Dr. Joseph Christopher Mitchell was selected to serve as interim president. In
September 1981, Dr. Yvonne Kennedy was appointed as the second president.

On February 23, 1989, the Alabama State Board of Educatipamed the college to Bishop State Community College to reflect its

growth in vocational/career offerings, transfer offerings and community service activities. On August 22, 1991, the Altbama S
Board of Education consolidated two technical colleges in Méb8euthwest State Technical College and Carver State Technical
Collegei with Bishop State Community College.

Southwest State Technical College, now the Southwest Campus of Bishop StateiriynCollege, was established to provide
postsecondary vocational training in the Mobile area under the 1947 Regional Trade School Act. The city of Mobile peo2&led th
acres of land for the campus. The first graduates, in 1954, were 15 membergaafcalpnurse program who had begun classes in
January 1953. The College officially opened in May 1954 with an enroliment of 100 students in eight programs.

Carver State Technical College, now the Carver Campus of Bishop State Community College, wasl dhattee Alabama State
Legislature on January 1, 1961. It was constructed in 1962 in the Toulminville area of Mobile. On November 19, 197@&rttee Alab
State Board of Education approved changing the name of Carver State Technical Trade School tta@afeah@ical Institute and
later to Carver State Technical College.

In 1995, the college added an extension to the Main Campus with the opening of th&&aksrCentral site. This site was formerly
the historic Central High School. The facility housies Division of HealthRelated Professions. In addition, it includes a museum,
child care center, 1,2e€eat auditorium, multimedia center, and a bookstore.

Dr. Kennedy was president for 26 years, retiring on July 30, 2007. Dr. James Lowe, Jr. bedateérthpresident on August 1,
2007, and on May 22, 2008, the Alabama State Board of Education appointed him president.

On February 18, 2015, James Lowe, Jr. passed away. Dr. Ullysses McBride was appointed March 10, 2015 as interim president. Dr
ValerieR chardson was appointed as Bishop State Community Coll ege
the ACCS appointed Dr. Richardson as Bishop State Community C

On February 22nd, 2016, the Alabama Community Collegée8Y(ACCS) selected Dr. Reginald Sykes as acting president of Bishop
State Community College.
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STUDENT HANDBOOK
CAMPUS FEATURES AND SERVICES

Main Campus

1.

LIBRARY HOURS are8:00 am. i 7:00 p.m. Monday i Thursday; 8:00 am. i 2:00 p.m.

on Fiiday; and 9:00 p.m. i 2:00 p.m. on Saturday.

COPYING SERVICES are provided in the library atten cents per copy.

GROUP STUDY ROOMS are available in thelibrary, with capacity for threeto six persons who
wish to study together. Students mustsign-in and present their ID cardsto use these rooms.

A BOOK DEPOSITORY for returning books after hours is available on the east side(exteior)
of thelibrary. It should be used between5:00 p.m. and 8:00 am. the followingday. Booksreturned
through the book depository after 8:00 p.m. will be chedked in asof the next school day.

A LISTENING LABORATORY isavailable onthe secondfloor of thelibrary for studentswho want
to listen to musc and view movies. Students must sign-in and show ID cardsto usethis room.
Exceptionsto theruleswill be made only by the librarianor the library director.

STUDENT LOUNGING AREAS are available to students during school hours and arelocaed
onthe second floor of the Oliver H. Delchamps Student Life ConferenceComplex. Furriture, snack
mackhines, and other conveniences are available in these fadlities and should be used vith careby
the stuents.

Carver Campus

1.

4.

THE MEDIA LIBRARY (Learnng Resaurce Center) is openfrom 8:00 am. i 5:00 p.m., Monday
T Thursday and 8:00a.m. 7 2:00 p.m. on Fiday.

A COMPUTER LAB is aso available in the Learning Resaurce Center during the above hours.

Spedal sessions may be scheduled by instrucbrs for students to review ingructional materials, see
videodemonstrations, or devel op computer sKill s.

A VIDEO TELEVISION is instaled in various clasrooms Video tapes may be played in the
Leaming Resaurce Centerand reviewed onthese varioustelevisions upon request fromtheinstructos.

COPYING SERVICES are available in the Learnng Resaurce Center ata costof tencents per copy.

Southwest Campus

1.

THE LIBRARY islocatd in the Administration Building. Hours are8:00 am. i 5:00 p.m.,
Monday i Thursday, and 8:00 a.in2:00 p.m. orfriday.

COPYING SERVICE for students who need minimum copies of their resumes, class
assignments, or other school materials may be provided at 10 cents per copy. Seethelibrarianfor
asdstance.

A STUDENT COMPUTER LAB is available for students between the hoursof 8:00 am. 1 4:30
p.m.,Monday i Friday.

44



Baker-GainesCertral Campus

1.

© © N

A LARGE AUDITORIUM seats over 1100 persons (induding the balcony) for student
acivities, community adivities,and other approvedfunctions.

BLACK HISTORY MUSEUM AND RESOURCE LIBRARY hasa variety of materials which
allow study for scholady and personal works. It indudes areasfor visua arts, manuscripts for
genealogicd resarch, audio viswals, and other literary resairrces. Musaum exhikits and visual
artworks concentrate on AfricanrAmericanthemes. The displays may, at times,indudetraveling
exhibits. Themusaim isopen without chargefrom 8:00am.i 4:30 p.m., Monday i Friday, and upon
special request. The musaim is closedon Saturdays, Sundays, and other holidays based on the
acalemic calendar of theCollege.

FOURCOMPUTER LABS areavailable for students.

THELIBRARY isopen8:00am.i 7:00 p.m. Monday i Thursday and8:00a.m.T 2:00 p.m., on
Friday.

A MODERN-DAY CARE CENTER FORINFANTSAND TODDLERS(with acapadty of 50)
isavaiable for ages three (3) monthsto two (2) years.

THE BAKER-GAINES CENTRAL MEMORABILIA ROOM housespictures, yearbooks, and
othermemorakilia. To gain entry, check with the Office of the Campus Director.

A CAMPUSBOOKSTORE providestextsand other supplies.

AN ELEVATORisaaesibleto individuals with disabilities.

TWO (2) CHAIR LIFTS areavailablefor individuals with disabilities.

A COMMUNITY SERVICE ROOM for small meetings can be usedby college and community
groups and organizations. Make appointments for usewith the Office of the CampusDirector.

DIVI SION OF STUDENT DEVELOPMENT SERVICES

Mission and Goals

The mission of the Division of Student Development is to provide a learning environment that maximizes the
opportunity for student growth, both individually and cdlecively, by esgblishing provisions for thedevelopment
of the mind and body, not aside from curriculum instructon, but in partneship with it, not asa supplement, but asa

component.

Thegoals of Student Develgoment Servicesare:

A.

To provide admisgon, registration, counseling services and other support services to meet
student s@lsfor accessto theinstitution;

Toasdstin creating anenvironment thatis sefe and conducive to student devebpment;

To provide servicesthat will fadlitate the successful movement of the student through
the educdional processto the completionof hisor hergoals;

To provide asystemof accuratdy recading andretrieving student record,

To provide orientationadvising, career planningand leadership training for thedevelopment of
future growth opportunities;

To provide aprogramof finanda assistancefor students;
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G. Toprovide academic support sewicesfor studentsto fadli tate academic achievement;
H. To providejob placement sewvicesfor studentswith employment as an immediate goal;

I. To provide insitutional leadership in the development and implementation of marketing
strategies,including recruitment andretention adivities;

J. To participate in the governing system of the College in the areasof long-range planning, fiscl
management, policy regulation, curricudum development, due processin student disdpline,and
studentlife; and

K. Toasistinsatisfying community needsforinformation, public useof fadli tiesand programs,
providing manpower,and fosterng ecanomic development.

SERVICES TO STUDENTS

Acadenic Advisement
The major goal of acalemic advisement is "to desgn and implement services to assist students with academic
achevement.” To accomplish thisgoal, the Academic Advisement Programis committed to:

A. Providingaqualified, intereged, and committed academic advisor for every student enrolled at the
College;

B. Famili arizing students with registration procedures;
C. Asdsting studentsin course sdedions basedon placement scores;
D. Ensuiingstudentshave completed course prerequisites,
E. Famili arizing students with degree/cerificaterequirements; and
F. Famili arizing students with transfer requirementsto four-year insftutions.
Instructorsserve asacalemic advisersfor students upon enroll ment to: 1) helpthem choose aprogramof study, 2)

assist with course seledions based on availability, 3) assist with classscheduling and requiredcoursesfor graduation,
4) fadlitate isaues students might encounter, and 5) hel p students choosea careerbasedontheir programof study.

Alumni Affairs Office
The Office of Alumni Affairsd  rpary respnsibility is to provide a connection between he College and its former
students. It sevesasthe medium for former students, facuty, and stef (many of whom areBSCC graduates) to offer
finandal assistance, networking contacts,and otherformsof support to oneanother. In addition, alumni are integal
to recruiing efforts of the College as they share positive educatianal experiencesand reachout to potential
students.
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Bookstores

Bookstoreservicesonthe Main Campus and Baker-GainesCertral Campus providetextbooks and li mited suppliesfor

purchase by students. TheMain Campus Bookstoreislocaedin the OliverH. Delchamps,Jr. Student Life Corference
Complex. The Baker-Ganes Certral Campus Bookstoreislocaed diredly acrossfrom Admissons. Eachbooksore

maintainstextbooks for selectcourses,supplies, computers, and awide variety of Bishop State merchandise.

Core course materials taught on the Baker-Gaines Central Campus will be available only at the Baker- Gaines
Central Campus Bookstore. All othercampus materialsfor theMain Campus, Carver Campus, andSouthwestCampus
areavail able attheMain Campus Bookstore. Y oumay also shop online by credit card at www.BishopStateShop.com.

The bookstore accepts cas, debit cards, MasterCad, Visa, Diswver, American Express PayPd, and other
approved negotiable instruments for over-the-counter sdes. PERSONAL CHECKS ARE NOT ACCEPTED.
The current semestets schedule and a current student ID must be presented by studentswhenchargngitemsto a
Pell Account or any other houseaccount.

Eligible Pell Grant redpients may charge books and suppliesto their account after a Title IV Authorization form has
beensigned and is onfile. To expedite the transaction for texbook purchases,students should give thetitle of the
book and its author to st&f in the financial aid office,and present asigned copy of their classschedule and show proof
of their current BSCC ID. Text information can be acquired at BishopStateShop.comusng your course schedule.

Students must present their approved award letter with stated doll ar amount if books and/or suypplieswill bepaid for
by BSCC scholarship or agendes such as the Alabama Department of Veterans Affairs, State Vocdaional
Rehabilitation Service, or a fraternal, sodal, church, or similar organization. Office hours are posted outside each
campus bookstorewindow.

Formorecampus bookstore information, contact:

MAI Nééeéeéeéeééeéee. . eée. . .-7086251) 405
BAKER-GAI NES CENTRALéeéeé. .-&61. ( 251) 405

Career Planning and Placement
Career Planningand Placement Servicesareprovided to current studentsor alumni, aligningtheir programof study with
careemoalsandnetworkingopportunitiesforinterviewswith potential employers. Thisoffice maximizesemployment
and internship opportunities for students by offering a range of servicesto fadlitate recrutment of prospective
candidates, induding, but not limited to, job/internship posings, on-campus recrtiting, career fairs, information
sesions, and resume workshops.

For further information, contact Cowunsding Services located on all campuses or call the Career Planning and
Placement Office at (251) 665-4124. Thetechmical instructorsmake frequent contactswith busnessand industy
employers to assure that students are being taught relevant and needed skills for theworkplace.
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Child Care Centers

In conjunction with Bishop State Community College's Early Childhood Educaion Program, a child carecenter is
located on the Baker-Gaines Certral Campus for childrenages 3 monthsto 4 years. Though priority will be givento

thechildren of faculty, staff, and students enrolled on all of Bishop State's campuses,openings arethen available to
children of the generalpublic.

Testing Requirements

The Placement Test is required of all new students apptgingdmission to the college. If you have earned credit

hours at a U.S. college or wuniversity, you should discu
taking any placement test.

If you took the SAT or ACT, do you still have totake the placement test?

If you obtained a score of 470 or higher on the Math, Reading, or Writing sections of the SAT you are exempt from
that test area. If you took the ACT, to be exempt, a score of 21 or higher is required for the Reading and Math sections.

A score of 18 phigher is required for the English section. Scores older than B¥gedrsfrom where you took the
testwill not be accepted.

Test Purpose
The Placement Test is not an admissions test. No student is denied admissions to the College ondhe basis
Placement Test scores. The test serves four (4) primary purposes:

1. To evaluate the Reading, English, and Mathematics achievement of entering students for the purpose of
appropriate course placement.

2. To provide a basis for academic and career counseling.

3. To provide criteria on which to evaluate the initial admissions eligibility to Allied Health programs.
4. To identify potential Honors Program candidates.

Test Preparation
Students are advised to take the test seriously. Performance of the Placeneititdiedermine which college courses
a student may or may not takeNon-credit, developmental courses may be required for students who earn scores
below the standards set for collelgeel courses. Accordingly, students are encouraged to prepatoasfo
1. Read this entire publication so that the instructions received on the day of testing will be familiar.
2. Eat well and get sufficient rest prior to taking the Placement Test.

3. \Visit a library or the internet to obtain other publications which will lyelp review material you may
have forgotten.

What to Bring with you to the Testing Center:

1. Photebearing identification (see list of first page)
2. Writing instruments, like pens and pencils

Do NOT bring any of the following:
1. Mobile phones, calcutars, smart watches, music players, or any other electronic devices are NOT

ALLOWED.
2. Children/friends/family are not permitted in the testing room and college staff cannot be responsible for

the safety of children.

Co-Opeative Education (Co-Op) Program

Coqperatve educationopportunitiesareavailableto full-time studentsin certain occupational and techical programs.
Interested studentshould consut with their advisorsor aninstuctorin their major or concentration.
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Guidanceand Counseling
The basic objectve of the Guidance and Counseling Program at Bishop State is to assist students with issues that
affect college life: acalemic concerrs, finandal maters, personal prodems, ard careercounselng, to name a
few. Counsdorsand key personnel areavaiable through the Division of Student Devdopment Services.

Office hours for guidance and caunseling are

9:00a.m. 1 4:00 p.m., Monday; 9:00 a.m.i 2:00 p.m. Friday
(Summer semester hours may vary. Please check with the Guidance and Caunseling Office forexact hous.)

DegreePlans
Upon enrollment at the College, students work with advisors to edablish their Degree Plan. This planidentifies

all coursesin Areasl-V that arerequired in studen t dedared majorsor programs of study. The DegreePlan provides
alist of coursesthat have been completed by the students. The Plan also lists other information such as elective
courses taken; courses registered for but not successfully completed; COMPASS Placanent Test saores; and
grade point avergge (GPA) data.

Please note: Financial aid will not pay for any coursesoutside of student sDégree Plan. If studentschooseto take
such classes, the course fees, including textbooks, will be paid for by the students (or student  gaentsor guardians,
whereapplicable).

Learning AssistanceCenter
TheLearnng AsgstanceCerterisalaboratay that provides a variety of acalemic support acivitiesto help students
improvetheir skill sin variouscontent areas. No appointment is necessry; studentscanwalk in for assistance at ary
time during the semesterand begin an individualized, self-paced course of study designed specifically to meet their
special needs. The Learning Asdstance Center is staffed with acounselor,paraprofessionalsin English, Reading,
and Mathematics, and peer personnel who provide freetutorial assistance.

In addition to individualized and group tutorial services,the Leaming Assstance Certer is equipped with several
computers and printers, audio-visual units, and a wide sdection of software and other educational materials to
sypplement and reinforce classroom instructon. Though locatd onBishop State Community College'sMain Campus
only, thesesewricesareavaiable to al Bishop Statestudents.

Operating hours for The LearningAssistarce Center ae
8:00a.m.i 7:30p.m., Monday i Thursday; 8:00to 2:00 p.m. Friday

Library Services

The Bishop State Community College I|ibrary services
serve as resouraenters for students, faculty, staff, alumni, and the community, the main responsibility is to provide
resources that support the college curriculum. The libraries provide (1) an organized collection of printed, digital or audio
materials; (2) a weltrained staff trained to provide information and answer questions regarding library materials and

reference materials, and (3) a posted schedule of library hours of operation.

Library reourcesindude: online catalogs, CDs and DV Ds, internetaacess, virtual libraies,and automated databases.
Textbooks, books for recrestional reading, journals, newspapers, audio-visua hardware and software,and vocational

study materials arealso avaiable.
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AlabamaVirtual Library

TheAlabamaVirtual Library (AV L) providesall students, teachers, and citizensof thestate of Alabamawith onlineaccess
essential to library and information resources. Throughthe AVL, a considerable anount of informationis available to

every student and citizenin Alabama, raising the level of excellence in schools and communitiesacrosghe state. You

may requestan AV L remoteaccesscardfromany of the Colleged campuslibraries. Thelibrariesmay be accessedfrom

thefollowing welsites:

www.library.bgc.al.us/Infocentre/Library.do
www.library.bsccce.d.us/Central/Library.do
www.library.bscc.cc.al.us/Carver/Library.do
www.library.bgc.cc.al.us/'Southwest/Library.do

How to Check out Library Materials

Students areissued ID cards when they register, and they arerequired to present their card whenever they check out
library materials. Any library staff member may requestthestudent to show his’her ID cardwhen entering thelibrary
building or atany timewhileusnglibrary fadlities.

Library Hours of Ope&ation by Campus

Campus Mondayi Thursday Friday Satur day

Main 8:00ami 7:00 pm 8:00ami 2:00 pm 9:00 pm7i 2:00 pm
Cawer 8:00 ami 5:00 pm 8:00 ami 2:00 pm closed

Southwest 8:00ami 5:00 pm 8:00ami 2:00 pm closed
Baker-GainesCentral 8:00 ami 7:00 pm 8:00 ami 2:00 pm closed

Orientationfor NewStudents

Orientation for new students is provided prior to registration. The orientation processis devokd to acquainting
students with the physical and soda environment, procedures, regulations, and resources of the College. A more
formal orientation course, iStrong Start ORI101) is required for first-time students in select prograns* and is
desgned to improve student learning for educational and vocatimal success. The course will introduce students to
the knowledge and skill s needed to attain educational and careergoals; improvethelearringenvironment; complete
atempted Math and English courseswithaC or better;improve persistencefromterm to term; and provide professional
development.

*Checkwith your advisor to seewhenyouare requiredto take ORI 101.

Online NewStudentOrientation

New students may aso obtain orientation information online by visiting www.bishop.edu/studen-affairs-
services/nen-student-orientation.html. This online information is the same information presented during the on-
campusorientation sessions.

Studertswith Disabilities

Bishop State Community College complies with Section 504 of the Rehabilitation Act of 1973 and theregulations

of the AmericanDisabilities Act (ADA) of 1990. Services areoordinated through the Office of the Dean of Students
located on the Main Campus in the Student Life Conference ComplexThe phone number is (251) 405-7087.
Accommodations and other support servicesare avaiable upon request.

Counseling, tutorial, and other support servicesareal so avail able upon requestfor students with disabilities.Contact a
counseloror the Office of Student Serviceson your campus for moreinformaton.
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A Telecanmunications Device for theDeaf (TDD) isavalable ontheMain, Cawver, and Southwestcampuses.

Publications

The College publishes andendorsesthesepublicaions The Cadlege Catalog, the Stdent Handbook, and My Guide
These publications availablefor students, prospective students, and other persons interestedin Bishop State. They
containinformationfor admissonto the College, finandal aid regulations, course requirements of major areasof study,

graduation requirements, rules and regulations of the Callege, and other pertinent information. Students should

familiar zethemselveswith the content of the publicationsand retain a copy asvaluable resaircesduring their tenure
atBishop State.

Extracurricular Activiti es

Bishop State Community College consdersout-of-classacivitiesa vital part of the educatianal process. Students are
encouraged to participate in programs which provide leadership training, servicesto the College and the community,
sdf-directed acivity, experiences of sharing interests, and opportunities to interact with persons from diverse
badkgrourds. The Callege encaurages student participationin avariety of extracuricular acivities, according to the
studentsd interest. Interested students may contact the appropriate club or organization for additional information.

Athletics

The goals and objecives of the Intercallegiate Athletics Program of Bishop State are desgned to offer competitive
sports for menand womenthat encourage cooperation, teamwork, a strong work ethic, and sportsmanship. Thesegoals
will beaccomplished through thefollowing objedives:(1) toenhancephysicd development and scholasic achievament,
(2) to provide a medium for students to learn, developand practice leadership and interpesonal skill s, (3) to identify
and reaognize individual physicd ability and talent, and (4) to provide anintramural programfor the general campus
population.

Eligibili ty Criteria for StudentAthletes

Athletes at Bishop State Community College who participatein intercollegiate activities are goverred by the official
Handbook and Casdook of the National Junior College Athletic Assogation. Policies relating to recruiing and
providing financial aid for athletes can be found in this handbook. Coacles are encouraged to provide a copy of this
document to prospective studentson all campuses.

Students areencauraged to review the information relaing to their status asathletes and mustmeet both acalemic and
athletic requirements for participation. For moreinformation, contact theAthletics Directorat (251) 405-7030.

Opportunities for athletic participation include:

BASEBALL TEAM: The Bishop State Community College baseball team is a member of the AlabamaJdunior
College ConferenceandtheNational Junior College Athletic Assogation. Sinceitsinception, the team has stressed
quality performance on and off the field. The coaching staff emphadzesthe importance of being astudent first,
then an athlete.

BASKETBALL TEAMSFOR MEN AND WOM EN: Themen'sand women's basketball teamsaremembers of
the Alabama Junior College Corferenceand the National Junior College Athletic Asociation. Both basketball
teams boast an enviable record as winners of several conferencechampionships. BSCC coacles have been
selectedas All-ConferenceCoades on numerousoccasons.

WOMEN'S SOFTBALL TEAM: Bishop State Community College offers softball for women as one of its
intercollegiate sports. The softball team is a member of the Southern Division of the Alabama Junior and
Community College Conference.All home games are played at the softball complexlocaed on the Sauthwest
Campus.
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Intercoll egiate Athletics: Drug Teging of Student Athletes

Participation in intercalegiate athletics is one of the privileges afforded as an extracuricular acfvity to students
enrolled in the insttutions of The Alabama Community College System. The Alabama Community College System
wishes to ensure that the health and safety of student athletes are not compromised and that student athletes are
disaouraged from the use and abuse of illegal drugs.Therefore, it is the policy of the Alabama Community
College System that students participating in intercallegiateathletics submit to urinalysis drugteging at regular and
random intervals, both announced and unannounced. This policy only authorizes drug teging of students who
voluntarily choose to participateinintercollegiate athletics of The Alabama Canmunity College System; however,drug
testngis mandatory for student athletes.

The purpose of this policy is to prevent illegal drug usage, to aert student athletesto serious physical, mental, and
emotional harm caused by drug abuse,and to maintain an athletic environment consistent with the high standardsof

theingitutionsand with the overall development and educaton of their student athletes.

For moreinformation, contact the Office of the Dean of Students at (251) 405-7087.

Student Recreation

The Cdllege provides fadlities for student recreation in the Oliver H. Delchamps,Jr., Student Life Corference
Complex (Upper Level) ontheMain Campus. An areawith food, vending machnes, and lounge is also provided on all
four campuses.

Clubs and Organizations

Clubs and organizations are actve on the campuses. Throughparticipation in the progranms of their special interests,
students may expore programs of interestto them and expand the development of their skill s and abilitiesby working
with fellow students. Membership isopento al students who meet thequalifications for therespective clubs. Formore
information, contacttheOffice of Student Develgment Serviceson your campus.

Below isalist of student organizationscurrently at Bishop State Community College. Studentsarewelcome to suggest
other types of clubs they would like to have at the Callege if the clubs contribute to the educaional experiences
of students and if they are approved by the College Presdent and Dean of Students.

ACTIVE MINDS: Active Minds is a campus organization that gives students opportunities to educateand create
awarenessof isaues concerningmental health. Theorganizationsesksto removethe stigmaassociated with mentalillness
Membership is opento all students. For moreinformation, please contact (251) 405-7138.

THE AFRICANA: This is an acalemic organization esgblished to serve as an archive for books, documents,
or art objectsrelating to the history or culture of Africa and African-Americans. For membership inquiries or more
information, students should contactDr. Caesar Smith at (251) 405-7142.

BARBERING AND HAIRSTYLING ASSOCIATION: Thisorganization servesto mentor future barbering students
and organize fundrasing projects for professiona hair-shows or educational trips that students can attend while
enrolled in the barbering program at the College. The organization also encourageswholesane attitudestoward the
barbering profession; promote cooperation between barbering facuty and students; and stimulates the interest in the
overall concept of barbering and hairstyling, to name afew.

CAMPUS MINI STRY: Campus Ministry offers Christian students opportunitiesfor fellowship and participationin
Christianactivities.The organization en®muragesstudent believersto make a differencen their world by asdstingwith
onrcampus and off -campus special projectsand helping others.

CHEERLEADING SQUAD: Membership on the cheerleading squad is open to all students. Tryouts are held
during the spring semester.The goals of the squad areto: (1) promote and maintain school spirit, (2) develop good
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sportsmanship among students, (3) build beter relationships between calleges, (4) maintain the highest personal
and team cheerleading standards, and (5) fosterenthusasmand support of the attending crowd duringbasketball games.

COLL EGE BAND: Patticipation in the Bishg State College Band isrequired for all muscal instrunent majorsand
minors. Thebandisopento other studentsthroughauditionfor college credit or personal enjoyment. Theband performs
for both on-campus acivitiesand sdectd off-campusevents.

COLL EGE CHOIR: The Cdlege Chair is designed to explore choral literatureof basic muscal erasin various
styles. Emphadsis placedon muscianship and thedevelgment of ensemble vocaltecmiques.The choir represents the
College atcivic, school, and religiousfunctionsin thecommunity. Membership isgranted by audition only.

COSMETOLOGY ASSOCIATION: Thepurposeof thisorganizationisto promotehealthy beauty habits, educate, and
support the College through acive participation in student acivitiesand other collegiateorganizations. It isalso the
assodiationés purposetoinvolvestudentsinthecosmetology industry and ingpire themto reach higherlevel sof excellence,
both personally and professionally.

C.R.A.F.T. (Creative Rerditions of Artistically Fueled Talents): The purpose of this organization is to alow
studentsto utilize their talents for the advancement of their craft. Students of this groupstrive to implement the tools
and skills they have masteredwith a passon for creativity and arts to expressthemselves,to awe and inspire, and
to show that everyone hasthe potential to become a great artist in their own CRAFT. Please call (251) 405-7215for
more information.

CULINARY ARTSSTUDENT ASSOCIATION: Thisorganizationrepreseitsthe culinary artsprofession atBishop
StateCommunity College. Theassodiation participatesin culinary artscompetitions,and travelsto food insitutions and
food shows to expose students to a variety of careerchoices. This group also participatesin community service
projectsto share talents of the members and provideresaircesto thosein need.

ENACTUS: (Formerly SIFE): Thisisaninternational nonprofit organizationdedicatedtoinsgringstudentsto improve
the world through entrepeeneurial adion. We provide a platform for teams of outstanding university students to
create community develgment projectsthat put peopled own ingenuity and talents at the center of improving their
livelihoods. Guided by educabrs and supported by business leaders, studentstakethekindof ertrepreneurial approach
that empowerspeopleto beapartof their own success.

HEALTH INFORMATION MANAGEMENT STUDENT CLUB: The purpose is to teach pracical skills,
working knowledge, and furtherawareness of thefield of Hedth Information to the students in this progran. Students
become familiar with ethicd principles of healthcare, which were developed to safeguard the public and mandate
professional levds of quality and efficiency for members of thisvital profession.

HEALTH OCCUPATIONS STUDENTS OFAMERICA (HOSA): Themisson ofHOSA isto enhancethe delivery
of compassonate, quality healthcareby providingopportunitiesforknowledge, skill , and leadership development of health
occupations students. Interested students should seethecounselorsfor theHedth OccupationsPrograms.

INTERNATIONAL SOCIETY OF AUTOMATION (ISA): The objecives of ISA are to advance and to
reinforce the arts and sciences relaied to theory, design, manufacture, and use of instrumentation, computers,
and systems for measurement and control in various sdences and techologies. This organizationhelpsstudents
learn about future careerpportunitiesin thefield of instrumentation.

INTERNATIONAL STUDENT ORGANIZATION: The goals of the Interretional Student Organization are to
promote goodwill and interndional cultural exchange at Bishop State. It provides opportunities and acivitiesfor
studentsto interact with others from diverse culturesand enrich their global world view.

JAZZETTES: Composed of young ladies who share a common interestin dance, the team performs during home
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basketball games, local parades,and community events. The goals of the BSCC Jazzettes areto createand promote
school spirit and provide quality family entertainment with hip- hop and jazz dance styles. During the acalemic year,
the team practicesthree (3) days per week. For moreinformation, call (251) 405-7087.

KAPPA BETA DELTA HONOR SOCIETY: The lota Chater of Kappa Beta Delta Honor Society is an
international honor sodety recagnized in the Division of Busness for outstanding students. Eligible students must
be in the upper 20 percent of their classwith a minimum 3.0 GPA on a 4.0 sce. The membership feeis$50.00,
which indudesthe costof $35.00 for the national membership pin and certificate and $15.00 for expensesof the local

chapter.

NATIONAL TECHNICAL HONOR SOCIETY: The mission of the organization is to adknowledge theacalemic
achievenents of students enrolled the technicd programs of the College. The organizationfurther seeks to honor
student leadership, promote educational excdlence, award sdolarships, and enhancecareeropportunitiesfor its
memberships.

NIGHTINGALES: Membership in the Nightingales is open to all Bishop State Community College nursing students
who have completed the first block. The organization focuses on community service, provides an opportunity to learn
about the nursing profession, provides paes enrichment and impacts the lives of others. Please contact Vesta Fairly
atvfairley@bishop.edwr Dr. Jackqueline Smith @mith@bishop.edu

PHI THETA KAPPA NATIONAL HONOR SOCIETY: The purpose of Phi Theta Kappa is to recaynize and
encourage scholarship among two-year college students. To achieve this purpose, Phi Theta Kappa provides
opportunitiesfor the develgment of leadership and service, anintellecdua climatefor exchange of ideas and idedls,
lively fellowship for sdholars, and stimulation of interest in continuing acalemic excellence. Tobeeligiblefor
membership: studentsmustbeenrolledinanacalemicortecmicalassod ate degree program; musthave completed atleast
12 hoursof courseworkthat may be applied to an asociatedegree (part-time students may be eligible) and must have a
grade point average of 3.5. For additional information, pleasevisit our blog: https:/ptkbscc.wordpresscom.

PHYSICAL THERAPIST ASSSTANT (PTA) CLUB: Thisclubisopento studentsenroll ed in thePhysical Therapist
Asdgstant Program. It sponsorsfund-raising drivesand sodial/community adivitiesand servesto provide networking
opportunities. Students will learn about careeropportunities in this exciting and burgeoningfield.

SIGM A KAPPA DELTA: SigmaKappa Deltais the national English honor sodety for two-year call egesand confers
distinction upon outstanding students of the English language and literature.To be eligible for membership, students
must have completed a minimum of one college-level English classwith a fiBo average or better, have completed
atleast12 semeder hours, and maintain a minimum overdl 3.3 GPA ona4.0scde.

STEM: This club strives to provide experience and awareness in areas rel&egdrtoe, Technology, Engineering,
and MathematicsMembership is open to all students enrolled at the College who have a strong background the science
and mathematics. Students must have and maintain a 3.5 grade point average to participate.

SYSTEMATIC STUDENT ASSSTANCE CLUB (SSAC): The purpose of the Systematic Student Asdstance Club
isto providestudentswith onlineacademic skill sand toimprovetheknowl edge of students famili arizingthem with the use
of BORIS, Bladkboard,onlineregistration, and requiredclassassignments. The organization also focusesonimproving
individual skill s, productivity, and student knowledge through the useof technology in the classroom.

STUDENT GOVERNMENT ASSOCIATION (SGA): The Student Government Asdation serves and represents
thetotal student body and actsasa catalyst in promoting cooperaton and school spirit among students, facuty, and the
administration. Students of SGA gain training in sdf-government and leadership abilities. SGA officers are elected
duringthespring semester.
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WILD CAT AMBASSADORS are a select group of students who serve as hosts and hosteses for prospective
students, dignitaries,visitors, and numerouscollege- wide functions. To be seleded asan Ambassador is anhonor and
an excellent opportunity for personal and professional growth. Students selectedas Ambassadors possessstrong
interpersonal skill s, leadership qualities, a genuine interes in meeting new people, and a sense of school spirit and
pride. For moreinformation, contactthe Office of the Deanof Students at (251) 405-7087.
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STUDENT INFORMATION

Student Travel

All student-related activitiesrequiring transportation fromthe coll ege campusesmust besupervised by theappropriate
facuty advisor or other college personnel. Students should be transported usng the Collegeés vehicles whenever
possble. At no time, will students be permitted to drive a vehicle of the College. All facuty and staff driversmust
provideproof of validdrive r lftenise and current autoliability insuranceoverag.

1 Use of college vehiclesmust be requested in advance and approvedin writing by the Dean of Students
and the Preddent of the College. No one will be permitted to travel without written approval. Drivers
will be respongblefor requesing asdety inspection.

1  Whenstudentstravel in vehiclesowned by facuty and staff members to attend approved college- related
functions, eachstudent will completea Hold-HamlessAgreement (SeeForm I). Thisagreement releases
the College of any and all liabilities The agreement form can be obtained from the Office of the Dean
of Students. Once completed, the original agreement must be returned to the office of the Dean of
Studentsfor filing.

1 In caseof emergendeswhile traveing, the facuty advisor mustdo whaeveris necessary to
guarantee that students receive arny required medical atention. Once assistance has been provided,
students may resume the trip. No one can continue to travel without theaccompaniment of arespnsble
collegeemployee.

1 All driverswill pick up and return the college vehicles to the parking area on the Southwest
Campus. All sdety violationsmustbe reportedimmediately.

Standar ds of Student Conduct

Students enrolling at Bishop State Community College may rightfully expect that the faculty and administrators
will maintain anenvironment with opportunitiesand freedom to learn in classrooms on all campuses.As members
of the college comnunity, students are encouraged to develop the capadty for criticd judgment, to engage in
sugainedand independent search for truth, and to exercise freeinquiry and freespeechin aresmnsble, non-violent
manner. An applicant for admisgonto the College who has received disdplinary acion from another inditution or
agency may be denied admisson to the College if members of the Admissons Committee feel this applicant&
presence on the campus might be a potential threator harm to the welfare of others. Students shall respect and
obey civil and criminal laws and shall be subjectto legal penalties for violating laws of thecity, county, stae,and
nation.

Students' conduct on al Bishop State campuses and outreach extensions must conform to the College'srules and
regulations. Students are expected to conduct themselvesasresmpnsgbly at all timesand in all placestorespect the
rightsand privilegesof instructos, fellow students,and al staff; andto remainfocusedon their college educatian. At
any time, the College may dismiss students whoseconduct s, in its judgment, detrimental to themsdves or
to the welfare of others. Violators of college rules and regulations aresubjectto disdplinary acton.

Violationsinclude, but arenot limited, to the following:

1.  Willful disdbedienceto thedirecions of college officialsin the performance of their duties.

2. Violation of college rulesand regulations (including thoseconceming student organizations, the use of
college fadlities, or the time, place,and manner of public expression or distribution of materials).

3. Dishonedy and cheating or knowingly furnishing false informationto the Coll ege.

Unauthorized entry to use college fadlities.
5. Forgey, dteraion, or misuseof collegedocuments, records, or identificaton.

6. Obstructonor disruption of clases,administration, disdplinary procedures, or authorized coll egeacivities.
7. Theft or damage to propety belonging to the College, a member of the college community, or a campus
visitor.
8. Disordety, indecent, obscene, or offensive conduct or expresgon, which interfereswith the College's
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

primary educational respnsgbility or adversely affectsa student's standing asaresmpnsble member of the
college community. Campus computer resairces,e-mail addresses,and any other communicationmediums
that students might be allowedto useare induded.

Assult or battery, abuse threatof force, or violence directedto any member of thecollege family oracampus
visitor engaged in authorized activities.

Use, possession, distribution, or presence on campus while under the influence of alcoholic
beverages, narcotics or ary other dangerous drugs such as marijuana, ecstasy, crystal meth,
amphetamines, or illicit and illegal drugs, except as expressly permitted by law.

Possession while on campus or atending campus-sponsored functions of any of the following wegpons:
any instrument or weapon commonly known asbladkjack, slingshot, firebomb, billy club, or metal knuckles;
any dagger, firearm (loaded or unloaded), pistol, revolver, rifle, or Tasergun; any knife, meta pipe, or bar
usedor intendedto be usedasa club; or any item such asa chain intended for bodily harm to any person.
Bishop State resewes the right to review any weapons in the posesion of students that might harm
themselves, clasmates, facdty, staff, and campus visitors. NOTE: Exceptions to theserequirements
indude m-campussecu ity members, law enforcement agendies,or persons givenpermissionbytheCollege
Preddent or his designatedrepresentatives.

Students are expected to attend all clasesassceduled and must receve permisson from theinstructorto
leaveclass. If clasesare rot scheduledfor aparticular reason, students should usethelibrary, visit astudent
lounge, or relaxin campus recregtional areasLoitering in the buildings, parking lots or in automobiles is
prohibited. Students shouldleave campusif they choosenotto utilize therecommendedcampusfacilities.
Students must exercise good task, neatness, and safety for their campus dress and personal appearance.
Students wil| wearappropriate dress for the clasesthey areattending. Shoes, shirts, and other appropriate
clothing mustbe worn by all students. During laboratay classes,students will wear clothing appropriate to
their program of study. In some areasor specific progranms, safety shoesor other special attire may also be
required.
Cleanliness neatness and sense of pride in the College&s appearance are al important agects of the
educdional process. All students are expected to participate in housekeeping acivities asspecifiedby the
department or campus facuty and st&f and to help keep the campusesclean.
Students are prohibited from participating in any on-campus solicitation or salesexcept for acivities or
fundrasersinsitutedor sponsorecdby the Coll ege.
Smoking, the useof smokelesstobaaco, and the consumption of food and drink areprohibited in classrooms
and designated non-smoking and non-eating/drinking areas.Students do have opportunities in clearly
marked, designated areago smoke tobacco, eat, and drink non-alcoholic beverages.
Studentswhodo not bringrequiredbooks, tools, and/or suppliesto classshould expect their grades tobe
adversely affected.
Excessive noi n llowed. The volume of radios, car stereos,iPods, CD and DVD players, and
othermus cal devicesmustnot bedisruptiveto others. Bishop Statefacuty, staff, and other personnel reseve
the right to detemine appropriate noise levels best condudive to the collegeenvironment.
The useof pagers, cell phones,and other electranic devicesare prohibited in the classroom or workplace
unlessapprovedby the instructororimmediatesuypervisor.
Misuse, abuse, and unauthorized use on computing resources, and/or use of computing resairces for
unauthorizedpurposessuchas,but not limitedto, destroying, modifying, access$ng, copying, or downloading
programs, records, or data belonging to the College or another userwithout permisson.
Any other adivity or conduct not specifically addressed within the Standardsof Student Conductthatimpairs
or erdangers ary person or property of the educatianal environment of the College will be presented to the
Deanof Studentsfor formal or informal disdplinary adions
Bullyingwill not betoleraed.
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Student Right-To-Know and Campus Security Act

Bishop State is in compliance with the Federal Student Right-to-Know Act and Campus Security Act regarding
the Cadlegets safety policies.Statisticd Dataregardng completion/persistence rate of all programs is available in
the Office of Admissons and Campus Police. This data is also found in the Appendix in the back of this Student
Handbook.

Admisgons and Registration Committee

The Admissons and Registraion Committee is a standing committee that hears non-disciplinary acalemic
appeals from students currently enrolled at Bishop State orstudents from other collegesor universities seeking
enrollment at Bishop State. Students placed on academic suspenson temrms from other colleges and universities
must appear before this committee for review of their application.

In most cases students on continued acalemic suspenson areineligible for finandal aid and/or scholarships until
their cumulative GPA has returned to the acceptable and required status. Students on suspenson may electto seve
out thesuspension and will bereadmitted on probation after the suspension has beenseaved without having to appear
beforethe committee.

If students wish to appear before the Admisgons and Registration Committee to appeal an acalemic suspenson,
the written request should be addressdto:

Admissons and Registr ation Committee
Bishop State Community College
351 North BroadStreet
Mobile, Alabama366035898

Therecommendation of the committee may be appealedto the Dean of Students.

Students Rolesin Decision-Making
Effecive June 12, 1992, the Coll ege adopted the following statement relative to the students'rolesand
participation in institutional decision-making:

Bishop State Community Cdlege students shall participate in the dedsion-making processof the Callege
through the call ege-widesystem of standing committeesapprovedby the Presdent and through the Student
Govermment Assdation (SGA). Students will serve on all standing comnrittees of the Cadllege. The
president of the Student Governrment Assdiation shall be a member of the College'sadvisory committee.
SGA officersand campus favorites are elecied during at-large elecions by all students each fall semester.
The Student Council membership indudes the SGA officers, classfavorites, freshmen, and sophomore
representatives,and four studentsfrom each campusthathas no eleced representation. Throughparticipation
in the SGA, the Student Council, and various committee assignments, studentswill provideinput regarding
policies,procedures, and regul ations of the Callegewhich &fect their day-to-day matriculation asconsumers
of the callege experience

GRIEVANCES AND DUE PROCESSPROCEDURES
ACADEMIC GRIEVANCES

The Ad Hoc Conmittee Process
Recanizing the right of students to be granted protedion by theincluson of due processin all mattersrelating to
acalemic grievances, the College assures due processthrough the acion of the Ad Hoc Committeefor hearing
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mattersrelated to the acalemic areajnduding the grade appeals process.

PRESIDENT
AD HOC
ACADEMIC OR TECHNICAL DEAN COMMITTEE
AS NEEDED
DIVISIONAL CHAIRPERSON
INSTRUCTOR
STUDENT

To express concernsabout acadlemic maters, students should completethe Official Complaint Form andsubmit the
form tohis or her instructorinitially. Seethe chart below for levds of subsegquent submisson to the appropriate
personnel. In the event of compelling personal circumstancesonly may a student skip over thecollege official atthe
nex level. When circumstanceswarrant suchomisgon, thestudent should inform the personnel in writing of his or
desire to express the complaint at the next highest level. The above procedure should be used for all academic
mattersexcept grade appeal .

Theproceduresfor requesting a hearing for grade appeal aregiven. The
purposesof the Ad Hoc Committee are asfollows:

1. Tohear and receive information and materials relatedto a grievance or grade appeal which may
beinitiated by the student or the steff member.

2. Toreview information presented and make recommendationsto the acalemic or techicd dean regardng
thefindings of the committee.

Conposition of the Ad Hoc Commitee

Toassst intheresolutionof acalemic grievances,the Academic or Techical Dean will assemblean "Ad Hoc
Committee . The Committee will consist of threefacuty members from diff erentdivisions/ departments, one
stdf employee, and one student representative.

Proceduesfor Requesting a Hearing for Grade Appeal
Onceadisputedgradeis received, the student mustappeal the grade by themid-termof the following
samester.

1. Thestwentisinitially advisedto meet with theinstru¢or and/or divisional chairpersoninan

eff ort to resolve the grade dispute.

2. If thegrade disputeis not resoledwith the instructor the student should then meet with the
appropriate dean(academic or techical). Afterthis meeting, two coursesof acion could occur.

a. Thegradeappeal will beclosedif the student feelsthe problemwasresoled.

b. If furtherresdution isrequired, the student should serd a written requestwithin 24 hours
to the dean he or sheoriginally metwith to askfor a subsequent meeting to discussthe
problem. Thedeanwith then initiateformal proceduresand inform theAd Hoc
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Committee of the upcoming meeting.

3. Uponreceipt of the student's request, thedean will notify the student of the sdecied date,time,
and location of the hearing and forwarda copy of the proceduresfor the Ad Hoc Committee
Hearingto the student.

4. Theprinted proceduresof the Ad Hoc Committee hearing will befollowed.

5. If the student is not satisfied with the dedsion of the committee, thestudent canappeal in
writingto the Presdent within 24 hoursafter recaving the committee'srecanmendation
fromthe dean.

6. Uponreceipt of the student's writtenrequestto appeal, the Predgdent will notify the student
within seven(7) days of the final decisionregarding theappeal. Either the Preddent or the
student can delay thistime frame by mutual agreement.

Hearing Procedures
A. Attendanceat Hearing:

1. The Ad Hoc Committee hearings shall be private and confidential and will be limited to persons
involved. Persans present shall indude the committee members, the student requestingthehearing,
his/her adviser, theinvolved staff member, anote-takerto recordthe hearing, and witnessesfor both
parties. Witnesses will be present only when givingtestmony.

2. Thestudent hasthe right to have oneadviser present during the hearing. Theadviser may not address
thehearingor give evidence on behalf of thestudent. In answeringand asking questons, however,the
student may seek advice fromtheadviser before proceeding.

3. Minutes of the proceedings will be recorded, distributed to the committee members, andfiled in
the Office of the Dean All minuteswill bekept confidential.

B. Orderof Hearings:
1. Openingremarkswill bemade by the chairperson of thecommittee.
2. Review of the charges or thereasorfor the hearingwill be made by the committee chair.
3. Opening statement will be made by the party requesting the hearing, either the student or staff person.
4. Testmony and quesioning of witnesesor the review of materials related to the issue will be
conducted.
Both partiesto the acion and the committee members have theright to question withesses.
6. Theclosngstatement by both partieswill be made.

o

C. _Deliberations:
The committee will condua its deliberaions in closed and confidential session and will directits
recanmendationsto theappropiiate dean. Eachcommittee member mustvoteon theacion to betakenand the
recanmendations must be signed by each comnittee member. The dean will notify the student within seven
(7) days of the final decisionregardingtheappeal.

D. TimeLimit on Hearings:

The committee will make a detemination of the total time allottedfor the hearing and may limit thetime for all
aectsof the hearing.
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NON-ACADEMIC GRIEVANCES

Students' inquiriesand grievancesconceming non-academic matters should flow asshown in the chart below. The
arrows denote the communications procesgo and from the administration.

PRESIDENT

GRIEVANCE
DEAN OF STUDENTS COMMITTEE

ASNEEDED

STUDENTS

Wherethere has hbeen serious violation of college policiesand a student's continued presencewill gredly threaenthe

welfare of others, the President or his dedgnated representative will immediately sugpend the on-campus student
pending aformal hearing by the Student Conductand Appeals Committee.

This suspenson shall be temporary and the student is entitledto a hearing atthe earliestpossble time.Congderaion
for re-admittance to the Coll egewill then be determined.

Purpose

The purpose of the grievance proceduresis to provide students with a processto address their differenceswith the

College, disaussthem in anordely and amicable fashia, and resolve them fairly and promptly without theexercise
of economic force or legal acion by either party.

Students may processa personal non-academic grievance on one or more of the following grounds:

1. Improperapplication of callege rules, regulations, and procedures,
2. Unfair treament by a college stdf person, including coercion, restraint,or reprisal;

3. Disaimination becauseof race religion, color, creed, national origin, age, or disabilities;
and

4. Other charactaisticsprotectedby law.

61



Definitions
1. Aqggrieved PersonThe individual making the claim.

2. Coodinatori Thepersondesignated to coordinate Bishop State'seffortsto comply with and

cary out its regponsibilitiesand implement the regulations.
3. Dayi A school day; the calculation of days in grievance procesing excludes Saturdays
Sundays, and holidays.

4. Formal Procedurei A moredetailed proceduredesgned to pemit the studentto follow a
systemof appealsin order to resole the problem. Theformal procedurehaspresaibed
time limitsfor each step.

5. Grievancei A student'sclaim of unfair treatment based upon interpretation, application, or
violation of college policiesand procedures by a member of the college staff or its
representatives.

6. GrievanceDedsion i The written statement of a hearing officer, the findings regardng the
validity of the grievance allegation, and possble correcive acion.
Grievanti Thepersonwho hasagrievanceand is filing claim againstthe offender.
Informal Procedure i A simple procedure dedgned to resole the problem at the initial
level.

9. Resmndenti A person who is allegedto beregponsgble for the violation stated in the
grievance

10. TimeLimitsT The maximum number of days indicatedateach level to file agrievance or
reach a grievance dedsion and communicatethat dedsion back to the grievant. Every effort
should be made to expeditethe proces. However,thetime limits specifiedmaybe extended
by agreemenbf the grievant and the staff person or administrator in charge.

Informal Procedues
In aneffort to resolve grievancesat theinitial administrative level, the College seeks to promote simple, honest,

and straightforward communication betweenthe student and the College. A student who has a grievance should
completethe Qfficial Student Complaint - Form A and submit it to the Dean of Students immediately after the
alleged disaepancy isrecanized. Thegrievant and the Deanof Students will meet to reslve the matter. If the
grievantfeelsthattheproblemisresolvedorif nofurtheractionisneeded, the matterwill beclosed. If the grievant
feelsthatthe problemhas not beenresoled, formal proceduresmay beinitiated within ten(10) working days.

Formal Procedures
Any student may register a grievance when improper treatment, misinterprettion, or violation of college
regulations has occurred. To secureconsideration, adjugment, or settlement of grievances,students shall be free
of interferenceredraint, coercion, or reprisals. The College strivesto resole prablems assoon asposshble and
atthelowest level of authority. If students believe they have a grievance,they may advise the Dean of Students
and request an explanation or relief. If the student is not satisfied with the aciontaken, aformal grievancemay
beinitiated accordingto the following procedures:

STEP 1: Thegrievance mustbe submitted in writing to the Dean of Students within ten (L0) days after
theproblemoccurredor should have beenknown. Thegrievance shall cite the reasons and nature of the
complaint and mustbe signed by the aggrieved person. The Dean of Students will grant the student a
hearing if requestedor may call a meeting. The grievant may be accompanied by one adviser of choice
atthehearing. Within five (5) working days of recept of thegrievance, the Dean of Studentswill reqpond
to thegrievant in writing. If the grievance is not within the Dean of Studentst authority, the Dean of
Students shall advise the student to appeal to the appropriate level at the College.

STEP 2: If not resoled saisfactoily within five (5) working days (excluding Saturdays, Sundays, and
holidays) after recept of reply, the grievance and the Dean of Studen t sy should beforwarded
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to the Preddent of the College. ThePreddent or a designee will grantthe grievant ahearing; the grievant
may be accompaniedby one adviser of choice. The Presdent will provideawritten reply within ten(10)
working days afterrecept of the grievance.

DISCIPLINARY PROCEDURES

Any caseinvolvingviolation of publi shed policiesand regulationswill bebroughtto theimmediateatention of the
Dean of Students. The casemay be disaussed with the student and a mutually satisfactay concluson of the
matter may bereached atthatpoint. If asatisfactay conclusonis not reached, the Dean of Students may referthe
caseto the Student Conduct and Appeals Committee. TheDean of Studentswill givethestudent andthe committee
adequate written of thespecific grourds and the evidence onwhich the disapli nary proceedings are based, and will
forward the committee's recanmendations to the Presdent of the College. Any sanctions imposed by the
committee will besubjectto review by the Presdent, who may approve or amend them asnecessary.

Discipli nary probations and suspensias will berecordedin the student'spermanent fil e.

Reprimand(Written or Verbal)

Definitions

1. ServiceHoursi Completion of tasks under the supervision of callege departmenor
outside agency.

2. Restriction$ Contact with certain people.

3. Counsgling Assessmenti Referral forasesment atacounselngcenterforalcohol/drug
dependence, general mental health, or other counseling issues.

4. Minor Disciplinary Actioni The college administration may take appropriate
disciplinary action, to indude one to five days guspenson, for violation of
cdlegeregulations. Absencesfrom classeswill bedocumnentedduring the

sus@nson.
5. Severe Disciplinary Action i This acton may include (a) suspenson for the

remainder of thesemester (b) suspgenson for oneor more semestes, (C) suspenson
requiring the student to comply with estélished rules and regulations of the
Collegeprior to readmisson, or (d) permanent expulsion.

Any student whosepresence posesa danger to persons or propety or an ongoing threat
of disrupting the academic processmay immediately be removed from classand suspended
for a period of one to five days by the college administration. Law enforcement
authorities will beimmediately notified whenviolation of local and/or state laws occurs.

6. DisciplinaryWarningi Thisisa strong, writtenwarning that if there isa repetition
of the same sanction or any other actionin violation of the Ruesand Regulation of
the Sudent Codeof Conduct, the student can expect additional disdplinary
action. Arecordofthedisciplinary actioniskept onfile.

7. Disciplinary Probationi Whenondisdplinary probation, a student is excluded from

participation in activities for a specified period time, which will be determined by the
hearing committee. Any further violation may lead to suspgenson or expulsionfrom

the College.
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8. Disciplinary Suspensioni A student may beinvoluntarily separated fromthe
Collegeandfromall extracuricular activitiesfor a specified period, after which
readmisson is possble. The chairpersan of the hearing committee shall determine
whenthe
susnsion will becane effectve. A student with one or more violations may be
sugpended fromthe Cdlegefor anindefinite period. A student sugpended indefinitely
may petitionto the Dean of Sudents for reinstaement.

9. Eduational Sanctioni A student may berequiredto provideaspedfic service,or
participate in a specific program, receve specific instrucion, or complete a
resarch assignment. The student is respmpnsble for relatedexpgensesjnduding
expensesfor education, counselng, or treatment, if any expenseisincurredduring
thesusenson.

10.Exclusionfrom College Faciliti es or Activitiesi A student may be prohibited from
attending a class, undertaking coll ege employment, entering a building,
participating in an extracuricuar activity sponsored by the Coll ege,
represeaiting the Callege in an official capadty, or usng other servicesprovided
by the College. Such excluson may befor a definite or indefinite period of time.

11. Expulsioni When astudent hasa record of seriousviolations, he or she may be dismissed
from the College permanently.

12. Interim Suspesion i A student may be susgndedfromthe College or have
privilegesrevokedpending theoutcame of a disdplinary proceeding if, in the
judgment of the Dean of Sudents, the student's continued presence or useof
privileges at the College pending the outcame of the proceeding is likely to cause
harm to facuty, staff, or other students, other specified persons or groups, or
college propetty. The Dean of Sudents will notify the student wheninterim
sus@nsonisconsidered.

13. Restitutioni A student may be assesgbd repair/replacement cost for any damage he or she
causes to campus property.

A. AppealsProcedures

Students have theright to appeal any disciplinary acionsagainstthem which they consider unfair or
unjust. Written appeals should be submitted to the chief student servicesadministrator or tothe
student's "home" campus. Upon receiptof the student's request, an appeals committee will be
assembledto formally addressthe problem.

B. Hearing Procedures
1. TheStudent Conductand Appeals Committee

The committee will include a minimum of five members: a minimum of three(3) facuty and/or
staff employees from various campusesand departments, (one mustbeseleded from the campus
wheretheappeal originated), one student servicesemployee, and one student representative.
2. RightsBeforeand During the Hearing
Thestuwdent charged hastheright beforeand during ahearingto:
a. preseit hisor her side of the stary;
b. preset withesesand evidenceon his or herbehalf;

C. cross-examinewitnessespresenting evidence againsthim or her;and
d. haverepresentation by anadviseratthestudent'sexpense,if any expenseisincured.
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3. Attendanceat Hearings:

a. TheStudent Conductand Appeals Committee hearing shell be privateand confidential
and will belimitedto personsinvolved. Persons present shall indudethe committee
members, the involvedstudent, his or her adviser, the involved facuty and/or staff
employee, a note-takerto recordthe hearing, and witnessesfor bothparties. Witnesses
will be present only whengiving testmony.

b.  Thestulent hastheright to have one adviser present during the hearing. The adviser
may not addressthe hearing or give evidenceonbehalf of the student. in answeringand
akingquestons, thestudent may seek advice fromthe adviser beforethe proceedings.

c. Minutes of the proceedings will be documentedand signedby the members of the
Student Conduct and Appeals Committee. Thedoamentationwill be distributed tothe
involved partiesinduding thecommittee members. A recordng of the tearing will
also bemade avail able to the persons involvedin thecharges.Minuteswil | befiledin
the Office of the Dean of Students and will remain confidential.

4. Order of Hearing:

a. Openingremarks will bemade by the chairperson of thecommittee.

b. Review of the charges againstthe student will bemade, the hearing procedureswill be
reviewed,the student'srights will be explained, and quegions akedby thecharged
student regardng thesemattersshall beanswerel.

c. Thechairpersonshall askthe student charged to plead guilty or notguilty. If heor she
pleadsNOT GUILTY, thecaseshll be presented.

d. Opening statement will be made by the student, facuty, or staff employee who
requested the hearing.

e. Testmony and questioning of witnesses will be made. Both partiesto the acion ard
members of the Student Conduct and Appeals Committee have the right to queston
witnesses. Following the testmony of all witnessesfor the party requesting the hearing,
the other party may call hisor her witnesses.

f.  Clodngstaementswill bemade by the partiesinvolved.

g. Closngstaementswill be made by the committee chairperson.

5. Deliberation:

a. The Student Conduct and Appeals Committee will conduct its deliberaionsinclosed
and confidential sessions, determinerecanmended adionsto betaken, and forward written
notice to the chief student services administrator on the campus where the hearing
takes place, with a courtesy copy to the Dean of Students within 48 hours.
TheDeanof Studentswill notify the student of the Committeets recanmendation.

c. Thenext level of appeal will bethe review of thecomnittee's reconmendations by the
Presdent of the College, who may approve or amend them asnecessary.

d. If the student is not satisfied with the recanmendation of the committee, the student
can appeal in writing to the Presdent within 24 hours after receving the committeets
recanmendationfromthe Dean.

e. Upon receipt of the studentés written request to appeal, the Preddent will notify the
student within seven (7) working days of the final decision regarding appeal. Either the
Preddent or the student can delay this time frame by mutual agreement.

6. Timelimit of Hearing

TheCommittee will make adetermination of the total time allotted for thehearing and may limit
thetimefor all aspects of the hearing.
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SEXUAL HARASSMENT

Bishop State Community College is committed to maintaining a work and/or learning environment free of
objecionable and disrespedful conduct and communication of a sexwel nature, esgecialy when suchconduct
isimposedby one persononanother and adversely affectsstaff members or studentsdemployment relationship or
working/ leaning environment. Unwelcome sexual advances,requestsfor sexual favors, and other verbal or
physica conduct of asexual nature constitute sexual harassnent when:

1. Submissonto suchconduct is made either explicitly or implicitly atermor
condition of anindividual's employment or grade;

2. Submisgonto or rejecton of suchconduct by anindividual is usedasabasisfor
employment/grading dedsions affecingsuchindividual; or

3. Suchconducthasthe purpose or eff ectof interfering with anindividual's
performance or creating an intimidating, hostile, or offensive environment.

A staff member or student all eging either sexual harassment by anyone with supervisory authority or failure by
supetrvision to take immediate acion on the individual's complaint of being sexually harassed by another staff
member(s) may file a grievance. Any individual alleging either sexual harassment by anyone with supervisory
authority or failure by sypervision to take immediate action on the individual's complaint of being sexually
harssed may initiate a formal grievance according to procedures listed in this Student Handbook. Filing a
complaintof sexual harassment will not causeary reflecion on the complaining party& status asa student at the
College nor will it aff ectthe complaining party&s future as a student.

Ini tial Stepsto Resolve a Conplaint

Any student of Bishop State Community College who wishes to file a grievance or complaint concernng Title
IX shall report that complaintin writing to the Coordinator of Title IX asoutlinedin this document within ten(10)
working days of the occurrence. If, after discusson between the student and theTitle IX

Coodinator, it is determined that the complaint canberesoledimmediately, the college official will take action
to resole the complaint and will submit a report within ten (10) working days to the Preddent, detailing both
the complaint and itsresoluion.

Plan of Resolution

If the student's or employee's complaint cannot be resolved immediately, but requires indead a "plan of
resdution,” the college official to whom the complaint was made shall submit a written report to the
Preddent, the College Grievance Officer, and such other appropriate college official(s) asthe Presdent shall
desgnate. Thereport shall be submitted withinten (10) workingdays of the complaintand shall detail thecomplaint
and the planto relve the complaint. Should the Predgdent, College GrievanceOfficer, or

other respective dedgnated officials wish to asdst in submitting the report or instruct the submitting official to
modify the "plan of resoluton," the Presdent, College Grievance Officer, or other official shall inform the
submitting official of his/her intention.

GrievanceProcedues

If any student'scomplaintis not or cannot bereslved atthe first level of supervision, suchunreslvedcomplaint
shall be termed a "grievance." A student who submits a complaint to the appropriate college officialand who is
not informedof asatisfactay resoltion, or planof resdution, of thecomplaint withinten wokingdays, shall have
the right to file with the College Grievance Officer a written statement detailing the grievance. The written
grievance statement shall be filed usng Grievance Form A. which will beprovided by the GrievanceOfficer
andshall indude atleast thefollowing informaton:

1. Datetheoriginal complaintwasreported,;

2. Nameof personto whomtheoriginal complaint wasreported;
3. Factsof the complaint; and
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4. Actiontaken, if any, by therecaving official to resolve thecomplaint.

The grievance statement may also contain other information relevant to the grievance which the grievant warts
considered by the Grievance Officer. A copy of Grievance Form A canbe found in the back of this Student
Handbook.

If the grievance involvesa claim of disaimination based on race,color, disability, sex, religion, national origin,
age, or other characterstic proteded by law, the complaining party should state the specific nature of the
disaimination and, if known, a rderenceto any statute, regulation, or policy which thecomplainant believesto
havebeen violated. The complainant shall file any claim involving illegal disaimination within thirty (30) days
of the occurrence of the alleged disaiminatory actor of the date on which the complai nant knew or should have
known that the all eged disaiminatory acttook place.

Investigation, Hearing, and Findings

The Cdllege shall have thirty (30) cdendar days from the date of the receipt by the Grievance Officer of the
grievance to conduct an invesigation of the alegation(s), hold a hearing (if requested) on the grievance, and
submit a written report to the complainant of the findings arising from the hearing. Grievance Form A shall be
used to report both thegrievance andthe hearing findings. Thehearing findings shall bereportedby the Preddent
or his designee to the complainant by either personal delivery, courier sewice or certfied mail sent to the
complainant's home address.

Investigation Procedures

TheGrievanceOfficer,eitherpersonally or with the assi stance of suchother personsasthePregdent may designate,

shall conduct a factual invedigation of the grievance allegations. Furthermore, the Grievance Officer shall

resarch the applicable statute, regulation, or policy, if any. The factual findings of theinvesigation by the
Grievance Officer shall be stated in a written report which shall be submitted to the

complainant andto the party againstwhom the complaintwasmade (the "Regpondent") and shall be made a part of
thehearing record,if ahearingisrequestedoy thecomplainant. Eachof the partiesshall havethe opportunity to file
written objectons to any of the factual findings and to make their objecions a part of the hearing record.
Publi cations or verified photocopiescontaining relevant statutes,regulations, and policiesshall also be presented
by the Grievance Officer for the hearing record.If the complainant does not request a hearing, the Grievance
Coordinator'sreport, and a recommendation for resdution of the complaint shall befiled with the Presdent, and
acopy provided to thecomplainant and respondent.

Hearing Procedures

If the complainant requestsa hearing within the time frame designated by the Grievance Officer, the Preddent
shall desgnatea qualified, unbiasedperson or committee to conduct eachgrievance hearing. The hearing officer
or committee shall notify the complainant and each respndent of the sdeckd date, time, and place of the
hearing at least seventy-two (72) hours prior to the scheduled beginning of the hearing. The hearing shall be
conductedin a fair and impartial manner and shall be open to the public unlessboth partiesrequestin writing
that the hearing be conducted in privateto the extent that therewill beno violation of any applicable " Sunshine
Law."

At the hearing, the complainant and the respndent shall be read the grievance statement. After the grievance
is read into the record,the complainant will have the opportunity to present such oral testmony and other
supporting evidenceas he or shedeemappropiiatesto his or herclaim. Eachrespondent shall then be given the
opportunity to present such oral tesimony and other evidence he or she deems appropriate to the
respndent's defense against the charges. In the event that the College or the administration of the Callege
atlargeis the party againstwhom the grievanceisfil ed, the Preddent shall designate arepresentative to appear at
the hearing on behalf of the respondent.

Any party to agrievance hearing shall have theright to retain, attheregecive party's cost,theassistance of lega
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counsel or other personal representative. However, the respective attorneys or personal representative, if any,
shall not be all owed to address the hearing body or quedion any witnesses.In the event that the College is the
respndent, the college represantative shall not be an attorney or use anatorney unlessthe complainant is
assistedby anattorney or other personal representative.

Thehearing shall be recordeckither by a court reporter or on audio, video, or other electronic recordng medium.
In addition, all itens offeredinto evidence by the parties,whether admitted into evidence or not, shall be marked
and presevedaspart of the hearingrecord.

Report of Findings and Conclusionsof Law
Following the hearing, there shall be a written report to the Pregdent of thefindings of the hearing officer or the
chairmanof the committee, and thereport shall contain at leastthe following:

Dateand placeof the hearing;

Thename of each member of the hearing committee;

A list of all witnessesfor all partiesto the grievance;

Findings of factrelevant to thegrievance

Condusions of law, regulations, or policy relevant to thegrievance; and
Recanmendation(s) to the Presdent arigng fromthe grievance and the hearing thereon.

o A~wN R

AVAIL ABLE APPEALS

The Preddent or his designee shall submit a completed report, usng Grievance Form B T Part Il to the
complainant and the respndent(s) and shall indude a copy of the report of the hearing officericommittee. If the
grievanceinvolves aclaim of sexual harassment, the complainant shall havethe right to appeal thedecision of the
hearing officer or committee to the Chancdlor of the Alabama Community College System, provided that:

1. A notice of appeal isfiled, usng Grievance Form B 1 Part |1, with the Grievance Officer
and theChancellor of the Department of Postsecadary Educationwithin fifteen (15) calendar
days following the complainant's recapt of the committee report. The notice of appeal
containsclear and spedfic objecion(s) to thefinding(s), concluson(s), or recanmendation(s)
of the hearing officer or committee.

If the appeal is not filed by the close of businesson the fifteenth (15%) day following the
Complainant's recept of the report, the Complainant's right to appeal shall be forfeited. A
copy of Grievance Form B isfoundin the back of this Sudent Handbook.

A. Chancdbr'sReview

TheChancdlor shall havethirty (30) calendar daysfromhisor her recept of thenotice of appeal
toreview andinvestgate theallegations contained in thegrievance, toreview the hearing record,
to hold an appellate hearing (if deemed appropiiate by the Chancdlor), and to file a report
of the Chancdlor's findings of fact and conclusons of law. The Chancdlor shall havethe
authority to (1) affirm, (2) reverse, or (3) affirm in part and reverse in part, the findings arisng
from the Cdlege Gievance Hearing. The Chancelor's report shall beserved to the complainant
and regpondent(s) by personal delivery, courier sewvice or by certified mail, return recept
reguesteal, to thecomplainant and respndent(s) attheir respective home addresses.

B. Appeal to the AabamaCommunityCollege System

Except in casesnvolving a claim aleging illegal disaimination based on gender, handicep or

disability, the Chancelor's report shall not be appealable. Pursuant to Alabama Community

College System policy, a complainant who is alleging a claim of ill egal disaimination

based on gender, handicap, or disability may file an appeal to the Alabama Community College
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System for a review of the Chancellor's findings and the findings arisng from the College
GrievanceHeaing. A complainant who hasgroundsfor appealing thefindingsof the Chancellor
to the Alabama Community Coll ege Systemmay do so by:

A Filing the notice of appeal, usng Grievance Form C, to the Alabama
Community College System within fifteen (15) calendar days following the
complainant 'sreceipt of the report of the Chancellor'sfindings; and

A Specifyingin the notice of appeal clear and specific objecion(s) to the
finding(s), concluson(s), or recanmendation(s) of the Chancdlor.

If the appeal is not filed with the Chancelor by the close of business on the fifteenth (15%)
day following the complainant's recept of the Chancellor's report, the complainant's right to
appeal shall beforfeited. A copy of Grievance Form C is found in the back of this Student
Handbook

C. Reviewbythe AlabamaCommunityCollege System

The Alabama Community College System shall have thirty (30) calendar days following
itsreceipt of the Complainant's notice of appeal, [which shall be presented to the Board of
Trustees at, or prior to, its next meeting following the recapt by the Chancdlor of the
notice of appeal] to invesigate and review the allegations contained in the grievance, to
review the reports of the Chancellor and the College Hearing Officer/Committee, to hold
an appellate hearing, and to file a report of the Board of Trusteesd findings of factand
conclusonsof law. TheAlabama Community College Systemshall have the authority to
(1) affirm, (2) reverse,or (3) affirmin part andreverse in part, the findings,and condusons
of the Chancellor. The report of the Alabama Community College System, through the
Boardof Trustees, shall besewredto the complainant and respondent(s) by personal sevice
or by certified mail, returnedreceipt requested, to the respective home addresses of the
parties. The report of the Alabama Community College System shall not be further
appealable within the Al abamatwo-year college system.

However, the complainant shall not be precluded from fili ng his or hergrievance with an
appropiiatecourt or anadministrative agency suchasthe Office for Civil Rights of the U. S.
Department of Education or the Equal Employment Opportunity Commisson.

A Geneal RuleonFilings
If thelastdate for fili ngadocument under these proceduresshall fall on a Saturday, Sunday
orlegal holiday, thedate of the first working day followingtheresgective Saturday, Sunday
orlegal holiday shall beconsidered the deadlinedate.

A TheAlabama State Postseconday Review Entity (SFRE)
Students and prospective students may sesk resdution of problams related to
management, improper conduct of the facuty or staff, misleading or inappropiiate
advertisement or promotion of the institution's educational programs, or the Title IV
student financial assistance programby following the SPRE complaint procedures. To the
extent possble, however, students must sesk resdution of such problems through the
college'sinternal grievance proceduresbeforeinvolving others.

Students should contactthe SPRE office only if the inditution is unable to resolve the
problem. The Alabama State Postsecondary Review Entity Office is locaed at the
Alabama Commission of Higher Education in Montgomery, AL. To reachSPRE by
phone, call 1-800-960-SPRE (7773).

The local SPRE contact person for Bishop State Community College is Dr. Terry Hazzard, Dean of
69



Students. His office is located in the Delchamps Student Life Conference Complex. Phone is (251) 405

7087.
STUDENTS WITH DISABILITIES
Grievance Procedures for American Disabilities Act (ADA),
Section 504, and the Rehabilitation Regulations
Purpose

Students with disabilities have the same rights and responsibilities as other student enrolled at Bishop State
Community College In addition, special assistance will be provided as needed to help students with
disabilities reach their full potentials in meeting program/course requirements. The purpose of this grievance
procedure is to assure that no student is denied accesdnstthigion or to any programs offered by BSCC
because of disability.

Procedures

Any student who has a grievance based on discrimination because of a disability may follow the informal or
formal procedures as stated in the Policies and Procedures Sé¢tieADA Handbook for Disabled Student
Services, or submit a written complaint directly to the Section 504 Coordinator/Dean of Students. A copy of
this document can be located in the Office of the ADA/DSS Coordinator on the Main Campus in Disabled
Student Services. For more information, call (251) 40828. Also, appeal may be made to the Department

of Education, Office of Civil Rights, at any point in the grievance process.

TITLE IX GRIEVANCES

For Gender Equity Violations
Purpose
The Title IXgrievance procedure is designed to assure that no student is denied access to the institution or to any
program or services offered because of his or her gender. Every effort is made to enhance open and candid
communications among students, faculty, staffd the administration. When problems are encountered and
students are convinced that a violation of their rights has occurred because of their gender, which is a Title IX
violation, an informal or formal complaint should be filed.

Informal Procedures

A written claim may be filed with the Title IX Coordinator if a student is convinced that a violation of the Title

IX regulations has occurred. The claim must be filed within 10 days after the alleged violation. If desired, a pre
grievance meeting with thespondent, the grievant, and the coordinator may be requested. Every effort should

be made to resolve the problem at this meeting. The meeting may be held at the option of the student and is not a
pre-condition or a requirement for submission of a morenfdrgrievance.

Formal Procedure

When a grievance is not resolved at agnievance meeting or at the informal level, the student may pursue the
following steps to secure satisfactory resolution of the problem. The formal grievance should be filed without
encumbrances. Forms to be used in filing a formal Title IX grievance may be obtained from the Title I1X
Coordinator.

Step I: SUBMISSION
The grievance must be submitted to the Title IX Coordinator within ten (10) days after approptiate

processing measureshave beentakenaspre<ribed by theform. Asdstance may besecured fromtheTitle
IX Coordinator or other desredindividuals.

Stepll: INVESTIGATION
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Steplll:

The Title IX Coordinator shell investgate the matter and take appropriate procesing measures, and
give written notification of the outcome to the grievant within fifteen (15) days after recept of the
grievance decision.
NOTIFICAT ION

SteplV:

In the event the grievant is not saisfied with the grievance dedsion received in Step Il, the Title IX
Coordinator mustbe notified within ten (10) days afterthededsionisreceived.
HEARING

The Title IX Coordinator will file the grievance with an appropiiate hearing officer for proper
processing atthis level. Thegrievant mustbe notified of the grievancededsion within twenty (20) days
of recapt of the grievance.

StepV: Filing of FORMAL GRIEVANCE

StepVI:

Disatisfacion with the dedsions made at Step V entitlesthe grievant to file a formal grievance with
the Preddent of the College within ten (10) days after receving the outcome of the hearing.
STUDENT NOTIFICATION

The president will review the adions taken at each level, make a decision on needed course of acion,
and give written notification to the student within twenty (20) days.

If the grievant is still not satisfied, the grievancemay befiledwith theU. S. Department of Education, Office of
Civil Rights.

Satisfacion with the decision at any of the steps above eliminatesthe steps that follow and requiresthe student
tonotify theTitle X Coowinator or thestudent servicesadministrator of acceptance of thededsion within five (5
days) afterrecept of thegrievancedecision.

NOTE:

At ary point in the process, the grievant may appeal direcly to the United States Department of

Education, Office of Civil Rights.

Grievance Oficer
Title IV, VII, and | X Coordinator
U. S. Departnent of Education

Titles IV, VII, and 1X Office of Civil Rights

Mrs. Madeline Stokes 101 Marietta Powers, Suite 2700
Director/Federal Programs Atlanta, GA 30323

Director, BakerGaines Central Campus (404) 2215960

1365 Dr. Martin Luther King, Jr. Avenue
Mobile, AL 366035898
(251) 4054457
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COLL EGE REGULATIONS

ACCIDENT REPORTING: Vehicle accidents or vandalism on campus should be reportedimmediately to the
Campus Police Force. Cdl (251) 405-7060 for more information.

CONVOCATIONSACTIVITIES: Studentsare expected to attend all official callege convocaionsaswell as
acivitiesof the Student Goverrment Asdation and regular collegeconvocations

BULL ETIN BOARDS: Bulletin boardsare locaed throughout the campuses. Announcements are posted on
theseboardsfrequently to notify students of coming eventsand adivitiesand provide other pertinent information
for students ard stéff.

Noticesplacedon theseboardsby student organizations musthave the approval of Dr. Tery Hazzard, Dean of
Students, at (251) 405-7087 for information. Noticesto be placedby non-studentsor by students not represeanting
a student organization mustbe approved by the Office of Student Services.Approved noticesmayremain posed
for two weeks.

CHILDR EN ON CAMPUS:. Due to risks involved, students are PROHIBITED from bringing children on
campus andto class. Children may not be left unatended on campus. Students are expected to arange for
childcareresmnsbly without the involvement of the College. Bishop State assumes no resnsbility for the
sypervision of students'children.

HOUSING FACILI TIES: The College does not provide housing fadlities on or off campus. However,
studentsmay obtainnamesof personswhoofferprivateaccommodat onsfromthecounselorsoradmisgons officers.
Students areencouraged to live at home and commute.

IDENTIFI CATION (ID) CARDS: All students are required to have a Bishop State Community College

identification card. The ID card will be taken when a copy of the current classsdedule and valid Driver

Licensesarepresented. ThelD cardmustbein the student's possssion atall timeswhenoncampus. 1D cards are
isued duringthe reagistration periods. ThelD cardis requiredfor student rates at atletic events and other campus

acivities. Thefollowing regulationsapply tothelD cardsystem:

1. ID cardsarefor personal use only and ARE NOT transferabe.

Students who violatethe privilegesare subjectto disciplinary acion.

3. ID cardlossor theft should bereportedto Student Servicesimmediately and a
replacement obtained.

4. ThelD cardreplacament chargeis $5.00.

N

LOST AND FOUND: Lost and found articles should be reported to the Office of the Dean of Students or
Student Servicesand may beclaimed yon properidentification by the owner. Articlesnot claimed within thirty
(30) days or beforethe end of the school year will bediscarded.

MOTORVEHICLE REGULATIONS
A. REGISTRATION:

1. All students operatng motor vehicles on the BSCC campuses must register their
vehicles,preferally at the time of classregistration.

2. Redstered vehicles will be issued a BSCC parking decd. To obtain a decd after
registration, the student must present a current student ID card and/or receipt for fees paid.
Thereisno chargefor parking decds. Vehicle registration proceduresapply to all students,
both full-time and part-time.
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3. Thedecal shal beaffixedto therearview mirror, sothatitisclearly visible. Motorcyclesard
similar vehiclesshall display the pemit onthe REAR of thevehicle, so it isclearly visible
from behind.

4. If a decal is lost, becane illegible, or expires, it is the student's resmnsibility to
immediately re-registerthe vehicle.

5. Decdsarenon-transferabe.

6. Thepersonwho registeredavehicle and wasisaied the decalis respnsble for that vehicle
at al timesregardesstowhoisdrivingit. If thevehicleissold, thedecalshould beremoved.

7. Parking permits are subject to revocationby the College Administration in the event of
repeatedviolations of campus parking and traffic regulat ons.

8. Hardicapped parking will be permitted for Alabama handicapped license tag only. A
temporary handicgoped pemit may be issled to a student with a demonstrated
ambulatory limitation. Contactthe Campus Policeforce for additional information.

B. PARKINGREGULATIONS:

1. Bading into or pulling through campus parking spaces is prohibited. The decd
displayed on the rear view mirror must be visible from parking lot throughways at all
times.

2. Student parking decds permit parking in al unmarked areas. Blue curb colors are
resevedfor handicappedparking.

3. Reseved spaces are resticted Monday i Friday, 7:00 am. to 5:00 p.m. Handicgoped
parking spacesarereseved at all times.

4. Temporary use of an unregistered or borrowed vehicle must be indicated by a note,
whichisaffixedto thefront window of thepassenger side. Thenote mustbedated and signed
by appropriatecollegepersonnel. Noteswill beaaceptedforaperiodof fivedaysonly. Should
use of the unregistered vehicle berequiredfor longer periods,contad the CampusPolicefor
atemporary decd. Failureto comply withthisregulationconsitutesimproperdisplay of the
decal.

5. If overright parkingis necessry, please notify the Campus Police Department.

C. TRAFFIC REGULATIONS:

1.

No person shall willfully fail or refuseto comply with a lawful orderor diredion of any
membersof thecampus police department or employeeswith authority to direct,contral, or
regulatetraffic.

The campus police force shell placeand maintain traffic control devices, signals, signs, and

markings in compliancewith state laws and city ordinances;asdeemednecessry for the safe

regulation of traffic. No person shall willfully fail or refuseto comply with suchtraffic control
devices.Nor shall any person alter, deface,injure, knock down, or remove suchtraffic control
devices.

Any driver arestedfor driving under the influence of alcohol or drugs will be chargedin the

County Courtof Record subjectto provisionsof Secion32-A of theAlabamaTraffic Coce.

No person shall drive avehicle fasterthan10 M.P.H. on any campuses.

The driver of any vehicle involved in an accident which resuts in injury or death of

another person, or damageto the property of another, shall immediatel y stopthevehicle atthe

scene of the accddent and remain there and follow these procedures:

a. Thedrivershall notrender any medicd aid to an injured person.

b. Thedrivershal givehisorher nameand addressand theidentification number of thevehicle,
and shall exhbit his or her driver'slicenseupon request to any officer of BSCC and/or to
theinjured person.

c. Thedriver shall immediately notify the Campus Police Department and shall remain at
the scene of the accident until aninvedigationis completed.

d. If theaccidentinvolvesa collision with an unattended vehicle, thedriver shall immediately
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stopandnotify the Campus Police.

D. OTHERREGULATIONS AND PROVISIONS:

1.

o

The parking and traffic regulations gply to motorcycles, motorbikes, motor-saooters, and
mopeds justas they apply to othervehicles.

No motorized vehiclesor bicycleswill be pemitted to operateonthe campus sidewalks except
vehiclesfor disabled students.

Every operator and passenger of a motorcycle or motor-saoter shall wearanapproved s&ety
helmetwhilethevehicleisin motion on aBSCC campus.

Cdllege vehicleson emergerty businessareexanpt from the rulesof this secton.
Skateboardingin parkinglots and onsidewalks atBSCC is prohibited.

The Cdlege assumesno respnsbility for damage to motor vehiclesor for any losswhilethe
vehicleisdrivenor parkedonits campuses.

E. PENALTIES: A fineof $10.00 will becharged to violatorsof calege parking regulationsfor paking:

1.

©® N AW

within 10feet of afire hydrant;

inaloading zone;

inadriveway;,

in adesignatedtow-away zone;

onasidewalk;

onthelawn;

out of zone;

double parking, or otherwise obstructngtraffic; and
backinginto or pulling through parking spaces.

F. PERMIT-RELEASE OR DENIAL OFFENSES: TheCollegereservestheright to revoke or deny a
parking permit to any person for:

1.

a s

failing to registeravehicle for adecd;

falsifying recordsfor the purposeof obtainingor attempting to obtain a zone permit;
dteringapermit;

obtaining a pemit for anunauthorized person; and

usngapemit on avehicle other than theone for which it wasisaued.

Thisisanimproperdisplay of the pemit.

Fines not settled within the current semesterwill reallt in the student havinga " Traffic Hold" placedon hisor
her record.Thiswill prevent the student from registering for any classesat Bishop Stateuntil thefine is paid and
the"Hold" hasbeen cleared.

POLICIES AND PROCEDURES FOR EMERGENCIES

. PROCEDURESFORRESPONDING WHEN EMERGENCY MEDICAL ASS STANCE

|SNECESSARY

A. The Campus Police Force SHOULD NOT attempt to render direct emergerty medicd

asistance to persons on the campuses who suffer an injury or illness unless the officer
posesesa certificatethat fully qualifieshim or her to render the specific kind of emergercy
medical assistancerequired.

If emergercy medical assistance is required before or after regular school hours on al
campuses,students should immediately dial 9-1-1.

C. Firgtaidkitsarestrategically locaedin key offices,shops,and laboratories of all campuses.

74



PROCEDURESFOR RESPONDING TOFIRES

A. MINOR FIRES: A minor fireisonethatcanbe brought under control with afire extinguisher.
Persons encountering a minor fire on the campus should first acivatethe nearest fire alarmto
begin immediate evacution of the fadlity. All facuty, staff, and students are advocated to
follow the Collegeds emergerty escape plan in acalm and orderly fashon.

After acivating the fire alarm, the person who dismveredthe fire should proceed to the
nearest fire extinguisher and use it to extinguish the fire, in aacordancewith the basic
operaing regulations printed on theextinguisher.

B. MAJOR FIRES: A majorfireisonethat cannot be brought under control single-handedly with
afire extinguisher. Persons encountering a major fire should first acivatethe nearest fire alarm
to begin immediate evacation of thefadlity. They should thendia 911, identify themselves,and
givethelocationof thefire. Then they should proceed to themain entrance of the campus to meet
the firetruck and directfire department personnel to the fire.

C. OTHERPROCEDURESTO FOLLOW IN CASE OF AMAJORFIRE:

1. Eachstructureon all campusesis equipped with an emergerty escape plan that is
posted through-out the structure. All people indde the structure should follow the
evaauationplan camly, orderly, and promptly.

2. If thereisnovisible escape plan, individuals should camly determine which stairway
and/or exit is closestand proceed in that diredion.

3. Beforeattemptingto open acloseddoor, touch the door handleto detemineif it is hot.
If so,do not openthedoor; immediately search for anatemative exit.

4. If dl exitsareblocked, go to awindow and shout for help.

5. If youareexposed to smoke, crawl out of thefadlity, crouching aslow as mssble to
minimize smoke inhalation.

6. Torelease smoke from the structureand to allow air to get in for improved ventilation,
openthe top and bottom windows i if itissdeto do so.

7. Once evayone has evacuted the building, all individuals should proceed to a
designated gathering areato account for all who had beenin thebuilding. Be mindful of the
fire-fighting efforts and stay out of the firemen ®way. Alert fire officialsimmediately
if you believe others might till be in the structure who would require assistance for
existing.

8. Persons who evacuate a structure should NOT attempt to return to the building to
retrieve personal belongings or for any other reaons until the building has beencleared
for re-entry by college administration, faculty or staff, firemen, or other emergery
officials.

PROCEDURESFORINCLEMENT WEATHER
In the event of indlement weaher, the Office of Public R ationswill issueastatement onall local radio and

television stations Students should usetheir own judgment and not take unnecessary risks if they live in
areassibjectto flooding. Policiesand proceduresfor reponding to indement weaher areasfollows:
A. HURRICANESAND RELATED FLOODING:

1. A hurricanewatchisissued whenevera hurricanebemmesathreatto coastal areas.
Personsin theareaof the watchshould li sten for further advisoriesand be preparedto act
promptly if ahurricane warningisissued.

2. A hurricanewarning is issuied when hurricane winds of seventy-four (74) miles per
hour or higher or a combination of dangeroudy high water and very rough seas are
expectedin aspecific coastal area within twernty-four (24) hours.

3. When thecampus areais threaened by the dfectsof a hurricane, thefollowing steps
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should be taken:

a. Keep a battery-operaedradio tuned to a local station and follow the instructons.
Remain cam, follow evacuation direcives, and move out of the structure to
designated higher grounds.

b. Turn df al utilities,do not touch any electical equipment unlessitisinadry area,
andavadd the useof telephones.

c. Avoidtravelin automobilesor vehiclesof any kind sinceroads may bewasted away
by flood waters and rapidly rising waters could cary the vehicle away.

d. People trappedin a structureby rapidly rising flood waters should move to the top
floor or roof of the structure and wait for help. They should not attempt to swim to
safety.

e. People should not befooled if the"eye" of the hurricane pasesoverthe campus.
There will bealull in thewinds lading from five to thirty or more minutes,and atthe
othersideof the"eye" thewindswill increase rapidly to hurricane force and will come
from the oppostedirecion.

f.  Once a hurricane has pas®d, people should remain insde until informed by
authoritiesthatit issdeto leave.

g. Peopleshould keep their radiostuned to local stationsfor updates and other vital
information.

h. Stay out of disasterareas since sightseeing interfereswith essentia resue and
recovery work and may be dangerousaswell.

i.  Avoid looseor dangling wiresand report them immediately to the authorities.

j.  Makeaconsdous effort to prevent firessincedecreased water presaure may make
fire-fightingdifficult.

k. Beadertfortornado watches and wamings sincetornadoesare frequently spawnedy
hurricanes.

Review the policiesand proceduresfor Respnding to a Tornado Watchor
Warningli sted below.

B. TORNADO WATCH ORWARNING:

1.

WhentheNational Wesather Serviceisaiesatornadowatch, it meansthat tornadoesand severe

thunderstorms are possible. When a warning is issued, it means hat a tornado hasbeen

detected.

When atornado watchor warninghasbeen issied during the regular work day, the ranking

securty officer on duty shall notify the offices of the Presdent and of each administrative

officer. Each administrative officer shall notify each divisional head under his or her

supervision and all employeesand studentswill benotified. Whenatornado watchor waming

has been isaued outdde of the hours of the regular work day, the ranking securty officer on

duty shall notify anyone who may be working or onany of the campuses.

When a tornado warning has been issued, persons shall be directd to take the following

sdety precautions

a. Takeshelterimmediately and do not go outdoors.

b. Closeall windows and doors.

c. |If possble,sesk refugein abasement, the seestplaceto be during atornado.

d. If abasementisnotavalable,seek refugeinasmall roomwith nowindows, suchasacloset
or bathroom.

e. If therearenosmall roomsavailable,take coverunder heawy furnitureinacentral roomin
thestructure.

f.  If there areno central rooms avail able, take refuge in a hallway away from any doorways
or windows. Sit with your back againstthe wall and with your kneesdrawn into your
chest.
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4. All precautionsthatareput into effectin respnseto atornado warningshall remainin effect
until an authorized official of the Collegeindicatesthat theimmediatethreat of atornado has
passed.

IV. PROCEDURES FOR TERRORISTS6 THREATS: In the event of a pending terrorist threat, the
person receiving the complaint should notify the campus police/secuity or cdl 911 immediately. The
threatlevel will beimmediately evaluated to detemmine what steps will be takento protectfacuty, stdf,
students,and campus property.

A. ThreatLevel
1. Vague Threats- uswally do not require evaauation, though this will be a decision left with
the poli ce department. Individuals in the immediatethreat areawill be notified via police
personnel.
2. Specific Threats- occur whenthe threat is spedfic in regardsto time and locétion.

Depending upon the specific circumstances, evacuation becomes a very real possibility.

The threat of injury or death to personnel will be weighed against thepossble confuson,
panic, and disruption of sewvices.Thedecisionto evacuatewill be madeby police department
officials. In the event of an evacuation, department heads will be responsble for the
evaclation of facuty, stdf, and students under their supervision. Evacuation routes used
during practice fire drills will be utilized, unlessotherwise directedby the campus police.

B. Notificationof OutddeAgencies
1. TheF.B.l., MobilePolice Department, Al abamaBureauwof Investgation, and theMobile
Couwnty Sheriff's Department will be notified after a specific threathas been verified. Bishop
State Campus Police Officerswill contain the situation, pending the arrival of outside
agendies.
2. Campus layout and detailed building planswill be made available to assisting
agencies.

V. WILDCAT ALERTEMERGENCY SYSTEM
Bishop State Community College utilizes theWildcat Alert emergercy aert and notification system.
WildcatAl ertdeliversrapid, multi-platform messagesin the event of anemergerty to students, facuty
members, and stef. Thiswill beyour bestsaurce for timely information and instructons in the event
of any campus emergerty. Pleasevisit the College webste atwww.bishop.eduand click onthe word
Emergercy identifiedin red.

SELLING ON CAMPUSES: Thesectononfi Fndraising Policy and Procedur e isanisfound in the backof
this Student Handbook.

TELEPHONES: P& telephones are locaed throughout the campuses of the College. Specificaly, pay
telephones may be found in the student lounges and some shop areasfor students' use.Please be courteous
and limit your callsto three(3) minutes. Office phones may not be used to make personal calls.

VENDING MACHINES: Vending maclines have been placedin convenient areas on al campuses for
students'use. Students mustrefrain from abusng, loitering, or littering around thesemacthines.

VISITORS: Students areencairaged to invite their famili esand friendsto visit the campuses.However, students
must have the ingructor'spermisdgon before inviting visitorsto a class Onthe Main and Baker-Ganes Certral
Campuses, students' visitors must stop by the Office of the Campus Police for avisitor's pass Dueto the
nature of the Carver and Southwestcampuses,visitorswill belimitedto persons having legitimatebusinessin that
department or onthose campuses.
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CRIME STATISTICS

As required by Pubic Law101-542 and the Fedeal Jeanne Clery Act, statistics will be made availableconcerning such crimes
as murders, rapes,robberies,aggravated assaults, burglaries, and motor vehicle theft occurring onthe campusesof
Bishop Stae Community College. All inquiriesrelative to crime statistics should be directedto Campus Poalice at
(251) 405-7060. Crime statistics data areaso found in the Appendix of this Sudent Handbook.

FAMILY EDUCATIONAL RIGHTSAND PRIVACY ACT OF
1974
(FERPA)

For Bishop State Community Collegeto comply with requirements of the Family Educational Rights and Privacy

Act of 1974 (FERPA), the following policies and procedures have been estdlished. Bishop State Community

College accords all rights under the law to students who are declared independent. For this policy, whenever a
student has attained eighteen (18) years of age OR is attending an insitution of postsecandary educdion, the
pemisson or consent required of and the rights accordedto the parents of the student shall thereafter only be
required of and aacordedto the student. Regonsibility for protecton of the privacy of student educational records
restsprimarily with the Regist r aOffiges

Educational recordsaredefined by FERPA to include record, files,documents, and other materials that contain
information directy related to students and are maintained by an educatianal agency or insttution or by a person
actng for such agency or insitution. There are exceptions to this definition of educational records as published
in the GUIDELINES FOR POSTSECONDARY INSTITUTIONS FOR IMPLEMENTATION OF THE
FAMILY EDUCATIONAL RIGHTSAND PRIVACY ACT OF 1974AS AMENDED, Revised Edition 1995,
apublication of the AmericanAsodation of Collegiate Registrarsand AdmissonsOfficers.

Students' Accessto Their Educational Records
All studentshavetheright to review their educational recordswith thefollowing exaeptions asoutlinedby FERPA:

1. Recordswhich aredevelgedby and arethe sde possssion of facuty, staff, and other personnel, and which
arenot accessibleto other persons.

2. Recordscreated and maintained by a physician, psychiatrist, psychologist or other professional or
paraprofessional acting in thecagpacity havingto dowith the treatment of astudent. Notethat a physician or
other appropriatp r of essi onal of the studentds.choice may pe

3. Recordscreated and maintained by law enforcement units sdely for law enforcement purposes,and which
arenot made avail able to other persons except law enforcement officials of the samejurisdction.

4. Financial recordsof studert&s parentsor any information contained therein.

5. Corfidential letters and statements of recanmendations placedin the educatianal record of a student
beforeJanuary 1, 1975.

6. Corfidentiallettersand statementsof recommendationwhich areplacedintheeducational records of student
or afterJanuary 1, 1975, if thestudent has waived his/herrightsto inspect andreview theletiersor statements.

7. An employment recordwhich is used only in relationto the studentés employment by the College, except
whereanindividual in atendanceat the College is employed asareault of his’her status asa student.

To review records, students and former students may go to the Admissons and RecordsOffice, present a valid
photo identification card, and askto review therecord.If it isan inappropriate time to retrievetherecordon short
notice, students may be requestedo complete a"Reguestto Review Educaion Record" form in the Admissons
and Reaords Office. Becaise of various circumstances, the College may delay to a maximum of forty-five
(45) daysorelease of therecods for review. The Callegeis not requiredto provideaacessto recordsof applicants
for admissonwho aredeniedaaceptanceor, if accepted, do not atend.
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Challengeof the Conterts of Educational Records

Students may challenge information in their educaiond recordsthat they believe to be incorect, inaccurate, or
inapproptiateif they do so within one year of theterm in queston. This challenge mustbe in writing and must be
submitted to the appropriate Dean. The Dean must decide within a reasonable period whethercorreciveacion
will betaken, and the Dean mustprovidewrittennotificationto thestudent and the Student ServicesOfficer of the
correctve acton that has been approved. Studentswho arenot provided full relief sought by their challenge must
bereferedto the Dean of Students who will inform them of their right to a formal hearing. Students mustmake
their request for a formal hearing in writing to the Dean of Students. Thefollowing proceduresshall apply:

1. Thehearing panel that will adjudicae suchchallenges will be the Admissons and Regstration
Committee.

2. Within areasaable period of time after recaving the written requestfor a hearing, the chairperson of
the Admisdons and Registration Committee must inform students of the date, place,and time of the
hearing reasaably in advance of the hearing.

3. Studentswill be aff ordedafull and fair opportunity to present evidencerelevant to the issueraised.
They may be assistedor representedat the hearing by one or more persons of their choice, including
an attorney, attheir expense.

4. Dedsionsmade by the Admissions and Registration Committee mustbe in writing must be based
soldy onthe evidence presentedat the hearing, and mustincude a summary of theevidence andthe
rea®nsfor thededsion. Thededsion should be deliveredin writing to both the student and the
Dean of Students.

a. The Admisdons and Recads Office will correct oramend the educational recordin accordance
with the dedsion of the hearing if the decision is in favor of the student and inform the student
inwriting of the amendment.

b. Should Bishop State Community College dedde not to amend the recad inaccordancewith
the student's request, the Admissons and RecordsPersonnel must inform the student that:

1. The student hasthe opportunity to placewith the educatiana recad a statement commenting
on theinformationin therecad or a statement setting forth any reason for disagreeing with the
dedsionof the hearing.

2. Thestatement placed intheeducational recordby the student will bemaintained

as part of the record for as long as the record is held by Bishop State Community
College.

3. This record,when disclosedto an authorized party, must indude the statement filed by the
student.

4. Challengesto information in educdional recordswill not be heard if more than one year has
elapsedsincethe quarterin quedion.

Disclosure of Educational Record Information
Bishop State Community College shall obtain written consent from students before disclosng any personally
identifiable information from their educaiona records. Suchwritten consent must: (a) specify the recordsto be
released, (b) state the purpose of the disdosure,(c) identify the party or classof partiesto whomdisdosure
may be made, and (d) be signed and dated by the student. FERPA statesthat certain information from student
recordsmay be clasifiedas"directay information.”
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Thefollowinginformation hasbeen dedared by Bishop State Community College as"directay information: 0

Name of studert

Address, induding email

Telephonenumber

Date/placeof birth

Major/fieldsof study

Participationin officially recognizedadivitiesand sports
Height/weight of athletic teammembers

Dates of attendance

Degreesnd awardsreceived

Most recent educatiana institution attended

Photographs

Photographs and directay informationwill bereleasedto inquiring individuals or agenciesunlessstudents sign a
"Do Not Release Directay Information” form in the Admissons and RecordsOffice during the first two weeks
of the semester. THISFORM MUST BE RESUBMITTED ANNUALLY.

FERPA estdlished rulesstating that some personnel and agenciesmay have accesfo students "educatianal
recads" without written consent of the students. Bishop State Community Coll egewill disdoseinformation from
astudent's educational recad only with thewritten consent of the student except:

1.

©

10.

11.

To school officials within the insitution who have been determined by the College to have a
legitimateeducaional interestin therecord.

To school officials induding counsdorsand instructorswho areinvolved in counseling

students, administrators who assist in counsding and who advise students with other probdems,

professional staff and clerical staff who diredly relate to the administrative tass of the College,

college law enforcement officials, and college attorneys.

To aschool official who has a legitimateeducational interestif the official is performing ataskthat is
specifiedin his or her position desaiption or by a contractual agreement, performing a taskrelated to

a student's educati, or performing a taskrelated to thedisdpline of astudent. Whendoubt israised

by about anindividual's "need to know" or legitimate educatianal interestin having accessto spedfic

information, the isaue shall bededded by the Presdent of Bishop State Community College.

To certan officials of the US. Department of Education, the Comptraller Generd, and state and local

educdional authoritiesin connection with certain state or federally-supported educational programs.

In connedion with a student's request for or receipt of finandal aid, as necessary to detemrmine the
eigibility, amount, or conditions of the finandal aid, or to enforce thetemms and conditions of that

aid.

To state and local officials to whom information is spedfically required to be reported or disdosed
pursuant to stete statute adopted prior to November 19, 1974.

To organizations conducting certan studiesfor or on behalf of Bishop State Community Coll ege.

To accrediting organizationsto carry out their accrediting functions.

To parents of eligible students who claim the students as dependents for income tax purposes.
Determining dependency, asdefined by Section 152 of the Internal Revenue Code, reguiresa copy of
the parents'mostrecent Federal Incame Tax Form. In caseof a divorce, separation, or custady, when
only one parent dedaresthe student asdependent, Bishop State Community College will grant equal
aacessto the student's educdional recordsupon demonstration of dependency asdescribed.

To appropiiate partiesin a health or safety emergerty subjectto a determination by the Presdent or
college deans.

To personnel complyingwith ajudicial orderor lawfully issued subpoena, providedthat the Admisgons
and RecordsOffice makesa reasonable atempt to notify studentsin advance of compliance. NOTE:
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Bishop State Community College is not required to notify studentsif afederalgrand jury subpoena,
or any other subpoena issued for alaw enforcement purpose, orders the College not to disdose the
existenceor contents of thesubpoena.

12. Toan aleged victim of any crime ofviolence (aghat termisdefined in 18 U.S. C. 16) of the resultsof
any ingitutional disdplinary proceeding againstthe allegedperpetrator of thatcrime with respectto that
crime.

Bishop State Community College will inform partiesto whom personally identifiable informationisreleasedthat
they arenot permitted to disclosethe information to otherswithout the writtenconsent of the students.

Bishop State Community Collegewill maintainarecordof all requestsorand/orthedisclosureofinformationfrom
astudent's educational records. Therecordwill indicatethe name of the party makingtherequest, any additional
party to whom it may be re-disdosed, and the legitimateinterest the party had in requestng or obtaining the
information. Therecordmay bereviewed by the €ligible student.

Annual Notification of FERPA Rights
Bishop State Canmunity College will give annual notice to current students of their rights under the Act by

publishing information in the College Catalog. New students will receive information conceming their rights
under the Act through the distribution of an information sheetatorientation. Annual notification of rights will be
provided to currently enrolled studentsin their registration packetsfor thefall term.

Types, Locations,and Cusbdiansof Educational Records
The following is a list of the types of recordsthat Bishop State Community College maintains, their
locdions, and their custalians.

TYPE

LOCATION

CUSTODIAN

AdmissonRecords

Admissons/Recordffice,
Student Life Complex

CollegeRegistrar

Cumulative Academic Records
(Current and Former)

Admissons/Recordffice
Student Life Complex

CollegeRegistrar

Financial Aid Records

Financial Aid Office
Student Life Complex

Manager of Financial Aid
and VeteransServices

Student Account Records

BudnesdOffice,
AdministrationBuilding

Deanof Finance

Athletic Eligibility Records

Office of Athletic Director
Teaching and Leaming Center

Athletic Director

Disdplinary Records

Office of the Dean of Students,
Student Life Complex

Deanof Students

AdmissonRecords Assodate
DegreeNursing (ADN)

NursingOffice,Baker-GanesCertral

Campus

Directorof Nursing

AdmissonRecords Physical
Therapy Asdstant (PTA)

PTA Office,Baker-Ganes
Certral Campus

Directorof PTA Program
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AdmissonRecorddg Pradical NursingOffice,Baker-GanesCertra

Nursing (LPN) Campus Directorof Nursing

Facsimile Records (FAX)

Bishop State Community College honors FAX requests to send official transaiptsto third parties,and Bishop State
Community College will accept FAX transaipts for advising purposesonly. An official transaipt is required for
admissonpurposes.

Computer Accessto Records

Bishop State Community College has edablished policiesfor initially instructng and periodicaly reminding school
officials of FERPA's confidentiality requirements before it givesthem aacessto the computer system. These school
officials are informed of the criteria Bishop State Community College usesto detemine legitimateeducational
interest and of their respngbilitiesfor asauring that accessis not abused.

Studerts Rightsafter Ceasing Attendarce or Graduation

Students who have ceased attendance or have graduated from Bishop State Community College have basically the
same FERPA rights as students currently attending, induding the right to (a) inspect their educaional recads, (b)
have a hearing to amend an educdional recad, and (c) have their educational record privacy protectedby Bishop
State Community College. Fomrmer students do not have the right to request of Bishop State Community College
nondisdosure unlessthey asked, at their lastopportunity asstudents, that nodiredory information be disdosed.

Privacy Rightsof DeceasedStuderts
For twenty-five years(25) following the death of a student, therelease of educatinal recordinformaton will not be
made unlessauthorized by the student's parents or theexecubr/executix of thedeceased student'sestde.

Disposal of Records
Thedisposd of college record requirements is based on anapproved general recordsschedul e adoptedby the Alabama
College System.

LIVE WORK POLICY

"Live Work" is work done by students aspart of their training progams and may indude services, repairs, or
produdionjobs.Livework wil| beconductedonly whenit will serveto enhancetheinstructonal program, and livework
projectswill be assgnedto individual studentsby instructos.

Live work is strictly regulated, in accordancewith State policy, and may be performed for the following persons
or organizations only: employees and students of the College, tax-supported prograns and insitutions, charitable
organizations which are supported by donations, public service employees, and persons diredly connected with
education, and prograns for indigents. Livework projectswill be accepted only in such instances where there is no
connedion or relationto the making of a finandal profit by theindividual, program, organkation, orinsitution. No
person, regardessof position or connection, shall use the College for personal gainor profit.

The person, insitution, or organization requeding a live work job is required to furnish the name and address of
the person regonsible for bearing all costsinvolved. Live work is performedby students asa part of their training;
therefore, no guarantees are made. Nether the College nor the instructoris respnsgble for any damage to
property. Thechargesfor live work will covertheadual

costof materials or parts plus 20% (10% for students & employees) to cover breakage and wade. A depost will be
required before any live work job will be accepted. Upon completion of the work, all costsmust be paid to the
BusnessOffice before the article is released. Any live work article not paid for and picked up within 30 days of
completion will become the property of Bishop State Community College.
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BLOOD-BORNE PATHOGENS EXPOSURE POLICY

Bishop State Community College doesnot disaiminate againstqualified appli cants, students, and employeeswho are

infectedwith Hepatitis, HIV, or other blood-borne pathogens. Students, applicants, and employees who areinfected
with a blood-bornepathogen suchasHepatitis or HIV viruswill not be excluded from enrollment or employment, or

restictedin their normal respnsbilitiesor acessto

college services and fadlities because of their infected status. The College adheres to the reporting and control
guidelines and responsbilitiesasdesaibed by the Alabama State Board of Health and its Division of Disease Contral.
The Codllege also adheres to the rules and regulations edablished by the various heath profesionassodations
and organizations for students and health care practitioners infected with Hepatitis, HIV, and other blood-borne
pathogens to ensure the safety of the patient. These medical rues and regulations may exclude and/or restict
amlicants, students, and employees from admisson and/or other acivities in prograns such asthe health
professions, food preparation, child care,and cosmetology, if medically-based udgments indicate that infectedpersons
may be hammful to the welfare of other applicants, students, and employees. Applicants, students, and employees
should refer to the regecive program for furtherinformation. Otherresourcesareavailable through the Mobile
Health Department at (251) 690-8137.

COPYRIGHT, TRADEMARK, AND PATENT OWNERSHIP

A student has the right to trademark or copyright ary literay materials and to patent any inventions developed
by the student. Furthemore, the student shall be entitledto all profits earned from copyright or trademark materials or
patented inventions developed exclusvely on the student sétime without the use of college funds, materials, or
facilities. Copyrighted or tralemarked materials or patentednventions developed using the CollegeGs materials or
fadlitieswith college funding shall be ownedby the Coll ege.

DRUG AND ALCOHOL ABUSEPREVENTION PROGRAM

It is the policy of Bishop State Community College that during the month of September of each acalemic year,the
information contained in this document shall be distributedto each studert and employee of Bishop State Community
Cadllege.

It is furtherthe policy of Bishop State Community College that during the month of May a committee assigned by the
Presdent of the College shall review its Drugand Alcohol AbusePrevention Programand shell:
1. Deteminethe effectivenessof its programand report to the President ary revisions neededin the
programto make it moreeffecive; and
2.  Ensurethat thestandardsof conducts desaibed in Partll hereofarefairly and
consistently enforced; and
3. Submit awritten report to the Presdent stating the findingsand recanmendations of thecommittee.
ThePresdent shall implement, eff ecive theensuing September, suchof the committee's
recommended revisions asdeemedappropriate and reasaable.

4.  Thecommittee will consst of the following staf membersand students:
a. Bishop State Staff
1. YvonneFoster,Counsdor, (251) 405-4429, yfoser@bishop.edu
2. Dr. Jadkie Smith, Nursing, (251) 405-4475, jsmith@bishop.edu
3. SymenthaMcDonald, (251) 405-0037, smadonal d@bishop.edu
b. Student Representative
c. Preddent of the Student Government Assdation and
d. Presdent of the Sgphomore Class
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STANDARDS OF CONDUCT AND ENFORCEMENT THEREOF

BISHOP STATE COMMUNITY COLL EGE is a public educaiona insftution of the State of Alabama and, as
such, shall not permit on its premises, or at any acivity which it sponsors, the possession, use, or distribution of
any alcoholic beverage or any illicit drugs by any student, employee, or visitor. In the event of confirmationof such
prohibitedpossession, use or distributionby astudent or employee, BISHOPSTATE COMMUNITY COLLEGE shall,
withinthesaoope of appli cable Federal and State dueprocessrequirements, take suchadministrative or disdplinary acion
asis appropiiate. For a student, the disdplinary acion may indude, but shall not be limited to, suspension or
expulsion. For an employee, such administrative or disdplinary acion may indude, but shall not be limited to,
reprimand, suspendon, temination of employment, or requirement that the employee participate in and/or
successfully complete an appropriate rehabilitation progran. Any visitors engaging in any act prohibited by this
policy shall be called upon to immediatdy cease thisbehavior.

If any employee, student, or visitor shall engage in any behavior prohibited by this policy which is also aviolation
of federd, state, or local law or ordinance, that employee, student, or visitor shall be subject to refemal to law
enforcement officials for arrestand prosecuton.

RESOURCES FOR SUBSTANCE ABUSE

Thereis help available for studentsvho arein need of counselng or other treatment for substance abuse. Listed
below areseveral agenciesand organizations which canassist personsin needof suchsewices.

1. NATIONAL TOLL-FREEHOTLINES
a. Substance Abuse & Mental Health ServicesAdministration (SAMH SA)

For treatment asgstance,call (800) 729-HELP (6686) or visit
findtreatment.samhsa.gov

2. LOCAL INFORMATION AND REFERRAL NUMBERS
a. In-Patient- Low Cost

1 Dayhin wayL odge
(251)438-4729
9 Home of Gracefor Women
(251) 456-7807
b. Day Treatment Program
1 Alta PointeHealth Systems
(251) 666-2569
c. Outpatient Programs
9 Catholic Social Services
(251) 438-1603
1 Franklin Memorial Primary HealthCenter
(251) 434-8195
9 BradfordHealth Sewicesof Mobile
(800) 333-1865 (toll-free) or (251) 633-0900
d. Support Groups
1 Alcoholics Anonymous,
(251) 479-9994
1 Narcotics Anorymous
(251) 6394156
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e. Information, Referral, and Resairces

9 DrugEducation Council
(251) 478-7855
f.  Alcohol and Drug Problems

1 Bayview Professional Assogates (E.A.P.),
(251) 450-2250

3. TREATMENTFACILITIES:
The treatment fadli ties shown provide either alcohol out-patient, resdential, or in-patient options.

Out-patient caregenerally consists of counseling and other therapy ona periodic basis, suchastwice
a week. In-patient servicesindude such treatment as detoxificaton and short-term hospital care.
Regdential sewvicesinduderesidingatatreatment fadlity forone to six months and participating
in such therapeutic actvities aslectues, groupcounselng, individual counseling,andself-analysis.

Some of thefadlitieslisted below areprivate and somearepublic. In mostingancesthe careoffered
at a public fadlity is lessexpendve than similar sewices offered at private fadli ties.However,
many health and hosgtalization insurancepoli ciesindude coverage for substance abuse treatment.
There are also situations in which private fadlities areprovided public funding to offer servicesto
eligible clients whowould not otherwise beable to afford suchsewices.

Area facilities include:

a. Baldwin CountyAlta Pointe Health Systems
372 South Greeno Road
Farhope, Alabama36532-1905
(251) 928-2871
b. FranklinMemaial Primary Health Certer, Inc. (A/D)
1303 Dr. Martin L. King Jr. Avenue
Mobile, Alabama 36652-2048
(251) 432-4117
c. AltaPointeHealth Systerms 2400
Gordon Smith Drive Mobile,
Alabama 36617
(251) 473-4423
d. AltaPointe SafeHavenHome
630 Ziegler Circle Campus
Mobile, Alabama 36608
(251) 639-2325
e. Salvation Army-DauphinWay Lodge(A/D)
1009 Dauphin St.
Mobile, Alabama 36604
(251) 4384729
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THE STUDENT GOVERNMENT ASSOCIATION (SGA)
Election Procedures

Student Elections

A. EledionforMr. & MissHomecamingis held duringthe month of January. Elecionsareheld during
theduring the month of April for SGA officers, Miss Bishop State, Mr. Bishop State, and §homore
class officers.

B. Freshman class officers are elected during the month of Sepember. The Student Devdopment Services
(SDS) Division will make ballots for all elecions. One SDS staff person will be assigned the
regponsibility for making ball ots and providing copiesfor al campusesin caseof paper ballots. If
computers or voting maclines are usal, an SDS staff person will be given computer codes or
machine keys to open and closepolls. If Scan Tron ballots areusead, a staff person will submit
the ballots to the appropiiate office to be tallied on the scanner.

Qualifi cations of Officers
A. Sophomorecandidatesmustbe bona-fide Bishop State studentswho:
1. areenrolledfull time (12 credit hoursor more);
have earned24 or morecredit hoursby theend of the curent semester;
have a minimum cumulative GPA of 2.0;
have no disdplinary adions or problems; and
arewilling to acively participate in student adivities.

AR S

NOTE: In preparationto serve as Miss Bishop Stae, candidatesfor Miss Bishop State must have
one greenand/or gold, two-piecestuit or dressto wear during appearancesthroughout the
academic year.

Election Procedues
A. Nomination and Screening
1. Studentswill suomit official applicationforms;
2. Student Development Serviceswill check GPAs and disdplinary recordsof students;
3. Aligt of eligible candidateswill be published by Student Develgment Serviceson all
campusesand sites;
4. Student Development Serviceswill notify candidatesof eligibility; and
5. Dates/times/pacesfor campaign speectes will be announcedby Student
DevdopmentServiceson all campusesand sites.

B. TheCampaignsof Candidaes
1. Cardidateswill planstraegiesand havethe option to sdecta campaign manager;
2. Cardidateswill begin campaigning upon receiptof notice from Student Development
Services
3. Todevdop sypport for their campaign, studentswill contact supporters, make posters, fliers,
and otheritems; display materials onall campusesand sites;and,
4. Cardidateswill write campaign speeches and be preparedto present themon campus at
designated times.
NOTE: All candidateswill speak for 3 minutesmaximum oneach campus during the lunch or break
periodatthedesignated locationand time setby thestudent servicesadministrator of that campus.
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Election Day
A. VotingProcedureson Election Day
1. Two (2) days will be se adde as ELECTION DAYS for SGA officers, which will be
announced two weeks in advance. All studentsare urged to vote and be a part of the student
organization.

2. Pollswill be openfrom12am. until 12 am. ontheadvertiisad Eledion Days. Resillts tobe

talliedand advertisedthefollowing work day.
B. Election Day Campaigning

1. EledionAreaRestriction: Therewill be NO campaigning within 50feet of the voting area.

2. Postes, fliers, buttons,and other campaign literature MAY NOT bedistributedor
displayed within fifty (50) feet of the voting area.

C. TheVotingProcess

1. Votingisdoneonline using electranic ballotson the BORIS System.

2. In caseof paper voting, the official student rosterwill be printed for each campus.
Beforea student is allowedto vote, his or her name will be highlighted onthe roster by the
poll manager.

3. After thestudent haswritten hisor her signaturebesidethehighlightedareaheor she may

proceed with voting.

4. Eachstudent will receive oneballot to castonevote.

5. Ballots will be on computers, official voting machnes, or Scan Tron forms whenever
possble.

6. Students must vote on their home campus (the campus which housesthe program
identified astheir declared mgjor) or attheoff-campusite onwhich they areregistered.

D. Tdlying the Votes

1. Voteswill becounted or talliedelectranicdly by anofficial college employee.

2. In caseof paper ballots,voteswill be counted and tallied by onefacuty or staff member and
one SGA officer.

3. The FINAL COUNT mustbe regorted to the Dean of Studentsby NOON the day after
eledion.

4. Ballotsand rosterswill beretained in the Office of the Deanof Students for one year.
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FUNDRAISING POLICIES AND PROCEDURES

Policies

Approval. All fundraising prograns must have the final approval of the Preddent before any

actvitie

sbegin related to the event.

Fundraising Guidelines For each Fundraising program developed by the College, the following
guidelinesm u st be followed:

A. Spe

1.

2.

dal Eventsfor College-Approved Student Organizations and Programs

Only registered official campus clubs, organizations, and programs are permitted to raise
funds inthe name of the College.

A Fundraising Activity Request form (see Form E) must be completed, signed by the
faculty advi®r, and submitted to the Dean of Studemtdpproval at least 3 weeks prior to the
function.

Upon approval by the Dean of Students, the request is then forwarded to the President for
final approval at least two (2) weeks prior to the function.

A financial report must be submitted to the Deasufdent and the President's Office within
three (3) days of the culmination of the Fundraising activity. (See Form E.)

No Fundraising activity which conflicts with institutional activities will be allowed.

Examples: sdling books, school supplies or any merchandise sold by the college bookstore,or

sdli

ng food atlunchhours. Sellingpreparedfood isdiredly prohibited by the Board of Health

regulations and is neverallowed. Any actvitiesinvolving preparedfood mustbe conducted under the
ausp cesof the Commercial Food Service stéf.

B. DirectSolicitation of Budnesgs/hdustriesand other ExternalAgencies

1. Request/soicitationsfromindustiesor exterral agenciesforgoods,services,or money by campus
organizations and prograns mustbe submitted to the Office of the Deanof Students atleastthree
(3) weeks prior to the planned campaign. (SeeForm F.) Upon approval, the request is submitted
to thePreddent for final approval.

2. A financial report, copiesof recaptsfor cashdonations, and/or copiesof recapts with value of
al goods or sewvicesrecaved must be filed with the Dean of Finance within three(3) days of
the culmination of the fundraisingacivity. (SeeForm G.)

3. Acknowledgment of receiptof goods, services, or money should be submitted to the donors

within (three)3 days of recept. Copiesof adknowledgment should be filed in the Office of the
Dean of Finance

4. A fundsreportis made available to the proper authorities.

C. Recept of UnsoicitedResairces

TheDeanof Financeisthereceaving agentforall unsolcited goodsand moniesdonated by theprivate
sectorto Bishop State Community Coll ege.

All unsoicited goods,whetherrestictedor unrestricted, will be procesedthrough the Office of the
Deanof Finance. The fundsinformation system requiresthat all funds donated be directedto the
Business Office. All resticted resairceswill be given to the desgnated redpient asscon asthey
have beenprocessd.
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D. Fundrasingfor Bishop State Community College by Off-Campus Organizations and
Individuals

No individuals or off campus organizations areallowed to sponsor abenefit program, solicit funds,
or sell any goodsor servicesin the name of Bishop State Community College without the explicit
pemisson of the College. Clearance must be obtained from the Office of the Deanof Finance.

Procedures

Regonsibilitiesof Campus Organization

Whenafundrasingadivity is organized by and/or dedicated to a single campus organizationor progran,
the fundraising procedures are edablished by that program and/or organization in keeping with
fundraising pdliciespresaibed by the College. Theorganizationis regponsble for following all college
policies.

Resmnsbilitiesand Oversight of Fundraising Programs
Fundraising for the overall callegeis carried out through the Office of Alumni Affairs and/or the Office
of the Dean of Finance.

Steps of a Fundraising Program
Forasuaessful fundraising program, theseproceduresshould be followed:

A. PlanningProcess
1. Establish Organizational Structure
DevelopActionPlan
Cultivate Volunteers and Potential Donors
Build Case for Giving
SelectKey Leaders
Establish aTime Frame
Set Goals

Nooakwbd

B. Budgeting
Establish a fundraising budget basedon the financial needs to the organization. Thefollowing

aretypical expenditures, but there may beothersrelatedto your organization:

1. Printing
a. CaseStatement
b. Correspndences
c. PledgeCards
d. Acknowledgments
e. General Copying
2. Staff

a. PreddentaskKey Fundraiser
b. All College Staff in the Officesof Alumni Affairs, Furdraising, Research, and
Devdopment, and Public Relations
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C. DevdopEvauation/Review
1. KeyLeadership
2. Facuty/Staff
3. Administration
4. Review of Goals

IV. Recordand Document Outcomes
1. PostiveFeedback
2. Actual PledgesGenerated
3. Actual PledgesPaid
4. OperdaingCash

V. Generateand File AppropliateReports
1. Annual FundsReport Made Availableto Appropriate Authority
2. All FundsDonated to the Coll egeDirecied to the Business Office Personnel
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Form A
OFFICIAL STUDENT COMPLAINT

Whatkind of complaint areyou addressing? Academic Non-Academic
Pleasecheckone: Student Parent Visitor Prospective Student
Name StudenNumber

(if apdicable)

Address

City State ZIP

Cell( ) E-mail

Pleasecheckwhich type of complaint:

INFORMAL COMPLAINT The Informal Grievance is wherea studentcomplaint shodd be resolved by filing a
StudentGrievance form (Informal Complaint) on aninformal basis. The Student Grievance Form shoud befiledwith hisor
herinstructor, departmentchair, campusdirector, and/ortheappopriatedean.

Description of Complaint, including Name(s)or Office(s)

Informal Findings

StudentSignature Date

Official Signature Date

FORMAL COMPLAINT TheFormal Grievanceisfiledwhenastudentannotesdvehisorhercomplaintinformally.
The studentmust file a StudentGrievance Form (Formal Complaint) in the office of the appropriatedean.

Whatareyou requesting thatthis officedo to assist you?

StudentSignature Date

Official Signature Date

Revised August 2015
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Form B
GRIEVANCE APPEAL

TO: President, Bishop State Community College
FROM:

DEPARTMENT/PROGRAM:

ADDRESS: PHONE:

CITY: STATE: ZIP:

PART I. NOTICE OF APPEAL
Natureof grievancebeing appealed:

Appeal Statement(s): (Pleae specify objection(s) to finding(s), conclusion(s), orrecommencition(s) of Report of the
Committee orTitle IX Coordnatorandor report aising fromgrievance heaing. Attach anysuppotting decuments andinclude
photocopy of report. Use additional sheds if necessary.)

Complainant

COPY TO: Preddent, Bishop State Community College Regondent(s) to
Grievance (if other than Callege)

PART Il. PRESIDENT6 S REPORT
TO:

ADDRESS PHONE:

CITY: STATE: ZIP:

FROM: Preddent

DateAppeal Reaived: Dateof Report:

Regonseto Appeal:

Presdent

COPY TO: Preddent, Bishop State Community College
Regondent(s) to Grievance (if other than Cdlege) Revised August2015
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GrievanceForm C
GRIEVANCE APPEAL TO
ALABAMA COMMUNITY COLLEGE
SYSTEM

TO: Chancellor, Alabama Community CollegeSystem

FROM:
DEPARTMENT/PRCGRAM:

PART I. NOTICE OF APPEAL TO CHANCELLOR, ALABAMA COMMUNITY

COLLEGE SYSTEM
a) Nature of grievancebeingappeded:

b) Appeal Statement(s): This is anappeal of the Clencellor's Response to Complainant'sAppedl submitted on Grievarce
Apped Form B anda reqiest for a review by the Chareellor of the Alabama Community College System to review the Presidert6 s

report(attachedhereo) and the initial grievance report (also atached).

Complainant
COPY TO: Preddent, Bishop State Community College Regpondent(s) to

Grievance (if other than College)

PART Il. REPORT OF CHANCELLOR, ALABAMA COMMUNITY COLLEGE

SYSTEM TO:
ADDRESS: PHONE:
CITY: STATE: ZIP:

FROM: Chancelor, Alabama Community College System
Dateof Regonse:

DateAppeal Re@ved:
Regponse toAppeal:

Chancelor

COPY TO: Preddent, Bishop State Community College
Chancdlor, Alabama Community College System
Regondent(s) to Grievance (f other than Cdlege)

Revised August 2015
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Form D
DO NOT RELEASEDIRECTORY INFORMATION

NOTE: IF ASTUDENT DOESNOT WANT HIS ORHER STUDENT INFORMATION TO BE
PUBLISHED IN THE COLLEGE DIRECTORY, THIS FORM MUST BE COMPLETED
WITHIN THE FIRST TWO (2) WEEKS OF THE SEMESTER AND RETURNED TO THE
OFFICE OF ADMI SSIONS AND RECORDS.

THIS FORM MUST BE RESWBBMITTED ANNUALLY.

Name of student

Address, indudingemail

Telephonenumber

Date/placeof birth

Majorffieldsof study

Participationin officially recognized activitiesand sports

Height/weight of athletic teammembers

Dates of attendance

Degreesnd awardsreceived

Most recent educatianal ingitutionatended

Photographs

IF THE STUDENT DOES NOT FILL OUT THEFORM ABOVE ANDRETURNIT TOTHE ADMISSIONS AND
RECORDS OFFICE WITHIN THE FIRSTTWO WEEKSOF THE SBEMESTER, THE STDENT DIRECDRY
INFORMATION WILL BE RE.LEASEDTO INQUIRERS.

DO NOT RELEASE DIRECTORY INFOR MATION

STUDENT NAME:

STUDENT NUMBER:

ADDITIONAL COMMENTS:

SIGNATURE STUDENT DATE

OFFICIAL SIGNATURE DATE

Return the ompleted and sgned form to the ampusdirecbr or dean on your campus.

Revised August 2015
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Form E

REQUEST FOR REVIEW OF EDUCATIONAL
RECORDS

TO BE COMPLETED BY STUDENT:

Date

SocialSecuity Number or StuidentNumber

l, , Wish toreview my
(PrintName)

educational recordsin the Ragistrar és Office.

Signature Date

FOR OFFICE USE ONLY:
This record contains thefollowing:
Application for admissonto the College

__ High sool transcipt/GED

_ College(s) transcript

_ Pemarent record

__ Transcipt requestform(s)

__ Social Secuity verficationform(s)

__ Full'time statusverificationform(s)i financialagencies
__ i Bfarm(s)

_ Gradechangeform(s)

_ Nameand address tiange form(s)

___ Graduationcheck sheet

Registrarts Sgnature

Date Reiewed

-or- Registras Office Persmnel Sgnature

Date Reiewed

Revised August 2015
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Form F

FUNDRAISINGACTIVITY
REQUEST FROM ORGANIZATION

Faculty Adviser(s)

Typeof Fundraisng Activity

Beginning Dateof Fundraisng Activity

EndingDate of Fundraisng Activity

Purpase of Activity

FOR OFFICE USE ONLY :

Date Reeived

Approved Disgpproved Date
Signature
Dean of Studerts
Approved Disapproved Date
Signature
President

Revised August 2015
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Form G

BUSINESSAND INDUSTRIAL SOLICITATION
REQUEST

Organization/Department

Type of Goodsor SewicesRequesid

Propsed Useof Goods or Sevices

(Use SqarateSheet If Necessary)
Name of Businesgs) To Be Soicited

(Use SgarateShest If Necessary)
Beginning Date of Solicitation

Ending Date of Solicitation

Estimated Value of Goodsand/or ServicesSolicited

(Use SqarateSheet If Necessary)

Requeskd By

(Please Print)

Signature Date

FOR OFFICE USE ONLY:
Date Received

Approved Disagpproved Date

Signed

Director of Fundrasing

Approved Disapproved Date

Signed

President
Revised August 2015
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Form H

FINANCIAL REPORT FORM

Organization

Typeof Fundraisng Activity (Please Check One)
Student Activity
BusinesgIndustial Solicitation

Name of Fundraisng Activity

FOR SOLICIT ATION FUNDRAISERS
ONLY:

Attach a Copy of Recept(s)for All GoodsReceived

Name of Busines<Contact Person

Amount Received
Total Amount RaisedFor ThisActivity $

Submitted By Date
(Please Print)

Signature

FOR OFFICE USE ONLY:

Receved by the Office of the Dean of Students

Signature Date Received

Receved Bythe Office of Fundraisng

Signature Date Received

Revised August2015
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Form |

OFFICIAL PETITION FOR FORMING
STUDENT CLUBSAND ORGANIZATIONS

1. Name of Proposed Club or Or ganization:

2. Typeof ProposedClub or Organization:
Academic Social
Sevwices Other

3. Namesof (10) teninteresed sudents:
(Each studentsigning this Petition must bea full-time student at Bishop StateCommunity College.)

1. 6.
2. 7.
3. 8.
4. 9.
5. 10.

4. Proposed Corstitution: (Please atach to this forma proposed Corstitution cortaining the bllowing
information.)

A. Purposeof the dub or organization

B. Officersof the dub or organization

C. How theofficerswill be chosn

5. FacultySponsorgs):

Signdure Date

Revised August 2015
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Form J

RELEASE AND HOLD HARML ESSAGREEMENT

I , the undersigned party; have freely and
voluntarily decided to participate in activities associded with student organizations at
Bishop State Community College. | understand that by participating in such activities, |
may be asked to travel in college vehides or personal automobiles of college employeesto
attend events associated with the College. As a result, | further understand that | am not
entitled to any insurancecoverage or medical benefits, which the College may provide. | am
willingly accepting full responsibility and liability for any injury which I might suffer during
my travels, and | hereby release and hold harmless Bishop State Community College and
its officials and employeesfrom any claim or liability relating to any injur y, including death,
which | might suffer during or as aresult of my participation.

Student Date

Dateof Birth Student Number

Address

City State ZIP

EmergencyContact

Relationsip

Cell Phane ( ) Work Phone ( )

Home Phone( )

Rights and Responsibilities of Stdents Enrolled in Distance Education (online or
hybrid) Courses

1. It is highly reconmendedthat stucents taking distance educationcourseshave a computer and Internet accessn
their hames. The lack of Internet accessandor the presenceof technicd difficulties do not constitue an excusefor
work to be sulmitted late It is ead student sFesponaility to ensue tha he/sle has reliable Internet access.

2. Distance Educatia courses will be goverred by the same rules tha apply to faceto-face coursesunles stated
otherwise Thes policies may befound in the Bishagp Stae Community College Catal@ and the Student Handbook.

3. Students have the right to adequate contad with their assgned instructor, they have the right to comparable
instruction, resources and materials and they have the right to question the policies and procedures of their
respective instructor.Distan@ educatio studens shall also hawe acces to the Studem Handbook Bishgp State
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Community College catalog the library, registration, tuition payment, computer labs, administration sewvices
counseling financia aid, and the bookstore.

4. Students taking distance educaion courses must use the e-mail addess provided to them by Bishop State
Commurity College.While usng Bishop St a e-mad sysem or Blackboard, messagesnterceped or received by
individuals other than theintendel recipient are not theregponsibilit y of Bishop Stae Community College.

5. All postal dates relatal to college activities (registration, add/drop, etc) are applicable to bath distance education
and faceto-face courses. Thereforg all refund and payment deadlinesare applicabk to both distan@ education ard
face-to-facecoursea.

6. All distanceeducationcoursesbegin on thefirst day of eachterm. Studentsshouldlog in to their coursesasof the
first day of class. Instructionsfor logging in are sentto eachstuden t érmail account.Students who enroll for
a distanceeducatim course who do nat receie this e-mai within 2 days of the beginning of class shouldsendan e-
mail that includes heir student number to info@bishop.edu requesting their login information.

7. Students who fail to log in to their course by the first attendarce verifi caion period (which is usualy within the
first 2 weels of the term), will beturned in as A a showsd ard may be dropped from the course The financial aid
staus of these stuents will be affecied if they are turned in as afino showd and they will not receiwe financia aid for
that cours.

8. Coursesthat do not recave adequateenrollment numbersmay be removed from the listing of cours offerings
If acoursisdroppal, itisthestudentd sespansibility to register for adifferent course.

9. Studerts will be hdd to the requirements poged in eah indructord s
syllabs.

10. Therewil | berequirements for students to physically appea on campusfor either labs and/or examinations. Students
in hybrid courses must meet on campusduring thetimes poged in the course schedule (e.g, lab timeg throughout the
temin orderto successfully complete these coursef a studenicannotapper on canpus foran exammeeting be@use
of distance costraints, it is up to that student to procure the services of a proctor. Before usng a proctor, each
student must first completea Proctor Gidelines/Acceptance Formin orderto receive pemission of higher instrudor
to usethatindividualas aprodor. The deadlinefor submitting this form is the end of week 10 of ead samester(week
6 during sunmer temms). The form can be obtained through the doc shaling areaof each course. All costs(if any)
associatedwith the procurement of a procta are the responsibiliy of ead studer.

11. Bishop State Community College does not guarantee personal Internet access or computer use to distance
learring students. The College does maintain computer labswith se hours of operatian that are open to all students.
The College also does not hold any regonsibility for the loss of use of a student sbpersana computer through
any mishaps or misfortune.

12.Certaih online courses may require additiona software and/or materiak. These additional requirements will be
postad in the syllabus. It is the regonsibility of the student to obtain these mateiials in a timely fashion. All costs
asociatal with these materiak are the respondiilit y of the student.

13.Gererd questios abou distane educatia course should be direcied to the Centr for Teacling and
Learning at405-7167. Questonsrelated to specfific courses shaild bedirected to theinstructor of that course.

14. Using your provided use name and password sewes as an acknowledgement that you have read these
policies and procedures and that you agree to abide by them.

Revised August 2015
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Appendix |

CONSTITUTION OF
THE
STUDENT GOVERNMENT ASSOCIATION (SGA)

ARTICLE | - NAME
Thenameof this organization shall be the Bishg State Community College Student Govermment Assodation
(BSCC/SGA).

ARTICLE Il - PURPOSES
Thepurposesof the BSCC/SGA shall beto:
1 Encauragewholesame attitudestowardall programs of the College;
Attain cooperation betweenthe facuty and the student body;
Stimulateinterest in the general welfareof the College
Promotea student publi cation; and
Encaurageceligible studentsto register and vote.

ERE I

ARTICLE Il -

MEMBERSHIP

All studentsofficially enrolledin Bishop State Community College (all campuses)shall be members of the
BSCC/SGA.

ARTICLE IV -
OFFICERS
SECTION 1: TheelectedbfficersfortheBSCC/SGA shall beapresident, avice presdent,and asecretry. Thepresident
and vice president must be sophomoresin good acalemic standing with at least 30 credit hourscompleted by the end
of thespring semesterduring which elecions areheld. The secretry will be afresmanin good academic standing.

SECTION 2: Thepresident shall presideover all meetings of the SGA, the Student Coundil, and appointed chairpersons
of the standing committeesand hold them accountable for their respective duties, and serve asex-officio member of

al committees.

SECTION 3: The vice president shall cooperatewith the president in promoting the SGA's interestsand perform
the dutiesof the presdent whenthe president is absent.

SECTION 4: The secretry shall record minutes of all meetings of the SGA and the Student Council and shall be
respndble for al correspndence.

ARTICLE V - STUDENT COUNCIL
SECTION 1: Thegeneral organ of government for the BSCC/SGA shall beknown asthe Student Council.

SECTION 2: The Student Council shall consist of the president, vice president, secretry, the presidentsof all student
clubsand organizations, elected classfavorites thepresident andvice president of thefreshmanand sophomore classes,
first and secand vice president of campus-based councils, and other representativesasrequired.

SECTION 3: TheStudent Coundil shall perform both executive and legislativefunctions, subjectto approval of the SGA.
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ARTICLE VI - QUALI FICATIONS OF OFFICERS AND
REPRESENTATIV ES

Theofficersof the SGA and members of the Student Council mustmaintain aminimum GPA of 2.0 and exhibit
wholesane attitudes towardthe College and its prograns atall times.

ARTICLE VIl - MEETINGS

The SGA andthe Student Council shall meet onceead month; meetings of the Student Council preceding those of the
SGA.

ARTICLE VIII - JUDICIAL
PROCEDURES

In casesvhere the SGA has beenauthorized by the College to actjudicially, its dedsions shall befinal.

ARTICLE IX -

AMENDMENTS
Theconstitution may be amended by atwo-thirds majority vote of the SGA.

BY-LAWS

ARTICLE |

SECTION I: Cardidates for president and vice president of the SGA shall campaign for office beginning with the
first Tuesday in April and shall continue for a period of two weeks. At the end of two weeks, one ballot shall be
passed to all members of the student body, who shall be allowed to castone vote for the candidate of their choice
for president and one for vice president. The candidate in each caegory who recavesthe highestnumber of votes
shell become preddent of the Student Government Assodation.

SECTION 2: should it becomeimpossbleforthepresident or thevice president to take officein thefall, the SGA shall
fill the position(s) temporarily until anelecion canbe held.

SECTION 3: Thesecretry of the SGA should be elededatitsfirst regular meeting during thefall quarter.

ARTICLE Il

Beforeeachregular meeting, the president and the Student Council shall have the power to assemble and formulate
plansfor presatation to the SGA inthe gereralassembly.

ARTICLE Il

Any vacandesoccurring in the standing committees, Student Coundil, or campus representativesshall be fill edby the
responsble body atits next regular meeting.

ARTICLE IV

Eachchairperson of a standing committee shell be requiredto submit awritten report at each regular meeting.

ARTICLE V
Themeetings of the Student Council and the SGA shall follow Robert's Rulesof Order asclosdy aspossble.

ARTICLE VI
TheBy-Laws may be amended by atwo-thirdsmajority of the SGA.
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STATUTE OF THE STUDENT CONDUCT AND APPEALSCOMM ITTEE

ARTICLE |

1. The Student Conduct and Appeals Committee shall be estdlishedin accordarce with the regulations of Bishop
StateCommunity College, hereafterreferredto astheCollege. It shall be congtitutedand shall functionaccording to
theprovisions of the present Statute, which shall be part of college relations.

2. Thisstaute may beamended with the approval of college facuty, staf, and the SGA.

3. Thisstautedeals with non-academic behavior.

CHAPTER | - ORGANIZATION OF THE COMMITTEE

ARTICLE Il

Thecommittee shell consist of two SGA officers, two students (non-officers), and five facuty members.

ARTICLE I

1. Thestudent members shall be appointed by the SGA and shall havethe qualificaions necessary for
membership in the SGA.

2. Facuty and stef members shall beelededby college facuty and stef persons.

ARTICLE IV

1. Thestudent members shall hold office for one year but may bereappointed if they have the necessary
qualifications.

2. Facuty and staf members shall hold office for two academic school terms.

3. TheSGA, faculty, and stdf shall fill vacaciesimmediately wheneverthey occur.

CHAPTER Il T JURISDICTION OF THE COMM ITTEE

ARTICLE V

1. The provisions of the present statute apply to al full-time and part-time students of Bishop State
Community Coll ege.

2. Theregulationsherein provided shall apply to behavior onall campusesof the College,intheimmediatevicinity of
the campus, and at college-sponsoied events.

3. Matters of disdplinein classrooms and shopsshall be handled atthe disaetion of the facuty member in charge,
who may refer suchmatersto the committee, if desired.

ARTICL E VI
1. Theprovisionsof thepresent statuteshall beusedasthemajorinstrument against studentsregardng non-academic
acions.
2. Non-acalemic disdplinary acions not provided for by this statute shall be null and void except that the College
administration retains its authority to act without referenceto this statute when warranted, in extreordinary
circumstances.
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ARTICLE VI

1. The committee may hear and decide all casespresented to it in accordancewith the proceduresdesaibed
in Chapter V.

2. Thecommittee may levy four typesof penaltiesin accordancewith the provisions of Article XVI:

A. SPECIFIC ORDERS. The committee may orderthe performance or non-performance of specific acts,
incduding the payment of fines, as punishment for violations.

B. REPRIMAND. The committee may warnan offender againstfurtherviolations and note the adion
takeninitsfiles.

C. DISCIPLINARY PROBATION. Thecommittee may placea student on probation for a period which shall
seem proper. A recordof thisadion shall be placedin the studentés personnel file.

D. SUSHENSION. The committee may suspend a student from the College for a period which shall
seem proper. A recordof thisacion shell be placedin the studentés personnel file.

CHAPTER Il - PRIMARY AND SECONDARY OFFENSES

ARTICLE VI

1. Offenseslistedin thisstatute as primary offensesunder Article IX shall be punishale under Article VI,
Secion 2, paragephs A-C.

2. Offenseslistedin this statute as secandary offensesunder Article X shall be punishable under Article VI,
paragraphs A-C.

ARTICLE IX

TheCoallege prohibits the following types of behavior and citesviolations asprimary offenses:
1. Useof alcoholic beverages onthecampus or atcollege-sponsoredacivities.

2.  Gambling. Thisindudesadivitiesdefined as gambling by acivil law.

3. Disordealyconduct. Thisshall bedefined asany specific actor patternof behaviorresutinginor clearly tendingto
reault ininjury to persons or property, or disturbanceof the peace of the College.

4. Contempt of the College. Failure to obsere orders of the committee, disrespect at committee hearings, and
disrespect of facuty, staff, administrators, or duly authorized students in the performance of their dutiesstall
constitute contempt of the College.

5. Seriousdisregardof regulations. Where thecommittee finds thata student has repeatedly violated posted
regulations asdefinedin Article X, it may be consdered "serious disregardof regulations," which shall be
punisheble as a primary offense. In making this finding, thecommittee may a so consider the previous
disciplinary recordof the off ender.

ARTICLE X

1. Whereadministrative regulations goveming campus behavior are published in placesaccessible to students on
all campuses (such as the COLLEGE CATALOG/STUDENT HANDBOOK or bulletin boards), or in places
frequented by students, violation of the regulations shell betreated assecandary offensesby thecommittee.
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2. Violationsof the followingregulations are secandary offenses:

A. Parikingin areasresevedfor visitors, facuty and staff, or the disebled.

B. Smoking, eating, and drinking in clasrooms, laboratoiies, and the libraiies; smoking in the
cafeterias.

C. Beingin unsupervisedlaboratorieswithout theinstrudor'spermission.

D. Engaging in unacceptable conduct. Examples are: littering the campus or buildings on campus,
profanity, fighting, to name afew.

CHAPTER IV - PROCEDURES FOR THE COMMITTEE

ARTICLE XI

Thecommittee may formulateits own rulesand procedures,except as provided by provisionsof the present staute.

ARTICLE XiIi

1. Casesnay be writtenand referredto the Dean of Students by any student, a member of thefacuty and stef,
or anadministrative officer.

2. Casesnustbereferred, in writing, to the chairperson of the committee. Thereferral mustspecify the person
chargedand the offense for which charged, asdefined in the present staute.

3. Thepersonrefering acaseto thecommittee mustappear beforethe committee asplaintiff.

ARTICLE XllI

1. All hearings of the committee shall be published and decisions shall be publicly announced, but
deliberations and voting by the committee shall not be publi shed.

2. A majority voteof thecommittee'smembership shall benecessary to convict any student on trial. The
chairperson of the committee shell votein all cases.

3. Dedsionsof thecommittee shall bewrittenby thechairpersonand shall not indudeindications of how
individual members of the committee voted, but provisions shell be a matter of record.

ARTICLE XIV

1. Dedsionsofthecommittee shall befinal when approved by the proper college officer (the Preddents appointed
representative).

2. Thecollegeofficerresmpndbleforimplementing committee ded sions shall approve, veto, or returnfor review
all decisions of the committee within threedays following the condusion of the hearing.

CHAPTER V - RIGHTS OF STUDENTS

ARTICLE XV

1. Itisintended thatthepresent statute should protect the substantive rightsof students.
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2. Noregulations herein stated shell be soconstruedor applied asto:

A. Disaiminate againstany person based on race, color, sex,creed, national origin, disability or other
characterstic protected by law.

B. Deny ary student thefreedom to believe in or expressideasor ideals to which they areentitledas
U. S. citizens.

C. Punish off-campus, consdence-motivated political acivitiesby students not pretending to speakfor the
College,evenif suchadivitiesresut in civil penalties.

ARTICLE XVI

1. Itisintended thatthe present statute should protectthe proceduralrights of students.

2. Thefollowingprocedural rights of studentsshall be obsrved:
A. A student charged beforethe committee mustbe convicted or aaquitted of the charge(s) specified, not for a

greater or lesser offense.

B. A student charged with aprimary offense may havean adviser at a hearing before the committee.
If the student desiresfacuty advice but is unable to obtain such, the committee shall appoint afacuty
member to seve asadviser.

C. Studentsshall not becompelledto tesify againstthemselves,nor shall any student bechargedwith thesame
offensetwice

D. A studentwho has been convictedby the committee hastheright to appeal thecomnmittee'sfindings to the
Alabama Community College System.
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Appendix I
FEDERAL JEANNE CLERY ACT

CampusCrime Statistics

The Federal Jeanne Clery Act requires colleges and universitiesto collect and report annually certain information
regarding crimina incidents. The statistics reported below are presented pursuant to thatobligation.

Campus crime, arests, and disaplinary refemral staistics arebased on information reportedto the Campus Police of
Bishop State Community College and the Mobile Police Department. The College is a non- resdential insitution.

Thefour campusesof Bishop State Community College aremade up of buildings and property ownedby the Gllege
that support the misgon of theingitution. Thetable below documents the rumber of reportedoffenses occurring on
the overall college campus from January 1, 2011 through December 31, 2013. Effective October 2015, the table
will be updatedto reflectthe new requirements relative to the ViolenceagainstWomenReauthorizaton Act (VAWA).

Asreportedby the AmericanCouncil on Education, this Act which wassignedinto Law by Presdent Obama on March

7 that imposes new obligations on colleges and universities under its Campus Sexual Violence Act (iSaVe Act 0 )
provision, Section 304.

CRIMI NAL OFFENSES ON-CAMPUS

Criminal Offensesi On-Campus 2011 2012 2013
Murder/Non-negligent mansl aughter 0 0 0
Negligent manslaughter 0 0 0
Sexoffensesi Forcible 0 0 0
Sexoffensesi Non-forcible 0 0 0
i Incest 0 0 0
i Statutory Rape 0 0 0
Rokbery 0 0 0
Aggravatedassault 0 0 0
Burglary 2 0 0
Motor vehicletheft (doesnot indudetheft fromamotor vehicle) 0 1 0
Arson 0 0 0
Simple Assault 0 0 0
Larceny-theft 0 0 0
Intimidation 0 0 0
Destructon/damage/vandalism of property 0 0 0
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CRIMI NAL OFFENSESPUBLIC PROPERTY

Criminal Offensesi Public Property 2011 2012 2013
Murder/Non-negligent mansl aughter 0 0 0
Negligent manslaughter 0 0 0
Sexoffensesi Forcible 0 0 0
Sexoffensesi Non-forcible 0 0 0
i Incest 0 0 0
i Statutory Rape 0 0 0
Rokbery 0 0 0
Aggravatedassault 0 0 0
Burglary 2 0 0
Motor vehicletheft (doesnot indudetheft fromamotor vehicle) 0 1 0
Arson 0 0 0
Simple Assault 0 0 0
Larceny-theft 0 0 0
Intimidation 0 0 0
Destructon/damage/vandalism of property 0 0 0

HATE OFFENSES

Thefollowing criminal offensesthat manifestevidenceof prgudice basedonrace religion, sexual orientation,
gender, disability or ethnicity and can be classifiedasHate Crimesaspresaibed by the HateCrimesStatistics Act (28
U.S.C534) and occurred.

Hate Offensesi On-Campus 2011 2012 2013
Murder/Non-negligentmans aughter 0 0 0
Negligent manslaughter 0 0 0
Sexoffensesi Forcible 0 0 0
Sexoffensesi Non-forcible 0 0 0
i Incest 0 0 0
i Statutory Rape 0 0 0
Robbery 0 0 0
Aggravatedassault 0 0 0
Burglary 2 0 0
Motor vehicletheft (doesnot indudetheft fromamotor vehicle) 0 1 0
Arson 0 0 0
Simple Assault 0 0 0
Larceny-theft 0 0 0
Intimidation 0 0 0
Destructon/damage/vandalism of property 0 0 0
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HATE OFFENSES

Hate Offensesi Public Property 2011 2012 2013
Murder/Non-negligentmans aughter 0 0 0
Negligent manslaughter 0 0 0
Sexoffensesi Forcible 0 0 0
Sexoffensesi Non-forcible 0 0 0

i Incest 0 0 0

i Statutory Rape 0 0 0
Rokbery 0 0 0
Aggravatedassault 0 0 0
Burglary 2 0 0
Motor vehicletheft (doesnot indudetheft fromamotor vehicle) 0 1 0
Arson 0 0 0
Simple Assallt 0 0 0
Larceny-theft 0 0 0
Intimidation 0 0 0
Destructon/damage/vandalism of property 0 0 0

ARRESTS

Arrestsi On-Campus 2011 2012 2013
Illegal weaponspossession 0 0 0
Druglaw violations 0 1 0
Liquor law violations 0 0 0
Arrestsi Public Property 2011 2012 2013
Illegal weaponspossssion 0 0 0
Druglaw violations 0 1 0
Liquor law violations 0 0 0
Arrestsi On-Campus 2011 2012 2013
Illegal weaponspossssion 0 0 0
Druglaw violations 0 1 0
Liquor law violations 0 0 0
Disciplinary Actions/Judicial Referralsi On-Campus 2011 2012 2013
Illegal weaponsposession 0 0 0
Druglaw violations 0 1 0
Liguor law violations 0 0 0
Disciplinary Actions/Judicial Referr als i Public 2011 2012 2013
Property
Illegal weaponspossession 0 0 0
Druglaw violations 0 0 0
Liquor law violations 0 0 0
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Appendix Il

VIO LENCE AGAINST WOMEN REAUTHORIZATION ACT (VAWA)
Sexal Misconduct Policy
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Introduction

Statement ofProhibition

This policy prohibits all forms of sexual or gender-based harassment, disaimination, or misconduct, induding,
but not limited to, sexual harassment, sexual assault, sex offenses, sexual exploitation, dating violence,stalking,
intimatepartner violence,and domestc violence.Sexdisaiminationinany form, induding any form of sexual
misoonduct, iscontrary to Bishop StateCommunity Colleged valuesand is prohibited by collegepoliciesaswell as
locd, state, and federallaws, and the poli ciesof the Alabama Community College System Board of Trustess. These
behaviors are harmful to the well-being of our college community, the learning/working environment, and collegial
relationships among our students, facuty, staff, and visitors. Any individual whois foundto have violatedthis policy
may facedisdplinary sanctions up to and induding expulsion or termination of employment and referral to law
enforcement authorities.

Commitment to AddressSexual Misconduct

Bishop State Community College iscommitted to providing an environment thatis see and conducive for learning
and employment. Any behavior that threatensthis environment is aviolation of collegepolicy. All members of the
college comnunity arestrongly encouraged to report any incident of sexwal harassment, sexuel assault, sexoffenses,
sexwal exploitation, dating violence, stdking, intimatepartner violence, and domesic violence directy to the Title I X
Coordinator. Violationsmay also be reportedto any fiRespnsgble Employee @soutlined in thispolicy.

Uponreceipt of areport, the Coll egewill take prompt and effecive action by providinginterimremediesto issuesthat
threatenthe s&ety and securty of the victim and offering appropriate support. Additionally, the College wil | conduct
athorough review and invegigation in aneffort to addressthe alleged misconduct.

Retli ation againstarny person who makesa complaint or participates in the complaint processis a violation of
college policy, and should bereportedto the Title X Coordinator. A finding of retaliation may resut in disaplinary
acton in addition to any sanctions that may beimposedasarestut of the underlying alegationsof disaimination
and/or harasanent.

Saope of Policy

Jurisdiction of the Policy

This policy appliesto relaed conduct occurring on college campuses and sites college property or atcollege-
sanctioned events or programs that may take placeoff campus. In particular, off-campus conduct that islikely to have a
stbgantial adverse effecton or posesathreat of danger to any member of thecollege community or the Collegeasa
wholeis coveredunderthis policy.

Indi viduals Covered by the Policy

Thepolicy appliesto all members of the college community, induding students,facuty, stdf, administrators,
voluntee's, vendors, independent contractoss, visitors, and any individualsregulany or temporarily employed,
studying, conducting business or having any official cgpadty with the College or on collegepropety.

Statement of Confidentiality

The Cdllege encaurages victims of sexual violenceto talk to a college official regarding allegedinddents so that the
support needed may be provided and the College canresppnd appropiiately. The College will make every effort to
maintain confidentiality where possible and practical. Details regarding confidential resaircesareoutlined furtherin
thispolicy.
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Title IX Coordinator and Regonsibilities

Title IX Coadinator
Mrs. Madeline Stokes
Baker-Gaines Central Campus (251)
405-4457
mstokes @hishop.edu

Responsibilites: It shall be theresmnsibility of the Title IX Coordinator to review and invegigate reported
incidentsof sexwl misconduct in accordancewith this policy and recanmend an appropiiatesolutionto the
Preddent. It shall also be his or her regonsibility to implement appropriate interim  steps for thevictim and the
alleged perpetraor to preserve thesaety and securty of the victim and the collegecommunity.

TheTitleIX Coowinator can assst students and employeesin filing formal complaints,or if aformal complaint
isnot desired, he or shewill work with the complainant to address arny concerrs. The Coordinator will also
assist thecomplainant in notifying Campus Police or locallaw enforcement authorities,if requestedor deemed
necessary. Additionally, the Coordinator will assist the complainant in seeking appropriate asd stance or making
referralshby:

91 Identifying health careoptions;

1 Ensutingthat thevictim isaware of the optionsfor seekingtreatment for injuries, preventative
treatment for sexually transmitted diseases,and other health services;

1 Disaussingtheoptionfor seeking medical treatment in orderto preserve evidence;

1 Identifyingwheréhow to get arapekit or find a Sexual Assault Nurse Examiner (SANE); and

1 Asdgstingin contacing an advocate who canaacompany avictim to the hosptal or health careprovider.

Prohibited Conduct and Definitions

The Cdlege prohibits all forms of sexual and gender-based harassment, induding sexual harassment, sexual
assault, sex offenses,sexual exploitation, dating violence, stalking, intimate partner violence, and domesic violence.
Any of the prohibited conduct definedin this policy canbe comnitted by individuals of any gender, and it can occur
between individuals of the same or diff erentgender. Eachof thetemms defined herein encampasses a broad range of
behaviors. Within these broad contexts, the College prohibits thefollowingconduct:

a. Sexual Harassment. Sexual harsssment may involve the behavior of a person of either sex againsta person
of the oppodte or same sexand occurswhen suchbehavior congitutesunwel come sextal advances,
unwelcome requestsfor sexual favors, and other unwel come verbal or physical behavior of asexua nature.
Sexwal harassment is either hostile environment or quid pro quo when:

0 Submissonto suchconduct is made either explicitly orimplicitly atermor condition of a
person $employment or academic advancement (quid pro quo);

0 Submissonto orrejecton of suchconduct by an individual is usedasthe basis for decisions
affecinganindividual séemployment or academic standing (quid pro quo);
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0 Suchconduct hasthe purposeor effectof unreasonably interfering with aperson dwerk or
acalemic performance or creating an intimidating, hogtil e, or offensive work, learning, or sodal
environment (hostle environment).

A third party may also file a complaint under this policy if the sexual conduct of othersin theeducdion
or work environment has the purposeor effect of substantially interfering with the third party& welfareor
academic or work performance.

Examples ofProhibited Behavior. Prohibited actghat constitute sexual harassment may take a variety of
forms and may indude, but arenot limitedto, the following examples:

o Unwelcome sexual propostions, invitations, solicitations andfli rtations;

o Unwelcome verbal expressons of asexual nature,induding graphic sexwal commentariesabout a
personds body, dress appearance,or sexual acivities;the unwelcome use of sexually degrading
language, jokes,or innuendoes; unwelcome, suggestive, or insulting sounds or whistles;obscene
phonecals;

0 Sexudly suggedive objeds, pictures, videotapes,audio recordings, or literaure placedin thework
or study area that may embarrassor offend individuals. Such material, if usedin aneducational
sdting, should have aneducational purpose;

o Unwelcomeandinappropiiatetouching, patting, pinching, or obscene gestures;

0 Letters, notesor electranic communications, incuding sodal media, containing comments, words,
or imagesof asexual nature; and

0 Gender-basead harssament, which may indudeactsof verbal, nonverbal, or physical aggresson,
intimidation, or hostility basedon sex or sex steredyping, evenif thoseacts donotinvolve
conduct of a sexual nature.

Consensual Relationships. Bishop State Community College believesthat consensua romantic and sexual
relationships between facuty and staff members and students are generally deemedvery unprofessional and
very unwise becausesuchrelaionshipsmay resut in aconflict of interestand/or a power diff erental between
members of the college community. A facuty or staff member who entersinto a sexual relationship with a
student wherea professional power differental exists must realize that if a charge of sexual harassment is
subsequently lodged, it will be exceedingly difficult to prove immunity on thegrounds of mutual consent.

Bishop State Community Coallege regards as inappropriate any and al romantic relationshipsbetween
studentsand instructoror staff memberswhohave any powerover students. TheCollege urgesall facuty and
staff members to refrain from beginning or continuing all such relationstips since such behavior may be
perceived asunwelcome, evenif consensual, and can be seen atthe time or later assexual harassment. The
Coallege expects compliance with the position éove by all instructors ad staff members and hereby notifies
the samethat any violation of this policy leadingto anallegation ofsexual harassment may resut in sanctions.
Facuty or staff members mustalso be aware that Bishop State Community College is potentialy liable if
sexual harassment can beproven.

114



b. Sexual Assault. Having or attempting to havesexuwal intercourse with another individual by force or threeat of
force without effective consent; or wherethatindividual isincapadtated or incgpable of consenting.

0 Non-Consensua Sexual Contact.Any sexta touching other than non-consensial sexual
penetrationwithout consent. Examplesof non-consenswal sexual contact may indude: genital-
genital or oralgenital contactnotinvolving penetraton; contact with breass, buttocks, or genital
areg, induding contact over clothing; removing the clothing of another person; andkissng;

0 Non-Consesua Sexual Penetraion (commonly referredto asrape). Any actof vaginal or anal
penetration by a persands penis, finger, other body partsor anobject;or oral penetrationby asex
organ, without consent; and

0 Sodomy. Oralor ana sexual intercourse with another person, without theconsent of the victim,
indudinginstanceswherethevictimisincgable ofgiving consent because of hisor her age or
because of hisor her temporary or permanent mental or physical incapadty.

c. SexOffenses. Any sexual actdirected againstanother person, without the consent of the victim, induding
insanceswhere thevictim isincapable of giving consent.

0 Rape. Thepenetraion, no matter howslight, of the vaginaor anus with any body part or
object,or oral penetrationby a sexorganof another person, without the consent of the victim;

o Fondling. Thetouching of the private body partsof another personfor the purposeof sexal
graification, without the consent of the victim, induding inganceswherethe victim isincgpable of
giving consent because of his/her age or because of hisher temporary or permanent mentalincgacity;

0 Incest.Sexw intercourse betweenpersons who are relatedto eachother within the degrees
wherein marriage isprohibitedby law; and

0 Statutory Rape. Sexual intercourse with apersonwho is under the statutory age of consent.

d. Sexual Exploitation. Any actwhereoy one person violates thesexual privacy of another or takes unjust
or abudve sexwl advantage of another who hasnot provided consent and that doesnot constitute non-
consensua sextal penetration or non-consensual sexual contact. Examplesindude, but arenot limitedto,
recording, photographing, transmitting, viewing or distributing intimateor sexuel imagesor sexual
information without the knowledge and consent of al partiesinvolved; and voyeurism (i.e., spyingon
otherswho arein intimateor sexual situations).

e. Dating Violence Theterm dating violence is not defined by Alabamalaw assuch.However,thetermis
incorporagd into the definition of the domesic violencebecause the definition of domesic violence
includesdating or engagement relationships.

f.  Stalking. A course of physical or verbalconduct directedat another individual that could cause a
reasonable personto feel fear for heror his sdety or the sdety of others or to suffer substantial emotional
distress. Stalkingmay indude, but is not limitedto, pursuing or following a personin personor through
electonic media (cyber-stalking); non-consensual (unwanted) communication by any means(i.e, letters,
cards, photos,text messages,phonecall s, emails, or other documentary or electronic communications);
unwanted gifts; trespassng; and surveillance or other typesof observation.

g. Intimate Partner Violence.Intimate partner violence is often refemred to as dating violence, domesic
violence or relationship violence. It indudes any act of violence or threatened act of violencesexua or
otherwise againsta partner of a current or former sexual, dating, domesic or other intimaterelationship
with that person.
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h.

Domestic Violence. Domesic violenceisany incident resuting in the abuse assault, harassment
or theattempt or threats thereof, betweenfamili es,householdsor daing or engagement
relationship members.

Other Definitionsand Terms
Congent. Consant isanactof reasonand deliberaton. A person who possessesand exercisessufficient
mental capacity to make an intelligent decision demonstrates consent by performing anactrecommended
by another. In the matter of sexwal misconduct, consentis a voluntary agreement to engage in sexual
adivity by anindividual who hasthe capacity to do so.Someonewhoisincapacitated cannot provide
consent. Pastconsent doesnot imply future consent; silence or anabsence of redstance doesnot imply
consent; consent to engagein sexual acivity by one person does notimply consent to engage in sexual
adivity with another; the mannerin which anindividual is dresseddoesnot imply consent; the existence of
aprior or current relationshp doesnot imply consent; accepting ameal, agift, or invitationfor a date does
not imply or constitute consent to furtheractivity; consent can be withdrawn at any time (no meansno); and
coercion, force, or threet of either invalidatesconsent.
Incapacitation. Incapacitationisastate or condition thatrendersanindividual unable to make
qualifiedand rational decisions (i.e., a conditionresulting from the use of drugsor alcohol, when apersonis
adeepor unconscious or because of anintellectwal or other disability that prevents him or herfrom having
thecapadty to give consent.)
Victim. A personwho has beenthe subjectof aprohibited conduct, regardlessof whether that
individual makesacomplaintor seeksdisdplinary acion.
Complainant. A victim who has made acomplaint of aviolationof the Violence AgainstWomen
Restoraiton Act (VAWA) - Sexwel Misaonduct Policy or onwhosebehalf acomplaint wasmade or
disdplinary acioninitiated.
Responde. Theindividual (s) whoisaccusedof aprohibited conduct.

Confidentiality

TheCadllegeiscommittedto protectngtheprivacy of all individualsinvolvedinareport of sexual misconduct. All college
employees who are involved in the Collegeés Title IX respnse proces have receved specific instructons about
respecting and safeguardng private information. Throughout the process, every effort will be made to protect the
privacy of all individuals involvedin a manner that allows the College to conduct a thoroughreview of theisste.

AResponsi bl e Empl oyeeso
A fi R eonsphle Employee @sa college employee who hastheauthority to redresssexual violence, who has the duty to
report inddents of sexual violence or other student misconduct, or who as a student, could reasonably believe has
this authority or duty.

Resmngble Employees atthe College include:
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TitleIX Coordinator

Campus Poalice Officers

Ful-time Facuty, Staff, and Administrators

Coallege Counsding St&f (source for confidential reporting)
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Whena victim tells a Regponsible Employee about an inddent of sexwl misconduct or violence, the victim has the
right to expect the College to take immediateand appropriate stepsto investgate what happened, and to resolve the
matter promptly and equitably.

A Regonsible Employee must reportto the Title I X Coordinator all relevant details about the alleged sexual
violenceshared by thevictim and that the Collegewill needto determinewhathappened 1 induding the namesof
thevictim and allegedperpetrator(s), any witnesses,and ary other relevant facts,induding the date, time, and
specific location of the allegedincident. To theextent possible, information reportedto a Responsible Employee will
be sharedonly with people responsible for handling the Coll egeés resppnseto the report. A Respnsble Employee
should not shareinformation with law enforcement without the victim@ consent or unlessthe victim has also
reported the incident to law enforcement.

Beforeavictim reveals ary informationto a Responsible Employee, the employeeshould ensurethatthe victim
understandsthe employeeds reporting obligations i and, if the victim wantsto maintain confidentiality, directthe
victim to asource for confidential reporting. Confidential sourcesareoutlined furtherin this policy (Options for
Asdgstance following An Incident of Sexual Misconduct.)

If the victim wantsto tell the Respons ble Employee whathappened but also wishesto maintain confidentiality, the
employee should tell the victim that the College wil | consider the request,but cannot guarantee that the College will
be able to honor it. In reporting the detail s of the incident to the Title I X Coordinator, the Responsible Employee
will alsoinformtheTitle IX Coordinator of the victimés request for confidentiality.

Resmns ble Employeeswil | not pressureavictim torequestconfidentiality, but they will honor and support thevictimé
wishes, induding requesting that the College fully invegigate an incident. By the same token, Respnsble Employees
will not pressureavictim to make afull reportif the victimis not ready to do so.

Requesting Confidentiality from the College:

How the College Wi Weigh the Requesind Respond

If avictim disdosesan incident to a Regponsible Employee but wishes to maintain confidentiality or requests that no
invegigation into a particular incident be conductedor disdplinary acton taken, the College mustweigh that request
againstthe Collegets obligation to provide a sae, non-disaiminatory environment for al students, faaulty, and staff,
indudingthevictim. Althoughrare,there aretimeswhenthe College may not be able to honor a victimés request. This
is the casewhen safety and securty is afactor.If the College honors the requestfor confidentiality, a victim must
understand that the Collegeés ability to meaningfully invedigate theincident and pursuedisciplinary action againstthe
aleged perpetratofs) may belimited. In al casesof sexual misoonduct thatisa crime,the College has anobligationto
indudetheincident in itsannual securty reportin accordancewith the FederalJeanne Clery Act requirements.

It shall be the regonsibility of the Title IX Coordinator to evaluate requestsfor confidentiality once aresmpnsble
employee is on notice of aleged sexual violence. When weighing a victimés request for confidentiality or that
no investgation or disdpline be pursued, the Title IX Coordinator will consder a range of factos, induding the
following:
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1 Theincreasedrisk thatthealleged perpetraor will commit additional actsof sexual or other
violence,suchaswhether:
0 Therehavebeenother sexual violence complaintsabout the same alleged perpetrator;
0 Thealleged pempetraor has a history of amests or recordsfrom a prior school indicatinga history
of violence;

0 Thealleged pempetraor threatened further sexual violence or other violence againstthe victim or
others; and

0 Thesexuw violencewascommitted by multiple perpetators;
1 Thesexuwl violencewasperpetraedwith a weapon;
Thevictimisaminor;
1 TheCollege posessesother meansto obtain relevant evidenceof the sexwl violence (e g., securty
camerasor personnel, physica evidence);and/or
1 Thevictimésreport reveals a patternof perpetration (e.g., viaillicit use of drugsor alcohol) at agiven
locaion or by apatticular group.

=

Thepresence of one or more of thesefactorscould leadthe College to invedigate and, if appropiiate, pursue
disaplinary action. If noneof thesefactorsarepresent, the Collegewill likely respect thevictimés request for
confidentiality.

If the Cdlege determinesthat it cannot maintain a victimd& confidentiality, the College will inform thevictim prior to
starting an investgation and will, to the extent possble, only share information with people respnsble for
handling the College® respnse. The College will remain ever mindful of the victim& well- being, and will take
ongoing steps to protectthe victim from retaliation or harm and will work with the victim to create a safety plan.
Realiation againstthe victim, whether by students or college employees,will not be tolerated. The Coll ege may not
requireavictimto participatein ary investgationor disdplinary proceeding.

TheCoallege will aso:

1 Asdstthevictimin accessing other available victim advocacy, acalemic support, counselng, disability,
health or mental health services,and legal as$stance both on and off campus (Seeportion of Violence
AgainstWomenRestoraion Act (VAWA) - Sexual Misoonduct Policy identifying these sewices.);

1 Provide other securty and support, which could include isauing a no-contactorder, helping
arrangeachange of working arangements or course schedules(including for thealleged perpetrator pending
the outcome of aninvegigation) or adjustments for assignmentsor tests;

71 Inform the victim of the right to report a crime to campus police or locallaw enforcement i and
providethevictim with assiganceif the victim wishesto do so.

Because the Collegeis under a continued obli gationto addressisaues of sexwal violencecampus-wide, reportsof
sexual violence (induding non-identifying reports) will also prompt the College to consder broader remedial acion
suchasincreased monitoring, supervisionor securty atlocaions wherethe reportedsexwal violence occurred,;
increasng education and prevention efforts, induding to targeted groups;conducting cli mateasse ssments/
victimization surveys; and/or revisiting its policiesand pracices.

If the Collegedetemmines thatit canrespect a victimés request for confidentiality, the Collegewill also take
immediateacionasnecessary to protectand assist the victim.
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Privacy and Confidentiality Defined

Privacy and confidentiality have distinct meanings underthis policy.

a.

Privacy: Privacy generally meansthatinformation relatedto areport of misconduct will only be sharedwith
alimitedcircle of individuals. Theuseof thisinformationislimitedto those college employees who fineed
to knowo in orderto asdst in theacive review, investgation or resdution of thereport. While not bound by
confidentiality, theseindividuals will bedisaeet and respect the privacy of all individualsinvolvedin the
process.

Confidentiality: Confidentiality meansthatinformation sheredby anindividual with desgnated

campus or community professional s cannot be revealedto any other individual withouttheexpress
permissonof theindividual. These individuals areprohibited from bre&ing confidentiality unlessthereisan
imminent threat of harm to sdf or others.

Requests for Confidentiality: Where acomplainant requeststhat his’her name or other

identifiable information not be shared with theTitle I X officer or requests that no formal aciion be taken,

the College will balancethis requestwith its dual obligation to provide a safe and non- disaiminatory
environment for the college community and to remain trueto principlesof fundamental fairnessthatrequire
notice and anopportunity to respond beforeacionistakenagainstthe accusel. In makingthis
determination, the College may consderthe serousnessof theconduct, theregectve agesandrolesof the
complainant and the accused, whethertherehave been other complaints or reports of harassment or
misoonduct againstthe acaised, and the rights of the accusedto receive notice and relevant information
beforedisdplinary acion is sought.

The Cadlege will take all reasaable steps to invesigate and regpond to the complaint consistent with the request for
confidentiality or requestnot to pursue an invesigation, but its ability to do so may be limited basedonthenatureof
therequest by thecomplainant. WheretheCollegeisunableto takeacion consistent with the requestof the complainant,
the Title IX Coordinator will inform the complainant about the chosen course of acion, which may indude the
College seeking disdplinary adion againstthe accusel. Alterndively, the course of acion may also include steps to
limit the effects ofthe alleged harassment and prevent its recurence that do not involve formal disdplinary adion
againstthe accusedor revealing the identity of the complainant.

Privileged and nfidential Communications
This secion of the policy is intended to make students and employees aware of other reporting and confidential
disdosureoptions available to them so they may make informed choicesabout where to turn should they become a
victim of sexual violence or harassment. The Callege encouragesvictims to talk to someoneidentified in one or more
of thesecollege groupsif they wish to keep their identity confidential.

a.

CollegeCounseling Staff - Individuals who work in the counseling office on all campuses,indudingthe
clericalstdf, areavailable to talk to and assist avictim. A victim cansesk assistance and support fromthese
individual s without triggering a collegeinvestgation that could reveal the victimés identity or the factthat
thevictim has disdosedthe inddent. While maintaining a victim& confidentiality, these individuals or their
office should report thenature, date, time, and genera locaionof aninddent to the Title I X Coordinator.
Thislimitedreporti which includes noinformationthat would directly or indirecty identify the victim 1
helpskeep the Title I X Coordinator informedof the general extent and nature of sexwal violenceon and off
campus so heor she can trackpatterns, evaluatethe scope of the problem, and formulateappropriate
campus-wide
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respnseson behalf of the College. Beforereporting ary informationto the Title IX Coordinator, the
individual will consult with the victim to ensurethat no personally identifying details areshared during the
reporting process.

b. ProfessionalCounselorsor Agercy Resour ce Groupsacting on behalf of the College i Professional,
licensed counslors, and referral agencies who provide mental -health counseling and support to members of
the collegecommunity (induding those who actin thatrole under the supervision of alicensed counselor)
arenot requiredto report any information about an incident to the Title IX Coordinator without avictimés
permisson.

Note: A victim who speaksto a professional counselor, agency resource group, or college counselormust
understand that, if he/she wantsto maintain confidentiality, the College will be unable to conduct an
invedigation into the particularinddent or purste disdplinary adion againstthealleged perpetator. Evenso,
these counselors and advocateswill still assist thevictim in recaving other necessary protection and support,
suchasvictimé advoceacy; academic support or accommodations; disability, health or mental health services;
and changesto working environment or course schedules.

A victim who at first requests confidentiality may later deddeto file acomplaintwith the Coll ege or report
the incident to local law enforcement, and thus have the incident fully investgated. These counselorsand
advocaeswill providethevictim with assistance if the victim wishes to change his or hermind.

It isfurthernoted that while theseprofessional counselors, agency resaurce groups, college counselos, and
advocaesmay maintain avictim& confidentiality regardngan incident of sexual misconduct, they may have
reporting or other obligations under state law suchas mandatory reporting requirementsto law enforcement in
the caseof minors; imminent harm to sdf or others; and therequirement to testify if subpoenaed in acriminal
case.Spedfically, when areport involvessuspected abuse of aminor under theage of 18, theCollege is
required by law to notify local law enforcement and the local agency for child protecive services.

Additionally, if the Collegedeteminesthatthe alleged perpetrator(s) posesa serious and immediatethreatto
the college community or Campus Police will be called uponto issueatimely warningto the college
community. Any suchwaming should not indudeinformationthat identifiesthevictim.

Optionsfor Assistance Following an Incident of Sexual Misamnduct

Immediately upon notice of anincident, the College will make every effort to assist the victim in sesking assistance
from on-campus and off-campus advocates and counselorswho can provide a regonse. On- campus advocags,
which indude the cdlege counsaling staff and Title IX Coordinator, will assist by providing support in
navigating the reporting processand providing information regardng resaircesthat maybeutilizedby sexual assult
victims.
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Asgstance may beobtained through thefollowing resources:

Title IX Coordinat or
Mrs. Madeline Stokes
Baker-Ganes Central Campus (251)
405-4457

mstokes@pishop.edu

Campus Polce Chef mr.
Lloyd Washngton, Chief Main
Campus

(251) 405-7062
Iwadhington@bishop.edu

Campus Poice Offices*
Main Campus’i (251) 405-7060
Carver Campusi (251) 662-5399
Baker-GanesCentrali (251) 4054478
SouthwestCampusT (251) 665-4080

*Dial 9-1-1 in caseof extremeemergency if Campus Polcestaff is unavailable.

Community Resources

Local Law EnforcementOfficial
91 City of Mobile Police Department (251)208-7211

Medical Faciliti es
1 Mobilelnfirmary Medical Centeri (251) 435-2400
1 Providence Hosptal i (251) 633-1000
1 Springhill Memorial Hospital T (251) 344-9630
1 TheUniversity of South AlabamaMedicd Center i (251) 471-7000
1 USA Children $and Womené Hospital 1 (251) 415-1000

Sexual Assault Crisis Assistance
1 RapeCrisis Center, Mobile, Alabamai (251) 473-7273

Ongoing Assstance
Thecounselng staff atthe College will assist victims of sexual assault with ongoing support by providing appropriate
counseling or referral services. Studentswill be assistedwith any academic accommodationsthat may be necesary
including, but not limited to, sdchedule modifications, withdrawal from class, modificaionsin work-study
schedules, etc.
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Reporti ng Procedures
The following procedures are in place at Bishop State Community College to provide recourse for any student,
facuty or staff member who has been the victim of sexual misconduct. The College recgnizestwo distinctlevels
of acion: complaintsand grievances.

Complaint Procedures (Informal Resolution)

Students or employeeswho desreto file acomplaint regarding aviol ation of the ViolenceAgainstWomenRestoraiton
Act (VAWA) - Sexual Mismonduct Policy may report the incident to the Title IX Coordinator. Incidents may also
be reported to any Resmnsible Employee at any time; however, individuals areencouraged to report incidents
within ten (D) working days of an aleged violation. This will maximize the College& ability to effecively
investgate and act upon an alleged violation. The college employee will immediately report the incident to the
TitleIX Coodinator. If thecomplaintisabout thedesignated Title|X Coorinator, the complaint will be sent directy
to the Preddentd Office. The Preddent will assign the complaintto another administrator.

The purpose of this procedure is to secure,at the lowest possible levd, equitable solutions to sexual misconduct
complaints.This pracesswill bekept asinformal and confidential asmay be approptiate. The 10-day request isin no
way intended to limit a complainantés right to assistance after that time period, but rather is to ensurea timely
resdution of any complaint.

Afterreceving notice of alegations of sexwl misanduct, theTitle X Coordinator will schedule an intake meeting
with thecomplainantin order to providethe general informationregard ng the policy and thereporting proces,
advisetheindividual of hig’herrights, identify any interim intervention measuresthat may beappropriate, and
identify resourcesfor obtainingimmediatesupport. During the intake meeting, theTitle IX Coordinator and the
complainant will disauss altemativesfor proceeding with the complaint, induding whether the complainant wishes
to pursueaninformal resdution, file criminal charges, if appropriate, or whether the complainant wantsto pursuea
relution of any kind.

It shell also be the respongbility of the designated college complianceofficerto attempt to securea solutionto the
complaint. Thecompliance officerwill meet with thepartiesinvolved and attempt to solve theproblemor address
the concernin an informal sesion. If, afterdisaussion, it is determined that the complaintcanbereslved
immediately, thedesignated college compliance officer will take actionto resdve the complaint and will submit a
written report to the Presdent within 10 working days of recept of thecomplaint. Thereport shall containthe
original writtencomplaint,abrief summary of any information essential to an understanding of the problem, anda
desciption of the action taken. Copieswill besent to all partiesinvolved in the disaussion. Confidentiaity will be
observedin this process wherepossible and prectical.

If appropiiate,theTitle IX Coordinator will schedule a meeting with the accusedin orderto providehim/her with an
overview of the policy, advise him/her of as®dated rights, and identify forms of support or immediate
interventionavailable to him/her.

In all complaints of alleged sexual misconduct, the College will conduct aninvesigation, if appropriate, and take
prompt acionto support and protect the complainant, including taking stepsto provideinterim actons before a final
relution to the complaint has been reached. Interim acions to ensure safety and secuity and provide asdstive
savicesmay indude but not be limitedto:

1 Imposingano-contactorder;

9 Arranging schedule adjugments, induding changing course sectons, making arrangements for online
instrudionor withdrawing;
Reghedulingexams and/or asignments;
Providingincreasedmonitoring or supervision;
Adjusting work environment or job assignments;and
Providingmedical sewvices
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TheTitle IX Coordinator will recanmend interim measuresand coordinate themwith appropriate offices.

Associated Rights
Bishop State will afford any student or employee who reports that he or she hasbeen the victim of anincident of
sexuel violence,either on campus or off-campus during a college-sanctioned adivity, with thefollowinginformaton
andrights:

1 Possible sanctionsor protedive measuresthat may reault fromaninsitutional disciplinary
proceeding (See Complaint and Hearing Proceedings for additional information.);

1 Proceduresthatshould befollowed in the event of anincident of sexul violence induding:

0 Theimportance of preserving evidencefor proof in criminal proceedings;

o Towhom the off ense should be reported;

0 Optionsfor reporting to law enforcement. College officials will assist victimsin reportingto the
appropliateauthorities

0 Theright to declineto report to law enforcement; and

o Informationabout no contad ordersisaued by acourt.

1 Notification about existing counsgling, health, mental health, victim advocecy, legal assistance, and other
servicesavailable on and off-campus;

1 Notificationthat the College will comply with requestsfor interim accommodations made by a
victim where reasonably avail able whether or not aformal reportisfil ed. Interim accommodations are
addressdearlierin thispolicy;

1 Inaddition to reporting to law enforcement, victims also have the option to seek protectve or
disdplinary acion directy with the College.

1 Procesdingswill beconductedby officials whoreceive annual sexual violence training and
trainingonconductinginvedigations.

1 Boththevictim and respondent areentitled to the same opportunitiesto have otherspresent during
proceedings, induding the opportunity to be accompanied to any related meetingor hearing by an
advisor of their choice.

1 Boththeaccuserand accusdshall be simultaneoudy informed, in writing, of:

0 Theoutcome of any college disciplinary proceeding;

o Theproceduresfor theaacusedand thevictim to appeal theresults of the proceeding;
0 Any changeto theresuts;and

0 Whensuchresults becomefinal.

1 Notificationwill begiventhatin addition to any criminal or civil adions which may bependingorin
process, the College resewesthe right to separatly pursue appropliatedisdplinary acton againsta
respondent(s). TheColl egealso reservestheright to placeanacusedemployeeon paid administrative
leave during theinvedigation and/or hearing of any allegation of violation of thispolicy.

Recommendationsl mposedby Title IX Coordinat or
During thecomplaint processthe Title IX Coordinator shall havethe authority to recanmend any sanction that will
reallt in theresolution of the complaintto includethe following:
1 Reprimand 1 written notice that continuation or repetition of improperconduct may be cause for
furtherdisdplinary acton.
1 Restitution i Compensdion for damagesto property owned by the College, limitedto actual costof repair
or replacament.
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Probationi Thissanctionis for adesignated period of time, which may indude excluson from
privileges,suchasextracuricular activitiesand/or on-campus driving privileges.Furthemore,if the
student is determined by arny of the disdpli nary proceduresherein to bein subsequent violation of the
Code of Student Conduct during the probationary period, thestudent may be either suspended or expelled.
Provisionsof the probetionary period shell be detemined and expressedby the Title IX Coordinator.
No Contact Ordersi Written notice to cease all contadt with anallegedvictim of sexual
misconduct.
Ceaseand Desist Ordersi Thealleged perpetrator will bedirectedby written notice to ceaseand desist
ary activity noted by the all eged victim asoffensi ve or threatening and that may bea violation of the
Violence AgainstWomenRestordion Act (VAWA) - Sexual Misaonduct Policy.
Voluntary Withdrawal i A student may be giventhe option to voluntarily withdraw from aclassor from
the Collegein lieu of disdplinary acion. TheTitle X Coordinator, in some circumstances, may
recanmend a period of time beforethestudent may apply for readmisson or reenroll in a classor clases.
To quaify for readmission, thestudent mustreceive approval fromthe Deanof Students and meet the
academic standardsfor readmisgon. Studentswill not be eligible for any refund from the College. (If a
student withdraws before disdplinary proceduresarecariedout, the student will besubjectto disciplineas
may beimposedby thedesgnated College official at thetime of reentry intothe College.)
Other requestsof the victim asdeemedappropriate.
Forviolations of this policy by facuty or staff members, disdplinary penaltiesmay indudesaome of the
sanctions listedabove as appropiiate, in addition to other penalties(in accordancewith the employment
laws, regulations,and poli ciesgoveming the employeein quegion):
0o Couwsdingor training;
Written warning; and
Repimand.

All sanctionsrecanmended by theTitle IX Coodinator mustbeapprovedby thePresdent. If astudent or employee
complaint cannot beresoled at the complaint levelor if more stringent sanctionsare appropriate, such an
unresolvedissueshall betermedagrievance.

Grievance Procedures (Formal Resdution)

The following grievance procedures are in place at Bishop State to provide recaurse for students or employees
who believe that they have beenthe victim of sexual misconduct and who havenot been able to resole the situation
at theinformal level. The steps below shell befollowed:

1.

Theoriginal and two copiesof GrievanceForm A must be filedwith the Title IX Coordinator within
thirty (30) calendar days following the date of the complaint. Theallegedviolation(s) mustbecleary and
specifically stated. (Complainant is advisedto keep acopy of all forms usedin steps 1-6 for hisor her
files.)

TheTitle X Coordinator will immediately notify the Preddent of recept of GrievanceForm A.
TheTitle IX Coordinator will have thirty (30) calendar days following the date of recept of Grievance
FormA to invedigate and study the complainantés all egations, hold formal meetings with theaccused,
witnesses, and other partiesinvolved, and make awritten report of findingsto the complainant. Grievance
FormA mustbe usedfor thereport. Copiesof GrievanceFormA must be provided to the Presdent. The
complainanté copy mustbe mailedto his or herhome address by cerified mail, returnreceiptrequesed.
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3. Thecomplainant must,within fifteen (15) calendar days followingreceipt of the Title IX
Coodinato r répsrt, file with the Presdent and the Title | X Coordinator written notice of acceptance
or appeal of thereport. If anotice of appealisfiled, Grievance Form B mustbe usal. Complainant
muststéte clearly and spedfically on GrievanceFormB the objecionsto thefindingsand/or dedsion
of theTitle X Coordinator. Copiesof Grievance FormB mustbe provided to theTitle X Coordinator
and the Presdent. If the complainant failsto file notice of appeal by 5:00 p.m. on the 15th cdendar
day followingrecapt of the Title X Coordinatorés report, theright to furtherappeal will beforfeited.

4. ThePreddent or designee will havethirty (30) calendar days following the date of recept of the
complainantés notice of appeal to invesigate and study the complainantés allegations, the report of the
Title X Coordinator, and make awrittenreport of findings to thecomplainart. Grievance Form B must
be usedfor thereport. Copiesof Grievance FormB mustbe provided to the Title IX Coordinator and the
Chancdlor of the Alabama Commnunity College System. Thecomplainant& copy mustbe mailedto his
or herhome addressby cerified mail, return receipt requested.

5. Thecomplainant must,within fifteen (15) calendar days following receipt of Presdenté or designeeGs
report, file with the Presdent or designee and Title IX Coordinator a written notice of aaceptance or
appea of thereport. If notice of appeal isfiled, appeal GrievanceForm C mustbeused. The
complainant must stae clearly and specifically on GrievanceFormC objecions to the findings and/or
dedsions of the Preddent or designee. Copiesof GrievanceForm C mustbeprovided to Title IX
Coordinator and the Chancellor by thecomplainant. If the complainant failsto file notice of appeal by
5:00 p.m. on the 15th calendar day following receipt of the Preddentd report, theright to furtherappeal
will beforfeited.

6. TheChancellor or his’her desgneewill havethirty (30) cdendar days following the date of recept of
the complainantGs notice of appeal to invedigateand study the complainantés allegationsand report of
the Preddent or desgnee, hold aformal hearing, if appropriate, and make written report of findingsto
thecomplainant. GrievanceForm C mustbe usedfor thereport. Copiesof Grievance FormC mustbe
provided to theTitle IX Coordinator. The complainant& copy mustbe mailedto hisor herhome
addressby cerified mail, return rece pt requested.

Note: If the lastday for filing the notice of appeal falls on either Saturday, Sunday, or alegal holiday, the
complainant will have until 5:00 p.m. on thefirst working day following the 15th cdendar day tofile.

Appropriateformsfor fili ng agrievance underthis poli cy may befound onthe Coll egeWebsite under the
ViolenceAgainstWomenRestoraton Act (VAWA) - Sexwal Misconduct Poli cy link. Visit www.bishop.edu.

Hearing Procedures

If ahearingis scheduledwithin the time frame desgnatedby the Title IX Coordinator, the Presdent shall
designate aqualified, unbiasedperson or committeeto conducteachgrievancehearing. TheTitle IX Coordinators
will not be required to sewve ashearing off icers. The hearing officer or committee shall notify thecomplainant and
each respondent of the time and placeof the hearing, thewitnesslist, and theright to havean attorney or
representative present. Theonly individuals present at meetings of this committee shell be committee members,
partiesto theactionbeing considered by the committee, and their representatives(not to exceed two), and
witnessesactualy testfying beforethecommittee. Theinstitution and complainant may have anatorney present,
atthe respective party& expense,during the hearing. Attorneys may only advise;they may not cross examine,
question, or address the committee, complainant, or the respondent in any way.

125


http://www.bishop.edu/

Thegrievance statement will beformally presented at the meeting. Afterthe grievance isreadinto the record the
complainant(s) will havethe opportunity to present suchoraltestmony and other supporting evidenceas
appropriate to theclaim. Resmndents shall then be giventheopporturity to present such oraltesimony and other
evidencedeemedappropriate to theresponden t defénse againstthechargesNo crossexaminationwill be
allowed.Either party may askthe hearing officerto ask aqueston of the other party. Thehearing officer may or
may not chooseto do so.

In the event that the College or the administration of the Coll egeatlargeisthe party againstwhomthe grievanceis
filed, the Preddent shall dedgnatea representative to appear atthehearing on behalf of the respndent. In the event
thatthe Collegeisthe respondent, the college representative shall not be anatorney unlessthe complainantis assisted
by anattorney or other personal representative.

Thehearing shell berecadedeither by a court reporter or onaudio or video tapeor by other electranic recordng
medium asagreed to by all partiesin advance of the hearing. In addition, all items offeredinto evidenceby the
parties,whether admitted into evidence or not, shall bemarkedand presevedaspart of thehearingrecon.

Report of Findings
Followingthehearing, awritten report of thefindings shall be made to the President, the hearing officer, or the
chairperson of the committee. Thereport shall contain atleast thefollowing items.
1. Dateand placeof the hearing;
Name of each member of the hearing committee;
List of all witnessesfor all partiesto the grievance;
Findingsrelevant to thegrievance;
Dedsionsand recanmended consequences;and
Recanmendation(s) to the Presdent arisng fromthe grievance and the hearing thereon.
Any recanmendations or sanctionsimposed by the hearing committee mustbe approved by the Presdent.

IS

Sanctionsand Recommendations Imposed by Hearing Committee

1 Reprimand i Written notice that continuationor repetition of improperconduct may be causefor further
disdplinary action.

1 Restitution T Compensdion for damagesto property owned by the College, limitedto actual cost
of repair or replacament.

1 Probationi Thissanction is for adesignated period of time, which may indude exclusonfrom privileges,
suchasextracuricular activitiesand/or on-campus driving privileges.Furthemore,if thestudentis
determined by any of the disdplinary proceduresherein set out to bein subsequent violation of the Code of
Student Conduct during the probationary period, the student may be eithersuspended or expelled.
Provisionsof the probeationary period shall berecommended by the Title X Coordinator.

1 NoContact Ordersi Written notice to cease all contad with anallegedvictim of sexual
misconduct.

9 Ceaseand Desist Ordersi Theallegedperpetrator will bedirectedby written notice to ceaseand desist
ary actvity noted by the all eged victim asoffensive or threatening and that may beaviolation of the
Violence AgainstWomenRestordion Act (VAWA) - Sexual Misconduct Policy.
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1 Voluntary Withd rawal i A student may be giventheoption to voluntarily withdraw from a classor from
the Collegein lieu of disdplinary acion. TheTitle X Coordinator will recanmend a period of time before
the student may apply for readmisson or reenroll in aclassor classes.To qualify for readmission, the
student mustreceive approval fromthe Deanof Studentsand meet the acalemic standardsfor readmisgon.

1 Studentswill not be eligible for any refund from the College. (If astudent withdraws before
disdplinary proceduresarecariedout, the student will besubjectto disdpline as maybeimposed
by thedesignated Callege official at the time of reentry into the College).

1  Suspersion - Separationfrom the College for a definite period of time. A student maybe
suspended for aspecific period of time not to exceed two (2) years. To qualify for readmisson after
suspenson, astudent mustreceive approval fromthe Deanof Studentsand meet all reasonable
requirements and academic standardsfor readmisson. Studentswill not be eligible for any refund fromthe
College.

1 Expulsion - Anindefinite termination of student status from the College for a period of not lessthan two
(2) years. To qualify for readmisdgon after expul sion, a student mustreceive approval from the Deanof
Students and meet all reasmable requirements and academic standardsfor readmisgon. Studentswill not
be eligible for arefund from the College. Under certain conditions, expulsion could mean permanent
severancéromthe College.

[ Other requests of the victim asdeemedappropriate.
[1  Forviolations of this policy by facuty or staff members, disdplinary penalties(in acmrdancewith the
employment laws, regulations,and policiesgoverring the employee in quegion) may include
o0 Couwnsdingortraining;

Written warning;

Repimand;

Suspengon with or without pay;

Demotion;

Termination; and

Other requestsof the victim asdeemedappropriate.

O O O o oo

Non-Retaliation Requirement
No student, facuty or staff member, administrator, applicant for employment or admisson, or member of the public
may be subjectto retaliation, interference coercion, intimidation, or reprisal for acions takenin good faith to seek
advice concernngany sexual misconduct, ADA, other civil rights,or Title IX mater;to fileacomplaint or grievance;
or toserve as awitness or panel member in theinvestgation of acomplaint or grievance. A finding of retaliation may

resultin disdplinary adion in addition to any sanctionsthat may beimposedasaresult of the underlying allegations
of disaimination and/or harassment.

Filing a False Report

It is a violation of college policiesfor any student, facuty or staff member, or administrator to file a fal se report
againstanotherindividual.
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Coordination with Law Enforcement

The College encauragescomplainantsto pursue criminal acion for incidents of sexual harassment, sexual violence
and intimate partner violence that may also be crimes. The College will assist a complainant in making a criminal
report and will cooperate with law enforcement agenciesif a complainant deddesto pursue the criminal proces
to the extent permitted by law. Neither law enforcementGs detemination whetherto prosecite or not prosecutean
alleged perpetrator,nor theoutcame of any criminal prosecution, aredetemminantsof whether aviolation ofthis policy
has occurred. Proceedings under this policy may be caried out prior to, smultaneously with, or following civil or
criminal proceedingsoff campus.

Reaords

TheTitle IX Coominator will retain recordsof al reports and complaints, regardless of the nature of the resdution.
Complaintsresolved during the informal complaint processmay became part of a studenté conduct fil e, depending
onthenatureof theoffense but will not beinduded asapartof theacalemic recordor of anemployeé&is personnel file.

Affirmative findings of reponsibility in maters resolved through the grievance or formal resdution processwill
becamepart of astudenté conduct record and an employees personnel recad. Suchrecordsshall be usedin reviewing
any furtherconduct, or developing sanctions, and shall remain a part of a student& conduct recad or anemployees
personnel file. Additionally, the Callege will comply with all requirements under the Federal Jeanne Clery Act as
amended and will report crimesasodated with the College asrequired.

Prevention and Education
Bishop State Community College is committed to preserving the safety and securty of the Coll egeenvironment
and will implement acivities designed to prevent incidents of sexual misconduct, inform members of the College
community of their rights under the Violence Against Women Restoraiton Act (VAWA) - Sexwual Misandud Policy;
inform members of prohbited conduct; identify prevention measures, and provide information regardng reporting
protocds.

TheCoallegets prevention and education programwill indude, but will not be limitedto:

1 Annual training and awarenessprograns for current employees and students;

9  Orientation for new employees and students that will educatethem about the Collegeds Violence
AgainstWomenRestoraton Act (VAWA) - Sexual Misconduct Policy and prevention measuresthat may
be utili zed;

1 Informationregardingthe Violence AgainstWomen Redoration Act (VAWA) - Sexual Misconduct
Policy onthe College SWeb site
(www.bishop.ed);

1 Informationon bystander intervention; and

1 Implementation of acampus sexwl misconduct awareness campaign.

Training
Bishop State Community College will ensure that al college employees, induding those officials involved in
redressing incidents of sexual misconduct, are trained on an annual basis through the Colleges Professional
Development processand through extemal resarceswhenappropiiate.
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Bishop State Alma Mater

J. R. Woods and Dora Davis
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Academic Policies



ACADEM |IC POLICIES AND REGULATIONS
CLASSIFICATION OF ST UDENTS

1 Freshman: A student who has earned fewer than 30 semester hours of credit.
1 Sophomore: A student who has earned 30 or more semester hours of credit.

Bishop State Community College adheres to the Alabama Community College System Board of Trusteeamblicies
procedures for determining credit hours awarded for courses and programs. Additionally, the College also adheres to the
Federal definition of a credit hour as beangamount of work represented in intended learning outcomesgesifidd by

evidence obtudent achievement that is an institutionally established equivalencgdlsanably approximates:

1. Not less than one hour of classroom or direct faculty instruction and a minimum of two hourslass sfudent
work each week for approximately &fn weeks for one semester or trimester houaredfit, or ten to twelve weeks
for one quarter hour of credit, or the equivalent amount of work odléfesent amount of time, or

2. At least an equivalent amount of work as required outlined in itenoveaior other academactivities as
established by the institution including labtmg work, internships, practicynstudiowork, and other academic work
leading to the award of credit hours.

The following policies and procedures must be followed bygdalleges in the Adbama Community College SysteAlabama
Community College System Board of Trustees Policy 705.01: Converting Contact Hours to Credit Hour Equivalencies

requires institutions to operate on a semester system and defines semester ¢creglithass fit he aver age numkt
instruction weekly during a ¥veek period, with an hour of instruction defined as not less than 50 mirfutes o

i nstruct or / $labardacCommumityp GollegecSystem Board of Trustees Policy 706.01: Credit @édvahidough
Non-Traditional Means Generahs established guidelines for awarding credit for courses and programs outside the

commonly accepted practices in higher education.

Course work at Bishop State Community College measur ed i n tres mé Dliefisemester hol
credit hour) is based upon the average number of hours of instruction taught weekly. The ratio of weekly contact hours to
credit hours varies with the type of instruction being used and the diva$ithe CollegeAlabama Community College

System Board of Trustees Policy 70500Qflines six general categories or types of instruction: (1) Theory, (2) Experimental
Laboratory, (3) Practical Application Laboratory, (4) Clinical Practice, (5) Preceptorship, and (6) liptefngariety of class

meeting schedules fall within this structure and are offered within the Academic, Health Science and Technical Divisions of

the College. The definitions for each category/type of instruction are:

1 Theory. Instruction focused on prinales, concepts, or idea&enerally requires extensive eaftclass preparation
prior to class each week as well as foloassignmentsi Theor yo i nstruction is the te
lecture, recitation, discussion, demonstration, semeénar,d ot her standard classroom in
is under the direct supervision of an instructBatio: 1:1 (one hour of credit for one hour of theory instruction as
defined.)
I Experimental Laboratory.Instruction focused on experimentat in a classroom, laboratory, or studio through
teacherassisted, handsn learning experiencesin experimental laboratory is generally required in conjunction with
the theory of an academic course. Work is normally completed in the learning envitdnuteray include oubf-
class assignments such as practice and/or laboratory report witiBgx p e r i ment al |l aboratoryo
under the direct supervision of an instruct®atio:2 : 1 (one hour of credid iifrogt rt wot i
as defined.) or 3:1 (one hour of credit for three houl
9 Practical Application LaboratoryExperiencebased instruction takes place in a simulated environment for the purpose
of developing occupati@ competencies related to the use of equipment, tools, machines, and other {spmepin
work products.A practical application laboratory is generally required in career and technical programs and requires
limited outof-class assignments per week.a practical application laboratory emphasis is placed on the use of

equipment, tools, machines, etc. found within the lab environnteft.r act i cal application 1| ab
development of manual skills and job proficiency and is under thetdiupervision of an instructoRatio: 2:1 or
3:1, depending on program. (One hour of credit for t wq

1 Clinical Practice.Experiencebased instruction is focused on practical activitiesegally found in healthcare or
service occupation programs. These experiences are offered in a practical environment and are for the purpose of
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developing skills related to the disciplind.clinical practice laboratory is generally required in healthcatated
fields. Work is normally completed in the learning environment but may includefeutt ass assi gnment s.

Practiced is under t he Outofelass asssgonmerts each weaeloane used to prepare thes t r |
student fo the clinical experienceRatio:3: 1 (one hour of credit for three ho
defined.)

1 PreceptorshipAdvanced experience based instruction is provided under the supervision of a licensed healthcare
professional, fortte purpose of enhancing occupational competendike.course instructor works with the healthcare
professional to determine the clinical assignments for students. The instructor must be readily available for
consultation with the healthcare professiond&tsitio: 5:1 or 3:1 (one hour of credit for five hours or three hours of
preceptorship instruction as defined.)

1 Internship.il nternshipd is the term which is used to include
sponsored work instrtion. Internship involves the development of job skills by providing the student with a
structured employment situation that is directly related to, and coordinated with, the educational p&igckemt
activity in internship is planned and coordinajeigitly by an institutional representative and the employer, with the
employer having the responsibility for control and supervision of the student on thé&/@k.is normally completed
in the learning environment but may include-oticlass assignmentdRatio: 5:1 (one hour of credit for five hours of
Ainternshipd instruction as defined.

Policies defining the recommended student load and guidelines which must be met to be able tovietkeaalare described

in the Student Handbook and Catalog. Téommended student load per semester-ik9l8emester hours. A cumulative

GPA of 2.0 or higher and permission of the appropriate instructional dean is required for a course load greater than 19 hours
A student is considered full time when registeredlfdior more semester hours. These guidelines apply to all students
regardless of mode of delivery.

All distance education courses are provided in accordance with the credit hour policy and procedures. As required by Federal
Requi rement 4 redithour goley cGndolms  goentanly accepted practices in higher education and to
Commission policy.

Di stance education courses must be approved according to
Learning Policy Manual, which ingtles a comprehensive review process to ensure quality and equivalence to a traditional
course. The amount of faculty instruction and the amount of required student work for online courses must be equivalent to
that of a traditional lecture class.

Campus E-mail

All registerad students, full-time instructors, and part-time instrudors areassigred email addresseat Bishop Stateand are
ableto send and receivee-mail usingthis addressrom any Internet browser in the world. To accessthe campus email
system, openyour Intemet browser (Internet Explorer) and type mail.bishop.edu into the addres line. To login to the
campus e-mail sysem, type your accoun name at the Nameprompt and follow ingructions. All students taking online
classs must use the Bishgp Stae email addres for clas comresponderte andto recdve online courselogin and password.
If you are uable to accesgour account, call th€omputer Gnter at 4057070

Course Load

The student course load for a full-time student will be 12 to 19 credit hours per sanester. Credit hours above 19 credit
hours will constitute a student overload and must be approved by the Academic or Techmical Dean. No student will be
approved for more than24 credithours inany one rm for any reason.

Degree Plan/Studert Advisement

To assid students in monitoring the completion of coursework in their majors, they should acces a copy of their degree
planprior to registering and sedng ther advisors The Degree Plan idenifies all coursesin Areas |-V, required in stwdent s 6
dedared majors, courses completed by gudents, and courses students needed for graduaion. The DegreePlan also
identifies free elective courses taken course takenthat were not completed, placement test scaes, and GPA daa
Instructors are required to usedegreeplanswhen advising students toward completion of coursesfor their degrees. Students
shoud take only coursesin their degree plansif they are receivng Financial Aid. NOTE: Coursestaken outside of
studentsddegree planswill notbe covered by Finandial Aid.

CourseAuditing

Registration for awdited courses must be declarel by the end of thelate registration period. Audited courses will not be paid
by the Pel Grant program, certan schdarships, and ceitain agendes respongble for tuition. Course auditing must be
approved by the Academic or Tedhnical Dean before enralli ng.
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Online Courses

Online courses aretaughtvia the internd. Students must havea computer with access to the internet and the appropriate
software. Students should contactthdr advisersbefore registering for an online course,if ther computer or browser does
not med the specifications.

Students may visit the webste: www.bishop.edu/welsteps.htm to useBishop Online Registration and Information System
(BORIS) to register, drop/add, check grades, transcript, degreeplan, current schedule, and finandal aid. BORIS is

availabe Monday through Saturday from 9:00 am. to 11:00 p.m. If you regster for an online class,you must use the
Bishgp Stak e-mail addres for class correspondence and to receiwve your online courselogin and pasword.

If you havequestions,you may email info@bishop.edu.

Hybrid Courses

Hybrid courses, which include a combination of on-campusinstruction and online instruction, are taught at Bishop State
Community Cadllege. Days and times are listed for the on-campusportion of the instructon; however, other activities will
take place online. Students may be able to registe for two hybrid coursesif the on-campuscoursemeetingsareon different

days and/or atdifferent times.

**Students in Assodate in Arts and/or Assodate in Scien® degee programs may complete no more than 28
semeste hoursin online coursework. Such courses are designaed with WW and WH in the cour se scheduk.
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Devdopmental Courses

Devdopmental instruction is desigred to devdop the acacemic competencia necessaly for students to succesfully
complete college-level courses Developmantal courses do not meet graduation requirements or requirements for
completion of a degres, diploma, or cettifi cate. Devdopmertal courses have beendevdoped in English, reading, and
mathematics Any student enmlled in two or more transitional courses should be advised not to enroll in more than 16 total
credt hours per semester.

ScheduleChanges
Drop/Add Perod: Students may drop and add coursesonly during the official drop/add late reg stration period asindicaed
onthecollegecdendar.

Withdrawals

1.

Withdrawals from a Course

Once a student enrollsin aregular or online course failure to atterd or login would constitute a no show however it is
the student sérespnsibility to officially withdraw: Following the official Drop/Add periad, a studert who wishes to
withdraw froma course may do so by following these steps:

a. Obtai theappropriat withdrawal form from the (fice of the Registrar.

b. Complete theform with all required information.

c. Have other appropriate institutional personnel to signtheform asindicated.

d. Returnthecompleted form to the Office of the Registrar.

e. A student may also withdraw froma course onlinethrough the Drop/Add period; however, if enrolled in only
onecourse the student must report to the Office of the Register.

Withdrawak fromthe College
Upon enteing Bishgp Stae Conmunity College, the studert assumes the respongility of completing the acadenic

program in which he or sheis registeral. Once a student enrolls, failure to attend the class or login would congitute a
no show; however, it is the student's respngbility to officially withdraw from the College bythese steps:

a. Obtain the appropriat withdrawd form fromthe Office of the Registrar.
b. Complete theform with all required information and have it signed by the appropriate college officials.
c. Returnthecompleted fom to theOffice of theRegistar.

A student is not conddered to be officially withdrawn from the College urtil the proper forms have been completed

ard sigred by the appropriak college officials. The completed form MUST be recaved and processed by the Office
of the Registrar (Admissions) before the student is officially withdrawn.
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For institutional refund purposes, the withdrawd date is the date on which the completed withdrawd form is
processd by the Registrar 60$fice (Admissions). The studentshould retan a copy of the processed withdrawal form
for hisor her recads.

For purposes of Return to Title IV Aid calculations, the withdrawd dat for an Officia Withdrawd is the date the
student begins the withdrawd process.

Grading Information
Grading Systeam: Letta grades are assigned according to the foll owing systen for all courses for which students

haveregistered:

6\ i Excellert.................| (¢ 90100)\ A 4 quality poirts per semester
B i Good........cooeviiieen. (80-89) B 3 quality poirts per semester
C r Average................... (70-79) Co 2 quality poirts per samester
DT POOT ... (60-69) D 1 quality point per senester
F"| Failure................ (Below 60) F. 0 quality poirts per semester
I'T ) Incomplete IP.......... 0 quality poirts per samester
IPT In Progress
W T Withdrawal

wu i Audit (Official) /

Satisfaobry grades are A, B ard C. Senior colleges and universities can refuse to grant credit for a course in which the
student hasearned a grade of D. A grade of F is assigned to students who fail a course or discontinue classatterdarce
without following the proceduresfor withdrawing from course. A grade of Incomplete (1) is as$gned when the student has
been prevented by ill ness or other justifiable cause from completing the required work or taking the final examination. A
stucent who mug miss a final examination has the responsibiliy of notifying his/her instrudor and providing acaptable
evidence concerning the cause of his or her abence upon return. A grade of Incomplete (I) must be clearedprior to mid-
tem of the sweceediry sameder. Failure to remove the grade of | within the spedfied period will resut in the studen being
assigred an F. A grade of In ProgresgIP) is assignedo students who do not succesfully passdevelopmertal courses;an
IP grade doesnot convert to an (F) grade; however, this grade remains on students franscipts. Students are required to
repeatthesecoursesbefore moving to the next level. The studentd scademic standng, his or her GPA, is obtained by
dividing his total number of quality points by the total number of semeste hours for which thegrades A, B, C, D, and F are
assgned.

Standards of Academic Progress
Students are expectal to maintain therequired GPA levels base& on the number of hours attempted at Bishop State.

12-21 SenesterHoursAttempted...........ooocvveeeeiiiiiieenee. 1.50
22-32 SemesterHours Attempted...........ccccoovvveeeeeiiicennnne 1.75
33 ormore mester HoursAttempted.........ccoeoeeeeeeeeeeeend 2.00

Probation and Suspension

When the cumulative GPA is at or above the GPA required for the total number of credit hours attenpted at the College,
thes t u & statid iICLEAR. When a student s@cumulative GPA is below the GPA required for the number of credit hours
attempted at the college, the stucent is placedon ACADEMIC PROBATON. When the cumulative GPA of a student on
Academic Prabation remains below the GPA required for the total number of credit hours attempted at the college but the
samester GPAis 2.0 or above, the student remains on ACADEMIC PROBATION. When the cumulative GPA of a student
on Academic Prabation remans below the GPA required for the total number of credit hours attempted at the college and
the semester GPA is beow 2.0, the student is susgnded for one semester. The transcrpt will reed SUSPENDEBONE
SEMESTER

The student who is susperded for one semesta may appeal If, after appeal, the student is readmitted without sewving the
onesameste suspansion, thetranscript will read SUSPENDEBONE SEMESTERREADMITTED UPONAPPEAL.

135



A student who is on Acadermic Probdion after being sugpended for one semester (whether the student has served the
suspenson or has been readmitted upon apped#) without having since achieved CLEAR acacmic statis and whose
cumulative GPA falls below the level required for the total number of hours attempted at the institution but whose semester
GPA is 2.0 or above will remah on Academic Prabation until the student achieves the required GPA for the total number of
hours attempted. A student returning from a one-term or one-year suspenson and, while on academic probation, fails to
ohtain the required GPA for the number of hours attempted and fails to maintain a term GPA of 2.0, will be placed on a
one-yea suspension A student may appeda onetem or oneyea suspension.

The permanent student record will refled the student séstatis (except when the staus is clear) When agpropriate, the recod will
reflec ACADEMIC PRCBATION, ACADEMIC SUSFENSION i ONE-TERM, ACADEMIC PROBATION i ONE-YEAR,
ONE-TERM SUSFENSION i READMITTED ON APPEAL, OR ONE-YEAR SUSPENSION i READMITTED ON APPEAL.
The student who is readmitted upon apped re-enters the College on Academic Probation The studert who serves the calenda year
susperisn re-enters the college on Acadamic Probation All applicabé acagmic designation except CLEAR will apper on the
studentés transaipt.

Grade Appeals
Grade reportscanbe obtaired online immediately following the end of eachsemester. Any grade appeal must be initiated
by mid-temn of the semeste foll owing the assgnment of the gradein question.

Academic Bankruptcy
A student may requesin writing to the Registrar to declre acadenic bankuptcy unde the following conditions:

A. If fewerthanthree(3) calenda yearshave elapsel since the semester/tem for which the
student wishesto dedare bankruptcy, the studert may declae academic bankruptg on all
coursework taken during thatonesamester/termprovided the sudent hastaken aminimum
of 18 sameste credit hours of coursewok at the institution since the kankruptcy semester/tem
occured.

All courseworktaken, even hours completed succesfully, during the semester/tem for which
acadenic bankrupty is dechred will be disregarad in the cumulative giede point a\erage.

B. If three (3) or more calendr yeas hawe eapsel since the most recent sanester/ term for which the
stucent wishesto declarebankruptcy, the student may declareacadenic bankrupty on all courswork
takenduring 1-3 semestergterms provdedthe gudent hastakena minimum of 18 semester cedit hours
of coursework at the institution since the bankruptcy semestérterm occurred All coursewok taken,
even hours completed succesfully, during semester/tem(s) for which academic bankrupty is declared
will be disregarded in the cumulative grade point average.

C.  When acalemic bankruptcy is declarel, the termm ACADEMIC BANKRUPTCY will be reflected on
the transript for each samester/temm affected When acaamic bankriptcy is declared the transcipt
will refled the semester/tem of its implementation and the transcript will be stanped 6 SADEMIC
BANKRUPTCY IMPLEMENTED. A student may declare acadmic bankrupgcy only once
Implementaton of acadenic bankrupty at an institution does not guarantee tha other institutions will
approve such action. This detemrmination will be made bythe regective transfer institutions.

Course Forgiveness

When a cour® is repeatedthe lag grade awarded (exduding grades of W) replacesthe previous grade in the computation

of the cumulative grade point average. The grade point average during the term in which the course was first attempted will

not be affected When a course is repeatel more than once all grades for the course i excluding the first gradei will be
usd in the computationof the cumulative grade point avera@. The transciipt will list ead cours in which a studem has
enrolled; however, a coure may be counted only once toward fulfill ment of credit hours for graduation. A student may
requestcourse forgiveressin the office of Student Services. No veteran or person eligible for veteransd bergfits who has
satisfaobrily completed a course will be allowed to reped a course for higher or better grade to improve his or her GPA.
Additionally, all grades will be posted on the transcript and computed in the cumulative grade point average for any course
repeagd.
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Change of Grade Pdlicy

Instructors assgned to a specific courseare responsiblefor evaluating and assiging an apprqriate letter grade to all
students after completion of that course. The criteria used to evaluae student performance and to determine letter grade
eamned will be provided to the student on the course syllabus at the beginning of the course At the end of the semeste, all
grades assgned by the instrucor will be consdered final. If an errar in grading or another valid reasa for a grade change
hasoccurred, the ingructor may requesta Change of Grade with documertation to the appropriate Deanfor approval. All
Charge of Grade request must be submitted within six weeks of the following semeser in which the grade was assgned.
After approval, the grade changewill be forwarded to the Admissions Office for final recording. All grades are final when
recorded; no gradesare changed unlessstuderts provide ingructors with a valid reason and documentation to requesta
gradechange. Grade changes are madeat the dscretian of theinstructor.

Graduation Requirements

A student shell be awarded the Associate in Arts, Associate in Science Associate in Applied Science Assodate in

Ocaupdional Technologies degrees, Cetificate, or a Shot Temn Certificate upon satisfacdbry completion of the

requiraments of thespedfic program as specified by thecollege A studem must:

1. Satisfaobrily passall required courses ard complete the presribed number ofcredit hoursin adegres orcertificae
program as otutlined in the studen & degree plan. Ched the College $websie or your program advisor for your
degee dan requirements.

2. Earna2.0 or higher cumulative gradepoint averagein all courses attempted at the College The calcdation of the
grade point averaye for graduation shall not includegrades eaned in institutional (developmental) credit courses.
A coursemay be counted only oncefor purposesof meding graduation reguirements.

3. Officially transfer all credits from other postsecandary institutions, if applicable.

4. Be enrolled during the semester in which the degree is eanedor the with approvalof the Academic or Technical
Dean within a calendr yea of thelag semesteof atten@nce to receiwe the degre by officially transferrirg from
other regionally accreditednstitutions nomore thanthelastten hours required for completion of the progran with
aminimum gradeof i @in the courss transferred.

5. Complete at least 25% of total credt hoursin the program at Bishop State Community College, if seekng an

award.

Complete all geneal education requirements ard elective requiremerts as listed in the degree plan of study.

Meet satisfacbry attanment of generd education core competencies through classrom assesment actiities or

exit examination, prior to receiving an as®ciate degree (Applicable to all students receiving AA, AS, AAS, and

AOT degees).

8. Students in Assodate in Arts andor Assodiate in Sdence degree programs may complete no more than 28
semester hours in online coursework. Such courses are desgnaed with WW and WH in the courseschedule.

9. Submit aformd application for gracuiation in acmrdance with institutiond policy.

a. Candidatesfor Associate in Arts and Associate in Science degees are required to take the Measureof
Acadamic Prdiciency and Progress(MAPB) prior to graduaion. Students may regster for and take the test
after completing 48 hoursof core coursework. Canddaes for graduaion must receivean Application for
Graduationfrom the Registrais Office, registe for the MAPP with the Office of Researchand Developmen,
and verify completion of the MAPP prior to retuming the completed Application for Graduation to the
Registrais Office for processing. Thereis no fee for taking the MAPP. Practi@ materials are availabk at
WWW, [ g/mapp.

b. Canddates for Associate in Applied Sciene and Associate in Occupationd Technologis degrees are required
to take the WorkKeys Teg prior to graduation. Students may registe for and take the WorkKeys Tegd after
completing48 hoursof core coursework. Candidates for graduationmust recéve anApplicationfor Graduation
from the Registrals Office, register for the WorkKeys Teg with the ACT Testing Center in the Busness
Technalogy Center, and verify completion of the WorkKeys Test prior to returning the Applicaion for
Graduation to the Registar's Ofice for processing. There is no fee for taking the Work Keys Test Practice
materiak are availabk at www.act.or g/workkeys.

10. Mes all requirements for graduation within a calendar yea fromthelas semester/tem of atterdance.

11. Coursework transerred or acceptedfor credt toward an undergeduak degre must represeh collegiate
coursework relevantto the degreewith course contentand level of ingruction resulting in student competendesat
leag equivalert to thoseof students enrolled in theinstitution $own undergaduate degree programs.

12. Fulfill all financid obligationsto the College.

No
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13. All studens enrolled in a caree technicd educatim progran are requiral to take the ACT WorkKeys Alabama
Caree Realiness Certification (CRC) asseswent before the certificae or diploma can be awaided. Candidates
are assesdl at no cost.

14. The Academic/Technich Dean shdl approwe the formal awad when the studet mees all requrement for
graduation satisfactorily.

Alabama Art iculation Program (STARS)

The Alabama Articulation Program (also called STARS-Statewide Articulation Reporting System) is a computerized
articulation and transfer planning system desgned to inform studens who attend Alabama community colleges about
degreerequirenments,courseequvalents,and other trarsfer information pertairing to specific majors at eachstatefunded
four-yea institution. STARS is an efficient and effective way of providing students, counselors faculty, and educaorswith
accurag information upan which trarsfer decisionscan be made. STARS istheinformation link between thes t & puldid
two-yea ard four-yea institutions If used properly, the STARS databas can prevent the loss of course credit hours,
provide direction for the scheduling of course work, and ea® the transition from oneinstitution to arother. Students who
are intereséd in receiing a Trarsfer Guide & Contrad¢ should contad the STARS website http://starstrovst.edu or
www.bishop.edu. Other concernsshould belirected tahe counséorsand advisersnthe various canpuses.

Coopeative Education
Cooperative education opportunities are availeble to full-time students in certan occupational and technical programs.
Students who are interested should consut their advisersor aninstructor in their major or conentration.

Academic Honorsand Recogniion
The Collegerecognizessuperior academic achievament by publishing the Presdert6é &ist, the Dean 6Lsst, andthe Honor
Roll at the end of ead semester.

Pr e s is dist nAll &uderts carying 12 or more sanester hours who haveearned a GPA of 4.00. Precollege
(developmental) courses will be calaulated in the semeste GPA, but these courses will not counttowardsminimum
course load requirement.

Deanés List - All students carrying 12 or more semester hours who haveearred a GPA of 3.50 through 3.99. Pre-
college (developmental) course will be calaulated in the semeste GPA, but will not count towards minimum
courseload equirement.

Honor Roll - Students are eligible for the Honor Roll when (a) there is a minimum overal GPA of 2.00 in at least
12 or more semester hours and (b) a 3.00 GPA for the current semeste. Precollege (developmental) courses will be
calalated in the sameste GPA, bu these courses wil | not count towards minimum course load requirement.

Other Academic and Technicd Honors

The JamesB. Allen Award is presented annudly to an outstandng graduating studentfrom an assocate degreeprogram.
The recipient is selectd by a screening committee basd on criteria establikied for the awaid. The criteria can be obtained
fromthe (fice of Student DevelopmentSeniceson each campus.

Graduation Honorsfor Degrees and Certificates
Degeesand certificateswith honors are conferred in accordance with the foll owing grade point averages:

Associate Degrees 3.90 t04.00-------- (With HighestHonors) ............... Summa Cum Laude
3.70 t03.89-------- (With HighHonors.....................d Magna Cum Laude
3.50 t03.69-------- (With Honorg........cccccccvvivieeevieeeennn . CUM Laude
Certificate 3.50t04.00-------- Graduationwith Distinction
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The Green-Knight Technical Award is preseted annually to an outstarding studentgraduaing from a cettificate program.
Theredpientis selectedoy a screeing committeg basel on criteria establi for the award Criteria for this award may be
ohtained fromthe Office of Student DevelopmentSeavices.

Who 6 Who Among Sudents in Ameiican Junior Colleges Awards are presented annually Students selectel have
distinguished themseles in sctolarship, community sevice and extraaurricular acivities for incluson in the national
publication.

ClassAttendancePolicy

Class attendnce is strongly encouragd. Students are expectd to atterd all classs as scheduled and exercise regularity
and punduality in attendane. Excessve absencesmay affect a studemnd &inal grade Absences will be recorded for each
class and no absences will be considered excused Absencs are counted from the first day of the student sdegistration in
the course The attendance policy for classes on specid schedules such as the Health Related Programs will be amounced
during the first classmeeting by the respective departments. Theseattendance pdlicies take preadence over any other
policy. Students are respnsible for all coursewok from the first schedulal day of class Studens must abide by
coursewok and teg makeup palicy indicated in the course syllabus. Exceptions to any attendance pdicy will be made ony
for personsreaquired to fulfil | military duty, jury duty, or court witness obligations. Students must request approval for these
exceptions in adwvance and provide documertation to the Admissiors Office on the appropriae campus prior to the
scheduled dates of absence.Exceptionsmust beapproved by the Dean of Studentg/Assistantto the Dean of Students.

Attendance Verification Policy

Instructors are required to verify stucen t atténdince when requested A studeth who is receiving financid aid and is
designatd as a fi @ showo for a class will nat receiwe financid aid for tha class A student who returns to class after the
Verification Date will not have financial aid reinstatel for the class therefore it is imperative that students attend all
classes fronthe firstdayof the senester.

New Student Orientation

New students are required to attend a New Student Orientation sesgon prior to registering at Bishop State Community
College. The orientation session is designed to acquain studens with college life and the acagmic environment,
advisement process policies and procedures student sewices and extracurrialar actvities available on campus. The
orientationincludesplacement testing,introductoryto acadenic programs and requirements,selection of a mgjor field of

study, ard advisement on class schedule preparatian and registration. In addition to the orientation ses#on, new students are

encouragd to enrol in Psychology 100, a one-hou credit course designedto give face-to-face information abou college
life.

Registr ation

Theregular registrationpetiod for eachsenesteris indicatedin the collegecalendr andthe bookletof scheduledclasses.
Instructions will be sent to new students prior to new studentorientation. Counseing is avalable to new appli carts who
havequegions conarning registration and course requirenerts. All studerts are expected to complete regstration on the
dates announced for registration. A student has not finalized enrollment until he or she has completed all requirements of
registration and pd all tuition and fee. After studens have registeed, they are expeced to attend all classes in accartte
with their schedulesbeginning with thefirst scheduled dayof classes.

ClassSize

Classest Bishop $ate Community College must havesufficient enroll ment. Exceptions may be made for certain advaned
level coursesthatfollow a quenceand are off ered not morethan onceper year.
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ClassCancdlation
Bishop Stae Community College reserves the right to carcd arny class When a class carcellation occurs, the studert

must se a counsela or advisor for any neessaryschedule adjustments.

Evening and Off Campus Classes

Evening and oftampus classes are dependent upon sufficient enroliment. No guarantees are made by Bishop State
CommunityCollege concerning the frequency of course offerings or the length of time needed to complete a program. If
enrollment falls below required levels, it may be necessary for evening acangffus students to enroll in day classes

to complete their progranf study. Evening classes are offered at all four campuses: Main,-Bakees Central,

Carver, and Southwest, and off campus classes are offered at the following sites: Alma Bryant High School, Baker High
School, Citronelle High School, Mcintosh High Schddary Montgomery High School, and Theodore High School.

Assignment of Instructors
The assignment of instructors to classes listed in the semester schedule is tentative. The College reserves the right to

changethe instructor assigned to any cladfered in the schedule.

Final Examinations

Final examinations are required in all courses at the end of each semester. The dates for the final examinations for each
semester are listed in the annual calendar located on the college website and eaeh Sehaektle of Classes Booklet.

All final examinations are proctored exams.

140



Programs of Study



PROGRAM DEGREES/CERTIFICATES
General Education Core Competenades

After completing course in the General Education Core all students will be able to do thefollowing:

Communicate ideas effectively usng standard written English;

Expressdeasordly udng standard English;

3. Red critically and analytically to demonstrat comprehension of college-level textbooks, literature, and other
sources of printed information;

4. Explain and apply fundamental mathematical processescritically evaluate quantitative information, and identify
misleadng or erroneousinformation;

5. Utilize computer techrology to record retrieve, preset, and apply information; and

6. Apply appropria¢ researb methodolgy to summarize paraphrase interpret, and synthesze information from

primary and se@ndary souces.

N

Students will be assesston their knowledge relatad to the General Education Core Competencies after completing all of
the General Education Core Courses required by thar specific degres plars.

General Education Core Courses

Thework completed in the GeneralEducdion Core Courses asssts students in achieving Bishop Stated &eneral Education
Core Competencies.

ENG 101: English Compostion|

ENG 102: English Compostion |l

ART 100: Art Appreciation

ENG 251: American Literature |

ENG 252: Americen Literature Il

ENG 261: English Literature |

ENG 262: English Literature Il

ENG 271: World Literature |

ENG 272: World Literaure Il

MUS 101 MUSIC APPRECIAT ION: Music Appreciatbn
SPH 106: Fundamentals of Ord Communication
SPH 107: Fundamentals of Public Speeking
BIO 101:Introdudion to Biology|

BIO 102: Introdudion to Biology I

BI1O 103: Principlesof Biology Il

CHM 111: College Chemistry |

CHM 112: College Chemistry I

PHS 111 Physic Sciene |

MTH 110: Finite Math

MTH 112: Pecalculus

HIS 101: History of Westen Civilization |
HIS 102: History of Westen Civilization Il
HIS 201: United States Histoty |

HIS 202: United States History

PSY 200: Introdudion to Psychology
SOC200: Introduction to Sociology

DegreePlanswill specifythe required General Education Core Coursesfor eachstudert
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Associatein Arts/Associate in Science

Credit Hours

Area |: Written Composition | .......ccccvviiiiiiiiiieecc e 3-6
[ L0 |11 o 10 0 SR PRRRSI 3
Additiond ENgIiSh............uviiiiiiiiiiiiiiceeciiiiieeer e 3

Areall : Humanities, Fine Arts, and Speeh ......ccccccvvvvvvveiieeiiniiannen, 312
LITEIatUIE® ...t 3
FINEAITS ..o 3
Additiond Humanities andFiNEAIS..........ceovviiiiireeeiiienniinndd 6

Areall I: Natural Scien@and Mathematics.............ccccuvvveeeeeeriens 1011
Math at the Precalculus Algebra or Finite Math Level................. 3
Natural Scieneswith LabOoRIDry...........cevvevvveeiiieeiecceeiiiieeeeen, 8

Area |V: History, Social, and Behavoral..................ccoovvvvvvieeeeen, 3-12
HISTONY™ e 3
Additional Sccial and Behavioral Sciences...........ccvvvveveeeeeeennn. 9

Area V: Pre-Professional, PreMaj or, and Elective Courses......... 19-24

Total Credit Hours................ 60-64

Thesecourses should be appropriate to the degreerequirements, mgjor, and eledivesof the individual student. Accessyour
degree plan from the C o | |s&\Vgbesibe or check with your acadenic advisor, courselor, or the Student Services Office.
You may also wish to chedk with the institution to which you will transfer for recommendations. For further detals
conarning your major, refer to STARS atstars.troy.edu.

Students must complete asix semeste hour seqience either in literature or history.

Associatein Applied Science

Credit Hours

Area |I: Written Composition .........oovvviiiiiiiiiie e ecceeiis e, 3-6
T |11 o 1 O R 3
Additiond English.............ooieiiiiiiiiiieee e 3

Areall : Humanities, Fine Arts,and Speech.............cccceciiiiines 312
(=T =11 (T 3
FINEAIS. . e e e 3
Additiond Humanities andFine Arts..........c.ccccevveeeeeiivviennne. 6

Areall I: Natural Scien@and Mathematics............ccccoeeeeevunnn.. 10-11
Math at thePrecalculus Agebraor Finite Math Level............. 3
Natural Scienceswvith Laboratory..........cccceeeeiiiiiieiiieeennnenen. 8

Area IV : History, Social, and Behavioral Sciences................... 312
HISLONY™ e 3
Additional Socialand Behavioral Sciences..........cccccceuuee.... ]

AreaV: Pre-Professonal, Pre-Major, and
ElECtVE COUMNSES.....ciievveieeeeeee e eeeee e eens 19-48
Total Credit Hours............. 60-76

Thes courses are appropriak to the degee requirenents occupationbor technich specialty requrements, core courses,
andelectives.Accessyour degreeplanfromtheC o | | &Vglesiée sor checkwith your acadenic advisa, counseloror the
Stucent Services Office.
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DIVI SION OF BUSINESSAND ECONOMICS

Accounting Technology (ACT)
Associatein Applied Science

Credit Hours

General Education Courses.

ENG 101 EnglishCompostionl 3
ART 100 Art Appreciaton or

MUS 101 Music Appredation 3
CIS146 Microcanputer Applicaions 3
SPH106 Fundamentals of Oral Communication or 3
SPH107 Fundamentals of Public Speaking

MTH 100 Intermedate College Algebra(or higher math) 3

BI1O 103

Princplesof Biology| or
Other Natural Sciences 4

ECO231 Prindples ofMacroeonamics or

ECO232 Prindples ofMicroeconanics or

3
Other History, Sodal, Behavioral Sdences 3
Total 25

Required Courses:

ACT 115
ACT 145
ACT 246
ACT 249
BUS 147
BUS 241
BUS 242
BUS 271

Introdudion to Accounting Computer Resources 3
Basic Acoounting Procedures 3
Microcamputer Accounting 3
Payroll Accounting 3
Introdudion to Finance 3
Prindplesof Accaunting | 3
Principlesof Accaunting Il 3
BudnessStatitics | 3

Total 24

Electivesi Sded 15 credit hours from the following:
OAD 100 Introduction to Keyhoarding and Technology or

OAD 101 Beginning Keyboarding

BUS 100
BUS 150
BUS 188
BUS 215
BUS 263
BUS 275
BUS 276
BUS 285
BUS 296

Introdudion to Busness
BudnessMath
Pemsonal Development
BugnessCommunicaions
Legaland Social Environmentof Busness
Prindiplesof Managenent
Human Resource Management
Principles of Marketing
Busnessintemshp
Total
Total Credit Hours

DO WWWWWWWWWWw
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Managemert and Supervision (MST)

Certificate
General Education Courses. Credit Hours
ENG 101 English Compaosition| 3

SPH106 Fundamentals of Oral Communicaion or
SPH107 Fundamentals of Public Speaking
Total

o O W

Required Cour ses:Certif icate Program Distri bution Requirement 1
ACT 145 Basic Acoounting Procedures
BUS 186 Elemens of Supervision
BUS 271 BusnessStatistics |
BUS 275 Prindplesof Managemnent
BUS 276 Human Resource Management

Wwwww
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Office Administration (OAD)
Associatein Applied Science

Credit Hours
General Education Courses:
ENG 101 English Composition| 3
ART 100 Art Appreciatonor
CIS113 Spreadhees Applications 3
MUS 101 Musdc Appredation 3
SPH106 Fundamentals of Oral Communicétion or
other humanities 3
SPH107 Fundamentals of Public Speaking or
MTH 100 Intermedate Algebraor 3
Other Natural Sciences or Mathematics 3
ECO231 Prindples ofMacroesonamics or
ECO 232 Prindplesof Microeconanics 3
Total 21

Required Courses:
OAD 100 Introdudion to Keyboarding & Technology or
OAD 101 Beginning Keyboarding
OAD 103 Intermediate Keyboarding
OAD 104 Advanced Keyboarding
OAD 125 Word Processing
OAD 130 Eledronic Calailations
OAD 131 Busines Engdlish
OAD 135 Financiad Recad Keeping
OAD 138 Rewmrds/Information Management
OAD 217 Office Managenment
OAD 218 Office Procedues
OAD 230 Computerized Destop Publishing
Total

WWWWWWWwwwwww

w

Options(Choose9 hour s from the three options bdow):
Legal
OAD 136 AdvancedFinandal Rerding Keepng
OAD 201 Legal Terminology
OAD 202 Lega Transaiption
OR

www

M edical
OAD 136 AdvancedFinancid Recod Keeping
OAD 211 Medical Teminology
OAD 212 Medica Transaiption
OR

www

Word Procesing
OAD 126 Advanced Word Processing
OAD 136 AdvancedFinancid Recod Keeping
OAD 200 Machine Transaiption

O www

Total
Total Credit Hours 63
Checkwith your programadvisar or the coursedesciiptionsfor prerequisites.
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Division of Education Credit
Hours

Early Childhood Education (CHD)
Associatein Applied Science

General Education Courses.

ENG 101 English Composition |

ENG 102 English Compostion I

ART 100 Art Appreciatonor

MUS 101 Music Appredation

SPH 106 Fundamentals of Oral Commuricaionsor
SPH D7 Fundamentals of Rublic Speaking
MTH 100 Intermedate College Algebra
CIS 146 Microcanputer Applicaions

CIS 149 Introdudion to Computers

SOC 20 Introdudion to Sogology

PSY 200 Genera Psyclology

w W

w

~NWWWwww

Total 2

Required Courses:
CHD 100 Intro of Early Care and Education of Children 3 CHD
201 Child Growth and Development Principles 3
CHD 202 Children $Creative Experiences 3
CHD 203 Children 6Lsterature and Language Development 3
CHD 204 Methods and Materiak for Teachirg Children 3 CHD
205 Program Planning for Educating Young Children 3 CHD
206 Children 6Healh ard Safety 3
CHD 208 Administration of Child Development Programs

CHD 231 hool-Age Pogramming 3
CHD 209 Infant ard Toddler Education Programs 3
CHD 210 Educating Exceptional Children 3
CHD 215 Supervisd Practicd Experience 3
HED 231 First Aid 3
Total 36

Total Credit Hours 63
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Early Childhood Education (CHD)
Paraprofessional Trainingi Certificate

Credit Hours
Required Courses:

ENG 101 English Composition | 3
CHD 100 Intro of Early Care and Education of Children 3
CHD 201 Child Growth and Development Principles 3
CHD 202 Children $Creative Experiences 3
CHD 203 Children 6Lsterature and Language Development 3
CHD 204 Methods and Materiak for Teachiry Children 3 CHD
205 Program Planning for Educating Young Children 3 CHD

206 Children 6Healh ard Safety 3
CHD 215 Supervisd Practicd Experience 3
Total 27
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DIVISIO N OF HUMANITIES

American Sign Language
Associate in Applied Science

General Education Courses: Credit Hours
ENG 101 English Composition | 3
ENG 102English Composition I 3

ART 100 Art Appreciation or MUS 101 Music Appreciatior
SPH 106 Fundamentals of Oral Communication or SPH 107 3
Additional Humanities and Fine Arts 6

MTH 110 Finite Math or Higher 3
Natural Science Electives 8
History or Literature 3
Additional Social and Behavioral Sciences 3
PSY 200 General Psychology or
SOC 200 Introduction to Sociology or
SOC 201 Social Problems 6
Total 41
Required Courses:
ASL 101 American Sign Language | 3
ASL 102 American Sign Language Il 3
ASL 103 American Sign Language IlI 3
ASL 104 American Sign Language IV 3
ASL 105 American Sign Language V 3
ASL 120 Careers Using ASL 1
ASL 121 Deaf Culture 3
ASL 125 Observational ExperiencesABSL 2
ASL 201 Linguistics of ASL 1
Total 21
TOTAL PROGRAM HOURS 63
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Certificate - Interpreter Training Program

CourseRequirements:

ITP119
ITP 123
ITP201
ITP 202
ITP203
ITP213
ITP214
ITP 225
ITP 226
ITP227

Finger spellingand Numbers or

Artistic Interpreting

Interpreting |

Interpreting Il

Interpreting 11

Practiaum|

Practiaum I

Psydhaogical/Social Aspect of Deahess

Etymology for Interpreters

Interpretngin the Multicultural Setting
Total

150
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DIVISIO N OF HEALT H RELATED PROFESSIONS

Funeral Service Education (FSE)
Associate in Applied Science

The Funeral Service Education program is designed to provide the best possible learning experiences for those students who

have a state board sanctioned apprenticeship and are actively seeking to satisfy their particular state licensing sequirement

and inerested in advancement in the funeral service profession.

The central aim of the program is recognition of the importance of funeral service personnel as (1) members of a human

services profession, (2) members of the community in which they serveri8jpaats in the relationship between bereaved

families and those engaged in the funeral service profession, (4) professionals knowledgeable of and compliant with federal,

state, and local regulatory guidelines, and (5) professionals sensitive to thesib#ity for public health, safety, and welfare

in caring for human remains.

Students gain a broad understanding of funeral home opesdtioeral directing, public health, and embalming along with a

foundation in communication skills, social scienaeg applied science. The accreditation of the Funeral Service Education

Program by the American Board of Funeral Service Education, Inc. qualifies graduates to take the National Board

Examination developed by the International Conference of Funeral 8&x&mining Boarder state board examinations.

The goals of the Funeral Service Education program are to:

1. Enlarge the background and knowledge of students about the funeral service profession;

2. Educate students in every phase of funeral servitéelp them develop the proficiency and skills necessary for the
profession;

. Educate students concerning the responsibilities of the funeral service profession to the community at large;

. Emphasize high standards of ethical conduct;

. Provide a curriculum at the pestcondary level of instruction; and

. Encourage research in the field of funeral service.

o uUlh W

Admissionto the College
Persons interested in pursuing the FSE program should corntteigplicationprocesdor admissiorto the College.

Each student must complete all required courses listed in Areas |, Il, lll, and IV with a grade of C or better before taking
courses with a FSE prefix listed in AreaBXCEPTION:ACT 145 or BUS 241 may be taken with courses in ardamugh
IV before taking courses with a FSE prefix listed in area V.

Students who earned required credits three or more years ago are strongly recommended to audit those courses before
continuing other coursework.

Admission to the Program

Upon completio of courses in areas |, Il, lll and 1V, students must meet with the Director of the FSE program for advisement
and to certify the student ds ac cavplidapprenéce funetalaireetar e éunekdl c o u r
director and apmmntice embalmer licenses issued by the Alabama State Board of Funeral ®eevias! in area V courses

with a FSE prefix.

Progression in the Program
A grade of C or better is required in each course in the FSE curriculum. No student is allowegessgma highdevel
course until a grade of C or better is earned in required prerequisite course(s).

Returning or transfer students may be required to retake courses listed in area V to maintain compliance with cur@st standar
established by #nAmerican Board of Funeral Service Education, the Southern Association of Colleges and Schools, the
Alabama Department of Postsecondary Education, the Alabama State Board of Education or the College.

Any studentearning a grade d@, F, or Win any couse with a FSE prefix is strongly encouraged to request a meeting with

the Funeral Service Faculty Committee. The purpose of this committee is to assist the student to develop an individualized
learning plan that focuses on strateda success in the cose and the program. The Funeral Service Faculty Committee

shall consist of the FSE Program Director, FSE Instructor, and one other member of the college faculty who works outside the
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FSE program.

Students must holdalid apprentice embalmer licenseued by the Alabama Board of Funeral Sert@enaintain

enroliment in FSE 203, Embalming Laboratory. Students must hatichapprentice funeral director or funeral director

license issued by the Alabama Board of Funeral Set@icgaintain enrollment ifrSE 228, Internship.

Students must present evidence of apprenticeships to the Director of the FSE program before registering for FSE 203 or FSE
228. Any student not licensed as an apprentice is ineligible to enroll in FSE 203 or FSE 228. Studemparedthé

requirements for FSE 203 and FSE 228 at sites located in AlaBantkents are responsible for their transportation to and

from sites and the expense of meaispecialized clothing required by the site(s).

Additionally, any student registetdor FSE 203 and/or FSE 228 must purchase professional liability insurance through the
Coll egebs Business Office.

Students must take FSE 230 in the last semester enrolled in the FSE program. If FSE 230 is taken in the same semester with &
course or courses required to complete the FSE program and if any or all of those courses are not completed with a grade of C
or beter, the grade in FSE 230, even if a C or higher, will not be counted towards graduation and FSE 230 must be repeated.
FSE 203 and FSE 230 must be taken at Bishop State Community College; transfer credits for these courses are not allowed.
Grading Scale

The grade scale for FSE courses differs from and supersedes the grading scale published in the College Catalog. The grade
scale for FSE courses is:

AiExcell entéeeeeeeceeeceeclBlee. 93

75
DiPoor ééééeéééeéeéeéeééeéé74 .60
FiFai lureééééeéeééééée€eééeBel ow 60

Graduation
To be certified for graduation, a student must make a grade of C or better ne@aichdcourse and fulfill all obligations to

the College.

Board Examinations

Studentdaking State Board Examinations or the National Board Examinat®mstrongly encouraged do so as soon as
possible omithin six (6) weeks of completing the FSE progrdbetailspertaining to the National Board Examination

including candida handbook, fees and application, are found on the web page of The International Conference of Funeral
Service Examining Boardhttps://theconferenceonline.org/ exaations/nationaboardexam/ . Details pertaining to State
Board Examinations should bequested from the respective state board of funeral service.

National Board Examination pass rates, graduation rates, and employment rates for this and otheac&BIBEd programs
are available aww.abfse.org To request a printed copy of this progr amé
Main Campus or by email rmcswain@bishop.edu or telephone (251 8%

Licensure

Requirements to become a licensed apprentice, funeral director and/émembery from state to state. In addition to
educatioal requirements, you may be required to complete a residency requirement in a funeral home within that state and
pass an examination on state law as it applies to funeral directing and/or embalming.

Prospective students intending to enter the FSE program are advised to confirm their eligibility for licensure with the state
board of funeral service within the state in which you intend to practice prior to enrolling in the program.

Pursuant to SectioB4-13-56 of theCode ofAlabamal975, hestate board of funeral service is authorized to deny, suspend or
revoke licenses. Grounds for denial, suspension or revocations include, but are not limited to, (a) gross immoratity, (b) bei
on duty while undethe influence of liquor or illegal drugs, (c) disobedience of proper orders or instructions of superiors, (d)
conviction of a crime involving moral turpitude, (e) using profane, indecent, or obscene language in the presence of a dead
human body, or withithe immediate hearing of the family or relative of a deceased whose body has not yet been interred or
otherwise disposed of or (f) any other reason as determined by the board that would render an individual unsuitable for
licensure or certification by theoard.

Accreditation
The Funeral Service Education Program at Bishop State Community College is accredited by the American Board of Funeral
Service Education (ABFSE), 992 Mantua Pike, Suite 108, Woodbury Heights, NJ 08097. Telephone nu8bePz31
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Estimated Additional Fees

The fees listed below are accurate at the time of printing and are subject to change without notice.

Liability Insuranceééééééééeéééé. $13.00

Practice National Board Arts Examééé. $50.00

Practical National Board Sciences Exam $50.00

Nati onal Board Excamheéééééé $

Nati onal Board Exam retake of ei$25080r The NBE Arts or NBE

,,,,,

Special Note: HV/HBV /HCV

Students enrolled in the FSE program are at risk of exposure to blood and body fluids. Exposure to blood or body fluids
carries with it the potential to be infected witleptitis B virus (HBV), Hepatitis C virus (HC\And/orthe Human
Immunodédiciency virus (HIV) thatcan become Acquired Immune Deficiency Syndrome (AIDS).

To date neither avaccineprotecting againdtilV/AIDS nor drugs to cure HIV/AIDS are available. A vaccine protecting
against HCV is not available.

A safe and effectiveaccine protecting against HBV is availabléhe Hepatitis B vaccings, in consultation with your
healthcare providerecommended for funeral service students and can be obtained from the Public Health Department or a
private physician for a fee.

Contactyour healthcare provider for additional information on other forms of hepatitis and available vaccines and/or
treatments, if available.
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FUNERAL SERVICE EDUCATION (FSE)
Associate in Applied Science

Required Courses

Area |: Written Composition 3
English 101 English Composition | 3
Area ll: Humanities, Fine Arts, and Speech 6
ART 100 Art Appreciatioror
MTH 116 Mathematical Applications 3
SPH 106 Fundamentals of Oral Communication
SPH 107 Fundamentals of Public Speaking 3
Area lll: Natural Sciences and Mathematics 10

MTH 100 Intermediate College Algeboa
MTH 116 Mathematical Applications
CIS 146 Microcomputer Applications
BIO 111 Human Biology*

W w

w

Area IV: History, Social, and Behavioral Sciences
SOC 200 Introduction to Sociology
PSY 200 General Psychology

w

(¢]

Area V: Technical Concentration
ACT 145 Basic Accounting Procedures**
FSE 101 Funeral Directing
FSE 110 Law and Ethics for Funeral Service
FSE 201 Embahing |
FSE 202 Embalming Il
FSE 203 Embalming Laboratory
FSE 206 Principles of Mortuary Science
FSE 207 Thanatochemistry
FSE 213 Restorative Art
FSE 214 Advanced Restorative Art
FSE 223 Funeral Service Soc&tdience
FSE 225 Funeral Service Management |
FSE 226 Funeral Service Management Il
FSE 228 Funeral Service Internship
FSE 230 Funeral Service Comprehensive Review

WWWWWWWwwWwwwwwwwwhH
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Total Credit Hours Required

*BlO 201 and BIO 202 may be dustituted for BIO 111
BUS 241 may be substituted for ACT 145
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Health Informatio n Technology Program

The purposeof the Health Information Technology (HIT) program at BSCC is to preparestudents for cettification and
practie as Registerd Healh Information Technicians(RHIT). Hedth Information Tedindogy is an evolving professon
which takes the respnsibility to educat and develop a skilled workforce to support the needs of the healthcare industry. A
HIT professionhis qualified to support the adoption ard implementatia of Electront Health Reords (EHRS) information
exchange acioss healthcare providers ard public health authorities, ard the redesgn of workflows within healhcare settngs
to maximize quality and efficiency. In addition, HIT profes$onals are specialiss in managing medical record and coding
information for reimbursement and reseath. The Health Information Techology Program congsts of general education,
health information courses and concurrent and clinical affili ations which enhance the relation of theoly to practiee for the
student. Clinical experienceis provided in a variety of setthgs, including hospitals, ambulatory care, ard long-term care
facilities.

Upon succesfully completing the program the studen is awarded an Associate in Applied Sciene Degree in Health
Information Technology ard will then be eligible to take the national certification examination. Given by the American
Health Information Management Association, a student will beame a Registered Healh Information Tedchnician (RHIT)
upon passiry this exam.

.Employment Opportunities

Graduates of this program have employment opportunities in a variety of healhcare settngsincluding, but not limited to:
hospitals, clinics insurance companies, govemment agencies public hedth, hane healh agencies long-term care facilities,
and dentd offices.

Accreditation
The Health Information Technology Progran is accredite by the Commissim on Accreditation for Allied Health
Education (CAAHEP) in cooperaton with the American Hedth Information Management Associatio n &euncil on
Accreditation.

Admission Requirements

Admissionto the professionalyear of the Healh Information Techrology Progiam begirs fall semester of ead year.
Minimum requirements for consideration are as follows:

1. Application to the College.

. Application tothe HIT program.

A 2.5grade point avelege or better in generaleducdion courses canpleted.
. Trancript of all previous college work.

. Two lettersof recanmendationmay be requied.

. Persmal interview with acommitteemay be required.

NG NEANN

Stucknt applicatiors for the professionbyearmust be submittedby July of each year Any applicatiors receivel after that
date will be consicered on aspaceavailable basis.

Note: These courses may be completed on a part-time or full-time basis Courses may be offered in the daytime,
evering or online.
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Health Informatio n Technology Program
Associatein Applied Science

General Education Courses:
YEAR ONE

Writte n Communications - 6 credit hours
ENG 101 English Composition |
ENG 102 English Compaosition 11

Humanities & Fine Arts - 3 credit hours (Chooseone)
SPH106 Fundamertals of Oral Communicaion or
SPH107 Fundamentals of Public Speking
ART 100 Art Appredation
MUS 101 Music Appreciaton

Natural Science and Mathematics - 11 credit hours
BIO 201 Anatomy & Physiologyl/ Lab
BIO 202 Anatomy & Physiologyll/ Lab
MTH 100 Intermmedate Algebra or
MTH 116 Mathematicd Applications

Note BIO 103 may be apre-requisite pending placemen results
History/Sodal/Behavioral Sciences- 6 aedit hours

PSY 200 Genera Psyclology

CIS 149 Introductionto Computers or

CIS 146 Computer Applications

CIs110

General Education Total
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Professonal Courses
YEAR TWO

First Semester

HIT 110 Medica Terminology

HIT 117 Pahology & Pharmamlogy

HIT 130 Classfication & Rembursenent Method

HIT 151 HealthData ntent

HIT 153 Operatonal Stardards for Health Care Delivery Systems
HIT 294 Spedal Topicsin HIT

NN WWwwWwww

Total 1
Second 8mester

HIT 118 Pahology & Pharmawmlogy I

HIT 134 Legal & Ethical

HIT 155 Healh Care Statistics

HIT 156 Clinical Care Statistics Lab

HIT 160 Clinical Practie |

HIT 230 Medical Coding System|

HIT 231 Medical Coding System| Lab

HIT 255 Organizaion & Supevisionin HIM

NWPFRPWEREREFEPNDW®W

Total

=

Thir d Semester

HIT 152 Skill Development Lab |

HIT 221 Computer Application in Healthcare

HIT 222 Computer Application in Healthcare Lab

HIT 232 Medical Coding Systeml|

HIT 233 Medical Coding Systemll L ab

HIT 254 Quality Assessient Paformance Improvement & UR
HIT 260 Preceptorship

AOWWFPWEFEDNPF
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Total

Total HIT Hours 48
Total Required Hours 74

Medical Coding Short-Term
Certificate Program

Medical codng is the transformation of verbal descriptions of diseases, injuries, and procedures into aphanumeric
desgnations. The coding of hedth-related daa pemits accesgo medical records by diagnosesand proceduresfor usein
clinical care researchand education Currently, reimbursement of hospital and physician claims for Medicare patients
dependsentirely ontheasdgnment ofcodesto descibe diagnoses, ®rvices, and proceduresprovided.

Today, there are many demandsfor acairately coded data from the medical record in all types of health car institutions. In
addition to their use on claims for reimbursament, codes are included on data set usal to evaluate the processs and
outcomes of healhcare Coded data are also used internally by institutions for quality management activities, case
management, planning, marketing, and other administrative and researb activities.
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What is Coding Certificati on?
The American Hedth Information Management Assodatio n €®undl on Certification (COC) administers an entry-level
coding certificationexaminationthe CCA (Certified CodingAssociat¢. Progams thatmeetthe criteriafor coding
approvalhave beendetemined by AHIMA to containthe necesary comporents that would prepare a stucent to be a
competent entry-leve coder Students who complete an approvel coding certificaie program should berealy to sit for the
CCA exan.

In addition, the American Healh Information Management Association offers two coding specialig certification
examinations: the CCS (Certified Codng Specialistjand CCS-P (Certified Coding SpecialistPhysician sfice). These
mastery level cettificaion examinations have beenegablished to recognize individuds with spedalized, advaned coding
competencies Individuak interestd in either of these two masterylevel certifications should gain substaitial coding
experience before taking either of theseexaminations. They arenot reconmended for studerts who have recertly
completed acoding certificate progran andhave no other coding experierce.

Note: All Medical Coding Certifi cate program courses ar e offered online with the exceptim of the Medical Coding
Preceptorshp and Medical Coding with Computers in which these two courses will be offered online in the near
future.

Enrollment is limited to space available. Minimum requirements for considerdion are asfoll ows:

1. Applicationto the College.

2. Applicationto themedica coding short temm certificae prayram.

3. Transciptof al previouswork.

4. ACO or better in each prerequisite murse.

5. Persma interview with a committee may berequired.

The coursesarerequiredprior to receiving the Medicd Coding Shot Certificaie and may be completed on a parttime or
full-time bags. Courses may beoffered in the dajtime, eening, or online.

Medical Coding Short-Term

Certificate
Credit Hours

HIT 110 Medical Teminology
HIT 117 Pahdogyand Pharmacdogy!|
HIT 118 Patodogyard Pharmacmlogy |l
HIT 151 Healh Data Contents
HIT 130 Classficaion andReimbursement
HIT 230 Medica Coding Systems |
HIT 231 Medica Coding Systens| Lab
HIT 232 Medical Coding Systems |l
HIT 233 Medica Coding Systens |l Lab
HIT 283 Medica Coding Preceptorship
HIT 285 Medical Coding with Computers

OFRPNPFPWRFRPRWWWWWW

Total

N
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Medical Transcription Short
Certificate Program

Medical transcriptionists are vital members of the professionh healthcae team. Medicd trarscriptionists provide an
important service to both hedth careproviders and hedth care consumersby transciibing (typing) dictated medical reports
that document a wide range of information about patients. This may include office chart notes, history and physical
examinaions, consutations, letters, memos, admisgon nates, discharge summaries, operative reports, laboratory tests and
diagnostic studies Medical transcriptionists transcribe reports from a variety of medical specialties which becomes a part
of a patients permanen healthcae record.

Medical trangriptionists need extensve knowledge of medical terminology, anaomy, phamacdogy, human diseases,
surgical procedures, diagnodic studies, and laboratory tests to produ@ an accuraie and complete medical legal document.
Medical transcriptionists must have appropriate English, punctuation and gramma skills. The medical transcrptionist job,
previoudy cdled medical steno and medical trangriber, continuesto evolve with hedthcaredocumentation requirements
ard techndogy advancenents.

Our medicd transciption progran is a certificaie progran congsting of 26 credit hours. This programis desgned to
prepare students for employment in various setings induding, but not limited to, hosptals insurance comparies, mental
healh facilities, nursing homes physician offices laboratories and other healthcare fadlities. In addition, the rew trend for
medical transciptionistsisto work fromther home.

Upon successtilly completing the program, the student is awaided a Cettificate in Medicd Transcrption. The student will
then be eligible to take the national certification examination, which is given by the American Association for Medical
Transcrption (AAMT) . Upon pass$ng, the student will become aCertified Medical Transciiptionist (CMT).

Admission Professonal Phase: Enrollmert islimited to space available.

Minimum requirements for consideration are as follows:

1. Application to the College.

2. Application to thetranscription program.

3. Transciipt of al previouscollege work.

4. Demondration of typing ability basel on a five (5) minute timed typing skill s ted to be administered by program
faculty.

fi Gor beter in ead prerequisi¢ course.

Persmal interview with a committee may berequired.

oo

Prerequisite Courses
The coursesare requiredprior to recaving the Medical ShortTerm Transcripton Certificateand may be completedon a
patt-time orfull-time bass. Coursesmay be offered during the dg, evening, or online.

General Education

OAD 101 Keyboarding | 3
OAD 102 Keyhboarding Il 3
Total 6
Profesgonal Courses
HIT 110 Medical Terminology 3
HIT 117 Pahodogy & Phamacdogy 3
HIT 118 Pahodogy & Phamacdogy I 3
HIT 170 Bastc Medicd Transcription 2
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MTR 270 Advanced Medicd Tranription 3
MTR 271 Clinical Medical Transcription 4
MTR 275 Introdudion to Computersin Transcriptionor 2
HIT 221/222 Computer Applicaionsin Hedth Care 3

Total 2021

Total Credit Hours  26-27
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. Nursing Program
In the Nursing Program, there may be policies and procedures that are different from or take precedence over general policies
listed for other programs. Students must refer to the Nursing Student Handboek dtishopedufor specific policies
governing the Nursing Program.

Nursing Program Admission Requirements Checklist

Please check the following minimum admission criteria BEFORE submitting your application.
1 Unconditional admission to the colleg@pplication must be updated if student did not attend BSCC
the previous semester.

9 Original transcripts fromALL colleges attended must be in and evaluated by the Admission Office (Central Campus,
Room 106) by the nursing application deadline.

T Receipt of completed afication received in the Nursing Office by the stated deadline.
A minimum of18 ACT composite score National or Residual. Residual only accepted if ACT taken at Bishop State.
(Writing component not required). ACT resuldJST be attached to this applicati. There is NO expiration date
for ACT score. **NoteTEAS-V score will be accepted for Fall 16 only.
' A minimum of2.5 GPAon a 4.0 scale for nursing required academic core courses (ENG101, MTH100 or higher,
BI0201, BI0202).
T A minimum of2.5 cumulative @A required for high school studentithout prior college courses (GED will be
acceptable).
9 Eligibility for OR completion of ENG 101, BIO 201 and MTH100 (Intermediate Algebra) (or higher) with a grade of
i CO o r Ndiei B§O1@31is.a praequisiteto BIO201
1 Good standing with college (BSCC). Letter of good standing from any previously attended nursing @ rBgram
or Director (on letterhead, signed, cleared of any legal, moral, or ethical issues).
9 Meeting the essential functions or technigtaindards required for nursing.
f Name on application is current | egal name and matches
f Current picture I D (driveros |license or student | D on
1 If applying for the Career Mobility Progra(PN to RN), you must present evidence of a current, unencumbered

Alabama LPN license.

**Note: PSY200 (General Psychology) is the preequisite for PSY210
**Note: BIO103 (General Biology) is the prerequisite for BIO201
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Bishop State Community College
One-Plus-One Curriculum
Points for Selection

After meeting minimum admission requirements, applicants are rank ordered using the following
point system

1 An ACT composite score with a minimum of 18 to apply. There are 36pmsaible pointsThewriting component
is not required or used for calculation. There is no time limit on when the exam was taken in order to be used. ACT
results must be attached to the application.

T Points wildl be awarded for a p aags#idnh gptergediate @ollegefAlgéb@ao or
Anatomy and Physiology |, arat/ Anatomyand Physiology Il. A=3 points, B=2 points, C=1 point.

1 Five points will be awarded if an applicant has successfully completed all courses taken in at least one semester at
Bishop State.

1 Five points will be awarded if an applicant has successfully completed all courses taken in at least two or more
semesters at Bishop State.

A total of 58 points is possible with the above selection criteria

ACT = 36 total possible

ENG101 = 3 total possible
MTH100 = 3 total possible
B10201 = 3 total possible
B10202 = 3 total possible

1 semester at BSCC = 5 total possible
2+ semesters at BSCC = 5 total possible

If there is tie in points in relation to the number of available spaces, then the higher cumulative GPA will be consiglered.
school students may obtain points for college courses through dual enroliment grades.
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Bishop State Community College
Alabama Community College System One Plus One Curriculum
Curriculum Plan

First Semester

Course Theory Theory Lab Lab Clinical Clinical Total Total
Credit Contact Credit Contact Credit Contact Credit Contact
Hrs Hrs/Wk Hrs Hrs/Wk Hrs Hrs/ Wk Hrs Hrs/Wk

NUR112- 4 4 2 6 1 3 7 13

Fundamentals

Concepts of Nursing

MTH100 - 3 3 0 0 0 0 3 3

Intermediate Algebra

(or Higher)

PSY200 General 3 3 0 0 0 0 3 3

Psychology

BlI0201- A&P 1 3 3 1 2 0 0 4 5

TOTALS 13 13 3 8 1 3 17 24

**Note: BIO103-Principles of Biology is a prerequisite for BIO201

Second Semester

Course Theory Theory Lab Lab Clinical Clinical Total Total
Credit Contact Credit Contact Credit Contact Credit Contact
Hr Hrs Hrs Hrs Hrs Hrs Hrs Hrs

NUR1137 Nursing 4 4 1 3 3 9 8 16

Concepts |

ENG101i English 3 3 0 0 0 0 3 3

Composition |

PSY210i Human 3 3 0 0 0 0 3 3

Growth & Dev

Bl1020271 A&P I 3 3 1 2 0 0 4 5

TOTALS 13 13 2 5 3 9 18 27

** Note: PSY200General Psychology is @re-requisite for PSY210

Third Semester

Course Theory Theory Lab Lab Clinical Clinical Total Total
Credit Contact Credit Contact Credit Contact Credit Contact
Hr Hrs Hrs Hrs Hrs Hrs Hrs Hrs

NUR1147 Nursing 5 5 0 0 3 9 8 14

Concepts I |

NUR1157 Evidence 1 1 0 0 1 3 2 4

Based Clinical

Reasoning

SPH 106 or 107 3 3 0 0 0 0 3 3

TOTALS 9 9 0 0 4 12 13 21

**Students are eligible to take the PN NCLEX exam after successful completion df ®ensester.
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Fourth Semester

Course Theory Theory Lab
Credit Contact Credit
Hr Hrs Hrs
NUR211i Advanced 4 4 0
Nursing Concepts
B10220- 2 2 2
Microbiology
TOTALS 6 6 2
Fifth Semester
Course Theory Theory Lab
Credit Contact Credit
Hr Hrs Hrs
NUR2217 Advanced 3 3 0
Evidence Based
Clinical Reasoning
Humanities (Ethics 3 3 0
Preferred
TOTALS 6 6 0

Academic and Nursing Theory Contact Hours

Academic and Nursing Lab Contact Hours
Nursing Clinical Contact Hours
Total Program Contact Hours

Revised June 16, 2016

Lab Clinical Clinical Total Total
Contact Credit Contact Credit Contact
Hrs Hrs Hrs Hrs Hrs

0 3 9 7 13

4 0 0 4 6

4 3 9 11 19
Lab Clinical Clinical Total Total
Contact Credit Contact Credit Contact
Hrs Hrs Hrs Hrs Hrs

0 4 12 7 15

0 0 0 3 3

0 4 12 10 18
705
195

675

1575
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ACT Information

www.actstudent.org

Cost $39.50 (all fees are noefundable)

Test dates are on Saturday unless otherwise noted

Bishop State is an ACiesting site

Test Prep is available online or locally in faoeface formats
Test Overview.

The English test is a 75juestion, 45minute test, covering

Usage/Mechanics Rhetorical Skills
f punctuation 1 strategy

f grammar and usage 9 organization
f sentence structure 1 style

The ACT mathematics test is a 6@uestion, 60minute testdesigned to assess the mathematical skills students
have typically acquired in courses taken up to the beginning of grade 12.

The reading test is a 4@question, 35minute testthat measures your reading comprehension. The test questions
ask you to derive meaning from several texts by:

1 referring to what is explicitly stated

1 reasoning to determine implicit meaning

The science test is a 4Question, 35minute testthat measures thaterpretation, analysis, evaluation, reasoning,
and problerrsolving skills required in the natural sciences.

1 You are not permitted to use a calculator on the science test.

v

1 NoTe The test assumes that students should be in the process of taking the coresuisaasf study

(three years or more) that will prepare them for coHegel work and have completed a course in Earth
science and/or physical science and a course in biology.
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Physical Therapist Assistant
Associatein Applied Science

The Physicd Therapist Assstant is a skilled, licensa&l healhcare worker who performs delegated interventions and data
cadledion unde the diredion and supervision of the physical therapist. The Physich Therapid Asdstant providesphysical
thergoy sewices to decreas pain, increag mobility, and increag function. The Physicd Thergist Assistant Program
(PTA) congsts of general education ard physicd thergpy course which are dedgned to fulfill the objectives of the
program. Concurrenttheoretical andclinical experiencesenharce the relation of theoty to practice for the student. Clinical

experience is provided in a variety of settngs, including hospitals, rehailitation agencies private offices, and nursing
homes. The freshmanyearconssts of thirty (30) samester hours of general educaion prerequisites Physicd therapycourse
work beginsin the sophomore yea and totals thirty-nine (39) cumulative hours. Students must make a minimum grade of

77 for advancenert. Studerts may reped a course onceif the 77 grade point average is not earred.

SpecialNote: HIV/H BV

As members of the healhcare team, students are at risk of exposure to blood and body fluids. The exposure to blood or
body fluids carries with it the potential to beinfected with pathoges that caug HIV, which canbecome Acquired Immune
Deficiengy Syndrame (AIDS) ard/or Hepattis B Virus (HBV). To date,no vacdne is available to prevert HIV/AIDS, and
no antiviral drugsare available to cure HIV/AIDS. A sak and effecive Hepatitis B Vaccine used in the prevention of HBV
infection is available This vaccire is recommendd for healh care workers and can be obtaired from the Public Heath
Department or a private physcian for afee.

Clinical Affil iating Agency Palicies

Clinical affili ating agencies require Bishop Stat Community College physicd thergpist assistat students to consent to a
drug screen ard criminal backgrourd check. Physicd thergpist assistat students enmolled in the College PTA program are
required to abide byall policies ofthe assigned affiliating clinical agencies including, but notlimited to, securiy cheds, ID
badges orientations, parking regulations, smoking, and dres code policies. Clinical affiliati ng agencies have the option of
denying clinical accessto a student basd upon criminal backgroundcheck and or drug screening. The cog of the
background ched and drug scree is theregonsibility of the student.

Accreditation
The Physicd Thermpist Asdstart Progran is accedited by the Commission on Accreditation in Physich Therapy
Education, 1111 N. Faifax Street Alexandria, Virginia 22314, teleghone 1-703-706-3245

Legal Li mitation of Licensure/Practice

The Alabama Boad of Physical Therpy shall refuse to issue a license to any person and after notice and hearing in
accordince with its regulatiors ard rules shall suspend or revole the license of any person who has:(1) practicedphysicd
therapy without a referral, (2) useddrugs or intoxicating liquors to an extent which affects his or her professional
competency, (3) been convicted of afelony orof acrime involving moral turpitude, (4) attempted to gain alicense by fraud
or deception(5) beenadjudgedmentaly incompeten by a cout of competenjurisdiction, (6) beenconvictedof violating
any stat or federd narcotic law or (7) other behaviors unbecaning or illegal of a PT or PTA. Any questionsregarding the
legal limitations of licensure/practice shauld be directad to the Director of the PTA programimmediately before pursuit of
the PTA degree.

Admission Requirements

Admission to the Physicd Thergpist Assistant Program is limited to students chosen by the Selecton Comnittee.

Minimum requirements for consideration are thefollowing:

Applicationto the College;

Applicaionto the PTA Program (all componerts);

Official transcripts of all previously completed college work submitted to the Admisdonsand Records Office;

Applicants with transer credits are required to have a transcrpt evaluation completed in the Counsebr siOffice

ontheBaker-GanesCentral Campusprior to submitting the appli cation to the PTA program.

Completion of all prerequisites with a grade point average of 2.75 or better No D 6 are acepted by the PTA

program;

6. Fifty (50) hours minimum volunteer or work expetiencein a physical therapy depatment is required. Students are
required to obsenve/voluntee for at leas twenty-five (25) hoursin two different clinical practice settings (hospital,
outpatientclinic, or skilled nursng facility, for example). A repregntative from eachsettingshall document the
number of hous the student completed on the Evaluation and Verification of Work/Volunteer Hours Form and
evduae the sudent usng theformontheback of the shed.

PP
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7. Physicd Thergist Assistant Program forms will be provided by the Physicd Thergpist Assistant Program.
8. Admissonrequiremerts and numbersof admissonsperyear aresubjectto change without prior notice.

Applicants shaild contad the PTA Pragram Office on the Baker-Gaines Central Campus for program apgicdions and
program admission information.

Special Rogram Requirements
Prior to beginning thefirst clinical affiliation, students must have successfull completed therequirenents for the
Bast Lif e Support Certificake for the Healthcae Provider (BLS-C) and basic first ad.

Physical Therapist Assistant Program
Associate In Applied Science

General Education Requirements
(Prerequisites):

First Year, First Semester Credit Hours
BIO 201 Human Anatomy arf@hysiology |

ENG 101 English Composition | 3

MTH 100 Intermediate College Algebra or Higher 3

PSY 200 General Psychology 3

4

1

N

PHS 112 Physical Science I
Total 17
First Year, Second Semester
BIO 202 Humamnatomy and Physiology Il
PSY 210 Human Growth and Development
SPH 106 Fundamentals of Oral Communication
ART 100 Art Appreciation or MUS 101 Music Appreciation

WWWwwbh

Total 1
Total Prerequisites Credit Hours 30
*Bl O 103 may be required pending placement test results.
Program requirements:

PTA 180 Medical Terminology

PTA 200 PT Issues and Trends

PTA 202 PTA Communication Skills

PTA 220 Functional Anatomy and Kinesiology
PTA 222 Kinesitogy and Therapeutic Exercise Lab
PTA 240Physical Disabilities |

PTA 250 Therapeutic Procedures |

PTA 230 Neuroscience

PTA 231 Rehabilitation Techniques

PTA 232 Orthopedics for the PTA

PTA 241 Physicabisabilities |

PTA 251 Therapeutic Procedures II

PTA 260 Clinical Education |

PTA 266 Clinical Field Work |

PTA 201 PTA Seminar

PTA 268 Clinical Practicum

PTA 293 Directed Study for PTA

ANNNNNBENNWOWNNE
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Total 3
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Total Credit Hours for Program
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TECHNICAL SCHOOL AWARDS
Associate in Applied Science (AAS)

Technical Credits in Program 41-55
General Education Requirements 21-22

(See program descriptions for specifiguirements.)

Total Credit Hours 64-76

Associate in Occupational Technologies Degree (AOT)

Technical Credits in Major Area 28-36
Technical Credits in Minor Area 12-18
General Education Requirements 18- 22

(Seeprogram descriptions for specific requirements)

Total Credit Hours 60- 76

Certificate
Technical Credits in Program 30-54
General Education Requirements 6-12

(See program descriptions for specific requirements.)

Total Credit Hours 36- 60

Short Certificate
Technical Credits in Program 9-29
Total Credits in Program 9-29

All students enrolled in a career technical education program are required to take the ACT WorkKeys Alabama Career
Readness Certification (CRC) assessment@tharge to them before the certificate or diploma can be awarded.
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BISHOP STATE COMMUNITY COLLEGE
Programs of Studyi Carver Campus

Automotive Body Technology
1 Associatein Occupational Technology
1 Certificate

Barbering and Hair Styling
1 Associatein Occupational Technology
1 Certificate

Commercial Food Service
1 Associatein Applied Science
1 Certificate
9 Short Certificate

Plumbing
9 Short Certificate

Welding
1 Short Certificate
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Automotive Body Technology

Program Degription : The Automotive Body Techrology program is designed to train students to repair automobile and

light trucks, including reparing dents in sheet metal shiinking stretched metal aligning damaged bodies, straightering

frames welding torn metd, welding plastic and fiberglass bodies, installingglass, trim, accessorig and repairingmechanical
components relied to collision damage. Theassociate eégreeprogramincludes aminor in arelated occupation b give the
student multi-craft training arnd generd education courses to prepare the student for advancement.

Associatein Occupational Technologies

Course Requirements Credit Hours

Major (Automotive Body Repair):
ABR111 Non-Structural Repair 3
ABR114 Non-Structural Replacanent 3
ABR122 Surface Preparatons 3
ABR123 Pant Prepardion & Equipment 3
ABR151 Safety and Environmenté Practices 3
ABR154 Automotive Gassand Trim 3
ABR156 Automotive Cutting ard Welding 3
ABR213 Automotive Structurd Analysis 3
ABR214 Automotive Sructural Repar 3
ABR223 Automotive Mecthanical Comporents 3
ABR224 Automotive Hedrical Comporents 3
ABR255 Steefing and Suspension 3
ABR258 Heaing & AC in Collision Repair 3
ABR265 Paint Defect & Final Repairs 3

General Education
ENG 101 English Composition
SPH 106 Fundamentals of Oral Communication
ART 100 Art Appreciation
MTH 116 Math Applications
Math/Science Computer Science Elective
Computer Science Course Required for Graduation
Social Science Elective (HIS, PSY, SOC)

WWWwwWwwww

Total 21
Minor in Automotive Technology or Diesel Technology: 12 credit hours (must be approved)

Automotive Technologyi Recommended Courses
AUM 121 Braking Systems

AUM 131 Powertrain Fundamentals

AUM 211 Automotive Electronics

AUM 221 Engine Repair

www

Diesel Technologyi Recommended Courses
DEM 104 Basic Engines

DEM 117 Diesel and Gas Tuup

DEM 122 Heavy Vehicle Brakes

DEM 124 Electronic Engine Systems

Wwww

Total Credit Hours for Program Completion: 75 Credit Hours

170



Certificate

Program Description: The certificate program preparstsidents for entry level technical positions.

Course Requirements: Technicd Education:

ABR111 Non-Structural Sheet Metd Repar
ABR114 Autamotive NonStructurd Pand Replacenent

ABR122 Surface Preparatons
ABR123 Pant Pregparation & Equipment

ABR151 Safety and Environmenté Practices

ABR154 Automotive Jassand Trim

ABR156 Automotive Cutting and Welding

ABR157 Automotive Plastt Repairs

ABR213 Automotive Structurd Analysis

ABR214 Automotive Sructural Repair

ABR223 Automotive Mechanical Components
ABR224 Automotive Hedrical Comporents

ABR255 Suspensipn & Steering

ABR258 Heating & AC in Collision Repair

ABR261 Restraim Systens
ABR265 Pant Defeck & Fina Repairs

General Education
ENG131 Applied Writing

SPH106 Fundamentals of Oral Communications

MTH 116 Math Applications
CIS 146 Microcomputer Applications

Total Credit Hours for Certificate Completion:
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Credit Hours
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3
3
3
3
3
3
3
3
3
3
3
3
3
3
3

Total Credit Hours 48

3
3
3
3
Total Credit Hours 12

60 Credit Hours



Barbering and Hair Styling

Program Description: The Barbering/Hairstyling program is designed to provide the student withHaatty and practical
experience in &phases of hair cutting and styling, shampooing, shaving, massage, facials, and scalp treatments.

Associate in Occupational Technologies

Course Requirements Credit Hours

Major (Barbering):
BAR 1100rientation to Barbering 3
BAR 111 Science of Barbering 3
BAR 112 Bacteriology an Sanitation 3
BAR 113 BarbeiStyling Laboratory 3
BAR 114 Advanced Barbestyling Laboratory 3
BAR 120 Properties of Chemistry 3
BAR 121 Chemial Hair Processing 3
BAR 122 Hair Coloring Chemistry 3
BAR 124 Hair Coloring Methodology Laboratory 3
BAR 130 Marketing and Business Management 3
BAR 132 Hair Styling and Design 3
BAR 133 Hair Styling and Management Laboratory 3
BAR 140 Practicum 2
BAR 141 Practicum 2

General Education
ENG 101 English Composition 3
SPH 106 Fundamentals of Oral Communication 3
ART 100 Art Appreciation 3
MTH 116 Math Applications 3
Math/Science Computer Science Elective 3
Computer Science Course Required for Graduation 3
Social Science Elective (HIS, PSY, SOC) 3
Total 21
Minor in Cosmetology or Business: 12 credit hours (must be approved)

Cosmetologyi Recommended Coursge
COS 131 Aesthetics
COS 132 Aesthetics Applications
COS 144 Hair Shaping
COS 145 Hair Shaping Laboratory
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Businessi Recommended Courses
BUS 100 Introduction to Business
BUS 275 Principles of Management
ACT 145 Basic Accounting Procedures
BUS Elective
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Total Credit Hours for Program Completion: 73 Credit Hours
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Certificate 7 Barbering and Hair Styling

Course Requirements: Technical Education: Credit Hours

BAR 110 Orientatiorto Barbering 3
BAR 111 Science of Barbering 3
BAR 112 Bacteriology an Sanitation 3
BAR 113 BarbeiStyling Laboratory 3
BAR 114 Advanced Barbe®tyling Laboratory 3
BAR 120 Properties of Chemistry 3
BAR 121 Chemical HaiProcessing 3
BAR 122 Hair Coloring Chemistry 3
BAR 124 Hair Coloring Methodology Laboratory 3
BAR 130 Marketing and Business Management 3
BAR 132 Hair Styling and Design 3
BAR 133 Hair Styling and Management Laboratory 3
BAR 140 Practicum 2
BAR 141 Practicum 2

Total 40
General Education

ENG131 Applied Writing 3
SPH106 Fundamentals of Oral Communications 3

MTH 116 Math Applications 3

CIS 146Microcomputer Applications 3

Total 12
Total Credit Hours for Certification Completion: 52 Credit Hours
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Commercial Food Service

Program Description: The commercial Food Service program provides organized, specialized learning experiences that give
the student an opportunity to develop a wholesome attitude toward the preparation and serving of nutritious food. The
associate degree program providesstiuelent with additional coursework to help prepare for food service management
positions. Both the associate degree and certificate programs prepare the studentl@redmogitions as menu planners,

cooks, chefs, meat cutters, bakes, and otheeckasitions.

Associate in Applied Science

Course Requirements Credit Hours
Technical Courses:
CFS 101 Orientation in the Hospitality Profession
CFS 102 Catering
CFS 110 Basic Food Preparation
CFS 111 Foundations Mutrition
CFS 112Sanitation, Safety, and Food Service
CFS 114 Meal Management or CFS 116 Advanced Food Preparation
CFS 201 Meat Preparation and Processing
CFS 204 Foundations of Baking
CFS 222 Dietary Management
CFS 251 Menu Design
CUA 122 Fundamentals of Quantity Cooking
CUA 150 Basic Culinary Lab |
CUA 173 Culinary Arts Apprenticeship
CUA 205 Introduction to Garde Manger
CUA 208 Advanced Baking
CUA 210 Beverage Managemte
CUA 213 Food Purchasing and Cost Control
CUA 217 Introduction to Pastries
CUA 241 Basic Culinary Lab Il
CUA Restaurant Management and Supervision
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Total

General Education:

ENG 101 English Composition 3
ART 100 Art Appreciation or MUS 101 Music Appreciation 3
SPH 106 Fundamentals of Oral Communication 3
MTH 116 Math Application 3
Math/Science/Computer Science Elective 3
CIS Elective 3
Social Science Elective (HIS, PSSQOC) 3

Total 21

Total Credit Hors for Program Completion: 75 Credit Hours
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Certificate T Commercial Food Service

Course Requirements Technical Education Credit Hours

CFS 101 Orientation in the Hospitality Profession
CFS 102 Catering

CFS 110 Basic Food Preparation

CFS 111 Foundations in Nutrition

CFS 112sanitation, Safety, and Food Service
CFS 114 Meal Management or CFS 116 Advanced Food Preparation
CFS 201 Meat Preparation antbBessing

CFS 204 Foundations of Baking

CFS 222 Dietary Management

CFS 251 Menu Design

CUA 122 Fundamentals of Quantity Cooking
CUA 150 Basic Culinary Lab |

CUA 173 Culinary Arts Apprenticeship

CUA 205Introduction to Garde Manger

CUA 208 Advanced Baking

CUA 210 Beverage Management

CUA 217 Introduction to Pastries

CUA 241 Basic Culinary Lab II
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Total 48
General Education

ENG131 Applied Writing 3
SPH106 Fundamentals of Oral Communications 3
MTH 116 Math Applications 3
CIS 146 Microcomputer Applications 3
Total 12

Total Credit Hours for Certificate Completion: 60 Credit Hours

Short Certificate T Commercial Food Service Assistant

Program Description: The short certificate develops skills in basic food service sanitation practices, basic elements of nutrition
and elementary food preparation. The graduate is preparedtfylevel positionsuchas food preparation assistant, salad
maker, and food server.

Course Requirements Technical Education Credit Hours

CFS 110 Basic Food Preparation

CFS 111 Foundations in Nutrition

CFS 112Sanitation Safety, and Food Service
CFS 260 Internship for Commercial Food Service
CUA 150 Basic Culinary Laboratory |

CUA 241 Basic Culinary Laboratory Il

NNWWWW

Total 15
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Plumbing

Program Description: The Plumbing program idesigned to provide the student an opportunity to acquire the skills,
knowledge, and understanding needed to become anlewtdyplumber. Training is given in the use of stationary and
portable power tools common to the trade and practical experienoenleting plumbing projects.

Short Certificate T Plumbing

Course Requirements: Technical Education Credit Hours
PLB 111 Introduction to Plumbing 3
PLB 112 Plumbing Application 3
PLB 113 Pipes and Fittings 3
PLB 114 Joining Pipeand Fittings 3
PLB 120 Special Project: Plumbing Code | 1
PLB 115 Pressure & NeRressure Systems 3
PLB 116Pressue & NoRressure Systems Application 3
PLB 211 Plumbing Repair & Installation 3
PLB 2112 Plumbing Repair & Installatidrab 3
PLB 121 Special Project Plumbing Code I 1
Total 26
Plumbing Helper i Specialized Short Certificate
Course Requirements: Technical Education Credit Hours
PLB 111 Introduction to Plumbing 3
PLB 112 PlumbingApplication 3
PLB 113 Pipes and Fittings 3
PLB 114 Joining Pipes and Fittings 3
PLB 115 Pressure & NeRressure Systems 3
PLB 120 Special Project: Plumbing Code | 1
Total 16
Gas Fitting i Specialized ShortCertificate
Course Requirements: Technical Education Credit Hours
PLB 122 Specialized ProjettGas Fitting 3
PLB 213 Process Piping 3
PLB 214 Process Piping Laboratory 3
Total 9
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Welding

Program Description: The Welding program is designed to provide the student an opportunity to acquire the skills,
knowledge, and understanding needed to become anlewtlywelder. Training includes the use of stationary and portable
power tools common to the trade and ficad experience in constructing welding projects.

Short Certificate 1 Welding

Course Requirements: Technical Education Credit Hours
WDT 108 Shielded Metal Arc Welding Fillet/OFC Firiallheory 3
WDT 109 Shielded Metal Arc Welding PAC/CACTheory 3
WDT 110 Industrial Blueprint Reading 3
WDT 119 Gas Metal Arc Fillet/Flux Cored Weldiiigrheory 3
WDT 120 Shielded Metal Arc Welding Groves heory 3
WDT 122 Shielded Metal Arc FilleDFC Finali Lab 3
WDT 123 Shielded Metal Arc Welding PAC/CACLab 3
WDT 124 Gas Metal Arc Fillet/Flux Cored Weldiiid-ab 3
WDT 125 Shielded Metal Arc Welding Groved.ab 3
WDT 181 Special Topics 2

Total 29
Short Certificate i Pipe Welding

Course Requirements: Technical Education Credit Hours

WDT 115 GTAW Carbon Pipé Theory 3

WDT 155 GTAW Carbon Pipé Lab 3
WDT 183 Special Topick Lab 3
WDT 184 Special Topick Lab 1
WDT 217 SMAW CarborPipei Theory 3
WDT 257 SMAW Carbon Pipe Lab 3

Total 16
Short Certificate 1 Fitting
Course Requirements: Technical Education Credit Hours
WDT 108 Shielded Metal Arc Welding Fillet/OFC FirialTheory 3

WDT 109 Shielded MetaArc Welding PAC/CACI Theory 3
WDT 110 Industrial Blueprint Reading 3
WDT 123 SMAW Fillet/PAC/CAC Lab 3
WDT 181 Special Topick Lab 3
WDT 182 Special Topick Lab 3

Total 18
Short Certificate 1 Structural Welding
Course Requirements: Technical Education Credit Hours
WDT 109 Shielded Metal ARC Welding PAC/CAC Theory 3

WDT 119 Gas Metal Arc Fillet/Flux Cored Weldiiigrheory 3
WDT 120 Shielded Metal Arc Welding Gresi Theory 3
WDT 123 Shielded Metal Arc Welding PAC/CACLab 3
WDT 124 Gas Metal Arc Fillet/Flux Cored Weldiiid-ab 3
WDT 125 Shielded Metal Arc Welding Grovéd.ab 3

Total 18

177



BISHOP STATE COMMUNITY COLLEGE
Programs of Study T Southwest Campus

Air Conditioning/Refrigeration Technology
1 Associate in Occupational Technologgand Certificate

Automotive Technology
1 Associatein Occupational Technologyand Certificate

Civil Engineering Technology
1 Associate in AppliedScience

Computer Information Systems Technology
I Associate in Applied Science

Cosmetology
1 Associatein Occupational Technologyand Certificate

Diesel Technology
1 Associatein Occupational Technologyand Certificate

Drafting and Design Technology
I Associate in Applied Science

Electrical Technology
1 Associated in Occupational Technologgnd Certificate

Electronics Engineering Technology
9 Associate in Applied Science

Graphic Communications Technology
1 Associate in Applied Sciencand Certificate

Process and Maintenance Technology
I Associate in Applied Science

Short Certificates:

Jewelry Design

Machine Tool Technology
Nail Technology

Truck Driving

Watch Repair
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Air Conditioning/Refrigeration Technology

Program Description: The Air Conditioning and Refrigeration curriculum is designed to help the student develop an
understanding of the basic principles involved in the construction, installation, operation, and maintenance of climlate contr
equipment. Courses include the theory aratfical application of information and techniques needed to prepare the
individual for success in the trade. The air conditioning and refrigeration technician installs, maintains, servicpairand re
environmental control systems in residences, degganttand food stores, office buildings, industries, restaurants, institutions,
and commercial establishments. Job opportunities exist with companies that specialize in air conditioning, heating, and
commercial refrigeration installation and service.

Associate in Occupational Technologies

Course Requirements Credit Hours
Major (Air Conditioning/Refrigeration):

ACR 111 Principles of Refrigeration

ACR 112 HVACR Service Procedures

ACR 113 Refrigeration Piping Practices

ACR 119 Fundamentals of Gas Heating Systems

ACR 120 Fundamentals of Electric Heating Systems

ACR 121 Principles of Electricity for HVACR

ACR 122 HVACR Electrical Circuits

ACR 123 HVACR Electrical Components

ACR 132 Residential AiConditioning

ACR 148 Heat Pump Systems |

ACR 149 Heat Pump Systems Il

ACR 203 Commercial Refrigeration

ACR 209 Commercial Air Conditioning

ACR 210 Troubleshooting HVACR Systems

Technical Elective
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Total

General Education
ENG 101 English Composition

SPH 106 Fundamentals of Oral Communication
ART 100 Art Appreciation
MTH 116 Math Applications
Math/Science Computer Science Elective
Computer Science CourBequired for Graduation
Social Science Elective (HIS, PSY, SOC)
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Total 21
Minor in Business or Electrical: 12 Credit hours (must be approved)

Businessi Recommended Courses
BUS 100 Introduction to Business
BUS 275 Principle of Management
ACT 145 Basic Accounting Procedures
BUS Elective
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Electrical i Recommended Courses
ELT 116 Residential Wiring Methods
ELT 118 Commercial/lndustrial Wiring | 3
ELT Elective 3

Total Credit Hours for Program Completion 76 Credit Hours
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Certificate 7 Air Conditioning/Refrigeration Technology

Course Requirements: Technical Education Credit Hours

ACR 111 Principles of Refrigeration 3
ACR 112 HVACR Service Procedures 3
ACR 113 Refrigeration Piping Practices 3
ACR 119 Fundamentals of Gas Heating Systems 3
ACR 120 Fundamentals of Electric Heating Systems 3
ACR 121 Principles of Electricity for HVACR 3
ACR 122 HVACR Electrical Circuits 3
ACR 123 HVACR Eletrical Components 3
ACR 132 Residential Air Conditioning 3
ACR 134 Ice Machines 3
ACR 147 Refrigeration Transition and Recovery 3
ACR 148 Heat Pump Systems | 3
ACR 149 Heat Pump Systems Il 3
ACR 203 Commercial Refrigeration 3
ACR 209 Commercial Air Conditioning 3
ACR 210 Troubleshooting HVACR Systems 3

Total 48

General Education
ENG131 Applied Writing 3
SPH106 Fundamentals of Oral Communications 3
MTH 116 MathApplications 3
CIS 190 Introduction to Computers 3
Total 12

Total Credit Hours for Certificate Completion: 60 Credit Hours
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Automotive Technology

Program Description: The Automotive Technology prograidesigned to developdenicians capable of high quality
automotive service and maintenance. Special emphasis is placed on the use of modern testing devices used to diagnose
technical problems. Basic scientific principles and current technical informetéoincorporated into course instruction.

Associate in Occupational Technologies
Course Requirements Credit Hours

Major (Automotive Technology):
AUM 101 Fundamentals of Automotive Technology
AUM 110 Electrical/Electronic Systems |
AUM 121 Braking Systems
AUM 122 Steering, Suspension & Alignment
AUM 124 Engine Repair |
AUM 130 Drivetrain & Axles
AUM 133 Motor Vehicle Air Conditioning
AUM 210 Electrical/Electronic Systems Il
AUM 220 Engine Repair Il
AUM 224 Manual Transmissions
AUM 230 Automatic Transmissions
AUM 239 Engine Performance |
AUM 244 Engine Performance I
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Total

General Education

ENG 101 English Composition
SPH 106 Fundamentals of Oral Communication
ART 100 Art Appreciation
MTH 116 Math Applications
Math/Science Computer Science Elective
Computer Science Course Required for Graduation
Social Science Elective (HIS, PSSOC)
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Total
Minor in Automotive Body Technology or Diesel Technology: 12 credit hours (must be approved)

Automotive Body Technologyi Recommended Courses
ABR 121 Refinishing Materials and Equipment
ABR 122 Surface Preparations
ABR 156 Auto Cutting and Welding
ABR Elective

Wwww

Diesel Technologyi Recommended Courses
DEM 105 Preventive Maintenance
DEM 110 Diesel Powered Auxiliary Equipment
DEM 123 Pneumatics and Hydraulics
DEM 132Basic Repair Welding

wWwww

Total Credit Hours for Program Completion: 75 Credit Hours
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Certificate 1 Automotive Technology

Course Requirements: Technical Education Credit Hours

AUM 101 Fundamentals of Automotive Technology 3
AUM 110 Electrical/Electronic Systems | 3
AUM 121 Braking Systems 3
AUM 122 Steering, Suspension & Alignment 3
AUM 124 Engine Repair | 3
AUM 130 Drivetrain & Axles 3
AUM 133 Motor Vehicle Air Conditioning 3
AUM 210 ElectricalElectronic Systems II 3
AUM 220 Engine Repair Il 3
AUM 224 Manual Transmissions 3
AUM 230 Automatic Transmissions 3
AUM 239 Engine Performance | 3
AUM 244 Engine Performance Il 3
AUM 246 Automotive Emissions | 3
AUM 247 Dynamic Testing 3

Total 45

General Education
ENG131 Applied Writing 3
SPH106 Fundamentals of Oral Communications 3
MTH 116 Math Applications 3
CIS 146 Microcomputefpplications 3
Total 12

Total Credit Hours for Certificate Completion: 57 Credit Hours
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Civil Engineering Technology

Program Description: The Civil Engineering Technology program is designed to provide students witbettialized

background needed for technicians who work with civil engineers. Civil engineering technicians carry out many tasks
necessary in the construction of residential and commercial buildings, bridges, dams, power plants, water and waste treatment
sydems, and transportation systems such as highways, pipelines, airfields, and transmission lines. Upon graduation from this
program the civil engineering technician may qualify for various detrgl jobs such as surveying, field or laboratory tester,
congruction foreman, inspector, expeditor, estimator, or structural detailer.

Associate in Applied Science

Course Requirements Credit Hours
Technical Education:

CET 101 Introduction to Engineering Technology

CET 111 Fundamentals of Surveying

CET 112 Intermediate Surveying

CET 121 Engineering Materials

CET 131 Highway Design & Construction

CET 213 Topographical Surveying & Drawing

CET 214 Hydraulics

CET 215 Statics

CET 217 Strength dflaterials

CET 218 Structural Analysis

CET Electives

DDT 104 Introduction to Computer Aided Drafting & Design
DDT 111 Fundamentals of Drafting/Design Technology
DDT 127 Intermediate CADD

CIS 146 Microcompugr Applications
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Total 48
General Education

ENG 101 English Composition 3
SPH 106 Fundamentals of Oral Communication 3
ART 100 Art Appreciation 3
MTH 100 Intermediate College Algebra 3
MTH 118 Technical Mathematics 3
PHY 120 Introduction to Physics 4
Social Science Elective (HIS, PSY, SOC) 3

Total Credit Hours for Program Completion: 70 Credit Hours
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Computer Information Systems Technology

Associate in AppliedScience

Course Requirements
Technical Core Courses:
CIS 146 Microcomputer Applications
CIS 149 Introduction to Computers
CIS 147 Advanced Microcomputer Applications

Technical Required Courses(28-30 Credit hours)

Management Information Systems Option:

Bus 263 Legal and Social

BUS 241 Accounting |

BUS 242 Accounting Il
Application Development Option:

CIS 150 Logic and Programing

CIS 287 SQL Server

CIS 212 Visual Basic Programming

CIS 215 C# Programming

CIS 359 Advanced Mobile App Development
Cyber Security/Networking Option:

CIS 214 Security Analysis

CIS 245 Cyber Defense

CIS 246 Ethical Hacking

CIS 269 Hardware Support (A+ Certification)

CIS 280 Network Security

CIS 282 Computer Forensics
CISCO Certification

CIS 2701 CIS 273 Cisco CCNAT IV

CIS 276 Server Administration

CIS 278 Directoryservices Administration
Field Experience

CIS 284CIS Internship

CIS 297 CQOP for CIS

General Education:
ENG 101 English Composition |
ART 100 Art Appreciation or MUS 101 Music Appreciation
SPH 106 Fundamentals 6fal Communication
MTH 116 Math Application
Math/Science/Computer Science Electives
Social Science Elective (HIS, PSY, SOC)

Total Credit Hours for Program Completion:

184

Credit Hours

3
3
3
Total 9
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Total 21-23

6071 62 Credit Hours



Cosmetology

Program Description: The Cosmetology program provides students with an opportunity to acquire the skills, knowledge, and
understanding needed to enter the occupation as anlendycosmetologist. Additionally the program provides the student

with thetraining needed to move into salon management and/or ownership opportunities. The AOT program provides the
student the opportunity to gain skills in a related area in Business, Nail Technology, or Barbering.

Associate in Occupational Technologies

Course Requirements Credit Hours
Major (Cosmetology):
COS 111 Cosmetology Science & Art
COS 112 Cosmetology Science & Art Lab
COS 113 Chemical Methodology
COS 114 Chemical Methodology Laboratory
COS 121 Colorimetry
COS 122 Colorimetry Applications
COS 131 Aesthetics
COS 132 Aesthetics Applications
COS 133 Salon Management Technology
COS 141 Applied Chemistry
COS 144 Hair Shaping
COS 145 Hair Shaping Lab
COS 151 Nail Care
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COS 158 Employability Skills 3
Total 42

General Education

ENG 101 English Composition 3
SPH 106 Fundamentals of Oral Communication
ART 100 Art Appreciation
MTH 116 Math Applications
Math/Science Computer Science Elective
Computer Science Course Required for Graduation
Social Science Elective (HIS, PSY, SOC)
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Total 21
Minor in Business, Nail Technology, or Barbering: 12 credit hours (must be approved)

Business’ Recommended Courses
BUS 100 Introduction to Business
BUS 275 Principles of Management
ACT 145 Basic Accounting Procedures
BUS Elective

Nail Technologyi Recommended Courses
COS 152 Nail Care Applications
COS 153 Nail Art
COS 154 Nail Art Applications
COS 167 Board Review

Barbering
BAR 111 Science of Barbering
BAR 113 BarbeiStyling Laboratory
BAR 114 Advanced Barbedtyling Laboratory
BAR Elective
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Total Credit Hours for Program Completion 75 Credit Hours
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Certificate i Cosmetology

Course Requirements: Technical Education

COS 111 Cosmetology Science & Art
COS 112 Cosmetology Science & Art Lab
COS 1.3 Chemical Methodology

COS 114 Chemical Methodology Laboratory
COS 121 Colorimetry

COS 122 Colorimetry Applications

COS 131 Aesthetics

COS 132 Aesthetics Applications

COS 133 Salon Managemergchnology
COS 141 Applied Chemistry

COS 144 Hair Shaping

COS 145 Hair Shaping Lab

COS 151 Nail Care

COS 158 Employability Skills

General Education

ENG131 Applied Writing
MTH 116 Math Applications

Total Credit Hours for Certificate Completion:
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Total 42
3
3
Total 6

48 Credit Hours



Diesel Technology

Program Description: The Associate Degree program offers a minor in TiDidking, allowing students to acquire the CDL
needed for many positions in the field. Specialized classroom and laboratory activities provide the student with thé&ypportu
to learn all phases of repair work on diegelered equipment. Students letordiagnose malfunctions, service and repair
diesel equipment, and repair fuel injection systems. The use of technical manuals, tools and testing is emphasized.

Associate in Occupational Technologies

Course Requirements Credit Hours
Major (Diesel Technology):

DEM 104 Basic Engines

DEM 105 Preventive Maintenance

DEM 108 DOT Vehicle Inspection

DEM 110 Diesel Powered Auxiliary Equipment
DEM 114 Fluid Power Components

DEM 117 Diesel & Gas Tunbp

DEM 120 Medium & Heavy Vehicle Cab Systems
DEM 122 Heavy Vehicle Brakes

DEM 123 Pneumatics & Hydraulics

DEM 124 Electronic Engine Systems

DEM 125 Heavy Vehicle Drive Trains

DEM 126 Advanced Engine Analysis

DEM 127 Fuel Systems

DEM 132 Basic Repair Welding

DEM 191 Special Projects
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Total

General Education

ENG 101 English Composition 3
SPH 106 Fundamentals of Oral Communication 3
ART 100 Art Appreciation 3
MTH 116 Math Applications 3
Math/Science Computer Science Elective 3
Computer Science Course Required for Graduation 3
Social Science Elective (HIS, PSY, SOC) 3

Minor in Truck Driving: 12 credit hours

TRK 111 Basicvehicle Operation 4
TRK 112 Safe Operating Practices 3
TRK 114 Vehicle Maintenance 2
TRK 115 Advanced Operating Practices 1
TRK 116 Proficiency Development 1
TRK 117 Commerci al Driverdés License 2

Total 13

Total Credit Hours for Program Completion: 75 Credit Hours
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Certificate 7 Diesel Technology

Course Requirements: Technical Education Credit Hours

DEM 104 Basic Engines

DEM 105 Preventive Maintenance

DEM 108 DOT Vehicldnspection

DEM 110 Diesel Powered Auxiliary Equipment
DEM 114 Fluid Power Components

DEM 117 Diesel & Gas Tunbp

DEM 120 Medium & Heavy Vehicle Cab Systems
DEM 122 Heavy Vehicle Brakes

DEM 123 Pneumatics &ydraulics

DEM 124 Electronic Engine Systems

DEM 125 Heavy Vehicle Drive Trains

DEM 126 Advanced Engine Analysis

DEM 127 Fuel Systems

DEM 132 Basic Repair Welding

DEM 135 Heavy Vehicle Steering & Suspemsio
DEM 191 Special Projects
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Total
General Education

ENG 131 Applied Writing

MTH 116 Math Applications

SPH 106 Fundamentals of Oral Communication
CIS 146 Microcomputer Applications
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Total 2

Total Credit Hours for Certificate Completion: 56 Credit Hours
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Drafting and Design Technology

Program Description: The Drafting and Design Technology program is designed to provide the student with a thorough
knowledge of drafting principles and techniques. Coursework covers the various areas of drafting and design used in the
industrial community. Computer Aided Dtiag and Design (CADD) is emphasized, using practical applications and
laboratory assignments.

Associate in Applied Science

Course Requirements Credit Hours
Technical Courses:

DDT 104 Introduction to Computer Aided Drafting Design
DDT 111 Fundamentals of Drafting/Design Technology
DDT 124 Technical Drawing |

DDT 127 Intermediate CADD

DDT 128 Technical Drawing Il

DDT 131 Basic Machine Drafting

DDT 132 Architectural Drafting

DDT 212 Internediate Architectural Drafting

DDT 214 Pipe Drafting

DDT 224 Structural Concrete Drafting

DDT 225 Structural Steel Drafting

DDT 231 Advanced CAD

Technical Elective

CIS 146 Microcomputer Applications
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Total
General Education

ENG 101 English Composition 3
ART 100 Art Appreciation or MUS 101 Music Appreciation 3
SPH 106 Oral Communication 3
MTH 100 Intermediate College Algebra 3
MTH 118 Technical Mathematics 3
PHY 120 Introduction to Physics 4
Social Science Elective 3

2

Total 2

Total Credit Hours for Program Completion 67 Credit Hours
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Electrical Technology

Program Description: The Electrical Technology programdesigned to provide the student with an opportunity to acquire

the skills, knowledge, and understanding needed to enter the occupation as-tevehéigctrician. The program provides a
balance of theory and hands experience for the electrical congttion and industrial maintenance fields. Included are
elements of residential, commercial, and industrial wiring methods, industrial equipment, and maintenance, as weltlas tool an
equipment use, basic electricity/electronics, rotating machines amdlspand the National Electrical Code.

Associate in Occupational Technologies

Course Requirements Credit Hours
Major (Electrical Technology):

ELT 104 Distribution Systems

ELT 108 DC Fundamentals

ELT 109 AC Fundamentals

ELT 110 Wiring Methods

ELT 116 Residential Wiring

ELT 117 AC/DC Machines

ELT 118 Commercial/Industrial Wiring |

ELT 122 Advanced AC/DC Machines

ELT 209 Motor Controls |

ELT 212 Motor Controls I

ELT 206 OSHA Safety Standards

ELT 210 Programmable Controls
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Total

General Education:
ENG 101 English Composition 3

SPH 106 Fundamentals of Oral Communication

ART 100 Art Appreciation

MTH 116 MathApplications

Math/Science Computer Science Elective

Computer Science Course Required for Graduation

Social Science Elective (HIS, PSY, SOC)
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Total

Minor in Air Conditioning/Refrigeration, or Electronics & Instrumenta tion: 12 Credit Hours
ACR 111 Refrigeration Principles
ACR 112 HVACR Service Procedures
ACR 122 HVACR Electrical Circuits
ACR 123 HVACR Electrical Components
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Total

IST 105 Introduction to Process Technology 3
IST 137 Industrial Process Equipment 3
IST 167 Industrial Measurements 3
ELT 230 Programmable Controls 3

Total 1

Total Credit Hours for Program Completion 75 Credit Hours
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Certificate 7 Electrical Technology

Course Requirements: Technical Education Credit Hours

ELT 108 DE Fundamentals

ELT 109 AC Fundamentals

ELT 110 Wiring Methods

ELT 104 Distribution Systems

ELT 117 AC/DC/Machines

ELT 118Commercial/Industrial Wiring |
ELT 122 Advanced AC/DC Machines
ELT 132 Commercial/lIndustrial Wiring Il
ELT 209 Motor Controls |

ELT 212 Motor Controls I

ELT 221 Electronics for Electricians |
ELT 267 Programniale Controls

ELT 242 JourneymarMaster Prep Exam
ELT 235 Programmable Controls
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Total
General Education:

ENG 131 Applied Writing 3
MTH 116 Math Applications 3
SPH 106 Fundamentals of Oral Communication 3
CIS 146 Microcomputer Applications 3

1

Total 2

Total Credit Hours for Certificate Completion: 57 Credit Hours
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Electronics Engineering Technology

Program Description: The Electronics Engineering Technology curriculum is designed to prepare students for beginning
level employment in a wide range of technician positions including, but not limited to, biomedical electronics, aerospace
technology, communications technojpgomputer repair/installation and networking, consumer electronics, and engineering
assistant.

Associate in Applied Science

Course Requirements Credit Hours
Technical Courses:

EET 103 DC Fundamentals

EET 104 AC Fundamentals

EET 105 Solid State Fundamentals

EET 109 Electrical Blueprint Reading |

EET 119 Circuit Fabrication |

EET 186 Microprocessor Basics

EET 203 Electronic Circuits |

EET 206 Digital Fundamentals

EET 230 Commuications Basics

EET 231 Communications Basics Laboratory
EET 234 Robotic Systems

EET 239 Robotic Systems Laboratory

EET 254 Microcomputer Systems Basics |
EET 256 Microcomputer Systems Advanced |
EET 257 Mcrocomputer Systems Advanced | Lab
EET 290 Electronics Project

Technical Elective
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Total
General Education

ENG 101 English Composition 3
SPH 106 Fundamentals of Oral Communication 3
ART 100 Art Appreciation 3
MTH 100 Intermediate College Algebra 3
MTH 118 Technical Mathematics 3
PHY 120 Introduction to Physics 4
Social Science Elective (HIS, PSY, SOC) 3

Total Credit Hours for Program Completion 68 Credit Hours
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Graphic Communications Technology

Program Description: The Graphic Communications Technology program prepares the graduate for a variety-tgvehtry
positions in printing, publishing, advertising, and corporate environments. Students are gjiesig foundation in computer
graphic design using industry standards in hardware and software, and learn prepress and press operations.

Associate in Applied Science

Course Requirements Credit Hours
Technical Education:

GRD 101 Introduction to aphics

GRD 112 Layout & Design

GRD 114 lllustration Graphics

GRD 116 Photoshop

GRD 118 Graphics Design Techniques
GRD 121 Digital Photograph Foundation
GRD 143 Digital Video Foundation
GRD 170Production Procedures

GRD 190 Portfolio Preparation

GRD 208 Graphics Business Manager
GRD 212 Publication Design

GRD 250 Web Media

GRD 265 Package Design Studio

P WOWWWWWWWWWWWW

Total

General Education:

ENG 101 English Composition 3
SPH 106 Fundamentals of Oral Communication
ART 100 Art Appreciation
MTH 116 Math Applications
Math/Science Computer Science Elective
Computer Science Course Required for Graduation
SocialScience Elective (HIS, PSY, SOC)

WWwWwwww

Total 21

Total Credit Hours for Program Completion 63 Credit Hours
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Certificate i Graphic Communications Technology

Course Requirements: Technical Education Credit Hours

GRD 101 Introductiortio Graphics

GRD 112 Layout & Design

GRD 114 lllustration Graphics

GRD 118 Graphics Design Techniques
GRD 121 Digital Photograph Foundation
GRD 164 lllustration Design

GRD 170 Production Procedures

GRD 190 Portfolio Preparation

GRD 208 Graphics Business Manager
GRD 212 Publication Design

GRD 250 Web Media

GRD 265 Package Design Studio

WWWWWWwWwWwwwwww

Total
General Education
ENG 131 Applied Writing
SPH 106 Fundamentals of Oral Communication

3

3

MTH 116 Math Applications 3
Total 9

Total Credit Hours for Certificate Completion: 45 Credit Hours
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Process and Maintenance Technology

Technical Core Courses: Credit Hours
CIS 146 Microcomputer Applications 3

ELT Principles of DC Electricity 3

ELT 109 Principles of AC Electricity 3

INT 129 Industrial Safety and Maintenance Techniques 3

INT 118 Fundamentals of Industrial Hydraulics and Pneumatics 3

INT 105 Introduction to Process Control Technology 3

Total 1

Technical Tracks: Choose One 28 Credit Hour Track

Instrumentation and Electrical Maintenance
ELT 209 Motor Controls |
ELT 212 Motor Controls I
ELT 231 Prgrammable Controllers |
ELT 232 Programmable Controllers II
IST 137 Industrial Process Equipment
IST 167 Industrial Measurements
IST 207 Principles of Automatic Control
Technical Elective

NWOTOTWWWwWww

Total

Chemical Process
CHM 105 Intro to Organic Chemistry
ELT 209 Motor Controls |
ELT 212 Motor Controls Il
IST 137 Industrial Process Equipment
IST 167 Industrial Measurements
IST 207 Principles of Automatic Control
IST 233 Unit and Plant Operations

NOTOTOTWWwWwh

Total

Steel Process

ELT 209 Motor Controls |

ELT 212 Motor Controls Il

INT 117 Principles of Industrial Mechanics

IST 137 Industrial Process Equipment

IST 167Industrial Measurements

IST 207 Principles of Automatic Control

IST 233 Unit and Plan Operations

Technical Elective

NFPOIOITOTWWWwWw

Total

General Education:
ENG 101 English Composition 3

SPH 106 Fundamentals of O@bmmunication 3
ART 100 Art Appreciation 3
MTH 100 Intermediate College Algebra 3
MTH 118 Technical Mathematics 3
PHY 120 Introduction to Physics 4
Social Science Elective (HIS, PSY, SOC) 3

Total Credit Hours for Program Completion 68 Credit Hours
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Short Certificates
Required Courses Credit Hours

Jewelry Design
WAR 101 Introduction to Watch & Jewelry
WAR 131 Jewelry Manufacturing
WAR 132 Jewelry Repair
WAR 133Round Stone Setting
WAR 134 Advanced Stone Setting
WAR 151 Fancy Stone Setting
WAR 152 Custom Jewelry Design
WAR 153 Lost Wax Casting
WAR 154 Wax Carving Total

NWWWWWWwwN

Machine Tool Technology
MTT Machining Tetinology |
MTT 103 Machining Technology I
MTT 126 Blueprint Reading
MTT 129 Lathe Operations
MTT 136 Milling Operations
MTT 290 Cooperative Education

NFPFOOWOO

Total

Nail Technology
COS 133 SaloManagement Technology
COS 151 Nail Care
COS 152 Nail Care Applications
COS 153 Nail Art
COS 154 Nail Art Applications
COS 161 Special Topics

PR WOWWWwww

Total

Truck Driving

TRK 111 Basic Vehicle Ggration 4
TRK 112 Safe Operating Practices 3
TRK 113 Nonvehicle Activities 2
TRK 114 Vehicle Maintenance 2
TRK 115 Advanced Operating Practices 1
TRK 116 Proficiency Development 1
TRK 117 Commer cieal Driverbés Licens 2

Total 1

Watch Repair
WAR 101 Introduction to Watch & Jewelry
WAR 121 Watch Movements & Case Parts
WAR 122 Assembly & Disassembly
WAR 123 Identification of Parts & Functions
WAR 124 Cleaning, Lubricating Timing
WAR 141 Escapements
WAR 142 Automatic & Calendar Movements
WAR 143 Collectibles & Valuations
WAR 144 Quartz Timepieces

NWWWWWWwwWwwN

Total
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CourseDescriptions



COURSE DESCRIPTIONS

DEFINITIO N OF
TERMS

Auditi ng: Registeng for a course without getting credit or a grade for the course Auditing a course
requires prior approval from the Dean of the College in which the cour® is taught. Pell Grants will not
pay tuition for an audited course; additionally, certain scholaships and other tuition assistance
agenciesmay not pay tuition for an audited course.

Co-requisite: A coursehatmustbetakeneitherbefore OR atthesametime asthecouselisted. Any student
who registersfor a course without alrealy having or simultanecusly registering for the appropriate co-
requisites will be administrafvely removedfromthe ourse.

Credit Hours: The number of hours that a class will count toward a degree or certificate This will not
always match the number of actud hours spent in clas eadh week. The number of credit hours will be
indicated after the name ofthe course.

DistanceEducation: A coursethat is celivered either online or tybrid. See Appendix M for the Rights and
Regponsibiliti es of Sudents Taking Onlineor Hybrid Courses.

Hybrid Course: A coursethatincludes a combination of online assgnmens and face-to-face instructon.
Find examns in the Hybrid classesare always proctoed. If there are at leag four faceto-face meetingsfor
instructionalpurposegand not jug for testing), the secton of the course is considerad a hybrid class
Hybrid classs are desighated with a i WK in the class schedule.

Online Course: A course offered completdy online, other thana mandaory proctored assessent (which
isusudly afinal exam, but may be some other type of assessné such as a speech or essay) Some sectons
of an online course will have up to three (3)ae-to-face meeting. Online setions are designatedwith
AWWa in the class schedule.

Prerequisite: A coursethatmustbetakenand pasad with the aceptable grade BEFORE the listed course
may betaken.If more than onecourseislisted as a prerajuisite, all courses must be taken before taking the
listed course Any student who registers for acourse without having the appropriate prerequisites will be
administratively removed from the course.

Proctored: Suypervised: A ted taken in aclassr@mthat is supervised
by an instructor.

Trandtional Course: Coursa with designatios 0 - 100 in the ClassSchedulelf a student is placed into
a Transitional Gurse through the College Hrequired Placement Testing Sewice, the student must take
the Transitonal Course as aPreredqiisite to other courses The credit hours of Transitional Courses do not
count toward degrees or certificates but thesehours are required as part of the program. Student enrolled in
two ormore Trangtional Courses bould notregister for morethan sixteen (16) credit hoursin thesamester.
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ACADEMIC COURSEDESCRIPTIONS

ACCOUNTING TECHNOLOGY (ACT)

ACT 115INTRODUCTION TO ACCOUNTING COMPUTER RESOURCES: 3 credits

This course introduces the student to the compute resourcs available for use with the accouning program.
Emphass is placed on accounting spreadsheets and financial accountilg softwae packages Upon
completion of this course the student wil | be able to use the compute resoures in the accountig program.

ACT 145BASIC ACCOUNTING PROCEDURES: 3 credits

Thiscourse focuses on basic bookkeepg procedures and elenentaryaccountilg principles Emplesis
is on analyziig and recordng financia transactionsclassifyirg and summarizing data and preparing
financial staements. Upon campletion of this course the student will be able to apply basic bookkeejng
procedues and elementay accountingprindples.

ACT 246 MICROCOMPUTER ACCOUNTING: 3 credits

Prerequisite: BUS 241

This courseutilizes themicrocanputer inthe study of financid accountirgy principles and practices
Emphassis placed on the use of software programs for financial acmunting applications.Upon completion
of this course the student will be able to use software programs for financial acounting applications.

ACT 249 PAYROLL ACCOUNTING: 3 credits

Prerequisite: ACT 145 or BUS 241

This course focuseson federal, stateandlocal laws affectingpayrolls.Emphags is on accountirg
procedure and practices, ad on payroll tax reports. Upon completion of this course students will be able
to apply knowledgeof federal state andlocd laws affecting payrolls.

ACT 253INDIVIDUAL INCOME TAX: 3 credits

Prerequisite: BUS 242

This course focuses on the fundamentals of the federd income tax laws with primary emphasi on
those affecting theindividud. Emphasis is on grossincome determindion, adjusments to income,
busnessexpenses, itemized dedictions,exemptions, capital gains/losses depreciatian, and tax credits
Upon completion of this course the student will be able to apply the fundamentals ofthe federd income
tax laws affecting theindividual.

ANTHROPOLOGY (ANT)

ANT 226 CULTURE and PERSONALITY: 3 credits
This course explores therelaionship between persanality development and culture froma crosscultural
perspective

ART (ART)
ART 100ART APPRECIATION: 3 credits
This courseis desgned to hdp the student find personal mearing in works of art anddevelop a better
understarding of the naure and validity of art. Emphass is on the diversty of form and contentin
original works of art. Upon completion, sudents should understard the fundamertals ofart, the mateials
used, and possas abasic overview of the history of art.

ART 113 DRAWING I: 3 credits

This courseprovidesthe oppotunity to develop perceptionhard technicé skills in a variety of media
Emphass is placedon communicaion through experimenting with compostion, subject matter, and
technique. Upon completion, studerts shold demonstrate andpply the fundamentalsof art to various
creative drawing projeds.

ART 203 ART HISTORY I: 3 credits
This course covers the chronological development of differentforms of art, such as sculpture, panting,
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and architedure. Emphasisis placedon history from the andent peiiod through the Renaissance Upon
completion, students should be able to communicate knowledge of time period and chronologicd
seguence, including knowledge of themes styles ard the impact ofsociety onthearts.

ART 233 PAINTING I: 3 credits

This couse is designed to introduce students to fundamental panting processesand materials Topics
include art furdamentals color theory, and composition. Upon completion, students should be able to
demonstrak the fundamentals of artand disaussvariousapproachesto the media and the creative processes
associaté with painting.

AM ERICAN SIGN LANGUAGE

STUDIES (ASL) ASL 101 AME RICAN SIGN LANGUAGE I: 3 credits

This cours is an introduction to American Sigh Language Studerts will learnthe basics of nonverbal
communication skills as a foundation for leaming American Sign Language Upon course completion,
students should be able to introduce themseles exchange persond information, discuss onets family
activities give directions, ard descrbe others utilizi ng sgn language.

ASL 102 AMERICAN SIGN LAN GUAGE II: 3 credits

Prerequisite: ASL 101 or program approval

This courseis parttwo of a five-part sequience, which allows students the opportunity to practice sign
language sKkills. In addition, the course provides students with instructions on how to make requess and
talk abaut family, occypation, anddaily routines in sign language. Upon course completion, students
shauld be able to corduct a basic conversatian utilizing $gn language.

ASL 103 AMERICAN SIGN LAN GUAGE IlI: 3credits

Prerequisite: ASL 102or program approval

This course is part three of a five-part sequence, which allows students to continue improving their sign
language skills. It provides students with instruction on locaing items in the household, making
suggestions, and communicaing requeds. Upon completion, students should be able to conduct an
intermediate conversaton uilizi ng sign language.

ASL 104 AMERICAN SIGN LAN GUAGE IV: 3 credits

Prerequisite: ASL 103 or program approval

This courgis part four of afive-part sequence, which allows students the opportunity to practice their sign
languace sKkills. It providesstudents with ingruction on how to exchange personal informationin American
SignLanguage Uponcompletion, students shauld be able to descrbe ard identify items use non-manual
markers ard utilize corred topic- comment structure.

ASL 105 AMERICAN SIGN LAN GUAGE V: 3 credits

Prerequisite: ASL 104 orprogram approval

This course is part five of a five-part sequience which allows students the opportunity to increa® their
ability to acarately produceand comprehend ASL through narrative gories given by Deaf individuds. It
dlows gudentsto gdnindghtinto the cuture and life experienes of persons who are DeafHard of
Hearing. Upon completion, students should be able to canpretend basic narative gories presengd in
American Sign Languag.

ASL 120 CAREERSUSING AMERICAN SIGN LANGUAGE: 1 credit

Prerequisite: ASL 103or program approval

This coure will provide stuwents with an awareess of various caree options relaed to the field of
sign languageinterpretatbn and deahess Upon completion, studentswil | be aware of variouscaree choices
relatel to thefield.

ASL 121 DEAF CULTURE: 3 credits

This course will aoquaint students with a bast cultural concept and underganding of the American Deaf
Community and its language. Students will exgore the similarities and differenes betweenHeaing
and Deaf communities and their culture. Upon completion, students will have an understarding of the
American Ded Comnunity.
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ASL 122 INI TIAL OBSERVATI ONAL EXPERIENCES IN ASL: 2 credits

Prerequisite: ASL 105 or program approval

This course will provide students with exposure to various situationswhere American Sign Languageis
utilized. Students will observe ASL usaye at variousfunctions. Upon completion, students will have an
understarding of how the language is used by members of the Ded community.

ASL 201 LINGUISTIC STRUCTURE OF ASL: 1 credt

Prerequisite: ASL 104 or program approval

This coure will aqjuaint students with the analysis of the mgjor structural features of American Sign
Language This indudes phonology morphology, syntax, semantics, disoourse, and varationhistorical
changes in ASL. Upon completion, students will be familiar with the major grammaticé features of
American Sign Language.

BIOLO GY (BIO)

Note: For Biology courses,credt hours areindicaedfirst, thencontact hours are desgnated (in
parentheses)in this order:theory, lab, clinical.

BIO 101 INTRODUCTION TO BIOLOGY [: 4 credits, (3, 20)

Thiscourse isthefirst of atwo-course sequence desgned for non-science mgors. It covers historicd studies
ill ustratirg the scientific method, cellular structure bioenergetics cel reproduction, Mendelian, ard
molecular genetics, and a survey of humanorgansystems. A 120-minute laboratory is required.

BIO 102 INTRODUCTION TO BIOLOGY IlI: 4 credits, (3, 2, 0)

Prerequisite: BIO 101

This courseisthe secad of atwo-course segencefor non-saencemajors. It covers evolutionary
princples ad rdationships, environmental and ecological topics, classficaion, and a survey of
biodiversity. A 120-minute laboraory is required.

BIO 103 PRINCIPLES OF BIOLOGY I: 4 credits, (3, 2, 0)

This is an introductory course for sdence and non-sdence majors. It covers physical chemical and
biological principles conmon to all organisms. Theseprinciples are explainedthrough a study of cdl
structure ard function, cellular reproduction, basc biochemistry, cdl erergetics, the process of
photosynthess, and Menddian and molecdar gendics. Also included are the sdentific method, basc
principlesof evdution, and anoverview of the dversity of life with emphasgs onviruses prokaryotes and
protist. A 120-minute labaratoly is required.

BIO 104 PRINCIPLE SOF BIOLOG Y Il : 4 credits, (3, 3,0)

Prerequisite: BIO 103

This courseis anintroduction to the basc ecdogical andevdutionary relationshps of plarts and anmals
and a suvey of plant and animal diversity, including classfication, morphology, physiology, and
reproduction. A 180-minute laboraory is required.

BIO 111 HUMA N BIOLOGY : 4 credts (3,2, 0)

Prerequisite: Admissionto the program

This coursefor the non-sdence major covers the basc structure and function of the human body. It is
currently opento FuneralSevice majorsonly.

BIO 120 MEDICAL TERMINOLOGY : 3 credits, (3,0, 0)

Prerequisite: Regular Admission Status

This course is a survey of words temms, ard de<criptions commonly useal in medicd arts Emphass is
placal on spelling,pronundiations, and mearngsof prefixes,suffixes, and roots. No laboraory is required.

BIO 201 HUMAN ANATOMY AND PHYSIOLOGY I: 4 aedits, (3, 2,0)

Prerequisite: BIO 103

This course covers the structure and fundion of the human body. Indudedis an orientation of the
human body, basc piinciples of chemistry, a study of cells ard tissue metabolism, joints, the
intequmentary, skeleta] muscular ard nervoussystems, andthe sense Dissetion, Histological gudies,
physiological gudies,and physiology are featurel in the lgboratory expeaience A 120-minute laboratory is
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required.

BIO 202 HUMAN ANATOMY AND PHYSIOLOGY I1: 4 credits, (3, 2,0)

Prerequisites: BIO 201

This course covers the structure ard function of the human body. Included is a study of basic nutrition,
bast principles of water, electrolyte and acidbas balance the endocrine, respratory, digegive,
excretory, cardiovacular, lymphatic andreproductive systems. Dissetion, histological studies, and
physiology are feaured Gn the laboratory experiene. A 120- minute ldoraory is required.

BIO 220 GENERAL M ICROBIOLO GY: 4 credits, (2, 4, 0)

Prerequisites: BIO 103; prerequisite for BIO 220 WH1 is BIO 201

This course includes historicd perspectives cell structue and function microhial gendtics, infedious
diseass, immunology, distribution physiology, culture, identification, classification and diseae control
of microorganisms. The laboratory expelience includes micro-techniques, distribution, culture,
identification, and control. Two 120-minute latoratoriesare required.

BIO 230 PATHOPHYSIOLOGY: 4 credits, (3, 2, 0)

Prerequisites: BIO 201, BIO 202, AND BIO 220

Human Pahophysiology covers the nature, etiology, prognodss, prevention, and therpettics of human
disease A 120- minute ldoratory is required.

BIO 286 ECOLOGY: 4 credits, (24,0)
Prerequisite: BIO 103 or permission of instructor
This course is an introduction to plants in selectel communities. Identification, sampling, and collecting
techiques areemphaszed. This courseconsists of laboratory and field exerciseswhich expo students to
unigue ecosysems.

BUSINESS(BUS)

BUS 100 INTRODUCTIO N TO BUSINESS 3 credits

This is a survey cour® designeé to acquairt the studem with Americanbusnessasa dynamic processn
a global sdting. Topics indude the private enterprise system, forms of busnessownership, marketing,
factors of production, personnd, labor, finance,andtaxation.

BUS 146 PERSONAL FINANCE: 3 credits
This courseisasuivey of topics of interes to the consumer. Topics include budgeting, financia institutions,
bastc income tax, credit, consumer prdedion, insurance, house purchasing, retirement planning, esate
planring, investing, and consumer purchases.

BUS 147 INTRODUCTION TO FINANCE: 3credits

This course is a survey of mondary and credit systems. Topics include the role of the Federal Resere
Sysem, sourca of caital, including forms of long-tem corporate financing and consumer credt in the
finandal structure of our economy.

BUS 150 BUSINESSM ATH: 3 credits

Thiscourseisastudy of pacticd business mahematics Topicsincludefundamental processe of arithmetic
with emphasison decimals and percentages markup, discounts, bank reconciliation, simple and compound
interest discounting notes,depreciation metods, and presentvalue.

BUS 186 ELEMENTS OF SUPERVI SION: 3 credits
This course is an introdudion to the fundamentals of supervision. Topics indude the fundions of
managenent, respasibilitie s of the suypervisor, management-employee relations, organizational structure,
projed management, andemployeetraining and rating.

BUS 188 PERSONAL DEVELOPMENT: 3 credits

This course provides strategies for personal and professonal development. Topics include busness
etiquete, personal apperance,interviewing techniques, andevelopment of a self-concept necessar for
busines succes.

BUS 190 MANAGEMENT WORKSHORP: 1 credit
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This courseis part of seiies of workshops preseting current topics of intered. They are offered upon
demand and can betailoredfor the needs of individuds, busness and indugry.

BUS 193 BUSINESSCO-OP I: 2 credits

Prerequisite: Successfutompletion of two (2) busiress courses

This courseis part of a series of externships for studentsto work cooperatively in an accountingrelated
job. Emphasis is placed on studentd work experience as it integrates academic knowledge with practicd
application through exposue to accountingpractices in the businessenvironment. The gradeis basd
on the employe r évduation of each stucen t Gosluctipity, content of adescrptive report submitted by
the student, and student development and assessent of alearning cortract.

BUS 210 INTRODUCTION TO ACCOUNTING: 3 credits

This cour® is an introduction to accainting and financial reporting concepis and the use of accounting
information for finandal and manageral decisions.Informationis preserted froma finarcial statement user
approad.

BUS 215 BUSINESS COMMUNICATION: 3 credits

This course covers written, oral, and nonverbal communications. Topics include the application of
communicationprindplesto the production of clea, correct, andlogicdly organized faxes,e-mail, memos,
letters, resumes, reports, and other busnesscommunicaions.

BUS 241 PRINCIPLES OF ACCOUNTING [: 3 credits

This courseis desgned to provide a basc theory of acmunting principlesand pradicesused by service and
merchandising ertemprises.Emphass is placedon financia accouting, induding the accounting cycle, and
finangal statementpreparation analysis.

BUS 242 PRINCIPLES OF ACCOUNTING II: 3 credits

Prerequisite: BUS 241

This coure is a continuatian of BUS 241 In addition to a study of financid ac®unting, this coursealso
places emphasis upon manageial accounting with coverage of corporations, statemert analysis
introductol costaccounting,and use of information for planning, control, and dedsion making.

BUS 248 MANAGERIAL ACCOUNTING: 3 credits

This course is desgned to familiarize the student with management conapts and techriques of
indugrial acmunting pro@dures.Emphasisis placedon cost behavior, contibution appro&h to decison-
making budgeting,overhead analysis, cosvolume-profit andysis, and cog accountiig systens.

BUS 263 THE LEGAL AND SOCIAL ENVIRONMENT OF BUSINESS: 3 credis
This course provides an oveview of the legal and social envronment for business operations with
emphags on contemporary issues ard their subsegent impad on business Topics include the
Congitution, the Bill of Rights, thelegislative process civil ard crimina law, administratve agencies,
trade regulatiors, consumer protedion, contrads, enploymert, and personal property.

BUS271BUSINESSSTATISTICS I: 3 credits

This is an introductory study of bast statistich concepts applied to ecanomic and business problems.
Topics include thecdledion, classification and presentation of data, statistical desciiption and anaysis of
data, measuresof certral tendencyand dspersin, elementary probability, sanpling, estimation, and
introductionto hypothess testing.

BUS 272BUSINESSSTATISTICS |1 3 credits

Prerequisite: BUS 271

This courseisacontinuation of BUS 271. Topicsincludesampling theory; statistichinterference, regresson
and correlation chi squae, analysis of variance, time seresindex numbers,and dedsion theory.

BUS 275 PRINCIPLES OF MANAGEMENT: 3 credits
This course providesa basc study of the principlesof management. Topicsindude planning, organizing,
staffing, directing, and controlling with emphasi on practicd busines applications.

BUS 276 HUM AN RESOURCE MANAGEMENT: 3 credits
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Thiscours providesan overview of theregonsibilitie s of the sypervisor of human resaurces Topicsinclude
theselecton, placement testing orientation trainng, rating, promotion, and transfer of employees.

BUS 277 MANAGEMENT SEMINAR: 3 credits

This course offers study of current problems, issues,and devdopmerts in the areaof managenent.
Students are guided through individual project and outsideresearh relatel to ther areas of concentration
and employmenttraining.

BUS 284ECONOMIC LA BOR RELATIONS: 3 credits
This is a basc management course in the field of labor. Topics include psychaogical and institutional
factors, economic factors,and econamic analysis irsuch aress of the [abor-managenert relations.

BUS 285 PRINCIPLES OF MARKETING: 3 credits
This course provides a general overview of the field of marketing. Topics indude marketing
strategies, channds of distribution, marketing research, and consuner behavior.

BUS 286 LABOR LAW: 3 credits

This courseprovidesan overview of the laws related to labor and employment. Topics indude the study
of the various fedral and state statutes, including significant court dedsions relating to the rights and
obligationsof employers, enployees,and unions.

BUS 296 BUSINESS INT ERNSHIP I: 3 credits

Prerequisite: Minimum 6 semester hours completed; minimum GPA 2.0

This two-course sequence allows the student to work part-time at a job closel relatad to his or her
academic major while attending classes on a full-time bass. Emphasis is daced on a stucent sdvork
experence as it integrate academic knowledge with pradical applicaionsin the busnessenvironmert.
The gradeis basd on a term paper, job-site \isits by the indructor, the anploye r évduaion of the
student, and the devdopmentand assesmentby the sudentof aleaning cortract.

BUS 297BUSINESS INT ERNSHIP II: 3 credits

Prerequisite: Minimum 6 semester hours completed; minimum GPA 2.0

This two-course sequence allows the student to work part-time at ajob closel related to his or her academic
major while attending classes on a full-time bass. Emphasisis gaced on astudent sdwork experence asit
integratas academic knowledge with pradical applicationsin the bugnessenvironmert. Thegradeis basd
onaterm payer, job-site visits by theingructor, the enploye r dvauation of the sudent, and the
devdopmentand assesmentby the gudentof aleaning cortract.

BUS298DIRECTED STUDIES: 3 credits
This courseoffers independent study under faculty supervison. Emphass is placedon subjectrelevancy,
stucent interest,and progran need.

EARLY CHILDHOO D EDUCATIO N (CHD)

CHD 100 INTRODUCTION TO EARLY CARE AND EDUCATION OF CHILDREN: 3 credits
This course introduces student to the chil dcare professian. It is desgned to increasaundeastanding of the
basc concepts of child development and the developmerta charateristics of children from birth through
aces eight- to nine-yeas-old. This course is the foundation for planning appropriate actiities for children
and estalishing appropriate expectations of young children. This class als offers an opportunity to study
the developmental domains (social, emotional, cognitive/langiage. and physical). Course includes
obsewations of theyoung child in ealy childhood settings CORE

CHD 201 CHILD GROWTH AND DEVELOPMENT PRINCIPLES: 3 credits

This course is a systematic study of child growth and development from conaption through early
childhood. Emphasis is on principles underlying physicd, mental, emotional, and sodal development,
and methods of child study and practical mplications. Upon completion, students will be able to use
knowledye of how young chil dren differ in development and approachesto leaningto provideopportunities
that support physical social emotional, language, cognitive, and aeshetic devdopmert. CORE
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CHD 202 CHILDREN 6 GREATIVE EXPERIENCES: 3 credts (2-Theory; 1-Lab)

This course focuses on fostering creatvity in preshool children and developinga creative attitude in
teaclers. Topics ndude sdeding and developing credive experiencesin languagearts, musc, ar,
sdence, and math. Movement with observation and interactian with young children is required. On
completion, students will be able to sele¢ and implement creative and ageappropria¢ experiences for
young children.

CHD 203 CHILDREN 6 ISSTERAT URE AND LANGUAGE DEVELOPMENT: 3 credts (2-Theory; 1-
Lab)

This course surveys appropriake literature and language arts activities designed to enhance young
children 6 spe&ing, listening, pre-reading, and writing skills. Emphass is placed on developmental

appropriateness as related to language. Upon completion, students should be able to create evaluate ard

denmondrate activities, which support a language-rich eavironment for young children. CORE

CHD 204 METHODSAND MATERIALS FOR TEACHING CHILDREN: 3 credits 2-Theory; 1-Lab)
This course introduces bast methods and materiaé usal in teaching young children. Emphass is placed
on stu d e n mgilibg apoofessionhresoure file of activities usel for teachig math languege arts
sciene, ard socid studies conepts. Upon completion, stucents will be able to demongrate basc
methods of creating learring experences usingappropriate technques, mateials,andredi stic expedations.
Courseindudes observations of young children in a variety of childcareenvirorments. CQRE

CHD 205 PROGRAM PLANNING FOR EDUCATING YOUNG CHI LDREN: 3 crdits

Prerequisite: CHD 204

This course providesstudents with knowledge to devedop programs for early child development concepts
and programcontents. Upon completion, students will be able to develop and evaluate effecive programs
for the education of youngchildren.

CHD 206 CHILDREN 6 ISEALTH AND SAFETY: 3 credits

This courseintroducesbasic health nutrition, and safey managenent pracices for young children.
Emphasigs placedon how to se up and maintain safe healhy ernvironments for young children, including
specifc procedures for infants and bddlers Also included are procedura regarding chil dhoodill nesseand
communicable dseasesCORE

CHD 208 ADMI NISTRATION OF CHILD DEVEL OPMENT PROGRAMS: 3 credits

This courseincludesappropriate adninistrative policies and proceduresrelevantto preschool programs.
Topicsindudelocd, gate, and federal regulations,budgetplanning; record keepng; personnel pdlicies,
andparent involvemert. Upon completion, students should be able to identify elements ofa sound busnes
plan, develop familiarity with bastc record keepng techniques, and identify elemerts ofa developmertally
appropriate program.

CHD 209 INFANT AND TODDLER EDUCATI ON PROGRAMSS: 3 credits

This course focuses on child development from infancy to thirty-five (35) months of agewith emphasis
on planning prograns using developmentally-approprate materels. Emphass is placel on positive ways
to support an infant or toddlerGs sodal, emotiond, physicd, and intelledual devdopmert. Upon
completion, students should be ade to plan aninfant-todder program and environment that is appropriate
ard suypportive of both the children ard their families.

CHD 210 EDUCATING EXCEPTIONAL YOUNG CHIL DREN: 3 credits

This course explores the many different types of exceptionalities found in young children. Topics include
speed, language, heaing, and visual imparments; gifted and talented children; mental retardaion;
emotiond, behavioral, and neurological hardicaps Upon completion, students shauld be able to identify
appropriate strategie$or working with children.

CHD 211 CHILD DEVEL OPMENT SEMINAR: 1 credit

This course provides studerts with knowledge of a variety of issuesand trendsrelated to the childcae
professon. Subject matter will vary accoidg to industry and tdent needs. Upon capletion, students
should beable to discusspecial topcs rdated to current trendsand issues in child development.
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CHD 212 SEECIAL TOPICS IN CHILD DEVELOPMENT: 3 credits

This course provides studerts with knowledge of a variety of issuesand trendsrelated to the childcae
professon. Subject matter will vary accoidg to industry and wdent needs. Upon capletion, students
should beable to discusspecial topcs related to current trendsand issues in child development.

CHD 214 FAMILIES AND COMMUNITIES IN EARLY CARE AND EDUCATION
PROGRAMS: 3 credits

This course provides students with information about working with diverse families and communities.
Stuwdents will beintroduced to family and community setings, the importance of relationships with
children, and the pressng needs of toda ys embers of society. Students will study and pradice techniques
for developing thes important relationships and effectve communication skills.

CHD 215 SUPERVISED PRACTICAL EXPERIENCE: 3 credits

Prerequisites: CHD 100, CHD 201, CHD 202, CHD 203, CHD 204, CHD 205, CHD 206; CHD 208,
CHD 209, CHD 210

This course provides hands-on, supervised experience in an approved program for young children.
Emphassisplacedons t u d periornmn@e of daily duties,which are assessgby the college instrudor
ard the cooperatirg teacher Uponcompletion, students should be able to demondrate competency in a
childcare settirg. Students will develop a portfolio documenting ther experiences.

CHD 220 PARENTING SKILLS: 3 credits

This course introduces childcare providersto important issuesin parenting educdion, beginning with
prendal concernsand continuirg through childhood years.Emphasisis placedon usingeffedive parenting
and childrearing practicesjncluding appropriatguidancemethods. Studcentslean to apply parenting skills
for diverse families. Upon completion, stucents will be more effective in working with families and young
children.

CHD 221 FAMILY CHILD CARE: 3 credits

This courseintroducesmethodsfor providing a developmertally-appropriate childcareprogramin a home
sdtingto indude aganizing home environmerts; edablishing a daly schedule with children of different
ages;building partnerships with parents; and helping children leam through play; and other experiential
activities. Spedal instruction addressefamily careas a mall busines®perationwith emphasisbeing placel
on budgetirg ard tax requirements.

CHD 224SCHOOL AGE CHILDCARE: 3 credits

This courseis desigred for caregvers/teachers providing programs for children ages five- to twelve-
yea-old in their bdore- and after-school careneeds. The course providesinformation on developmertal
profiles, discussesfamily conceris, and offers a \ariety of acivities caregivers may choose to adopt.

CHD 230INTRODUCTION TO SCHOOL-AGE PROGRAM: 3 credits

This course will introduce and discuss the unique agect of quality school-age programs and the roles of
the adult staff. Tgics will include abrief view of child development, postive guidance techiques
administrative considerations, begnning programplanring, andadapatiors for a \ariety of programsetings.
Upon completion, gudents sould be abeto understard thes t a rolé, éreae and modify unique program
settings, use postive guidance and implement a quality program.

CHD 231SCHOOL-AGE PROGRAMMING: 3 credits

This course focuses on the specialized variety of neels for a quality school-age program. Topics will
include program planning and materid consideratins for a variety of quietactive indoor/outdoor
activities healt/safetyhutrition needs, ad parent and community information and involvement. Upon
completion, students should be able to sele¢ a variety of age-appropriate actiities, implement a safe
heathy, quality program, and effectively communicate with parents and the community.

CHEMISTRY (CHM)

Note: For Chemistly courses credit hours are indicaed first, then contact hours are dedgnaed (in
parenthese) in this ader. theory, lab, clinical.
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CHM 104 INTRODUCTION TO INORGANIC CHEMISTRY: 4 credits, (3, 3, 0)

Prerequisite: MTH 090 or equivalent math placement score

Thisisasurvey courseof generalchemistry for students who do notintendto major in sdenceor engineering
and may not be subdituted for College Chemistry | (CHM111). Lecture will emphasiz the facts
principles and theories of general chemistry. It includes math operations, matter and energy, atomic
structure, symbals and formulas, nomendature, the perodic table, bonding concepts, equations, readions,
stoichiometry, gas laws, and phases of matter, sdutions, pH, and equilibrium reactions Laboratoy is
required.

CHM 105 INTRODUCTION ORGANIC CHEMISTRY: 4 credits, (3,3, 0)

Prerequisite: CHM 104 or CHM 111

This is a survey course of organic chamistry and biochemistry for students who do not intend to major
in sdence or engineeing. Topics will include bastc nomenclature, classificaton of organic compounds,
typical organic reactons, reac¢ionsinvolved in life processs, function of biomolecues, and the handling
and disposal of organic compounds. Léorabry is required.

CHM 111 COLLEG E CHEMISTRY I: 4 credits,(3, 3, 0)

Prerequisite: MTH 112 or equivalent math placement score

Thisis thefirst course in a two-sameste sequence designed for the sdenceor engineering major. A strong
badground in mattematicsis expectedTopics in this cours include measuement nomenclatire,
stoichiometry, atomic structure, equatiors ard reactiors, basc conapts of thermocheamistry, chemical and
physica propertiesbondng molecularstructure, @slaws kinetic-molecular theory, condensed matter,
solutions, colloids, and sone descrptive chemistry topics. Laborabry is required.

CHM 112 COLLEG E CHEMISTRY Il : 4 credits, (3, 3,0)

Prerequisite: CHM 111

This is the second course in a two-semester sequence desgned primarily for the science or ergineaing
student. A strong background in mathematics is expected Topics in this course include chemical
kinetics chemica equilibria, acids andbasesionic equilibria of wegk electolytes solubility produd
principle, chemical themmodynamics, electiochemistry,oxidaion-reduction, nudear chamistry, and
introdudion to organic chemistry and biochamistry, and atmosgheric chamistry. Selectedopicsin
degriptive chemistry include metals nonmetals semimetals coordination compounds, transition
compounds, and posttransitioncompounds Laboraory isrequired.

CHM 220 QUANTI TATIVE ANALYSIS: 4 credits, (3, 3,0)

Prerequisite: CHM 112

This coursecoversthe theories, prindples, and practicesin standad gravimetric, volumetrig calorimetric
ard electronicanalysiswith specialemphasison equilibriumin acidbase and drlation-reductionreadions
and stoichiometry of chemical equatiors. Laboraory is requiredand will include classt techniqus in
chamical analysis,modern methodsof chemical separtion, and basc ingrumental techniques.

CHM 221 ORGANIC CHEMISTRY I: 4 credits,(3, 3, 0)

Prerequisite: CHM 112

Thisisthefirst courein atwo-semeste sequence Cours topicsincludenomenclature structure, physica
ard chemicd propetties, synthegs, and typical readions for aliphaic, alicyclic, ard aromatic compound
with specid emphasis onreactionmechanisns, spectrosopy, and stereahemistry. Lab is required and
indudes the synthess and confirmation of representative organic campounds with emphass on basic
technques.

CHM 222 ORGANIC CHEMISTRY Il : 4 credits, (3, 3, 0)

Prerequisite: CHM 221

This is the semnd course in a two-semeser sequence. Topicsin this courseinclude nomenclature,
structure, physicd and chenical propeties, synthess, and typical readionsfor ali phaic, alicyclic,
aromatic, andbiological compounds, polymers andtheir derivatives, with special emphasis on reaction
mechanims, spectroscopyand sterechemistry Laboratol is required ard will include the synthess
and confirmation of repregntative organic compoundswith emphasison basic technique

207



CRIMINA L JUSTICE (CRJ)

CRJ 100 INTRODUCTION TO CRIMINAL JUSTICE: 3 credits
This course suiveys the entire criminal justice process from law enforcenert to the administrationjustice
through corrections. It discusses the history of the system and introduces various caree opportunities.

CRJ 110 INTRODUCTION TO LAW ENFORCEMENT: 3 credits

This course examines the history and philosophy of law enfarcement, as well as the organization ard
jurisdiction of local, state, andederal agencis. It includestheduties and functions of law enforcement
officers.

CRJ 140 CRIMINAL LAW AND PROCEDURE: 3 credits

This course examines both substantive and procedural law. The legal elements of various crimes are
discus®d with attention to the Alabama Criminal Code. Areas of criminal procedure essentihto the
criminal justice professionharecovered.

CRJ 146 CRIMI NAL EVIDENCE: 3 credits
This course condders the origin of the law of evidence and the current rules of evidence. Types of
evidence, ther definitionsand usesarecovered, as well asthefuncionsof the courts regarding evidene.

CRJ 147 CONSTITUTIONAL LAW: 3 credits

This course involves constitutional law asit applies to criminal justice It includes recent Supreme Court
decisbnsaffecting crimind justice professionad, sud asright to counsel seart and seizure, due proces,
and civil rights.

CRJ 150 INTRODUCTION TO CORRECTIONS: 3 credits
This course provides an introduction to the phil osophical and historical foundations ofcorrectionsin
America.Incarceration and same of its altematives are consdered.

CRJ 156 CORRECTIONAL INSTI TUTIONS: 3 credits
This course examines corrediona institutions and their functions. Topics covered include prison fadilities,
programs and tre effects of incarcration.

CRJ 157 GCOMMUNITY BASED CORRECTIONS: 3 credits

This courseexaminesvariousforms of community corredionsand alternative sentences Prabation, parole,
halfway houses,work relea®, community senice, éedronic monitoring, and canps areamongthe
programs congdered.

CRJ 160 INTRODUCTION TO SECURITY: 3credits
This course surveys the operation, organization, and problems in providing safd¢y and secuity to
busnessentermrises Private retail, and industrid seaurity is covered.

CRJ 166 PRIVATE AND RETAIL SECURI TY: 3 credits

This course suiveys the legal foundations regulations, training, and other issuesn private security.
Typicd offenses, laws, aml law enforcement strategés common in thefield are coverad. Methods of 1oss
prevention are examined.

CRJ 216 POLICE ORGANIZATION AND ADMINISTRATION: 3 credits
This murseexaminesthe pindplesof organizaion and administration of law enforcanen agencies
Theories of management, budgeting, and variouspersonnel issies arecovered.

CRJ 238 CRIME SCENE INVESTIGATION: 3 credits
This course examines the fundamentak of crime scere investigation. Measuring and sketching the
scene photographyevidencecollectionsand preservation, anaourtroomproceduresare consideed.

CRJ 280 INTERNSHIP IN CRIMINAL JUSTICE: | credit

This courseinvolves practical experience with a criminal justice agency under faculty supervision.
Pemisson of theingdructoris required. This coursemay be iepededwith the approval of the department
head.
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ECONOMICS (ECO)

ECO 231 PRINCIPLES OF MACROECONOMICS: 3 credits

This course is an introduction to macrecmomic theory, analysis and policy applications. Topics include
the following: scarity, demand and supply, naionalincome andysis, major economic theoriesconaerning
mondary and fiscal policies as $ahili zation measues, the banking system, and other ecmnomic issues or
problems, induding intemationaltrade.

ECO 232 PRINCIPLES OF MICROECONOMI CS: 3 credits

This course is an introduction of the microeconanic theory, analysis, and apgicdions. Topics include
scarcity, the theories of consumer behavior, produdion and cog, markets, output and resource pricing,
and intemational aspects of microeconanics.

ENGLISH (ENG)

ENG 092 BASIC ENGLI SH I: 3 credits

This course is a review of basc writing skills and basc grammar Emphases is placed on the
composing proces of sentences and parggraphs in standard American written English. Students will
demondrate these skill s chiefly through the writing of well-developed, multi-sentence paragraps.

ENG 093 BASIC ENGLI SH 1I: 3 credits

Prerequisite: A grade of C ordgher inENG 092 or a minimumcere of 38 on the COMASS

This courseis a review of composition skills and grammar.Emphasisis placedon coherence and use
of a variety of sentence structures in the composng proces and on stardard American written English
usage. Students will demongrate hese skill s chiefly through the writing of paragrag blocks and short
essays.

ENG 100 GOMMUNICA TION SKILL S: 3 credits

Prerequisite: Appropriate COMPASS sore

This cours is desigred to enhane readng and writing skills for the workplace.Emphasis is placedon
technicd reading,job-relatad vocebulary, sentence writing, punctuation, and spelling with substantial
focus on occupational performance requiremerts. Upon completion, students should be abe to identify
main ideas with suypporting details and produce mechanicalf corred short writings appropriae to the
workplace.

ENG 101 ENGLISH COMPOSITI ON I: 3 credits

Prerequisite: A grade of C or higher in Basic English Il (ENG 093); or a score of 65 on the
writing secton of COMPASS, or a scoreof 20 on English section of the ACT (or equivalent SAT
score)

English Compostion | provides instruction and practie in the writing of at leag six (6) exterded
compostions and the development of analyticd and critical reading skills and bast referene ard
documentation skill s in the composition process English Compostion | may includeinstruction ard
practiein library usage.

ENG 102 ENGLISH COMPOSITI ON Il : 3 credits

Prerequisite: A grade of C or higher in English Composition | (ENG 101)or equivalent

English Compasition Il provides instruction and practicee in the writing of six (6) formal essaysat leag
one of which is a reseath project using outside sources and/or references effectively and legally.
Additionally, English Compoasition Il provides information in the development of analyticd and critical
reading skills in the compostion process English Compostion Il may includeinstructionarnd practicein

library usage.

ENG 130 TECHNICA L REPORT WRITING : 3 credits

Prerequisite: ENG 101 orequivalent

This courseprovides instrudion in the productin of technicd and/a scientific repots. Emphasisis
placedon research, djectivity, organization, compostion, documentation, and presatation of the report.
Students will demondrate the ability to produce awritten tecmica or scientifi c report by following the
prescibed proces and format.
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ENG 131 APPLIED WRITING I: 3 credits

Prerequisite: COM PASS scoreof 65 or higher or agrade ofC or higher in ENG 093

This cour® is a study of various types of written documents required in sciantific, technical, and other
specialized fields. Enphasis is placed orthe production ofsuch dacuments, induding reserch,
documentation, graphic elements, the abstrécappropriate diction, grammay punctuation, and audience
Studentswill demondrate the abilit y to produce effective reports, lettes, memoranda, and similar documents.

ENG 246247 CREATIVE WRIT ING: 3 credits/each

Prerequisite: A grade of C or higher in ENG 101 or equivalent

These courses povide instruction ard practice in the writing of critical analysis of imaginative
forms of literature. Bmphass is placel on originality in the creativewriting process, ard the coure may
include instruction on publishing.Students will compaose asignificant body of imaginative literature, which
may beread by or to theclass.

ENG 251 AMERICAN LI TERATURE I: 3 credits

Prerequisite: A passing gade of D in ENG 102or equivalent

Thiscourseis asuvey of American literature fromitsinception to the middle of the nineteenth century.
Emphask is placedon representative works ard writers of this period ard on the literary, cultural,
historical and philosophical forces that shaped these works and that are reflected in them. Upon
completion and in written compostions, students will be able to interpre the aeshetic and thematic
ayecst of thee works, relake the works to their historical and literary contexts, and understard relevant
criticism and researb.

ENG 252 AMERICAN LI TERATURE II: 3 credits

Prerequisite: A passing gade of D in ENG 102or equivalent

This courg is a survey of American literature from the middle of the nineteerth century to the present.
Emphass is placedon representative works and writers of this period and on the literary, cultural,
historical and philosophical forces that shaped these works and that are reflectad in them. Upon
completion and in written composti ons, students will be able to interprd the aeshetic and thematic
agect of thex works, relaie the works to their historical and literary contexts, and understard relevant
criticism and researb.

ENG 261 ENGLISH LIT ERATURE I: 3 credits

Prerequisite: A passing gade of D inENG 102or equivalent

This course is a suwvey of English literature from its Anglo-Saxon period to the Romantic Age.
Emphasis is placed onrepresetative works ard writers of this period and on the literary, cultural,
historical, ard phil osophical forces that shgpedthes works ard that are reflectad in them. Upon completion
andin written compostions, students will be able to interpret the aeshetic and thematic aspects of these
works relake the works to their historical and literary contexts, and understand rebeant criticism and
researh.

ENG 262 ENGLISH LIT ERATURE II: 3 credits

Prerequisite: A passing gade of D in ENG 102or equivalent

This cour® is a survey of English literature from the Romantc Age to the preent. Emphass is placeal
on repreentative works and writers ofthis period ard on the literary, cultural, historicd and philosophica
forces that shapel thes works and that are reflected in them. Upon completion and in written compostions,
students will be able to interprd the aeshetic and thenatic aspecs of these works, relate the works to their
historical and literary contexts, and understand relevant criticism and research.

ENG 271 WORLD LIT ERATURE [: 3 credits

Prerequisite: A passing gade of D in ENG 102or equivalent

This cour® is a study of selecte literary masterpiece from Homer to the RenaissanceEmphass is
placed on mgor represetative works and writers of this period and on the literary, cultural, historical, ard
phil osophical forces that shgpedthese works ard that are reflected in them. Upon completion andin written
compostions, students will be able to interpret the aeshetic and thematic aspects of these works relake the
works to their historical and literary contexts, ard understand relsant criticism and researh.

ENG 272 WORLD LIT ERATURE II: 3 credits
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Prerequisite: A passing gade of D in ENG 102or equivalent

This cours is a study of sekcted literary masterpiecefrom the Renaissancto the present. Emphass is
placed on mgor represatative works and writers of this period and on theliterary, cultural, historical, ard
phil osoghical forces that shgped hese works ard that are reflected in them. Upon completion andin written
compostions, students will be able to interpret the aeshetic and thematic aspects of these works, relake the
works to therr historical and literary contexts, and understand releant criticism and researh.

ENG 297 AFRICAN AM ERICAN LIT ERATURE: 3 credits

Prerequisite: A passing gade of D in ENG 102or equivalent

This cour® is a study of literature by representative African-Americans from the eighteenth century to
the presait. The course emphasizes the diversity of themes and techniques fourd in these works ard
examines the historical, cultural, literary, and philosophical forces that shapel these works ard that are
reflectad in them. Students will demonstrae theability to interpret theliterature and to relate theworksto
their historicd and literary contexts.

FUNERAL SERVICE EDUCATION (FSE)

FSE 101 FUNERAL DIRECTING: 3 credits

Prerequisite: Admisson to FSE Program

This course is a study relating to general information on religiouspracticesfratemal and military funerals
the shipping of remains, cremation, and aftercare. It suveys the history of funeral service induding
sodal, culturd, mourning, and religious customs as®ciated with funerals and final dispostions. A major
focus is on the role and growth of the funeral sewice professbn and affiliated organizations as an
American social institution with emphask on individuals and events that have influenced contemporary
funerd principles and practices.

FSE 110LAW AND ETHICS FOR FUNERAL SERVICE: 3credits

Prerequisite: Admisson to FSE Program

This course is desigied to introduce students to law and ethics as it relaes to general smal busnesss
and to the funeral professia. Major topics of funeral law include: saurces of law, the legal staus of the
dead human body, the duty of burial, right to control funeral arrargements, final disposition, liability for
funeral expenses and torts involving the dead human body and the funeral diredor. Further areas of
discwssion include cemeteries crematories stae ard federd laws andregulationspertaining to funeral
senice, and the legal aspects of béng alicensedfuneral diredor and/or embalmer. General law topics
discussel include wills, estatesprobate and related matters Students will focus on the bodies of law and
the judicid system in the United States to understard types of contracts sak of goods, characteristis
related to bailments (nduding common and private cariers), commercial paper, legal issues regarding
agenges, employment, basc forms of busness aganization and methods of acquiring and transferring red
and persana property. Ethical discussimswill include howto facilitate higher ethical decisions,actions
in propertreatnent of the deceasd and professonal servicesto the lereaved.

FSE 201EMBALMING I: 3 credits

Prerequisite: Admisson to FSE Program

This courseis a study of the processof chemicdly treaing the dead human body to reducethe presence
and growth of microorgan i ss tar@porarily inhibiting organicdecanpaosition, andredoring an acaptable
appearance.Topics include fundanentd practices assotated wth pre-embalming, embalming, and pos-
embaming. It indudesthe dudy of the prenomenon of dedah in the human body and government
regulations applicaldle to the embalming proces. Details of arterial, cavity, hypodemic, and surface
embalmingtreatmentsare covered Disinfection sanigition, and compliancewith OSHA requirementsare
stressedas methods to proted the embalmer, the environment, and the public. Additionally, this course
discusses rew technology, procedures, theories, and applicationsas theyrelate to the anbalming process.

FSE 202 EMBALMIN G Il : 3 credits

Prerequisite: FSE 201

This course builds upon theory and application as leanedin FSE 201 with desciptions, embadming
conaerns, and treaments for general ard sdected embalming conditions. Additionally, this course studies
pathological disea® conditions andhow they affect various patts of the body, with particular emphasgs on
those conditions which relate to or affect the embalming or resbrative art process Specific embalming
problems and procedures wil| be discussel ard student embalming reports hdp developlogic and awareness
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of embalming as asdentific process.

FSE 203EMBALMING LABORA TORY: 3credits

Prerequisite: FSE 202and valid apprentice certification. NOTE: Tran sfer credit for this course is not
accepted.

In this cours students demongrate the knowledge, skills, and abilitie s neaded to function as an embalmer.
Emphass will be placal on the students ability to demonstrae prope practica embdming technques,
including posng of featuresraising of vesselsmixing enbalming fluids, injecting fluids, agiration ard
suturing of incisions. Embalming reports will be completed to document cognitive processs used to plan,
prescibe, apply, and evaluate embalming treatments used. Students must be certified as being proficiert
by a Qualified Instructor on thosetechmiques before a grade will be issueal for completion of the course
Students will be required to obtain insurance as required by program. Apprentie Certificaion is required
fromthe Sate in which theembalming laboratory is conducted

FSE 206 PRINCIPLES OF MORTUARY SCIENCE: 3 credits

Prerequisite: Admisson to FSE Program

This courseisdesigned to encouragethebasic principles of microkiology asrelated to funeral service.Major
topicsinclude saitation, personal and environmenta disinfedion, public hedth and embalming practices.
The course identifies basc microbial morphology/physiology, interpres host parasie
relationshipginteradion, decontaminaion procedures by proper use of chemicd disinfecton ard
sterilization procedures Emphasis will be placed on defense mechansms; microarganisms, trangnisson of
infectious diseasesand pahogens andor opportunists causng diseasecommonly associaté with the
human host and dead human remains.

FSE 207THANATOCHEMISTRY: 3 credits

Prerequisite: Admisdon to FSE Program

This course is a basc study of inorganic, organic, biologicd, and embalming chenistry as it relates
to the funeral profesgon. In paticular, this course streses the chemical principles and precautions
involved in sanitation, disinfection, public hedth, and embalming. Spedic chemicds related to
embalming and treament of the dead human body and gvernment regulationsfor these tiemicals are
also discussed.

FSE 213 RESTORATIVE ART: 3 credits

Prerequisite: Admisson to FSE Program

This course coves the bast principles of Restoratie Art as it relates to Funerd Sewice. Major topics
include: name and bcaion of magjor musdes and bony structures of the skull, anaomical terminology,

naural and acquired facial markings, fadal proportions, parts and variationsof the four mgjor facial features,
headandfacial prdfiles, frontal and bilaterd views, regorative tools and treaments, and importance of

obtaining permisson to perform any redorative procedures. A mgjor emphasisis placedonwax modeling
techniques, coametics, lighting, andnonwax techniques used to restoe naural shepe, form, andcolor.

FSE 214 AVANCED RESTORATIVE ART: 3 credits

Prerequisite: FSE 213

This course is a continuaion of FSE 213. Color theory is emphaszed usng mortuary or ordinary
cognetics and specal lighting. Students will be able to demonsgrate proper techiques of restoratve art in
an on-campuslaborabry setting.

FSE 223 FUNERAL SERVICE SOCIAL SCIENCE: 3 credits

Prerequisite: Admisdon to FSE Program

This course applies prindples of various sodal sdence disdplinesto the study of dying, deah, and
bereavement from multiple perspecties Theoretich and practicd viewpoints addessiig the processs
of grief, bereavanent, mourning, aftercag, crisis intervention, andego defense mechaniss that may be
encountered by funeral professonds. In the areaof socidogy, emplesisis placeduponfamily structures,
social structure, factorsof change, religion, andlearningstyles astheyrelate to the funeral professon and
to funeralizaion. A spedal emphass is placed on the role of the funeral director as afacilitator of these
processes.

FSE 225 FUNERAL SERVICE MANAGEMENT I: 3 credits
Prerequisite: Admisdon to FSE Program
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This course is a study of funeral home operationsand managemert. Major topics of discussian will include:
site selecton, financing, recruitment and training of personnd, edablishment of management pdlicies,
conducting and arrangement canference, seledionroom ganring, marketing, merchandising, small
busnes, cremation, cemetay operaions, prearrangament, and copliance with govermental regulations.
Factos that influence chargein funeral pattens, practicesandtrendsareasodiscussd.

FSE 226 FUNERAL SERVICE MANAGEMENT I I: 3 credits

Prerequisite: Admisson to FSE Program; ACT 145 or BUS 241 recommended

This courseexploresrequirenments for those intereged in franchising, starting, or acquisitioning a mortuary
or other dedh carerelated small busines as an entrepreneurial endevor. Marketing strategies and
management strategies used in atechnologically rich global maiket are addresse. Sustaindoility of the
business is assesak through quantitative measures and qualitative factors that sewve as foundations to
implement effective assé and risk management stratgjies with anemphass on colleding, anayzing,
interpreting, and reporting finandal data. Determining the need for, useof, and produdion of a busness
plan is discussd, with an emphass on preparing a busnessplanasan adion plan supporting the needsf
the entrepreneur.

FSE 228FUNERAL SERVICE INTERNSHIP: 3 credits

Prerequisite: FSE 226, FSE 202, and valid Apprentice Funeral Director License or valid Funeral
Director License issué by the Statein which the studert will meed course requirements.

This courseis bagd upon experiencesn funeral home under the supervision of alicenseduneral diredor
and/or embalmer. Supervisors will assis faculty with practica work-basel experiences ard direct client
care Professioal duties ae supervised and evaluated for progress Students will be able to demonstrae
proper techniques of funerd directing andfuneralhome operé#on.

FSE 230 FUNERAL SERVICE COMPREHENSIVE REVIEW: 3 credits

Prerequisite: Students enrolled in the FSE program must take FSE 230 in the last semeste before
graduation. If FSE 230 istaken in the same semegdr with a course or courses requirad to complete the FSE
progamandif anyor dl of thosecoursesarenot comgdeted with agrade of fiC dor better, the gradein FSE
230, evenif a C or higher, will nat be countd towards graduatio and FSE 230 must be repeatd.

NOTE: Trarsfer creditfor FSE 230 is not accepted.

Ead student is required to take the National Board examinationas a cordition for completing this
course ard for graduation This cour® is a survey of the professiond expectatios in ead major area
of Fureral Servie Education. Emphasisis placedon spedfic problemareasand the requirements for
licensureby stat and nationd boards Students will demonstraé competeng in theoretich knowledge by
completing a batery of tests. This course must be taken the last semester before gradiation. If the
student is enwlled in other courses whil e taking FSE 230 those courses must be at this mllege.

HEALTH (HED)

HED 224 PERSONAL AND COMMUNI TY HEALTH: 3 credits

This coursecovershedth problems for theindividual and for the community. Areas of study include mentad
health family life, physical hedth, chronic and degenerative diseasesgortrol of communicalde diseases,
and the understarding of depressats ard stimulants. Healthful living habits will be emphasizel.

HED 226 WELL NESS 3 credits

This cours provides healh-related educatian to those individuals seekng advancement in the areaof
personal wellness. Tis coursehas five (5) major comporents: (1) fithessand hedth asgsament, (2) physical
work capadty, (3) educdion (4) reassesgent,and (5) retesting of fitness ard healh asgsanent.

HED 231FIRST AID: 3 credits

This course provides instructian in the immediate temporary care which shouldbe given to the victims
of accicents andsudden ill nesseslt alo includes stardard and advanced requirements of the American
Red Cross and/or the American HedrAssociation CPR training also isincluded.

HED 232 CARE AND PREVENTION OF ATHLETIC INJURIES: 3 credits

This course provides astudy of spedfic ahletic injuries their treaiment, ard
preventive measures.
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HED 266 INTRODUCTION TO HEA LTH OCCUPATIONS: 3 credits
This courseis desgnedto give studerts a gereral introduction to hedth occupations. Mgor emphass is
on the specializatiomreaof each student enrolled.

HED 267 DRUG EDUCATION: 3 credits
This course provides an examination of illegal drugs used today with emphask on the pharmaaologicd
and sociological aspectof drug use.

HISTORY (HIS)

HIS 101 HISTORY OF WESTERN CIVILI ZATION [: 3 credits

This cour®e is a survey of social, intellecual, ecoromic, and political developments which have
molded the modern Westernworld. This coursecovers the arcient and medieval pefiods and condudes
in the era of the Renaissace and Rebrmation.

HIS 102 HISTORY OF WESTERN CIVILI ZATION | I: 3 credits
This course is a continuation of HIS 101; it suveys development of the moden Western world from
the era of the Renaissan@nd Refomationto thepresenm

HIS 201 UNITED STATES HISTORY I: 3 credits
This course surveys United States history during colonial, Rewolutionary, early national and antebdlum
peliods. It concludes with the Civil War and Recandruction.

HIS 202 UNITED STATES HISTORY II: 3 credits
Thiscourseisa ontinugionof HIS 201;it surveys United States history from Reconstructio
to thepresent.

HIS 256 AFRICAN -AMERICAN HISTORY: 3 credits

This coursefocuseson the experience of Afro-American pele in the westen hemisphere, particularly
in the United Stateslt surweys the periodfrom the African origins of the slavetradeduring the peliod of
exploration and colonization to the preent. The course presents a comparism between the African
experience in the United States and in Mexico and SouthAmerica.

HIS 260 ALABAMA HISTORY: 3 craits

This course surveys the development of the stateof Alabama from prehistoric timesto the presnt. The
course presentsmataial on the diswvery, exploration, colonizaion, temitorial peiod, artebdlum
Alabana, recongruction, and modern history.

HEALT H INFORMATIO N TECHNOLOG Y (HIT)

HIT 110 MEDICAL T ERMINOLOGY: 3 credits

This courseis an introdudion to the languageof medicine. Course emphass is on terminology relatel
to diseaseandtreatnent in correlation with anaomy and physiology of all andgomical body systems.
Student competendes indude word construction, definition, spelling, pronunciation, and use of corred
abbreviationsfor numeraus medical terms. CORE

HIT 115 PATHOPHYSIOLOGY AND PHARMACO LOGY FOR HIT: 4 credits

Prerequisite: Admission toprogram and permission of instructor.

This course is a detailed study of common pathological conditions and the drugs of choice usal in ther
treatment. Coursefocusison description of conditionsand diseases otheorgan ystems, induding diology,
signs and symptoms, methods of diagnosis and treament. Expecta studentsd outcomes include ability to
analyze signsand symptoms in identifyin g disease ®tities and ability to descibeappropriate dagnostic and
treament modalities.

HIT 117 PATHOLO GY AND PHARMACOLO GY | FOR HIT: 3 credits

Prerequisite: Admissionto program and permission ofinstructor.

This courseprovidesa review of diseass and medical terminology of major organ systems.
Emphass is placal onetiology; signs andsymptoms, complications;and treament methods. Upon
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completion, studerts should be able to define, spell, and descrbetemsrelated to dseaseprocedures
drugs, and medical specialties.

HIT 118 PATHOLO GY AND PHARMACOLO GY Il FOR HIT: 3 credits

Prerequisite: Admission toprogram and permission of instructor.

This courseis a cortinuaion of HIT 117 which provides a review of diseasesand medical
terminology of major organ sysems. Emphass is placed on etiology; signs and symptoms;
complications and treatment methods.Upon completion, students should be able to define, spell, ard
descibetemmsrelated to dseaseproceduresdrugs, and medical specialties.

HIT 130 HIT CLASSIFICATION AND REIMBURSEMENT: 3 credits

Prerequisite: Admissionto program and permission ofinstructor.

This courseincludesstudy of the usesof coded data in reimbursenent and payment systems
appopriate to hedthcare sttingsand managed care.Courseingruction focuseson techriqguesof codng;
elements of prospedive payment systems; hilli ng and insurance procedures third party payers pee review
organizations; explanation of benefits, managed carécaptation; andcharge master deription. Student
competencyindudes demondration of reimbursement and paymentsysem principles coding skill sard

billi ng applications(manual ard/or computer assistd).

HIT 134 HIT LEGAL AND ETHICAL ISSUES: 3 credts

Prerequisite: Admission to program and permission of instrator.

This cours is areview of the legd ard ethicd aspecs applcable to healh information. This cours
focuses on the health recalt as a legd document legd principles patiert rights/advocag issues
definition and application of professionalethics; releag of information and confidentiality of healh
information. Student outcomes include demongration of the useof legal vocabulary and appli cation of
release of information guiddines.CORE

HIT 151 HEALTH DATA CONTENT AND STRUCTURE: 3 credits

Prerequisite: Admission to program and permission of instrator.

This course is an introduction to the health information techrology (HIT) professon ard its bast skill
requirements. This course includes an introduction to the content, use and structue of healthcae dat ard
data setsand how thesecomponerts rdate to primary and secondary record systems. Studentoutcomes
indude mastery of basic conepts and functions in HIT; including storage and retrieval sysems,
documentation requirements; abstractirg quantitative and qualitative analysis;regstriesand indexes;and
forms and sreendesgn. CORE

HIT 152 SKILLS DEVE LOPMENT LABORA TORY I[: 1 credit

Prerequisite: Admission to program and permission of instrator.

This course allows the student to demonstratebasic competenciesacquired in coursevork with on-
campus labaratory experience. Emphass is on devdopmentof basc HIT competendes. Student
competencyis demondrated by application of basic skill s coveral in theoty and laboratory classes.

HIT 153 OPERATIONAL STANDARDS FOR HEALTH CARE D ELIVERY SYSTEMS: 3 credits
Prerequisite: Admissionto program and permission of instructor.

This courseincludesa review of hedth care ddivery systems. Course focus is on information
management pradicesof agencieshat provide healh services in ambulatoly care home healthcare,
hospice, long term care, mental health,and other altemate car sysems. Studentsd competency
includes the ability to descrbe and contrag the structure of health servicein relation to operationd
and accreditig agency standardsand the role of the healthinformationpractiioner in ead of these
settings CORE

HIT 155 HEALTH CARE STATISTICS: 2 credits

Prerequisite: Admissionto program and permission of instructor.

This cour® coves the fundamentad conceps of descrptive statistics in healh care sdtings. Emphads is
on the effective usg collection, arrargement, preseitation, and verification of healh care data Studensd
competeny includes proficiency n the computation and interpretation of commonly computed hedth care
statistics, report gereration, data dispay, and daa analysis CORE

HIT 156 CLINICAL CARE STATISTICSLABORATORY: 1 credit
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Prerequisite: Admissionto program

This cour® includes developmant of skill s presanted in healh care statistics theory classesThis course
allowsthestudent to demonstrat proficiency with fundamental coneepts of descriptive hedth care statistics
Studentsd outcome is measured by demondrated computation of commonly computed datistics, report
gereration, data dsplay, and statistical andysis.

HIT 160 HIT CLINICAL PRACTICE I: 1 credit

Prerequisite: Admission to program and permission of instrator.

This courseallows the student to demonstiate basiccompetencies acauired in previous course work with
on-site ard on-campus labaratory experience. This courserequires student practiee in healh information
techrology in a healh care facility Studentsd competeny is demonstratel by application of badc skill s
covered in theory ard laboratoly classes. CORE

HIT 170 MEDICAL TRANSCRIPTION: 2 credits

Prerequisite: Admission to program and permission of instrwctor.

This course introduces trarscription equipmern ard typicd medicd dictation Emphass is placed on
efficient use of equpment, useof referencematerials,correct punduation,capitalization, spelling editing
proofreading, and various report brmats. Upon completion, gudents should be able to demongrate
competencein transaibing physicians dictation.

HIT 221 HIT COMPUTER APPLICATIONS: 2 credits

Prerequisite: Admission to program and permission ofnstru ctor.

This course is a suvey of computer usage in healh care facilities with emphass on data searity and
integrity in healthinformation sysems (administrative, patient registration, etc.). Courseingruction focuses
on conaepts of computer tecmology related to hedth careand the tools and techniques for callecting,
storing, and retrieving hedth caredata. Upon canpletion, students should be al e to demondrate knowledge
of and compeaencein the useof various hedth information specifc software applications CORE

HIT 222 HIT COMPUTER APPLICATIONS LABORATORY: 1 credit

Prerequisite: Admissionto program and permission ofinstructor.

This course is designed to provide the opportwity to apply HIT computer applications skill s in the on-
campuslaborabry. Emphagsindudes concentrationin theuseof computer tedindogyin caleding, storing,
retrieving, reporting, and dsplaying healh care data Upon completion, students should be able to
demonstrak specific computer skills in these areasCORE

HIT 230 MEDICAL CODING SYSTEMS I: 3 credits

Prerequisite: Admission to program and co-requisite HIT 231 MEDICAL CODING SYSTEMS
LABORTORY I.

All HIT students mustcomplete HIT 110 Medical Teminology, BIO 201 & 201 Anatomy andPhysiology
| & Il prior to enterirg course, as well as receive pemissionfrom instructor. This courseis intended to
develop an understanding of codng and classficaion systems in orderto assgn valid diagnostic and
procedure codes. Instruction indudes de<ription of classficaion and nomendature systems; codng
diagnoses ard proceduressequencing codes analyzing adud medicalrecords to identify data elemants to
be coded; and validating coded clinical information. Studensd competengy includesdemongration of
coding principles ad appli caions(manwal andor computer asgsted).

HIT 231 MEDICAL CODING SKILLS LABORATORY I: 1 credit

Prerequisite: Admisson to program and co-requisite HIT 230 MEDICAL CODING SYSTEMSI.
All HIT students must canplete HIT 110 Medical Temminalogy, BIO 201 & 202 Anatomy and Physiology
| & Il prior to entering course, aswell as recave permission from instrudor. This coure provides
laboratoy practie in medicd coding This cours alows sudents to become proficient at skill s leaned
in classificaton ard coding sysems theory classesStudentsd competency is deamonstratel by accurag in
medicé codng.

HIT 232 MEDICAL C ODING SYSTEMS LABORATORY II: 3 credits

Prerequisite: Admisson to program and co-requisite HIT 233 MEDICAL CODING SYSTEMSII.
All HIT students must canplete HIT 110 Medical Temminology, BIO 201 & 202 Anatomy and Physiology
| & Il prior to entering course,aswell as receivepermissionfrom instructor. This cours is a continuatian
of Medicd Coding Systens | which is intended to devdop an underganding of coding and classfication
systems in order to as$gn valid diagnodic and procedure codes. Ingruction indudes coding diagnoses
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and procedures; sequendng codes analyzing actua medical recordsto identify data eéments to be coded;
validating coded clinical information, DRG assgnment and ca® mix/severity of illnes data.Students 6
competency indudes demondration of coding prindples and applicaions (manual and/or computer
asssted). CORE

HIT 233 MEDICAL CODING SKILLS LABORATORY II: 1 credit

Prerequisite: Admisson to program and co-requisite HIT 232 MEDICAL CODING SYSTEMSII.
All HIT students must canplete HIT 110 Medical Teminology, BIO 201 & 202 Anatomy andPhysiology
I & Il prior to entering course, as well as recave permissim from instructor This course provides
laboratory experiencein medical codng. This course alowsstudents to become proficient at skill s leamed
in medical coding systems theory classesStudentsd competency is damnonstrate by accurag and speed in
medicd codng simulation.

HIT 235 MEDICAL CODING SYSTEMS Ill: 2 hrs.

Prerequisite: Admisgon to program and co-requisite HIT 236 MEDICAL CODING SKILL S
LABORATORY SYSTEMS III.

All HIT students mustcomplete HIT 110 Medical Terminology, BIO 201 & 202 Anatomy andPhysiology
| & Il prior to enteringcourse, aswell asreceivepermissionfrom instructor. This courseis intendedto
develop an understandng of codng and clasdficaion systemsin outpatient settingsin orderto assign valid
diagnodic andprocedure codes. Instructionindudes coding diagnosesand procedures; seqiendng codes;
andyzing adual physician documentation to identify data demerts to be coded; and validaed coded
clinical information. Student competency indudes demonstration of outpatient codng principles ad
appli caions(manualand/or computer asssted).

HIT 236 MEDICAL CODING SKILLS LABORATORY Il I: 1 hr.

Prerequisite: Admissionto program and corequisite HIT 235 MEDICAL CODING SKILLS
SYSTEMS III.

This course provides laboraory experience in medical coding in an outpatient setting. This course allows
the student to become proficient at skills leaned in medical coding sysems theory classes Student
competency is demonstraed by accuracyand speed inmedical codng simulation.

HIT 254 ORGANI ZATIONAL IMPROVEMENT: 3 credits

Prerequisite: Admissionto program and permission ofinstructor.

This course is a study of the purposeand principles of improving organizational performance through
quality assessnme and utilization management. Topics include use of quality improvement tools; data
collection, display, analysis andreporting methods; resource and risk management techriques; clinical
critical paths in ca®e management; and application of accreditatio ard licensirg standirds. Student s 6
outcomesinclude demonstated proficieng in the use of quality improvement techijues and application

of accreditirg agency standardsCORE

HIT 255 PRINCIPLES OF SUPERVISION IN HIT: 3 credits

Prerequisite: Admissionto program and permission ofinstructor.

This course is an introduction to principles of organization and sypervision in a healh information
department. This course focuses on spedfic human resource management functions, induding
communication, motivaton, teambuilding, budgeting, and staf scheduling; productivity reporting, policy
ard procedure devebpment; ergonomics, equipment seéedion; and marketing hedth information
depaitment senices. Students &competency indudes demondration of knowledye of human resaurce
functionsand application of supewisoty skills. CORE

HIT 260 PRECEPTORSHIP FOR HIT: 3 credits

Prerequisite: Admissionto program and permission ofinstructor.

This course allows students to correlat the experienceof previous courses with on-site and on-campus
laboratory learring experience. Emphasisis placed on applicaton of all previous coursework and
oriertation to all aspecs of pracice in a healh information management department of a healh care
facility. Studentsd competency is demondrated by application of skill s covered in theory and laboratory
classes.

HIT 283 MEDICAL CODING PRECEPTORSHIP: 2 credits
Prerequisite: As required by program.
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This course providesexpeliencein medical codng. It allows studerts to demonsdrate basc competendes
acquired in previous medical coding course work with on-site and on-campus laboratory experience.
Students éompetency includes damongrated medical codng proficiency.

HIT 285 MEDICAL CODING WITH COMPUTERS: 1 credit

Prerequisite: As required by program.

This courseis a survey of computer usagein medical coding and classificaion. Course emphass is on
applying coding techriquesusing computer technology. Upon completion, students éompetency should
be demondrated by proficiency in useof the computer in medical codng.

HIT 294 SPECIAL TOPICS IN HIT II: 2 credits

Prerequisite: As required by program.

This course includes specialized study on current topics and issues in the field of healh information
technology. Healthinformation topics discussedmay include quality assessent emergenyg technology
securityandcontrol programs, risk assessen, and/or data andysistechnques. Studertsdoutcome indudes
demondrated understarding of the topics covered in this course.

INTERDISCIPLINARY STUDIES (IDS)

IDS 230 PHI BETA LAM BDA LEADERSHIP: 1 credit
This course offers preparation, practice and participation in the Phi Beta Lambda Business Fragrnity
Leadeship Progam.

IDS 231 PHI BETA LAM BDA LEADERSHIP: 1 credit
This course is continuabnof IDS 230.

IDS 232 PHIBETA LAM BDA LEADERSHIP: 1 credit
This course is continuabnof IDS 231.

IDS 299A-F HEALTH OCCUPATIONS STUDENTS OF AMERICA (HOSA): 2 credits

This course provides training and experience in leadeship techniquesand practice. This leadeship

classentancesthe ctlivery of compassonate quality healh care by providing opportunities for knowledge,

skill, and leadership development of dl hedth occupdions duderts, thereby helping gudents to meet the
needs of théeathcare community. This course may ke repeagd for credit.

IDS 299G-L AM BASSADORS CLASS: 1 credt

This courseprovidestraining and experience in leadeship techniquesand practice.This leadeship clas
allows studens to sere in leaderdhip positions and ad as hostshogesse ard recruiters for the College
and other college-relatad functions. Student ambassdors must have a minimum grade point average of
2.0 andmust complete aninterview processbefore a selectel body of the Student Activities Committee.

INTERPRET ER TRAININ G PROGRAM (ITP)

ITP 119 FINGERSPELLING AND NUMBERS: 1 credit

Prerequisite: ASL 104 orprogram approval

This course is desigred to help students devel® and improve therr express/e and receptive skills in
fingerspelling andnumbers The course will focus on the development of reading numbers ard finger
spelledwordsin a signed presentation. Upon completion, students will gain skills in reading,
comprehending numbers ard finger spelled words in a signed message.

ITP 123 ARTISTIC INT ERPRETING: 1 credit

Prerequisite: Eligibility for ITP 201 or p rogram approval

This courseis desgned to teachstudents the skills needed to interpret poetry drama in a visually artistic
manner and music. Emphasiswill be placedon the appropriateuseof conceptually accurag signs fadal
expression, movement, and rhythm. Upon completion, students will be able to understand how to
conceptually interpret/trasliterae poems, sorgs, andplays

ITP 201 INTERPRETIN G I: 4 credits
Prerequisite: ASL 105 or program approval
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This course is part one of a threepart sequace. This cours will focus on the role ard respansibilitie s of
the interpreter;certification criteria/evaluations; skills and competencies neeled; introduction into the
variety of interpreting setings; history and terminology used in the field; and modesof communication
used by the Deaf community. Upon completion, students will be able to understand the role and
regponsibility needed to beme a professona sign language interprete as wel as build receptive ard
expressve skill sin Americen Sign Language.

ITP 202 INTERPRETING II: 4 credits

Prerequisite: ITP 201 or program approval

This course is part two of a threepart sequece This couse will focus on the interpreting process
physicd factors and positioningneededfor interpretingin various settings qualitative linguistic
andysis; and probable miscuescaugd while interpretirg. Upon completion, students will gain experience
in intempreting appropriatey in a variety of setthgsand build expressve and receptive skill sin five major
areaseducation, rehabilitati on, medical, paralegal, religion.

ITP 203 INTERPRETING Ill: 4 credits

Prerequisite: ITP 202 or program approval

This course is part three of a threepart seqience This course will focus on interpreting/transliterating
English colloguialism, conversatonal, expressons gestires ard idioms uniqueto the Ded ard Hearirg
cultures Transliteratng techniques working with DeafBlind consumers and ord interpretirg will be
discussal. Upon completion, students will beable to successtily interpret/transliterae for Deaf/Had of
Heaing consumers who utilize various modes of canmunicdion.

ITP 213 PRACTICUM I: 2 credits

Prerequisite: ITP 201 or program approval

This courses partone ofa two-part sequence. Students will receivebeginning field study experiencein
variousinterpretirg/transliteratng situations with a weekly seminar. Upon completion, studeats will
begin to understand thetranslation processcompensation, ard theinterpr e tsreleibthefield.

ITP 214 PRACTICUM IlI: 2 credits

Prerequisite: ITP 202 or program approval

This is part two of a two-part sequence. Students will continueto receivefield study experiencesin a
variety of settings.Voicing techngues will be discussal. Upon completion, students will have gained
experiences in sign-to-voice assigments.

ITP 225 PSYCHO LOGICAL/SOCIOLOGICAL ASPECTS OF DEAFNESS: 3 credits

In this course students will study the various causes of dedness the psychosocia perpective of
deahess modes of communication among the Ded community, and suport sewices used Upon
completion, students will understand the psychaocial aspect of the Ded community.

ITP 226 ETYMOLOGY FOR INTERPRETERS: 3 credits

Prerequisite: ASL 104 or program approval

This coure provides studens with the fundamentals of language building for interpreters/trasliterabrs
that include cfinitions and multiple meanings for words. Upon completion, students will have enhanced
knowledge of the English languageand its mearing of words.

ITP 227 INTERPRETING IN T HE MULTI-CULTURAL SETTING: 3 credits

Prerequisite: ITP 203 or program approval

This course will provide students with information, knowledge, and skill -buil ding exercises for improving
interpreting/transliterating skill s within the diverse Ded community. Focus will be on the major five (5)
groups African American/ Black, Native American, Hispanic/LatindPueto RicanMexican American,
Euro-American, and Asian Padfic Islander American. Upon completion, students will enhance their
interpretng skills within thes diverse cultures of the Deaf @mmunity.

MASS COMMUNICATION S (MCM)
MCM 100 INTRODUCTION TO MASS COMMUN ICATIONS: 3 credits

This course provides students with general study of mass communicaion and journdism. This course
indudes theoly, devéopmert, regulation, operation, and eff ects upon society.
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MCM 113-114-115 STUCENT PUBLICATION S: 1-2 credits each
These courses offer practicd experience in journalism skill s through working on the staf of
student publicatons.

MCM 120 INTRODUCTION TO JOURNALISM: 3 credits
A first writing course in journalism, this course feaures journalistic style copy realing, story types
headlines typography, andpage make-up.

MCM 213-214215 STUCENT PUBLICATIONS: 1-2 credits each
These courses offer practicd experience in journalism skill s through working on the staf of
student publicatons.

MCM 250 MASS COMMUN ICATION PRACTICUM: 1-3 credits
This course provides pradical experence in media through supervised patt-or full-time employment
with a newspaper, rado or television station, or public rdations/alvertising agengy.

MATHEMATIC S(MTH)

Core and Transfer Courses: MTH 110, 112,113,120, 125126,227, 237238,265
Devdopmental Courses:MTH 090, 098. Academic Support Discipline Courses: MTH 100,116,118

MTH 090 BASIC MATHEMATICS: 3credits

Thisisadevelopmental coursereviewing arithmeticd principles and computationsdesgnedto help studentsd
mathematicalproficiency for sdeded curriculum ertrance. There is arequired computer comporent for this
course. This coursedoes not meet the gneral corerequirements for mathematics.

MTH 098 ELEMEN TARY ALGEBRA: 4 credits

Prerequisite: A grade of C or Hgher in MTH 090 or appropriate placementscore

This course is a review of the fundamental arithmetic and algebra¢ skills designed to provide
sufficient mathematicalproficiency necessay for entry into Intermediate College Algebra The topics
include the numbersof ordinary arithmetic and their properties integers and rational numbers; the solving
of equations polynomials and fadoring; and an introducton to systems of equaionsand graphs. Thereisa
required computer componentfor this course. This course does not med the gereral core requirements for
mathematics. Math 098 hasan embedded math laboratory.

MTH 100 INTERM EDIATE ALGEBRA: 3 credits

Prerequisite: A Grade of C or higher in MTH 098 or appropriate placement sore

This course is a study of algebraic techiques applied to linea equations and inequalities quadratc
equations; systens of linearequations; and operdions with exponents and radcals. Fundionsand
relationsare introduced with specal emphasis onlinearand quadratic functions. Thereis a required
computer componentfor this course. This coursedoesnot meetthe gemral corerequirement for
mathematics.

MTH 110 FINITE MA THEMATICS: 3 credits

Prerequisite: High school Algebra I, Geometry, and Algebra Il with an appropriate mathematics
placenent score, or agrade of C or higherin MTH 100

This courseis intended to give anoverview of topicsin finite mathematics together with their applications
ard is taken primaiily by students who are not mgjoring in sdence,engineering, commerce, or mathematics
(i.e., students who are not required to take Calaulus). This course will draw on ard significantly erhance
the student's arithmetic ard algebrac skills. The course includes sets counting, permutations, combinations,
basc probability (including Bayes Theorem), and htroductionto statistics (including work with Binomial
Distributions ard Normal Distributions), matrices and their applicatios to Markov chairs ard dedsion
theory. Additional topics may include symbdlic logic, linear models linearprogramming, the simplex
method, and applicaions. A graphing cdculator is requred. Required computer comporent bagd on
textbook. CORE

MTH 112 PRECALCULUS ALGEBRA: 3credits

Prerequisite: High school Algebra I, Geometry, Algebra Il, or a mathematics ACT scoreof 20, or a
grade of C or higher in MTH 100

This course emphasizes the algelra of functions, including polynomial, rational, exponential, and
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logarithmic functions.The course also covers systans of equations and inequalities, quadratt inequalities
ard the binomial theoren. Emphasis hroughout is on the useof currenttechnology i graphics cdculators
and algebraic computing tools 7 in the study of functions. There is arequired computer component for
this course A graphing calaulator isrequired CORE

MTH 113PRECALCULUS TRIGONOMETRY: 3 credits

Prerequisite: A grade of C or Hgher in MTH 112

This course is a study of trigonometric (circular) functionsand inverse trigonometric functions that includes
extensve work with trigonometric identities and trigonometric equations. The cour® al covers vecors,
complex numbers Denvive 8Tseorem, andpolar coordinates. Conic sedionsareaso induded Current
technoloy i graphic calculatorsand algebrac computing tools T is used throughout the course. There is
a required computer comporent for this course. A graphing calalator is alo required. CORE

MTH 116 MATHEMAT ICAL APPLICATIONS: 3 credits

Prerequisite: MTH 090 or satisfactory placement score

This cour®e provides practica apdicaions of mathematics and indudes selectal topics from
consumer mathematics,algebra, and geometric measurenent formulas. Typical problems include
percent, intered, ratio and proportion, metric measires linea equations and problem solving. This
course does not meetthe generaleducation core requiremen for matrematics Students may only receiwe
creditin Area V for thistechnicd course.

MTH 118 TECHNICAL MATHEMATICS: 3 credits

Prerequisite: A grade of C or ligher in MTH 100 or appropriate placement sore

This course is a suvey of ideasand methods from algebm, andytic geometry, and trigonometry that
routindy occur in endneeing technology. Topics indude variation, determinants, conic Ssectons,
exponential and logarithmic functions, and sdutions of right triangles. This terminal course is designed
for students seeking an AAS or AAT degree. A graphing calaulator isrequired This course does not med
the generd core requirement for mathematics.

MTH 120CAL CULUSand ITS APPLICATI ONS: 3 credits

Prerequisite: A grade of C or igher in MTH 112

This courseis an overview of caculus for students mgjoring in business-related fields. The course
indudesthe study of functions, aong with differentiation and integation of agebraic, exponential, and
logarithmic functions. Prablems in busgnessgeconomics, finan®, sdence,and sodal sdence are
emphasizedA graphirg calculata isrequired CORE

MTH 125CAL CULUSI: 4 credits

Prerequisite: A grade of C or Hgher in MTH 113

This course is the first cour® of a three-semester calculussequenceintenced for students of science
ergineaing, and mattematics Topics include limits and continuity of functions; derivatives of algebraic,
trigonometric, exponentia andlogarithmic functions; and the definite integral and its basc appli caionsto
area problems. Applicaionsof the derivative to extrane, curveskething, and approximation arecovered in
deail. A graphing cdculator is required. CORE

MTH 126 CAL CULUSII: 4 credits

Prerequisite: A grade of C or Hgher in MTH 125

This course is the secad course of a three-sameste calculits seqeence It includes applications of
integraton to work, mensuration and avelge value, techniqus of integration, polar coordinates
parametric equations; and infinite series A graphing calculabr isrequired. CORE

MTH 227 CALCULUSIII: 4 credits

Prerequisite: A grade of C or Hgher in MTH 126

This course is the final course of a threesemeste calcults seqeence Topics include vector valued
functions fundions of two or more variables;partial derivativesand their applications quadric surfaces
multipl e integration and the calculus of vector fidds. A graphing cdculator isrequired. CORE
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MTH 231 MAT H FOR THE ELEMEN TARY TEACHER I: 3 credits

Prerequisite: A grade of C or Hgher in MTH 100

This is the first of a two-course sejuencedesigned to provide gpropriate indghts into mathematics for
students majoring in elementary education and to ensure their proficiency in performing basc arthmetic
operdions. Topics indude logic, sés andfundions, operations and propetties of whole numbers and
integers; induding number theory; use of manipulatives by teachersto demonstrate abstract conapts;
and by students while learnirg these abstrad conapts. Upon completion, students are required to
demondrate proficiency in eachtopic studied and the application of teaching technique that aregrade
level and subject matter agropriate, ad test for mathematical proficiency and the learring of teaching
concepts. This coure does not mee the general core recquirement for mathematics.

MTH 232 MATH FOR THE ELEMEN TARY TEACHER I: 3 credits

Prerequisite: A grade of C or Hgher in MTH 231

This courseis the secondof a threecourse sequencedesgnedto provide appropriate ingghts into
mathematics for studerts majoring in elementary education and to ensure ther proficiency in performing
basc arithmetic operations. Topicsinclude numeration skill s with fractions; decimals and percentage;
elementary concepts of probaility and statistics and analytic geometry concepts as®ciated with linea
equations and inequalities The use of manipulatives and calaulators in the teachingnd learring
processs stressedUpon completion, stuéntswill testfor mathematical proficieng/ and the learningof
teaching concepts. Stuts alsowill demongrate an appropriat teacling technique by peparing alesson
and teahing it to the clasfor their final exam grade.This cours does not med the general core requirement
for mathematics.

MTH 237 LINEAR ALG EBRA: 3 credits

Prerequisite: A grade of C or Hgher in MTH 126

This courseis the third of a threecourse seqeence desgned to provide an introduction to the basic
theory of linear and matrices; real vector spaces;basesand dimersions; linear tramsformations;
eigenvalues and eigenvectorsjnner produd spaces and the diagonaliation of symmetrc matrices A
graphing calculdor isrequired CORE

MTH 238 APPLIED DIFFERENTIAL EQUATI ONSI: 3 credits

Co-requisite: MTH 227

This course is an introdudion to the andytical sdution methods of sdeded separmble first order
differertial equations; linea first order equations; the qualitative behavior of solutions of first order
equations and the numericd solution of such equaions. Other topics induded aretechniquesfor sdving
higher order equaionswith condant coefficierts, the quéitative belavior of suchsystams, and the useof
Laplace transfoms of differential equatons to obtain sdutions. Applicationsto kinematics, dynamics,
chamical mixtures, population studies, and other physical and engneeing systems are expored
throughout thecourse A graphing calalator is required CORE

MTH 265 ELEMEN TARY STATISTICS: 3 credits

Prerequisite: A grade of C or Hgher in MTH 100

This course is an introduction to methods of statistics. Topics indude sampling, frequency
distributions, measues of central tendency; reliability , hypothesis testing, confidence intervals analysis
of variane@ regres®n, estimation, andapplication. Probability , permutations, combinations, binomid
theorem, randbm variables and distributionsare included A graphing cdculator isrequired. This course
does not meet thegereral corerequirement for mathematics.

MEDICA L TRANSCRIPTIO N (MTR)

MTR 270 ADVANCED MEDICAL TRANSCRIPTION: 3 credits

Prerequisite: Admission to MT R Program and permi ssion of instructor

This couse involves word processig of highly complex medical reportscommon to acute care and
other health carefacilities. Emphask is placel on speed ard accurag of medica transciption. Upon
completion, studentsshoud be ableto demonstratespeedand canpetence intransaibingaphysicia rs 6
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dictation.

MTR 271 CLINI CAL MEDICAL TRANSCRIPTION: 4 credits

Prerequisite: Admission to MT R Program and permi ssion of instructor

This course includes laboratory or on-site medical transcription practice This course allows the student
to demondrateadvanced competenciesacquiredin previousmedical transciption coursework. Student
competencyincludesdemonstratednedical transcription proficiency.

MTR 275 INTRODUCTIO N TO COMPUTERS IN TRANSCRIPTION: 2 credits

Prerequisite: Admission to MTR Program

This courseis a surveyof computer usage in transcription with emphads on software applications and
data securiy and integrity in health information systems. Course instruction focuseson concepts of
computer usage in transciption with exgerience using various software packages. Upon completion,
students should be able to demonstraé competene in the useof various trangription specific softwae
applications.

MILITAR Y SCIENCE (MSC)

MSC 111 BASIC MILI TARY SKILLS I: 1 credit

This is an introductory course of instruction ard participation in common task skill s required to prepae
cadets to perform as members of small military units. Contractad students are required to attend Physicd
Training (PT) Lab three (3) times perweek for one-and-a-hdf (1.5) hours per sesgon.

M SC 112 BASIC MILI TARY SKILLS II: 1 credt

This is a continuing course of instruction and participation in individual common task skill s required to
prepare cades to perform as members of small military units. Contraced studens are recuired to atterd
Physicd Training (PT) Lab three (3) times per wek for one-and-a-half (1.5) hours per sesgon.

MSC 114 BASIC RAPPELLING/SURVIVAL TRAINING: 1 credit
This is an introduction to basic rappelling applicable in a civilian or military environment. Suwival skill s
are designed for bask survival in an austere hostile ervironment.

MSC 211 INTERMEDIATE MILITARY SKILLS I: 2 credits

This is a further development of common task skill s required to prepare cadets to lead small military
units. Emphass is placedon practical applicationof basicmilitary skills and ability throudh devdopment
of leadership skills. Contractedstudents are required to atterd Physical Training (PT) Lab three (3)
times per week for one-and-a-haf (1.5) hours per session.

MSC 212INTERMEDIATE MILITARY SKILLS II: 2 credits

This is a further development of common task skill s required to prepare cadets to lead small military
units. Emphask is placedon practical applicationof basicmilitary skills and ability through devdopment
of leadership skills. Contractedstudents are requiredto atterd Physical Training (PT) Lab three(3) times
perweek for one-and-hdf (1.5) hoursper sesson.

M SC 494 DIRECTED STUDIES: 1-3 credits

Course credit is gained for directed study ard research. It may be repeatd in differert subjed¢ areas not
to exceel six credits. Prior to the beginning of the semester the instrucor will specify coursework.
Studies may include, but are notlimited to, researchpapers, spedal projecs, ard leadership seminarsFee.

MUSIC ENSEMBLE (MUL)

CLA SS FERFORMANCE INSTRUCTION: 1 credit

Grow instructian is available in voice and pianofor students with little or no previoustraining. Emphasis
is placedon therudiments of music, basic performance technique, ard generd musicianship skills. Upon
completion of oneor a seqienceof courses,studerts should be abe to demondrate a basc proficiency
in singing or playing and knowledge of mudc fundanentals.

MUL 101, 102, 201, 202 Pianigl, Ill, IV MUSIC ENSEMBLES: 1-2 credits
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Prerequisite: Permission of instrictor

Thesecoursesprovide an opportunity for students to participae in a peforming ensenble. Emphass is
placed on reharsing and performing muscal sdedions appropriate to the misson andgods of the group.
Upon completion, students should be able to effectively participate in performances preseried by the
ensanble.

MUL 180,181, 280281 CHORUSII, 1lI, 1V

MUL 182,183, 282283 VOCAL ENSEMBLE I, I, Il , IV

MUL 192,193, 292293 INSTRUMENTA L ENSEMBLE I, Il , Il , IV
MUSIC (MUS)

MUS 101 MU SIC APPRECIATI ON: 3 credits

This couse is designed for norn-music majors and requires no previous musicd experiencelt is a
survey cours that ncorporaesseveralmodesof ingruction, including ledure, guidedlistening, and similar
experiencesnvolving musc. Thecourse will cover a minimum of three stylistic periods, provide a multi-
cultura pergective, and include both vocd and instrumental genres Upon completion, students should
be able to demondrate knowledye of music fundamentals the aeshetic/stylistic characteristis of
historical periods, and an aural perception of style and strudurein music. Core-Areall

MUS 110BASIC MUSICIANSHIP: 3 credits

This courseis designed to provide rudimentary music knowledye and skill s for the student with alimited
musicalbadkground. Topics indude a study of notation, rhythm, scdes, keys, intervals, chords, and basc
sight singing, and eartraining skills. Upon completion, students should be able to read and understaml
musicd soores ard demonstrak bask sight singing and ea training skill s for rhythm, melody, arnd hammony.

MUS 290 COMM ERCIAL MUSIC: 3 credits

This course provides an introduction to the commercid music indugry and the types of carees in
commercia available. Topis include music publishing recordng, contrads, agerts and manages,
copyrights, unions, mudc comparies, and retailes. Upon completion, students should be able to
demonstrate a basic knowledge ard understarding of the different comporents of the commercial music
indugry and thevariouscaresr options.

NURSING (NUR)

NUR 112 FUNDAMENTAL CONCEPTS OF NURSING - 7 Hrs.

Prerequisite: Admission to Program

This coursdeaches foundational knowledgénursing concepts and clinical decision making to provide
evidencebased nursing care. Conténcludes but is not limited to health care delivery systems,
professionalism, héth promotion, psychosocial welieing, functional ability, gas exchange, safety,
pharmacology, and coordinator/manager of care.

NUR 113 NURSING Concepts I 8 Hrs.

Prerequisite: NUR 112, BIO 201, MTH 100 or higher

This course teaches foundatiokabwledge of nursing concepts and clinical decision making to provide
evidencebased nursing care. Content includes but is not limited to: coordinator/manager of are, perfusion,
oxygenation, infection, inflammation, tissue integrity, nutrition, elimingtioobility/immobility, cellular
regulation, acid/base balance, and fluid/electrolyte balance.

NUR 114 NURSING CONCEPTS II- 8 Hrs.

Prerequisite: NUR 113, ENG 101, BIO 202, PSY210

This course teaches foundational knowledge of nursing concepts and clinical decision making to provide
evidencebased nursing care. Content includes but is not limited to: coordinator/manager of care, sexuality,
reproduction and childbearing, infectionflammation, sensory perception, perfusion, cellular regulation,
mood disorders and affect, refflalid/electrolyte balance, and medical emergencies.

NUR 115 EVIDENCE BASED CLINICAL REASONING - 2 Hrs.

Prerequisite: NUR 113, PSY 210, ENG 101, BIO 202
This murse provides students with opportunities to collaborate with various members of the health care team
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in a family and community context. Students utilize clinical reasoning to assimilate concepts within the
individual, health, and nursing domains.

NUR 203 NURSING THROUGH THE LIFESPAN IIl - 6 Hrs.

Prerequisite: Successful completion of NUR 20&PH 106 or107,PSY 210

This course builds upon grevious instruction ard provides additional opportunities to develop nursing
competenciesnecessar to med the patientsbneedsthroughout their lif e in a safe, legd, andethical manner.
Studerts manageand provide collaborative care to clients who are experiencing seleced alteratiors in
cardiovacular, respiratory, and neurological sysems in a varietly of settngs. Additiond instruction is
provided care for selectéd mental healh disorders selectedemergendes, multiple organ dysfunction
syndrome, and related disorders. Teaching/learnng conoepts, adwanced dosage calaulations, nutrition,
pharmaalogy, communication, cultural, and community conceps are integrated.

NUR 204 ROLE TRANSITIION F OR THE REGISTERED NURSE- 3 Hrs.

Prerequisite: SPH 106 or 107PSY 210, NUR 202

This course provides students with opportunities to gain knowledye and skills necessar to transiton
from student to registeed nurse. Contentincludes currentissues in healh care nursing leadeship and
managenent profession& practiceissues for registered nurses, and trarsition into the workplace
Additiond instructim is provided for preparing for the NCLEX-RN.

NUR 209 CONCEPTS FOR HEALTHCARE TRANSITION STUDENTS - 10 Hrs.

Prerequisite: Admission to nursing program.

This course focuses on application of nursing concepts to assist health care professionals to transition into
the role ofthe registered nurse. Emphasis in this course is placed on evidenced based clinical decision
making and nursing concepts provided in a family and community context for a variety of health alterations
across the lifespan.

NUR 211 ADVANCED NURSING CONCEPTS- 7 Hrs.

Prerequisite: SPH 106 or 107, NUR 114 & NUR 115 or NUR 209

This course provides opportunities for students to integrate advanced nursing care concepts within a family
and community context. Content includes unhot limited to manager of care for advanced concepts in
safety, fluid/electrolyte balance, cellular regulation, gas exchange, psychosociakingll growth and
development, perfusion, and medical emergencies.

NUR 221 ADVANCED EVIDENCE BASED CLINICAL R EASONING - 7 Hrs.

Prerequisite: BIO 220, NUR 211

This course provides students with opportunities to demonstrate graduate competencies through didactic and
preceptorship experiences necessary to transition to the profession of nursing. Content inmirssadfta

care domains includes management of care, professionalism, healthcare delivery systems.

OFFICE ADMINISTRA TION (OAD)

Students graduating with amgjor in Office Administration mustactieve a minimum keyboarding
sped of 50 CWPM (CorrectWords per Minute).

OAD 100INTRODUCTION TO KEY BOARDING and TECHNOLOGY: 3 credts**

This couseis desigied to endble students to develop navigating Windows and touch keyboarding skill s for
efficient use of the microcamputer through classpom ingruction and lab exercises.Emphass is on speed
and accuracyin keying dphabetic, symbadl, and numeric information. Upon completion, studerts should
be able to demondrate proper techrique while keying on atypewriter or microcanputer keyboard.

** Studerts may take and passa proficiencytestfor OAD100and/or OAD101. Permissionof Instructor and Chair
of the Division is requir ed.
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OAD 101 BEGINNING KEYBOARDING: 3 credits **

This course is desgned to enale students to use the touch method keyboarding through classoom
ingruction andlab exercise. Emphasiss on speed andaccuagy in keyingalphabetic,symbol, andnumeric
information usirg the typewriter or microcanputerkeyboard Upon completion, stucents should be able to
demonstate prope technique and an aceptablerate of speed and accuragy, as defined by the course
syllabus, in the production of basic budgness documerts such asmemoranda, letters, reports, and aher
busines documents. CORE.

** Students may take and passa proficiency testfor OAD100and/or OAD101. Permissionof instructor and Chair
of the Division is requir ed.

OAD 103INTERMEDIATE KEYBOARDING: 3 credits

Prerequisite: OAD 100/101 or prission of instructor

This courseis desgned to assist students in increagng speed and accuracy usng the touch method of
keyboarding through dasspom indruction and lab exeréses. Emphass is on the produdion of busness
documents suwch as memorandy, letters, reports tables ard outlines from unarrangd rouch drat to
acceptal®@ format Upon completion, studens shoutl be able to demonstrateproficiencyand an acaptable
rate of speed and accuracy, as defined by the cour® syllabus in the productionof high-quality business
documents. CORE.

OAD 104 ADVANCED KEYBOARDING: 3 credits

Prerequisite: OAD 103 or permissionof instructor

This courseisdesgned to assststudentsin continuingto develop speedand accuracy usngthetouch method
of keyboarding through classoom ingruction andlab exercises. Emphass is on the production of busness
documents using decisioamaking skills. Upon completion, students should be able to demonstrat
proficieney ard an accepsble rate of speed and accuracy, asefined by the course syllabus, inthe
productian of high-quality busines documents CORE.

OAD 125WORD PROCESSING I: 3 credits

Prerequisite: OAD 101

This courseis designed to provide students with basic word processng skill s through classr@m instruction
ard outsidelab. Emphask is on the utilization of softwale features to create, edit, and print common office
documents. Upon completion, students shauld be able to demonstrae the ability to use industry-standard
software to generak appropriately formatted, accurateand attractive busiress documents sud as memo,
letters, andeports. CARE.

OAD 126 ADVANCED WORD PROCESSING: 3 credits

Prerequisite: OAD 125

This course is designed to increae studentsd proficiency in using the advanced word processig functions
through clasoom instruction and outside lab. Emphask is onthe use ofindustry-standard software to
maximize productivity. Upon completion, students should be able to demondrate the ability to generate
advanced business documents.

OAD 130 H.ECTRONIC CALCULATIONS: 3 credits

This courseis desigred to teachthe numert touch system and problem-solvingtechniquesEmphasisis on
basicmahematical functions. Upon campletion, students should beable to demongrate an acceptéle rate
of speed and accuracy, as dfined by the course syllabus, to solve problems basedon typical busness
applicaions.

OAD 131BUSINESS ENGLISH: 3 credits

This cour® is designed to develop studentsd ability to use proper English. Emphask is on granmar,
spelling, vocalulary, punctuation, word usage, word division, andproofreading. Upon completion, studerts
should be ale to write andcommunicat effectively.

OAD 135FINANCIAL RECORD KEEPING: 3 credits

This cours is desigred to provide students with an understandingof the accounting concepts princples,
and terminology. Emphasisis on the accountingcycle and equaton as they relateto different types of
businesownership. Upon completion, stuants should be able to demonstrate accountig procedurs
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usal in a proprietorship,patnership, and corporation.CORE.

OAD 136 ADVANCED FINANCIAL RECORD KEEPING: 3 credis

Prerequisite: OAD 135

This course is designed to provide more in-depth principles and pradices of the accounting cycle.
Emphasisis on the peparation of financial records such as payroll records,vouchers, accrualsand
deferrals, and relaed documents. Uponcompletion, the student should be able to demonstrate the ability to
prepare and manage fi nancial record ard information.

OAD 138RECORDS/INFORMAT ION MANAGEMENT: 3 credits
This course is desgned to give studertsd knowledge about managng office recads and information.
Emphass is on basc filing procedures, methods, systems, suppies, equipmert, and modern tecmology
used in the credion, protedion, and dsposition of record stored in a variety of forms. Upon completion,
the student shoull be able to perform bast fili ng procedures.CORE.

OAD 200MA CHINE TRANSCRIPTION: 3 credits

Prerequisite: OAD 100/101or equivalent skill level

This course is desigied to develop marketable skill s in transciibing various forms of dictated materil
through classrem indruction. Emphass is on the use of microcomputers and a commercial word
processng package. Upon completion, gudents should be able to accuraely transcribe documents from
dictatedreoordings.

OAD 201 LEGAL T ERMINOLOGY: 3 credits
This course is desigied to familiarize students with legal terminology. Emphass is on the spelling,
definition, pronundation, and usage of legal terms. Upon completion, students should be abe to
communicate effedively usng legal terminology.

OAD 202 LEGAL TRANSCRIPTION: 3 credits

Prerequisite: OAD 201

This course is desgned to familiarize students with legal terms and provide transcription skill development
in the podudion of legal carespondence, forms, and court documernts through classoom ingruction and
lab experiences. Enphassisontrangribing error-freelegal documents using transciption equipmert. Upon
completion, students should be able to demonstrate the ability to acarately transcribe lega documents that
are appropriately formatted and errar free.

OAD 211 MEDICAL TERMINOLOGY: 3credits

This course is desgned to familiarize the student with medical terminology. Emphass is on the
spdling, definition, pronunciation, and usageof medical terms. Upon completion, students should be able
to communicate effectively usingmedical terminology.

OAD 212MEDICAL TRANSCRIPTION: 3 credits

Prerequisite: OAD 211

Thiscourseis deggned to orient studentsto standard medical reports, correspondence,and rdated documents
trangribedin a medicd envirorment throuch classroom ingruction. Emphass is on transcribing medical
recads from dictated reordings Learnmaintain standards of ethical/profesend conduct Upon
completion, students should be able to accurately @nscribemedical dauments from dictated recordings.

OAD 217 OFFICE MANAGEMENT: 3 credits

This courseis desigied to develop skill s necessay for supevision of office functions. Emphassisonissues
relatingto thecombination of people and tecinology in achievingthegods of busnessn aculturally diverse
workplace. Included arethe mportance of offic e organization, teamwork, workplace ethics, office pditics,

ard conflict-resoltion skills. Uponcompletion, sudents should beableto demondrate dfective supervision

in the modern office. CORE.

OAD 218 OFFICE PROCEDURES: 3 credits

This course is desigied to develop an awareness of the regonsibilities and opportunities of the office
professimal through classrom instruction. Emphask is on currert operatirg functions, practices and
procedures work habits, attitudes oral and written communications, and professonaism. Upon
completion, studentsshould be able to demonstrae the ability to effectively functionin an offic e sugport
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role.

OAD 230 COMPUTERIZED DESKTOP PUBLISHING: 3 credits

Prerequisite: Permission of instrictor

This courseis desgned to introduce $udents to the demerts andtechniques of page desgn, layout, and
typography through dasspom ingruction and lab exerdses. Emphass is on the useof current commercial
deskop publishing software, graphc tools ard electronic input/ouput devicesto designand print high-
quality publicatiors such as newsletters,brochurescatabgs, forms, ard flyers. Upon completion, students
should be able to utiliz e proper layout and desgn concepts in the rodudion of attradive desktop-published
doaumerts.

OAD 231 OFFICE APPLICATIONS: 3 credits

Prerequisite: Permission of instrictor

This course is desgned to provide students with a foundation in the use of computerized equipment
and application software as tools in the performance of a variety of office tasks throudh classrem
indruction and lab exerdses. Emphass is on the role of the office professonal in the sdedion and
application of appropriate techndogy to the spedfic task or combination of tasks. Upon completion,
students should be able to demondrate proficiency in the selecton of appropriate computerizedtools to
complete designated tasks.

OAD 241 OFFICE CO-OP: 3 credits (Lab)

PrerequisitePermission of instrior

This course is desgned to provide students with an opportunity to work in an office ervironment.
Emphasek is on theintegration of classpom leaning with on-thejob experiencesthat relate meanngfully
to office careers. Upon completion, students should be able to demonstrate the ability to apply knowledge
ard skill s gained in the classrom to an actua work situation.

OAD 242 OFFICE INTERNSHIP: 3 credits

Prerequisite: Permission of insttar

This course is dedgned to provide students with an opportunity to work in an office ervironment.
Emphask is on the efficientand accurateperformanceof job tasks. Upon completion, studerts should
be ahle to demongrate succesiil performance of skill s required in an offic e support position.

PHYSICAL EDUCATIO N AND RECREATIO N
(PED)

PED 103WEIGHT TRAINING (BEGINNING): 1 credit

This course introduces the basics of weight training. Emphass is placed on developing muscuar
strengh, muscuar emdurance, and musde tone. Upon completion, students should be able to egablish
and implement a personal weight training program.

PED 104WEIGHT TRAINING (INTERMEDIATE): 1 credt

This course covers advaned levels of weight training. Emphasisis placed on meeting individud
training goak andaddressng weight training needsand interests. Upon completion, students should be
able to edablish and implement anindividudized advenced weight training program.

PED 105 PERSONAL FITNESS:1 credit

This course is desgned to provide students with information allowing him or her to paticipae in a
persondly developed fitnes program. Topics include cadiovasalar strength, musaular erdurance,
flexibility , and body compasition.

PED 106 AEROBICS: 1 credit

This coure introduces a progran of cardiovascule fitness involving continuous, rhythmic exercise.
Empheasisis placedon developing cardiovasailar efficiency, strengh and flexibility , and safey precaitions.
Upon completion, students shaild be able to sele¢ ard implemert arhythmic aerobc exercise program.

PED 140SWIMMIN G (BEGINNING): 1 credit

This course is desgned for non-swimmers and beginning swimmers. Emphasis is placed on developing
confidence in the waer, learning water safety, acquiring skills in floaing, and leaning elemertary

228



swimming strokes. Upon completion, students should be able to demonstrat safey skills and be able to
tread water, back foat and use the crawl stroke for twenty (20) yards.

PED 141SWIMMING (INTERMEDIATE): 1 credt

This course is desigred for those who have masterd bast swimming skills. Emphass is placed on refining
bast skills and karring new swim strokes. Upon completion, studerts should be able to demondrate the
four basc swimming strokes: the scis®r kick, the underwater swim, and other related skills.

PED 142SWIMMIN G (ADVANCED): 1 credit

This cour® introduces lap swimming aquatics water activities, and games. Emphasisis placed on
increasing carsvasular efficiencythrough aquaic exerase.Upon completion, studerts should be alde to
devedop an individualized aqutc fitnesgprogram. Laboratory is reguired. CORE.

PED 143AQUATIC EXERCISE: 1 credit

This cours introduces rhythmic aeobic activities and aquatic exercises performed in water. Emphasis
is placedonincreasig cardovasailar fithesslevels musaular strength, musaular enduraice, and flexibility .
Upon completion, students shold be able to participate in an individually-pacel exercise progran.

PED 217BASIC BASKETBAL L RULESand OFFICIATING TECHNIQUES: 3 credits

This courseintroducesthe rules andtechniquedor sports officiating in high schod basketball Emptesis
is placal on officiating fundamentals and respansibilities. Upon completion, students should be able to
demondrate proper mechanics andknowledgeof officiating proceduresin basketbadl .

PED 219BASIC BASEBALL and SOFTBALL RULESand OFFICIATING TECHNIQUES: 3 credits
This course introduces the rules and techniquesfor sports officiating in basbdl and softbdl. Emphass
is placed on dficiating fundamentals and respamsibilities. Upon completion, students should be able to
demondrate proper mechanics andknowledgeof officiating proceduresin basbdl and softbal.

PED 251 A-F VARSITY BASKETBALL M*: 1 credt

It is recommended that students be anember (player or manager) of the Varsty Basketball Program.
This coursecoversadvanced fundamentalsof baskdball. Emphass is placel on skill developnent,
knowledgeof therules, andbasc game strategy. Upon completion, students should be able to demongrate
the properknowledgeof organizing and playing competitive basketball. This coursemayberepeded for
credit. *Men

PED 251 A-F VARSITY BASKETBALL W*: 1 credit

It is recommended that students be anember (player or manager) of the Varsty Basketball Program.
This coursecoversadvanced fundamentalsof baskéball. Emphass is placed on skill developnent,
knowledgeof therules, andbasc game strategy. Upon completion, students should be able to demondrate
the properknowledgeof organizing and playing competitive basketball. This coursemayberepeaed for
credit. *Women

PED 252 A-F VARSITY BASEBALL: 1 credt

It is recommended that students be anember (player or manager) of the Varsty Baseball Program.
This course covers advanced fundamentals of baseball. Emphasis is placed on skill development,
knowledge of the rules,andbasc game strategy. Upon completion, students should be alde to demondrate
the properknowledgeof organizing and playing competitive baséoall. This coursemay berepeatedfor
credit.

PED 254 A-F VARSITY SOFTBALL: 1 credt

It is recommended that students be anember (player or manager) of the Varsity Softball Program.
This course covers advanced fundamentals of softball. Emphask is placed on skill development,
knowledge of the rules,andbasc game strategy. Upon completion, students should be alle to
demondrate the properknowledge of organizing and playing competitive softball. This coursemay be
repeatedfor credit.

PED 257A-F VARSITY CHEERLE ADING: 1 credit
It is recommended that studentsbe a member of the Varsity Cheerleading Team.
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PHILOSOPHY (PHL)

PHL 206 ETHICS AND SOCIETY: 3 credits

This course involves the study of ethical issues which confront individuals daily. The focus is on the
fundamental questions of right and wrong, human rights, and personal conflicting obligaions Students
should be ale to understard and be pepared to make dedsionsin lif e regardirg ethicd issues.

PHYSICAL SCIENCE (PHS)

Note For Physicd Sciencs coursss, credit hours are indicaed first, then contact hours are desgnated
(in parentheses) in thisorder: theory, lab, clinical.

PHS111PHYSICAL SCIENCE: 4 credis, (3, 2, 0)
This course provides non-technical students with an introduction to the basc principles of geology,
oceanography, meteorology, and astonomy. Laboratary isrequired CORE.

PHS112PHYSICAL SCIENCE Il : 4 credits, (3, 2, 0)

Prerequisite: MA TH 098or higher or adequate placenent tes scores

This course provides non-technical students with an introduction to the kasic principles of chemistry and
physics.Laboratbry is required. CORE.

PHYSICS (PHY)

Note: For Physics courses, credt hours are indicated first, thencontact hours aredesgnated (in
parentheses)in this order:theory, lab, clinical.

PHY 120 INTRODUCTION TO PHYSICS: 4 credits, (3, 2, 0)

Prerequisite: MT H 098 or higher or adequate pacement &st scores

This course provides an introduction to general physics for non-sdence majors. Topics in fundamental
of mechaiics, popetties of matte, hed, andtemperdure, eledricity andmagneism, optics, and moden
physics are induded. Laboratory isrequired.

PHY 201 GENERAL PHYSICSI - TRIG BASED: 4 credits,(3, 2, 0)

Prerequisite: MTH 113 or equivalent

This course is desgned to cover general physics at a level that assures previous exposures to
college algebra, basc trigonometry. Spedfic topics indude mechaiics, properties of matte and energy,
thermodynamics, and peliodic motion. Laboratbry is required.

PHY 202 GENERAL PHYSICS Il - TRIG BASED: 4 credits, (3, 2,0)

Prerequisite: PHY 201

This course is designed to cover general physics using college algebraand basic trigonomety. Specific
topics include wave motion, sound, lightoptics, eledrodatic, drcuits, magneism, and modem physics
Laboratory isrequired.

PHY 205 RECITAT IONSIN PHYSICS | - TRIG BASED: 1 credit O n e hour weekly purely for
problem solving.

PHY 206 RECITAT IONSIN PHYSICS Il - TRIG BASED: 1 credit O n e hour weekly purely for
problem solving.

PHY 213 GENERAL PHYSICSWITH CALCULUSI: 4 credits, (3, 2,0)

Prerequisite: MT H 125

This courseprovidesa cdculusbasd treament of the principle subdivision of classcal physics
mechanic, and energ. Laborabry is required.

PHY 214 GENERAL PHYSICSWITH CALCULUSII: 4 credits, (3, 2,0)
Prerequisite: PHY 213
This courseprovidesa cdculus-basd study in classcal physics. Topics indude simple hamonic
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motion, waves, saund, light, optics, electricity, and magnetiam. Laboratow is required.

PHY 216 RECITATION SIN PHYSICSWIT H CALCULUSI: 1credit Onehour weekly purely for
problem solving.

PHY 217 RECITATION SIN PHYSICSWIT H CALCULUSII: 1 credit Onehour weekly purely for
problem solving.

POLITICA L SCIENCE (POL)

POL 211 AMERICAN NATIO NAL GOVERNMENT: 3 credits

Prerequisite: permission of the instructor

This course surveys the badground, constitutional principles, organization, and operation of the American
political system. Topics include the U.S. Constitution, federalism, civil liberties, civil rights, pdlitical
parties intere$ groups, political campagns, voting behavior, eledions, the presdeng, bureaucracy,
Congressand the justice systen. Upon completion, students should be able to idertify and explain
relationships among the basc elemerts of American government andfunction as more informed
participants.

POL 220 STATE AND LOCAL GOVERNMENT: 3 credits

This course is a study of the forms, functions, institutions, and operation of American stae and locd
governments. Emphasisis placedon the variety of forms ard functiors of stae ard local goverrmentswith
particular attentiorto thosein Alabana and to the interadions beween state and local government and
the nationa government. Upon completion, gudents should be able to identify elemerts and explain
relationshps among the state, locd, and naional governmerts of the U.S. and function as more informed
participants or stat ard locd political sysems.

PSYCHOLOGY (PSY)

PSY 100 ORIENTATI ON: 1 credit

This orientation class is desgned to aauant students with cdlege life, induding the acadenic
envronment, advisement process palicies and procedures student sewices and extraaurricular actiities
available on canpus. All beginning freshmenare encouraged to enroll in this course.

PSY 106 CAREER EXPLORATION: 1 credit

This course is designed for students to explore potential caree fields. The cours includes an assessent
through testng of persaal strergths ard weaknesses general information about job skill s for potential
careersvaue and decisionrmaking techniqus, and a @reer research.

PSY 110 ERSONAL DEVELOPMEN T: 3 credits

This is a structured group expelience that emphaszes effective living through developing oned ®wn
internal reources.Topics included are sef-control, relaxation training, and interpersanal skills. The course
is desgned to translake other life skill s into successtil college adjustment. Study skills, library skills, and
lif e planning are also discussel. This course may nottransfer to some four yea institutions.

PSY 200 GENERAL PSYCHOLOGY: 3 credits
This courseis a survey of behavior with emphasis upon psychological processe This courseindudesthe
biological bases for behavior, thinking, emotion, motivation, and the naiure and devdopmentof persondity.

PSY 210 HUMAN GROWTH AND D EVELOPMENT: 3 credits

Prerequisite: PSY 200

This courseis a study of the psychadogical, sodal, and physical factors that affect human behavior from
conayption to death.

PSY 230 BNORMAL PSYCHOLOGY: 3 credits

Prerequisite: PSY 200

This courseis a survey of abnormal behavor and its sodial and biological origins. Anxiety-related
disaders, psychoses, prsanality disorders ard mental deficiencies will be covered.
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PSY 250 SOCIAL PSYCHOLOGY: 3 credits

Prerequisite: PSY 200

This courseis a gudy of sodal factors and ther influence on
individual behavior.

PSY 270 BUSINESS AND INDUSTRAL PSYCHOLOGY: 3 credits
This courseis a study of interpersonal relationsin the working environment, interpersonal communications,
and techniquesfor sdedion and supervision of personnd.

PHYSICAL THERAPIST ASSISTANT (PTA)

PTA 180MEDICAL TERMINOLOGY : 1 credit

Prerequisite: Admissionto program

This course is an introduction to the language of medicine with emphasis on its use in physicd theray.
Emphass is ontermindlogy of andomical systems, root forms, prefixes and suffixes, surgery,
symptomatology, psychiatric terms, ptarmaceuticaltermms, anestheticterms, and abbreviation.Upon
completion, students should be able to recogniz this taminology asit is ugd in physicd therapy (PT).

PTA 200 PT ISSUES ANDTRENDS: 2 credits

Prerequisite: Admissionto program

Thisis an introdudory courseto thetrendsand isswes in PT. Emphass are placed on areas such ashistory,
pradice issues, pgchosocial agecs of ill ness and cultural diversity. Upon completion, students shauld be
able to discuss trendsard issues releant to physicd thergpy. CORE.

PTA 201 PTA SEMINAR: 2 credits

Prerequisite: PTA 200

This courseis a continung study of issuesandtrendsin PT practice Emphass is placeal on issues sitch
as licensure, job skills, board exam review, practitionerdroles legal and ethical issues Upon completion,
students should have acuired necessayr skill s for transiton from students to practitioner. CORE.

PTA 202 PTA COMMUNICATION SKILLS: 2 credits

Prerequisite: Admissionto program

This course is the study of verbd and nonwerbd communicatian and documentatio in health care
Emplesis will be placedon terminology, forma, computer usage, reimbursement, interpersonal
communication, andlegal issues.Upon completion, gudents should be ade to discussand demondrate
communicaion methods for achieving effective interadion with pdients, families, the public, andother
hedth care providers.

PTA 220 FUNCTIONAL ANATOMY AND KINESIOLOGY: : 3 credits

Prerequisite: Admissionto program

This cour® is an in-depth, clinically orientedstudy of functional angomy. Emphasisis placedon the
musculaskeleta sysem, the nervous sysem, and study of human movement. Upon completion, students
should be able to identify specificanatanical structuresnd andyze humanmovements. CORE.

PTA 222 KINESIOLOGY AND THERAPEUTIC EXERCISE LABORATORY: 2 cradits
Prerequisite: Admissionto program

This laboratory couse alows for ahandson appredation of anatamical structuresand kinesiologicd
conceps as they relag to therapeirtic exercises Emphass includes muscle and joint function, testirg
applicationsand thergeutic exercise.Upon completion, sudents should be able to integrate cntent areas
into an understanding of normal human movement.

PTA 230 NEUROSCIENCE: 2 credits

Prerequisite: Admissionto program

This course providesan overview of the neuroanaomy of the CNS and PNSas it relates to the treament
necessy for paients with dysfundions of thesesystems. Emphass indudesthe structure and function of
the nervous system, neurophysiological concepts, human growth and devdopmert, and neurologic
dysfunctions. Upon completion, studerts should be able to identify and discuss specific anatomical
structures ard function of the nervous systen ard bast conceptsof human growth and developmentand
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identify neurological pahologies. CORE.

PTA 231 REHABILITA TION TECHNIQUES: 2 credts

Prerequisite: Admission to program and permission of the istru ctor

This course allows for handson apprecation of advancedrehabilitation techriques. Emplesisis placedon
orthopedc and reumlogic treament techniques therapeutic exercise procedures and analysis and
treament of pathdogic gait. Uponcompletion, students shauld be able to denongrate an understanding
of advanced rehailitation techniques apprariate to orthopedic and neurologic dysfunctions. CORE.

PTA 232 ORTHOPEDICSFOR PTA: 2 credits

Prerequisite: Admissionto program

This cours provides students with an overview of orthopedic conditions observed in physicd theray.

Emphass is on the dudy of orthopedic conditions, determinaion of appropriate physical therapy
intervention, and areview of related anatanical structures.Upon completion of the course students should

be able to discuss PT interventions for common oithopedic conditions.

PTA 240 PHYSICAL DISABILITIES I: 2 credits

Prerequisite: Admissionto program

This course presetts students with a body systems approach to the etiology, pahology, signgsymptoms,
and treament of conditions seen in PT. Emphass may include corditions most commonly treatel in
physicd thergpy. Upon completion, students shauld be able to disauss basic pahoogical processes
treatmet options, and prognoses of conditions studied. CORE.

PTA 241 PHYSICAL DISABILITIES II: 2 credits

Prerequisite: PTA 240

This course cortinues a body systems study of common PT pathologies. Emphass may indude
various neurological pathologies with additional focus on the needs of specid populations. Upon
completion, students shauld be able to discuss the PT intervention apprqriate to a variety of diagnoses.

PTA 250 THERAPEUTIC PROCEDURES I: 4 credits

Prerequisite: Admissionto program

This laboratory course provides hands-on introduction to the prindples and procedures of therapeutic
physical therapyintervention. Emphaskis onbasic patient care skill sand procedures utilized in physicd
thergpy. Upon completion, students stould be able to demondrate safe and effective ddivery of those
procadures with an in-depth understanding of the rationaldor each treatment. CORE.

PTA 251 THERAPEUTIC PROCEDURES II: 4 credits

Prerequisite: PTA 250 andpermission of instructor

This laboratory courseis a continued study of the principlesand proceduresof therapeutic PT intervention.
Emphass is on adwanced physical therapy interventions and procedures and ther rationale Upon
completion, students should be able to demonstraé safe and effective delivery with an in-depth
undersanding of each CORE.

PTA 260 CLINICAL EDUCATION I: 1 credit

Prerequisite: Admission to program and permission of instrator

This clinical experience is desgned to introduce the student to the practie of physicd thergoy through
interaction in the hedéth care environmert. The courseentails on-going communication betwee the clinical
instructor, students, ard course cardinaor. Upon completion, students should be able to safely and
effectively appgy proceduresand techriques previoudy attained in the classrom. CORE.

PTA 266 CLINICAL FIELD WORK I: 2 credits

Prerequisite: Admission to program and permission of instrator

This clinical class will provide an intensive and extended clinical interacton in the healh care
environment. The course @tails on-going communicaton between the clinica instructor, students, and
course coordinator. Students will safely and effectively apply procedues and technique previously attained
in theclassrom. CORE.

PTA 268 CLINICAL PRACTICUM: 5 credits
Prerequisite: Admission to program and permission of instrator

233



This clinical education experience allows the student to practice in the healh care environment, using
entry level skills attaned in previous classrom instruction. The course entails on-going
communicaion between the clinical instructor, gudents, and course coordinator. Upon completion,
students should be able to demongrate ertry level competencyin thoseskills necesary for functioning as
aphysica therapist assistantCORE.

PTA 293 DRECTED STUDY FOR PTA: 1 credit

Prerequisite: Admissionto program per mission of instructor

This course is designed to increag the opportunity for exploring, reading, and reporting on spedfic topics
related to the field of physical therapy.Emptesis is placedon the development of knowledgein an area
of interestto students. Students should be able to mee the djectives of the course as approved by the
instrudor.

READING (RDG)

RDG 083 DEVELOPMENTAL R EADING I: 3credits
This courseis desgned to assist stucents whos placemen teg scores indicake seriows difficulty with
decoding skills, comprehension, vocabulary, and study skills.

RDG 084 CEVELOPMENTAL R EADING IlI: 3credits

Prerequisite: RDG 083 or equivalent placementscore

This courseis desgned to assist stucents whose placemen ted scores indicae seriows difficulty with
decoding skills, comprehension, vocabulary, and study skills.

RDG 114 CRITICAL R EADING FOR COLLEGE: 3 credits

Prerequisite: Collegetest score placemert or permission of instructor

This course is designed to enhance critical reading skills. Topics include vocalulary enrichment,
reading flexibility, metamgritive stratgjies and advanced comprehenson skills, including analysis and
evaluation. Upon completion, students stould be able to demondrate comprehenson and respond effedively
to mateial acrosgdisdplines.

RELIGIO N (REL)

REL 120 LI FE AND TEACHINGS OF JESUS: 3 aedits

This cours is a study of the teaching of Jesus asrecordedin the Gospels, covering an examination of
major events in his life in light of modern Biblical and hstorical scholarship. Students should have
knowledge of JesusOlife and the application of his teaclings to modernlife. Emphasisin the course is
given to the readingand interpretation of the Gospels and on other ancientand modernsourcematerial.

REL 151 SURVEY OF THE OLD TESTAMEN T: 3 credits

This course is an introduction to the content of the Old Tegsament with emphasis on its historical content
and contemporary theological and cultura significance. Students will gain an understarding of the
significance of the Old Testament writings upon completion of this course.

REL 152 SURVEY OF THE NEW TESTAMENT: 3 cedits

This courseis a survey of books of the New Tedamentwith spedal attention focused on the historical
and geogrgphical setting. The student will gain an understarding of the books of the New Testiment basel
on cultural ard historical events.

SOCIOLOGY (SOC)

SOC 200INTRODUCTION TO S OCIOLOGY: 3 credits
This courseis anintroduction to vocabulary, conces, and theory of sociological perspectivesof
human kehavor.

SOC 208INTRODUCTION TO CRIMINOLOGY: 3 credits

Prerequisite: SOC 200

This course delvesinto the nature and extent of crime in the United States,aswell ascriminal ddinquent
behavior and theories of causatn. The study includes criminal peronalities, principles of prevention,
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control, and treament.

SOC 209 JUVENILE DELINQUENCY: 3 credits

Prerequisite: SOC 200

This course examines the causs of delinquency. It also reviews program prevention ard control of
juvenile delinquency as wel astherole of the courts.

SOC 210SOCIAL PROBLEM S: 3 credits

Prerequisite: SOC 200

This courseexaminesthe sacial and cultural aspectsinfluences,inciderces,and characteristis of curren
socid problemsin light of sociologicd theory and reseath.

SOC 247 MARRIAGE AND THE FAMILY: 3 credits

Prerequisite: SOC 200

This course is a study of family structures and families in a modem society. It covers preparaton for
marriage, as well assodologicd, psychdogcd, biologicd, and finandal factors relevant to successin
marriage and family life.

SPEECH COMMUNICATIO N (SPH)

SPH106 FUNDAMENTALS OFORAL COMMUNICATI ON: 3 credits

This is a pefformance course that indudes the principles of human communicaion: intrapesond,
interpersond, and pblic. It surveys curent communicaion theory and provides pradical application.
CORE - Areall.

SPH 107 FUNDAMENTALS OF PUBLIC SPEAKING: 3 credits
This course explores principles of audience and environment analyss as well as the adud planning,
rehearsng, and preenting of formal speecheto specificaudences Historicd foundationscommunication
theoriesamds t u d e n tmange ape empHasizedCORE - Areall.

THEATER ARTS(THR)

THR 113,114, 115 THEATER WORKSHORP I, I, 111: 2 creditseach

This is the first in a six-course sequence which provides pradical experiencein the produdion and
performance of a diamatic presentation with assgnments in scenery, lighting, props, chareography, sourd,
costumes make-up, publicity, and that are reflected in them. Upon completion ard in written compostions,
students will be able to interpre the aeshetic and thematic agpect of thee works, relae the works to
their historicd and literary contexts, and understand relevantcriticism and research.

235



TECHNICAL SCHOOL COURSE DESCRIPTIONS

For technical coursedesciptions, credit hours are indicated first; then total contad hours then contad
hours are classified (in paenthesis) in this order:theory, experimental 21 |ab, manipulative 3:1 lab.

AUTOMOTIVE BODY REPAIR (ABR)

ABR 111 NON-STRUCTURAL REPAIR: 3 credits, 6 hours (2-3)
Students are introduced to basic prindples of non-structural repars. Topics indude shop safety,
identificaion, and use of hard/power tools, panel prepaation, shed metd repairs and materials CORE.

ABR 114 NON-STRUCTURAL PANEL REPLACEMENT: 3 credits, 6 hours(1-2-3)
Students areintroduced to basic prindplesof non-structural panelregacemert. Topicsindude
redacenment andalignment ofbolt-on panels, full and pattial panelrepacement procedures,and
attachment methods. CORE.

ABR 122 SURFACE PREPARATI ON: 3 credits, 6 hours (1-2-3)
This courseintroduces tudents to methods of surface preparaion for velicular refinishing. Topicsindude
sanding techriques, metal treatment, sdedion of undercoas, and proper masking procedures.CORE.

ABR 123 PAINT APPLICATION AND EQUIPMENT: 3 credits, éhours (12-3)

This course introducesstudents to methods of pant applicaion and equipment usedfor vehicuar
refinishing. Topicsindudespraygunand relatedequipmentuse,pant mixing, matching, and apdying the
finaltopcoa. CORE.

ABR 151 SAFETY AND ENVIRONMENTAL PRACTICES: 3 credits, 6 hours (2-3)
This course is designed to instruct the student in sake work practices Topics include OSHA
requirements, right-to-know laws, EPA regulations, and stat and locd laws CORE.

ABR 154 AUTOMOTIVE GLASS AND TRIM: 3 credits, 6 hours {2-3)

This courseis a study of auomotive glassand trim. Emphass is placed on removd and replacament of
strudural glass and nonstructuralglassandautotrim. Upon completion, studentsshoud be ableto remove
andreplaceautamotive trim andglass CORE.

ABR 156 AUTOMOT IVE CUTTING AND WELD ING: 3 credits, 6 hours (1-2-3)

Stucknts are introduced to the various automotive cutting and welding processesEmpheasis is placal on
safety, plagna arc, oxy-acetylem cutting, resisance type spd welding and Metd Inert Gas (MIG) welding.
Upon completion, stucents shoud beable to safdy perform automotive cutting and welding procedures
CORE.

ABR 157 AUTOMOT IVE PLASTIC REPAIRS: 3 credits 6 hours (1-2-3)

This course provides instruction in automotive plastic repairs Topics includeplastic welding (both hot ard
chemical), use of flexible repar fillers, primers and paint additives identification of types of plastics and
detemining the corred repair procedures for each Upon completion, studentsshould be able to identify
and repair correctly the different types of automotive gastics.

ABR 213AUTOMOT IVE STRUCTURAL ANAL YSIS: 3 credits, 6 hours (1-2-3)
Students lean methodsof determining structural misaignment. Topicsindude methods of inspedion,
typesof measumg equpmert, daa shees, and identifying typesof structural damages.CORE.

ABR 214 AUTOMOT IVE STRUCTURAL REPAIR: 3 credits, 6 hours (1-2-3)

This ourseprovidesingructionin the corredion of structural damage. Topicsincludetypesand useof
alignment eqipment, archoring and pulling methods, and repar/replacement of structural componerts.
CORE.

ABR 223 AUTOMOTIVE MECHANICAL COMPONENTS: 3 credits, 6 hours (£2-3)
This courseprovidesinstrudion in collisionrelatel mechanich repairs Emphass is placedon

236



diagnosisand repairs to drivetrains, seering/suspenson componerts and variousother mechaircal repars.
CORE.

ABR 224 AUTOMOTIVE ELECTRICAL COMPON ENTS: 3 credits, 6 hours ¢2-3)

This course provides instruction in collision related electrica repairs Topics include basic DC theory,
types of diagnostic equpment, drcuit protedion, wire repar, use of wiring diagrans, arbag modues,and
impact sensa CORE.

ABR 255 STEERING AND SUSFENSION: 3 credits, 6 hours (1-2-3)

This course introduces students to the various types of sugpenson and steeiing systems usedin the
auomotive indugry. Emphasisis placed on system componens, suspension angles, and effects of
body/frame alignment on thesecomporents ard angles CORE.

ABR 258 HEATI NG AND A/C IN COLLISION REPAIR: 3 credits, 6 hours (1-2-3)

This course is a study of automotive air conditioning, heatng, and codling systems. Topicsindude
auomotive air conditioning, heaing, and cooling theory, componentrepdacement and syssemsenices.
CORE.

ABR 261 RESTRAINT SYSTEMS: 3 credits 6 hours (1-2-3)

Both the function and desgn of various regraints and passive redraints systems, induding seatbdts, seat
bdt tendoners and airbags will be discussel. Topics include airbag modules and impad sensors for both
front and side airbag sysems. Students lean about usng service manuds, flow charts, and wiring
diagrans during the diagnoss and repair processCORE.

ABR 265PAINT DEFECTS AND FINAL REPAIR: 3 credits, 6 hours (1-2-3)
This cour introduces studens to methodsof identifying paint defects, causes, cures, and final detailing.
Studkntslearnto trouble shoot and correctpant imperfedions. CORE

ABR 181-2, 2813 SPECIAL TOPICS IN ABR: 1-3 credits

Prerequisite: Permission of instructor

Thesecoursesare guided independent study in spedal projects to give studerts additiond training in
a specifc areaselecté by the instructor Emphass is placedon individual s t u d eeedsts finprove
or expand skills. Upon coursecompletion, students should be able to demongrate skill s to med specific
needs.

AIR CONDITIONING/REFRIGERATION TECHNOLOGY (ACR)

ACR 111 REFRIGERATION PRINCIPLES: 3 credits, 6 hours (1-2-3)

This course emphaszes the fundamertal princples for air conditioning and refrigeration. Ingruction is
provided in thetheory and principles of refrigerdion and heattransfer, HYACR system comporents,
common and spedalty tools for HVACR, and apgdicaion of the concepts of basic compresson
refrigeration. Upon completion, studerts should identify system componens and understard ther
fundions, identify and use common and specialty HVACR todls, and maintain canporents of a besic
compresson refrigeration s/stem. CORE.

ACR 112 HVACR SERVICE PROCEDURES: 3 credits, 6 hours(1-2-3)

This course covers system peformance checks and refrigerant cycle diagnoss. Emphass is placed on the
useof refrigerant reovery/recycle units, indugry codes,refrigerant coil s, and correct methodsof charging
and recovering refrigerants. Upon campletion, students should be able to propedy recover/recycle
refrigerants and demonstrate safe, correct service procedures,which camply with the no-venting laws.

ACR 113REFRIGERATION PIPING PRACTICES: 3 credits, 6 hours(1-2-3)

Prerequisite: ACR121,122 and 123 or grmission of instructor

This course introducesstudents to the proper ingallation procedures of refrigerant piping and tubing
for the heding, ventilation air conditionirg, ard refrigeraton industry This course includes various
methodsof working with andjoining tubing. Upon completion, studerts should compretend related
terminology and be able to fabricae pipe, tubing, and pipsfitti ngs.CORE.
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ACR 119 FUNDAMENTALS OF GAS HEATING SYSTEMS: 3 credits, 6 hours (2-3)

Prerequisite: ACR121, 122 and123 or permissionof instructor

This course provides instrudion on gerera servie ard installation for common gas furnace system
comporents. Upon completion, students will be able to instal and servie gas furnaces in awide range of
applications.

ACR 120 FUNDAMENTALS OF ELECTRIC HEATING SYSTEMS: 3 credits, 6hours (12-3)

This coursecovers the fundamentalsof electric furnace systems. Emphasisis placed on comporents,
general service proedures,and basicinstallation. Upon completion, studens shoutl be able to instal ard
service electric furnaces, heatpumps,and solar and hydronics gstems.

ACR 121 PRINCIPLES OF ELECTRICITY FOR HVACR: 3 credits, 6 hours ¢2-3)

This course is designed to provide students with the basic knowledg of electrica theowy ard circuitry as
it pertains to air conditioning and refrigeration. This course emphaszes safdy, definitions, symbals,
laws, circuits, and eledrical testingruments. Upon completion, students should understand and beale to
apply thebasic prindplesof HVACR circuits andcircuit components CORE.

ACR 122 HVACR ELECTRICAL CIRCUITS: 3 credits, 6 hours (2-3)

This cours introduces students to eledrical circuits ard diagrans. Electricd symbols and basc wiring
diagrams are constructed in this course Upon completion, students shaild understard standard wiring
diagrams andsymbals and be able to congruct varioustypes of electrica circuits. CORE.

ACR 123 HVACR ELECTRICAL COMPONENTS: 3 credits, 6 hours (2-3)

This cours introduces students to electrical componentsand controls. Emphasis is placel on the
operatiors of motors,relays, cortadors, starters, and other HVAC cortrols. Upon completion, students
should be able to ingall eledrical canporents and determinetheir proper operation. CORE.

ACR 132 RESIDENT IAL AIR CONDIT IONING: 3 credits, 5 hours (1-4-0)

Prerequisites: ACR111, 112, 121, 122,23 orpermission of instructor

This course introduces students to resdential air corditioning systans. Emphasisis placed on the
operation, service, and rgoair of regdential air conditioning systems. Upon completion, students will be
able to sewice ard repair resdentid air conditioning sysems.

ACR 134ICE MACHIN ES: 3 credits, 5 hours(1-4-0)

Prerequisites: ACR111, 112, 121, 122123 orpermission of instructor

This course introduces students to ice machine types ard their operation, emphasizing function,
installation, maintenance, and troubleshating. Upon completion, students will be able to perform
installation and maintenance procedures.

ACR 147 REFRIGERANT TRANSITI ON AND RECOVERY THEORY: 3 credits, 3 hours(3-0-0)
This couse is EPA-appoved and covers materid relaing to the requirements necessaryfor typell, I,
and Il universalcertification. Upon completion, students shauld be prepared to take the EPA 608
Certification Examination.

ACR 148HEAT PUMP SYSTEMS I: 3 credits, 5 hours (1-4-0)

Prerequisitess ACR111, 112, 121, 122,23 orpermission ofinstructor

Instruction receved in this course centers arowund the basc theoryand application of heatpump systems
and componerts. Upon completion, students will be able to instal and sevice hea pumpsin awide variety
of applications.

ACR 149HEAT PUMP SYSTEMS II: 3 credits, 5 hours (1-4-0)

Prerequisitess ACR111, 112, 121, 122123 orpermission of instructor

This courseis a cortinudion of the basc theory and apgications of heatpump systems. Topics
include the electricalcomporents of heatpumpsand their function. Upon completion, studerts should be
ableto ingall and service heatpumps.
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ACR 150 BASIC SHEET METAL PROCESSES:3 credits, 5 hourgl-2-3)

This course providesingruction in sheetmetd handprocessesTopicsindude the useof berch tools and
hand brake with an enphass on bending, heaing, and notching. The coursealsoindudesthe prindplesof
layout and design.

ACR 181-2 SPECIAL TOPICS IN ACR: 1 - 3 credits

Prerequisite: Permission of instrictor

Thesecoursesprovide spedalized ingruction in various areasrelated to the air conditioning and
refrigeration industry. Emphasis is facedonmeetng guden t sdls. n e

ACR 203COMM ERCIAL REFRIGERATION: 3 credits, 6 hours(1-2-3)

Prerequisites: ACR 111, 112, 121, 122,23 or pe& mission of instru ctor

This course focuses on commercial refrigeration systems. Emphasis is placed on evaporators, condensers,
compressorgxpansion devices, special refrigeration components, and application of refrigeration systems.
Upon completion, stuadhs should be able to service and repair commercial refrigeration systems.

ACR 209 COMM ERCIAL AIR CONDITIO NING: 3 credts, 6 hours (1-2-3)

Prerequisite: ACR 111, 112, 121, 122, 123 permission of instructor

This cours focuses on sewicing and maintaining commercia and residentih HVACR sysems. Topics
include sysem comporent installation and removal and servicetechniques Upon course
completion studentsshouldbeableto troubleshoot and perform generamaintenanceon commerdal
and residential HVACR systems.

ACR 210 TROUBLESHOOTING HVACR Systems: 3 credits, 5 hours ¢2-3)

Prerequisite ACR 111, 112, 121, 122,23 orpermission of instructor

This courseprovidesingruction in the use of various metersand gaugesused in the HVACR indugtry.
Emphass is placed on general service procedures, system diaghoses and corrective measues,
methods of leak detection, and system

evacu#on, chargng, and performancechecks. Upon completion, students should be able to perform basc
troubleshooting of HYACR.

AUTOMOTIV E MECHANIC S (AUM)

AUM 101 FUNDAMENTALS OF AUTOMOTIVE T ECHNOLOGY: 3 credits, 6 hour§l-2-3)

This courseprovidesa study of safay rules and proceduresbasedon OSHA standards. Topicsindudethe
use of shop tools and equipment, measuing devices, preventive maintenarce, light duty senice
procedures, and the use of shop manuds. Upon completion, students should be able to usebasc todls and
equipment safdy and in observanceof OSHA standads. CORE.

AUM 110 ELECTRICAL AND ELECTRONIC SYSTEMS I: 3 credts, 6 hours (£-3).
This is an introductoy course in automotive electricd ard electonic sysems. Emphasis is placed on
troubleshooting andrepair of systens, subs/stemsand components. CORE.

AUM 121 BRAKING SYSTEMS: 3 credits5 hours (14-0)
This course provides instruction in automotive technology. Emphask is placed on the practicd
application of brakes. CORE.

AUM 122 SUSPENSION AND STEERING:3 credits, Shours (14-0)
This courseprovidesinstruction in auomotive techndogy. Emphasisis placedon the practica application
of steering and suspenson.

AUM 124 ENGINE REPAIR I: 3 crdlits, 6 hours (1-2-3)

This courseprovides ingruction in the operationdesign, and repaof automotive engine. Emphasis is
placedon wderstanding the four-stroke cycle, intake and exhaug manifolds and related parts, engine
mechaiical timing componerts, engine cooling ard lubrication system principles and repairs and bast fuel

and ignition operation. CORE.
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AUM 130DRIVE T RAIN AND AXLES: 3 credits, 5 hours (1-4-0)

This cours provides bast instructian in automotive drive trainsand axles. Emphasisis placedon the
understandingandapplication of bast intemal and extemal operatonrelating to proper operation and
drivability . CORE.

AUM 133MOTOR VEHICLE AIR CONDITI ONING: 3 credits, 6 hours (1-2-3)

This course provides basc instruction in theory, operaion, and repar of auomotive heating and air
conditioning systems. BEmphasisis placed on the understandingand repair of vehide air conditioning
and heating sysems, including but not limited to, d@r management, dedrical and vacuum cortrols,
refrigerantrecovery, and componentrepacemert.

AUM 210 ELECTRICAL /ELECTRONIC SYSTEMS II: 3 credits, 6hours (12-3)
This courseprovidesingruction in advanced automotive dledrical andeledronic systems. Emphassis
placed on advanad troubleshooting and repair of eledrical systems, subgstems, and components. CORE.

AUM 220ENGINE REPAIR 11: 3 credits, 6 hours (1-2-3)

This course provides in-degth indruction concerning internal engine diaghods, overhaul and reparr,
induding, but notnecesarily limited to, the repla@ment of timing chains belts, andgears, aswell asthe
replacenentor reconditionng of valvetrain componentsandreplacenentof pistors, conrecting rods, piston
rings, beaings, lubricationsystem omporents,gaskets and oil seals.

AUM 224 MANUAL TRANSMISSIONS: 3 credits, 5 hours (1-4-0)
This coursecoversbasicinstruction in manual trangnissionsandtransxles. Emphasisis placedon the

understandingandapplication of basic intemal and extemal operaton relating to proper operaton and
drivability.

AUM 230 AUTOMATIC TRANSMISSIONS: 3 credits, 6 hours {2-3)

This courseprovidesbasicinstructionin auomatic transmissionsnd transxles. Emphasisis placedon the
comprehension ofprindples and powerflow of automatic transmissons and reparing or regadng
internal and extemal comporents. CORE.

AUM 239 ENGINE PERFORMANCE I: 3 credits, 6 hours (1-2-3)

This course provides basc instiuction in ergine performance with emphass on fuel ard ignition sydems
relating to engine ogeration. CORE.

AUM 244 ENGINE PERFORMANCE II: 3 credits, 6 hours (1-2-3)

This course providesadvanced instructon in engine performanc&mphasisis placedon engne
management andcomputer controls of ignition, fuel, and emissionssygems relating to engine performance
and drivability . CORE.

AUM 246 AUTOMOT IVE EMISSIONS: 3 credits, 6 hours ¢2-3)
This is an introductoy cour® in automotive emission sysems. Emphasisis placedon trouble
shooting and repair of systems, subgstems, andcomponerts.

AUM 192, AUM 291 CO-OP: 1 to 3 credits

Prerequisite: Permission of instrictor

Thes course constitute a series wheren students work on a parttime bass in a job directly
related to automotive mechairics. In thesecourses, the employer evduaes the students productivity, and
the students submit a desciptive report of his or her work experiences Upon completion, students will
demonstrak skill sleamed in an employment setting.

AUM 247 DYNAMIC TESTING: 3 credits, 6 hours ¢2-3)

Prerequisitee AUM 111,AUM 211or permission of instructor

This cour® includes a study ard practica useof advanced diagnostictools and equipment.Emphasisis
placedon the use of Tech I, OTC Enhanced 4000, and the use of bresout boxes. Upon completion,
students should be alde to perform advanced testing ard repair on thelateg microprocessors.

AUM 181-281 SpecialTopics: 1 - 3 credits

Prerequisite: Permission of instructor
This cours is designed to allow students to specialize in a patticular areaof study with minimum
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ingruction in auomotive mechanis application and with evduationat thei n s t r discrétionrEgghasis
is placedon a topic/projed that studentsare intereste in and may include ary areaof auomotive
mechaiics. Upon completion, studerts should be alde to work with minimum instruction ard exeaute the
necessartecmiques to finish an authentic work project.

BARBERING AND HAIR STYLING (BAR)

BAR 1100RIENTATI ON TO BARBERING: 3 credits, 3 hours (3-0-0)

This courseprovidesan orientation to professonal barber-styling. Topics indude profes$onal image,
fundamentals, and the history of barber-styling. Upon completion, sudents should be able to idertify the
core concepts of the professon.

BAR 111 SCIENCE OF BARBERING: 3 credits, 6 hours (1-2-3)

This courseintroducesstudents to the basic sdenceof barber-styling. Topicsindude anaomy/physiology,
disorders and treamments of the skin, scdp and har, and theory of facial and scdp massage. Upon
completion, student should befamiliar with the anaomicd structues aswell as thedisordersandtreatments
of the skn, sc#p, and har.

BAR 112 BACTERIOLOGY AND SANITATION: 3 credits, 3 hours (8-0)

This course provides the theory of bacterblogy and sanitation. Topics include the types of bactera arnd
sanitation procedures Upon completion, students shauld beable to identify types of bactera ard methods of
sanitation.

BAR 113 BARBER-STYLING LABORATORY: 3 credits, 9 hourf-0-9)

This cours provides practica application of barberstyling fundamnentals.Emphasis is placedon the care
of implements, shapodng and hdrcutting. Upon campletion, stuénts shold be able to car for
implemens properly and deonstite the basic techniques sifampoadng andhaircutting with only minimal

supervision.

BAR 114 ADVANCED BARBER-STYLING LABORATORY: 3 credits, 9 hourf-0-9)

This courseprovides students with practcal experiencein haircutting and facial massage.Emphasisis
placedon hands-on exgerience. Upon completion, students should be able to demondrate on a model
the correct procedures for a fadal massage iad basic harcut.

BAR 120 PROPERTIES OF CHEMISTRY: 3 credits,3 hours (30-0)

This course provides students with a bast knowledge of chemicals usal in barberstyling. Topics
include the changes produced in the har and skin through exposure to chemicals, electricity, and specid
light spectrurs. Upon completion, students should understand the properuseof implements andchemicds
to treathair and skin.

BAR 121 CHEMI CAL HAIR PROCESSING: 3 credits, 9 hours (0-0-9)

This course provides studerts with knowledge and hands-on expelience usng chemicals to ater the
apperanceof har. Emphasisis placedon the use of chamicals to relax, wave, and soft curl the hair.
Upon completion, stucents shoutl be canpetert intheuse of chamicalsto prodiwce desred structurechanges
to the har.

BAR 122HAIR COLORING CHEM ISTRY: 3 credits, 3 hours (3-0-0)

This courseprovidesstuderts with a basc knowledge of har cdor dteration. Topics indude temporaty,
sami-pemanert, and permanen changesUpon completion, studens shout be able to identify and explan
the procedures for eachclassificaton of hair color alteraton.

BAR 124HAIR COLORING METHODOLOGY LABORATORY: 3 credits, 9 hours (0-0-9)

This course provides students an opportunity for pradical applicaion of all classfications of chemical
hair coloring and procesing producs in a supervied environment. Emphasisis placedon experence in
all classificatiors of hair coloring and processiigy procedures Upon completion, students will demonstrate
proficiency in classifying hair and corred use of har coloring procedures.

BAR 130MARKETI NG AND BUSINESS MANAGEMENT: 3 credits 3 hours (3-0-0)
This courseprovides studens with marketing and management skills that are essentialfor successful
salonmanagementTopics include first aid, job search bookkeegping, selling techniques, shop floor plans,
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shop location, ard legal regulations. Uponcompletion, sudents should be awareof marketingand busness
management requirements for asuccesful salon.

BAR 132HAIR STYLI NG AND DESIGN: 3 credits, 3 hours (3-0-0)

This courseintroducesstudents to the art of har style anddesgn. Topicsindudethe sdedion of stylesto
creae a mood or complement facid features as well as hair replacenert and hair pieces. Upon
completion, students should know the pindplesof style anddesgn.

BAR 133HAIR STYLI NG AND MANAGEMENT LABORATORY: 3 credits, 9 hours (0-0-9)

This courseincludesharr styling and management procedue. Emphass is placed on styling, management,
marketing, andlegal regulations. Upon completion, students should be able to integrate a variety of
skills and be realy to begin an intemship in asabn setting.

BAR 140 PRACTICUM: 2 credits, 10 hours(0-0-10)

This course provides the student an opportunity to combine knowledye and skill covering all agpects of
barber-styling in a professiona settirg or schod lab with minimal supenision. Emphass is placel on
utilization of the knowledge and

technical skill covered in the barbering-styling curriculum. Upon completion, student should be able
to function in a prokssional stting with minimd assistance.

BAR 141 PRACTICUM: 2 credits, 10 hours(0-0-10)

This course provides students an additional opportunity to combine knowledge and skill covering all
agect of bater- styling in a professionhsettirg or schod lab with minimal supervision Emphass is
placal on utilization of the knowledge adtechical skill scovered in thebarberingstyling curriculum. Upon
completion, students should be able to function in a pofesgonal setting as aproductive enployee or
manager.

CIVIL ENGINEERING TECHNOLOGY (CET)

CET 101INTRODUCTION TO ENGINEERING TECHNOLOGY: 3 credits, 3 hour$3-0-0)

This course introduces students to vocabulary and math used in engineeing technology. Topics
include engineering teminology and technical mathematics asit apgdies to engineering technology. Upon
completion, students should be able to solve problems in engneering technology and use engineeing
technology terminology.

CET 111 FUNDAMENTALS OF SURVEYING: 3 credts, 5 hours (#4-0)

This cours introduces the theory and pradice of plane surveyingand presentsthe basics associatedvith
measuringanglesard distancs. Topics include care ard use of instruments taping, differential ard
profile leveling, transit, stadia, and trasit-tape surwveys Upon completion, students will be able to
apply the theory and practie of plane surveying to detemine boundxries areas and volumes of land
measirements.

CET 112 INTERMEDIATE SURVEYING: 3 credits, 4 hours (2-2-0)

Prerequisite: CET 111 or permissionof instructor

This courseis a cortinuaion of CET 111 with an emphass on route surveying. Topics indude desgn
and layout of horizontal ard verticd curves super elevation, and site distances Upon completion, students
will be able to design and layout roadways.

CET 121 ENGINEERING MAT ERIALS: 3 credits, 3 hour$3-0-0)

This course introduces students to the apgdicaions and charaderistics of mateaials commonly usedin
engneering design. Topics include wood, stee] concrete and asghalt. Upon completion, students will
be able to identify and explain thecharactristics ard uses of the various buil ding materiak and complete
basic design or inspection of these materials.

CET 131HIGHWAY DESIGN AND CONSTRUCTION: 3 credits, 3 hours ¢8-0)

This course preserg an ovewiew of street and highway desgn from conapt to congruction. Topics
indude highway ganning, financing, desgn, and condruction as well as driver, vehicle, and traffic
charaderistics, highway capadty, sight dstances desgn of cross secton and grade line, ard drainage. Upon
completion, studenswil | beableto deteminethebest and most eaconomical highway routes and construction.
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CET 181 SPECIAL TOPICSIN CIVI L ENGINEERING TECHNOLOGY : (1to 3 credits)
Prerequisite: Advisor approval

This courseprovidesspecializedinstructionin various areasrelatedto civil engneeing technology.
Emphasisis placedon meding dudentsd  edse

CET 213TOPOGRAPHICAL SURVEYING AND DRAWIN G: 3 credits, 5 hours (4-0)

This cours introduces students to the application of surveying and drafting principles to accurate)
depid a section of terrain with respectto elevatons, distance, and contour lines. Topics indude cross
sedions, contour lines,and stada. Upon completion, students will be able to complete a topogphic suvey
of a pieceof property anddraw a contourmap of the gopetty.

CET 214HYDRAULICS: 3 credits, 3 hours (8-0)

This course introducesfluid mechaics with primary emptasis on water and sewer. Topics indude
water at reg, open chamel flow, and head losses in piping sysems. Upon completion, studeats will be
able to dedgn a sanitary sewe and stormwater ystem.

CET 215 STATICS: 3 credits, 3 hours (8-0)

Prerequisite: CET 101 or permissionof instructor

This couse is an overview of the principles of mechanicsstatics whereby the externd and intemal forces
actingon a body may be analyzed and their effeds ascertaied. Topicssuch ascoplarar and non-coplanar
sysems, paralld and non-parallel, and concurrent and non-concurrent forces will be examined. Upon
completion, students will be able to analyze simple to moderatey complex structure arnd to determire the
effeds of theseforces onthe membersof various systems.

CET 216 ADVANCED SURVEYING: 3 credits, 6 hours (0-6-0)

Prerequisite: CET 111and CET 112or permission of instructor

This course presaits some of the more complex principles and practices now used in surveying of high
precision civil engneeing projeds. Topics indude Alabama law as applied to moden suveying,
minimum techncal standads, use of electionic surveying equipment, ard Globa Positioning Sysems
(GPS) Upon completion of the course students shauld be able to complete a survey usng minimum
technical sétndardsto 1:10,0® accuracy.

CET 217 STRENGTH OF MAT ERIALS: 3 credits, 3 hour$3-0-0)

Prerequisite: CET 215o0r permissionof instructor

This course preserd a look at the techniques used in the andysis and design of structurd elements in
sysems with aview toward equipping studerts to sdect strudurd members that are safe and ecanomicd.
Topics indude the study of stressstran curves materid properties and uses ard both bolted and
welded connections. Upon completion of this course, students should be able to design simple to
moderaely complex structural members.

CET 218 STRUCTURAL ANALYSIS: 3 credits,3 hours (3-0-0)

Prerequisite: CET 215or instructor approval

This course introduces students to several methods of analysis of structural systems. Topics indude
tensdon members, beans, columns, baseplates,and connetion. Upon completion, student should be
able to analyz and desgn simple structurasysems.

CET 219SOILS AND FOUNDATION DESIGN : 3 credits, 6 hours (66-0)

This course introduces the student to the study of soil mechanics as it relates to foundaton desgn and
other ergineaing applications Topics include soi classifcation siewe analysis compaction atterbeg
limits, and peroolation. Upon completion, gudents should be able to classify various soil s, test for physical
propetties, anddesign a shall ow foundaion.

CET 220 COST ESTIMATING: 3 credits, 5 hours (4-0)

This course covers materid ard quantity estmating for congruction projecs along with bidding. Topics
include eath work, concree, lumber, sted, unit pricebid, lump sumbid, bonding, usng computer software
in egimating, overhead and profit. Upon completion, guderts should beabeto estimate and bid congtruction
projeds.

243



CET 221 CONSTRUCTION EQUIPM ENT: 3 credits, 5 hours ¢4-0)

This course is a study in the use and economics of various types of construction equipmert. Topics
indude owning and operating cods, rertal rates, appli cation, produdion maintenance, and equipmentsafey.
Upon completion, studerts should beable to evduae the mosteconomical andefficientusesof congruction
equpmert.

CET 222 RESIDENT IAL LAND DEVELOPMENT: 3 credits, 5 hours (4-0)

This course is an overview of engineeing prindples concaning various typesof land development for
resdential use.Topics include single family, garden home, and multi-famiy developmet maste
planning. Upon completion of this course students will be able to design various types of resdential
developments.

CET 223 SITE PLANNING AND DEVELOPMEN T: 3 credits, 5 hours (4-0)

This murseis anoverview of the engineeiing prindplesof site giading and developmert. Topicsindude
building orientation, parking, traffic flow, drainage, site gradng, and earthwork. Upon completion of this
course, students will be albe to desgna steto indude gradng, drainage, parking, andbuilding orientation.

CET 232HIGHWAY DESIGN AND CONSTRUCTION II: 3 credits, 5 hour§l1-4-0)

Prerequisite: CET 131

This courseis a cortinuaion of CET 131 with an emphass on condruction plan developmert. Topics
are alignment, drainage, and sanitary sewe desgn performed on a PC. Upon completion of this course
students will design ard develop a setof congruction plans thatindude roadway, drainage, and sanitary
sewer improvanens.

CET 281SPECIAL TOPICS IN CIVIL ENGINEERING TECHNOLOGY: (1to 3credits)
Prerequisite: Adviser approval

This course provides specialized instruction in various areas relatad to civil engneeing technology
Emphass is placed on neding sudentsd edse

CET 284 COOPERATIVE EDUCATION: 1 - 3 credits

Prerequisite: Permission of instrictor

This course is desigied to provide paid cooperatve work experience directly relatel to the civil
engineerirg techrology field. The average hours worked ead week will detemine the number of credit
hours allowed. Grades are basel on the succesful completionof the work experience as judged by the
stucentsdwork supervisor, and thefaculty coordnator.

COMMERCIA L FOOD SERVICE (CFS)

CFS 101 ORIENTATI ON TO THE FOOD SERVICE INDUSTRY: 1 credit, 1 hour (1-0-0)

This course is an introduction to the food sewice indugry and employment opportunities This course
focuses on the dfferent types of food sewicehospitality outlets Upon completion of this course
students will be knowledgeable of business ard caree opportunities within thefood sewice industry.

CFS 102 CATERING: 2 credits, 2 hours (2-0-0)

This courseincludeshetheoryandpractice of operating a caterirg businessTopicsincludefood production
and maagement related to caterng and other specid sewices Upon completion, students will have a
working knowledge of the prinéplesinvolved in operating a caténg busnes.

CFS110BASIC FOOD PREPARATI ON: 3 credits, 5 hours (2-0-3)

Prerequisite: CFS 101, 111, 114

This course introduces the fundamental concepts, skills, ard techniques involved in bastc cookery. Topics
include sciantific principles of food preparation and the relaionship of food compostion and structure to
food preparaton. Students will develop competencies in food preparatian as it relates to the food sewice
industry.

CFS 111 FOUNDATI ONSIN NUTRITI ON: 3 credits, 3 hours (3-0-0)
This course focuseson nutrition and meal planring in relation to the food preparation industry. Topics
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include the scienceof food ard nutrition, essetial nutrients and their relaion to the growth, maintenance
ard functioning of the body, nuritional requirements of different age levels and ecoromic and cultural
influences on food selecton. Upon completion of this course students will be able to apply the kesic
principles of med planning.

CFS 112 SANITATION, SAFETY AND FOOD SERVICE: 2 credits, 2 hours (2-0)

This courseintroducesthe basc prindplesof sanitation and safety to food handling induding purchasng,
storing, preparing, and sewing. Topics include the sciantifi ¢ principles of food sanitation, food spoilage,
food-borne diseasepersonal hedth and hygiere, and the sanitary careof the physical plantandequipmert.
Upon completion of this course, students will be able to demongrate an understanling of sanitation and
safey procedures related to H.A.C.C.P. requlationsand the implementatia of H.A.C.C.P. systens.

CFS114MEAL MANAGEMENT: 3 credits, 5 hours (2-0-3)

Prerequisites: CFS 101, 110, 111, 112

This course covers the prindples of meal managenent. Topics indude menu planning, food sdedion,
redpe sandardization, food prepardion, and meal senice for all phasesof food savice. Upon completion
of this course, students will be able to apply efficient work habits, sanitation, and safey in thekitchen.

CFS115 ADVANCED FOOD PREPARATION: 3 credts, 5 hours (2-3)

Prerequisites: CFS 1Q, 110, 111112, 114

In this course, stucents apply food preparaton and meal managment skills in all areas of food service.
Emphass is placedon management and techmical skills needed to operat a restaurant. Upon
completion, students will have developed advanced skill sin food preparation and med management.

CFS201MEAT PREPARATI ON AND PROCESSNG: 2 credits, 4 hours (1-0-3)

This course focuses on mea preparation and processity. Students will be respansible for the preparing of
meats including bed, pork, poultry, fish, and sedood used for final preparations in the other stations
of the kitchen. Upon completion, students will be able to demondrate an understarding of the principlesin
med preparation and process.

CFS 204 FOUNDATIONS OF BAKING: 3 credits, 5 hours (B-3)

This coursecoversbasic ingredents, weights and measues, baking terminology, and formula cdculations.
Topicsinclude yeastraisal products quick breals, pastry dough, various cakes and cookies ard appropriate
filli ngsand finishing techriques. Upon completion, studerts should be able to prepareand evaluae baked
produds.

CFS 222 DIETARY MANAGEMENT: 3 credits, 5 hours (2-3)

This course includesthe basc methods of modifying diets by changing consistency, energy value, or
nutrient content to med a specific need Topics include specid diets such as liquid, soft, regular, ard light.
Upon completion, students will be albe to demonstrate an understanding of the principles of dietary
management in food prepardion and service.

CFS 251 MENU DESIGN: 2 credits, 2 hours (2-0-0)

This course introduces menu desgn. Topics indude dewdopment of standardized redpes, layout,
nutritional concerrs, product utilization, demographics, and customer needs. Upon completion, students
should be able to write, lay out, and produce effective menusfor a variety of hospitality setings.

CFS260 INTERNSHIP FOR COMMERCIAL FOOD SERVICE: 1 - 3 credits

Prerequisite: Permission of insttar

This courseis desgned to give studerts practicd, onthe-job experiences in all phasesof food sevice
operations under the supervision of a qualified food sewice professonal.

CFS 281 SPECIAL TOPICS IN COMME RCIAL FOOD PREPARATION: 1 - 3 credts

Prerequisite: Permission of instrictor

This course provides ingruction in spedal topics in commercial food preparation. Emphasis is placed
on timely topics rdated to commercial food preparation and sevice, and the course may be repeaed
as subject matte varies. Upon completion, students will have an understarding of timely topics related to
the commercid food preparaton industry.
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COMPUTER INFORMATIO N SYSTEMS
(CIS)

CIS 113SPREADSHEET SOFTWARE APPLICATIONS: 3credits

Prerequisite: Permission of instrictor

This course provides students with hards-on experience using spreashed software Students will develop
skills comnobnto most spreadsheet software by devdoping a wide variety of spreasheds. Emphasis is
on planning, developing, and editing functionsas®ciated with spreadsheets.

CIS 117 DATABASE MAN AGEMENT SOFTWARE APPLICATI ONS: 3 credits

Prerequisite: Permission of instrictor

This course provides students with hands-on experience usng datebase management software Students wil |

develop skills common to most database management software by developing a wide variety of

daabass. Emphasis is on planring, devéoping, and editing fundions asodated with daabase
managenent.

CIS 146 MICROCOMPUTER APPLICATIONS: 3 credits

Prerequisite: Permission of instrictor

This cours is an introduction to the most common software microcanputer oftware goplications. These
softwarepackages stould indude typical feauresof applications, such as word processng, spreadshesds,
daabase management, and presentation software Upon completion, students will be ableto utilize selecte
features of these padkages This course will hep prepare students for the MOS and IC3 cettificaion. This
courseor anequivalent is CORE for the ATT andAAS CIS programs.

CIS 149 INTRODUCTION TO COMPUTERS: 3 credits

Prerequisite: Permission of instrictor

This course is an introduction to computers and their impad on sodiety. This coursecoversthe development
of computers, their impact on society, as Wes futre implicaionsof development ofcomputer andrelated
communicaiontechnologies.This course introduces programming and computer operating systemsUpon
completion, students will have basicknowledye of computer tecmaogy and be able to perform bastc
functionswith a computer sysem. The course will help prepare students for thelC certification.

CIS 150 COMPUTER LOGIC & PROGRAMMING: 3 credits

Prerequisite: Permission of instrictor

This courseincludeslogic, design and problem sdving techriques used by programmers and andysts
in addressng and sdéving common programming and computing problems. The most commonly used
techriques of flowcharts, structure charts ard pseudocodewill be covered and students will be expected
to apply the tecmiques to desgnated situatiors andproblems.

CIS 207 INTRODUCTION TO WEB DEVELOPM ENT: 3 credits

Prerequisite: Permission of instrictor

This course introduces basic Web page devdopment techriques. Topics indude HTML, scripting
languages, andcommerciad software padkages used in the development of Web pages At the conclusion
of this course students will be albe to usespecified markup languagesto develop basc Web pages.

CIS 212 VISUAL BASIC PROGRAMMING: 3 credits

Prerequisite: CIS 211 or equivalent background

This course enmphasisis on BASIC programmig using agraphical use interface Thecourse will emphasiz
graphical userinterfaces with additiona topics such as advanced file handling techniques, simulation,
ard other selecte areas Upon mmpletion, students will be able to demonstrae knowledye of the topics
through the completion of progranming projects ad appropriate tests.

CIS 215: C# PROGRAMMING: 3 Credits

Prerequisite: Permission of instructor

This courseis anintrodudion to the C# programming language. The goal of this courseis to provide
students with the knowledye ard skill s they need to develop C# applications for the Microsoft .NET
Platiorm. Topics include programstructure language syntax, and implementation details Upon

246



completion, the student will be able to demonstrateknowledge of the topics through the completion of
programiring projects and appropriate tests. At the end of the course, students will be able to:

A Analyze the basic strudure of a C# appli cation and be able to document, debug, compile,
and run asimple application.

Create name, and assign values to variabkes.

Use common staements to implement flow control, looping, and exception hardling.
Creae methods (functionsand subroutines) thatcan retum values ard take parameters.
Createinitialize, ard use arrays.

Explain thebasic concefs and terminology of object-oriented programming.

Usecommon objeds and
referencetypes.

Build new C# classsfrom
existing classes.

B Do Do e 2o 0 P

CIS 268 SOFTWARE SUPPORT: 3 credits

Prerequisite: Permission of instrictor

This courseprovidesstuderts with hands-on pradical experiencein ingalling computersoftware, operatirg
systams, and trouble-shaoting. Theclas will help to prepare participants for the A+ Certification sponsored
by CompTIA. Thiscourseis a suitablesubgitute for Networking Software (C1S239).

CIS 269 HARDWARE SUPPORT: 3 credits

Prerequisite: Permission of instrictor

This course provides students with hands-on pradical expetience in installing and trouble-shooting
computer hardware. The class will help to prepare participants for the A+ Certification sponsored by
CompTIA. Thisis a suiteble substitute for Networking Hardware (Cl1S240).

CIS 276 SERVERADMINISTRATION: 3 credits

Prerequisite: Permission of instrictor

This course introducesnetwork operding system administration. Topics induded in this course are
network operating sysemsoftwale installation administration,monitoring, andmaintenanceyser,group,
and computer accountanagement; shad reource managenent; and server hardware management.
Students gain hands-on experience in managng andmaintaining anetwork operding system
ervironmert.

CIS 278 DIRECTORY SERVICES ADMI NISTRATION: 3 credits

This course provides a study of planning, implemerting, and maintaining a network diredory sevice.
Topics induded in this course are planning and implemerting nework diredory organizaional and
administrative structures. Studerts gain hand-on experience using a directory serviceto manage use,
group, and computer accouns, sharel folders, network resourcesand the useenvironment.

COSMETOLOGY INSTRUCTOR TRAINING (CIT)

CIT 211 TEACHING AND CURRICULUM: 3 credits, 3 hours (3-0-0)

Prerequisite: Licensedmanaging cosmetologist (1 year of experience)

This cours focuses on principles of teacling, teaching maturity, persondity corduct, and the development
of cosmetology curriculun. Emphasisis placed on teacter roles teaching styles teacher challenges,
aspect of curriculum developnent, anddesgning individual courses.Upon completion, students should
be able to descibetherole of teacher, identify means ofmotivating students, develop a course outline, ard
develop lesonplans.

CIT 212 TEACHER MENTORSHI P: 3 credits, 9 hours (0-0-9)

Prerequisite: Licensed managing cosmetologig (1 year of

experience)Co-requisite: 211 or permission of instructor

This courseis desgnedto provide pradice through working with a cosnmetology ingructor in a mentoring
relationstip. Emphass is placed on communication student® sassent, and assisting stuénts in the lab.
Upon campletion, thestudent shodd be able to canmunicate withstudens, develop acourseof study,and
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apply appropriak teachingmethods.

CIT 213 LESSON PLANDEVELOPM ENT: 3 credits, 3 hours (8-0)

Prerequisite: Licensed managing cosmetologig (1 year of

experience)Co-requisite: CIT 211,CIT 212or permission of

instructor

The courseintroducesstudentsto methods for devdoping lessonplans. Emphasisis placedon writing
lessonplans and on thefour-step teachingplan. Upon completion, students should be able to write daily
lessa plars ard demonstrag the four- step teacimg method.

CIT 221 LESSON PLAN IMPLEM ENTATION: 3 credits, 9 hours (-9)

Prerequisite: Licensedmanaging cosmetologist (1 year of experience)

This courseis desigred to provide practice in preparing and usinglessonplans.Emphass is placel on
organizing, writing, ard presenting lessa plans usirg the four-step teachirg method Upon completion,
studens shoutl be able to prepare andpresent alesson using the four-step teaching method.

CIT 222 INSTRUCTIONAL MATERIA LS and METHODS: 3 credits, 3 hours (8-0)

Prerequisite: Licensed managing cosmetologig (1 year of

experience)Co-requisite: CIT 223 or permisgon of instructor

This course focuseson visual and audio aids and materials. Emphasis is placed on the use and
charactristics of instructionalaids. Upon completion, students should be able to prepareteachingaids
and detemine their most effective use.

CIT 223 INSTRUCTIONAL MATERIALSAND METHO DS APPLICATIONS: 3 credits, 9 hours (0-
0-9)

Prerequisite: Licensed managing cosmetologig (1 year of

experience)Co-requisite: CIT 222 or permisson of instructor

This course is desigred to provide practie in preparing and using visua and audo aids and materiak.
Emphass is placedon the preparaion and useof diff erent categoiies of ingructionalaids.Upon completion,
studerts should be abe to prepareand effectively preset different typesof aids for usewith a four-step
leson plan.

COSMETOLOGY (COS)

COS 111 COSMETOLOGY SCIENCE AND ART: 3 credits, 3 hours (8-0)

Co-requisite: COS 112 or permission of instrator

In this course students are provided a study of persanal and professond image, ethical conduct,
sanitation, hair styling,and nai care Topics include persond ard professonal development,
baderiology, demntaminaion, infection control, draping, shampooing, conditioning, har sheping, and
hair styling. Upon campletion, students should beal e to apply safdy rules and regulationsfor skill s
identified in this course.

COS 112 COSMETOLOGY SCIENCE AND ART LABORATORY: 3 credits, 9 hours (0-9)
Co-requisite: COS 111 or permission of instrwctor

In this course, students are provided the practical experence for sarntation, shanpooing, har shaping,
harstyling, and nal care. Enphass is placed on sterilization,shanpodng, hair shaping, hair styling,
maniauring, and pedicuring. Upon caipletion, students should be able to peform safdy and saritary
precautions, shampooing, har shaping, har styling, and nail care procedures.

COS113CHEMI CAL METHODOLOGY: 3 credits, 3 hours (3-0-0)

Co-requisite: COS 114 orpermission of instructor

This coursefocuseson thetheoryof har and scdp disorders, permanentwaving, chemical relaxers, and the
compostion of the har. Topics indude disordersand andysis of the scdp and hair, permanentwaving,
chemical hair relaxing, and soft curling. Upon completion, students shauld be able to write procedues
for permanent waving ard chemical relaxing, idertify the compostion of the har, sakty and sanitary
preautions and steps for scdp and har andysis as well asdisords.

COS 114 CHEMICAL METHODOLOGY LABORATORY 3 credits, 6 hours ¢8-0)
Co-requisite: COS 113 or permission of instragtor
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In this course students are provided practical experienes in pemanentwaving, chemica relaxing and
analysis Topicsinclude pemanentwaving, chemical relaxing, soft curl, and scap ard hair analysis Upon
completion, students shauld be able to analyze the scdp and hair and perform thes chemical servicesusng
safey and sanitaly precutions.

COS 121 COLORIMETRY: 3 credits, 3 hours (3-0-0)

Co-requisite; COS 122 or permission of instrgtor

In this cours, stucents learn the techniques of hair coloring and har lightening. Emphasisis placedon
color application, laws levels ard classificatimms of color, and problem solving. Upon completion,
students should be able to identify all phasesof har coloring and the effeds on thehair.

COS 122 COLORIMETRY APPLICATIONS: 3 credits, 9 hours(0-0-9)

Co-requisite: COS 121 or permission of instrator

In this course, students apply hair coloring and hair lightening techniques. Topics indude consultation,
hair andysis, skintests andprocedures,and applicaionsof al phasesof har coloring and lightening. Upon
completion, the studentshould be albe to perform procedures for har coloring and hair lightening.

COS 131 AESTHETICS: 3 credits, 3 hours (3-0-0)

Co-requisite: COS 132 or permission of instrator

This course isthe study of cosmett products, massage, sk care, and hairemoval, as well as identifying
the struturesand functions of various systems of the body. Topicsindude massa@, skin analysis skin
structure diseae ard disorder light thetapy, facials, facial coanetics,anaomy, and hair removal. Upon
completion, students should be able to state procedures foranalysis, lighttherapy, facials, tair renoval, ard
identify the structures, functions and disorders of the skin.

COS 132 AESTHETICS APPLICAT IONS: 3 credits, 9 hours (0-0-9)

Co-requisite: COS 131 or permission of instrator

This courserovidespractia applicationgelated to the are of the skin and related strudures.Emphasis is
placedon facial treatments, product application, skin andysis, massagetechriques, facial make-up, and
har removd. Upon completion, gudents should be able to prepare clients, assenble saritized
materials, follow procedures for product applicaion, reognize skin disorders, and demondrate fadal
massagemovements, cosmetic apgdicaion, and hair removal usng safety and sanitary precautions.

COS 133 SALON MANAGEMENT T ECHNOLOGY: 3 credits, 5 hours(1-4-0)

In this course students develop entry-leve management skill s for the beauty industry, Topics include job-
seking, leadeghip and ertrepreneurship developmert, business principles busines laws, insurance,
marketing, and techrology issues in the workplace Upon completion, students should be able to
denonstraé job-seekig and managenert skills and hetechology that is available for use in the salm.

COS 141 APPLIED CHEMISTRY FOR COSMETO LOGY: 3 credits, 3 hours(3-0-0)

This course focuses on chemistly relevart to professond har and skin care products, har and its
related structures, pemanent waving, chemical har relaxing, and hair coloring. Topics include
knowledge of bast chemistry, pH scalemeasurments water, shampoang and cosmetic chemistry,
physical ard chemical changes in har structure. Upon completion, the dudentshould be able to define
chemistry, typesof matter, and descibe chemical and coametic readions asrelated to the hair and skin
structure.

COS 144 HAIR SHAPING: 3 credits, 6 hours (1-2-3)

In this course, students learn the art and techriques of hair shagng. Topics include hair sectioning
corre¢ use of hair sheping implements, and elevations used to crede desgn lines. Upon completion,
students should be able to demongrate the techniqus and procedues for creding hair desgns.

COS 145HAIR SHAPING LABORATORY: 3 credits,6 hours (66-0)

Co-requisite COS 144 or permission of instrator

This course covers the study of the art and techriquesof har shaping. Topics indude har sedioning,
correct use of har sheping implemerts, and elevations used to crede desgn lines. Upon completion,
students should be ale to demondrate thetechniquesandprocelures for creding hair desgns usng sfety
and sanitary precautions.
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COS 151 NAIL CARE: 3 crdlits, 3 hours (3-0-0)

This coursefocuseson al aspeds of nail care. Topicsincludesdon condud, professonal ethics, sanitation,
nail structure,manicuring, pedicuring, nail disorders, and anatomy and physiology of the arm and hand.
Upon completion, students stould be able to demongrate professional condudct, recognize nal disorders
and diseasesand identify procedures for sanitation and nail care sewices.

COS 152 NAIL CARE APPLICAT IONS: 3 credits, 9 hours (0-0-9)

Co-requisite: COS 151 or permission of instrator

This cour provides practie in all agpectsof nail care.Topicsinclude saloncondud, professionbethics
bacterology, saritation and safay, manicuring, and pedicuring. Upon completion, students should be able
to perfom nail careprocedures.

COS 153NAIL ART: 3credits 7 hours (1-0-2)

Co-requisite; COS 154 or permission of instrgtor

This coursefocuseson advanad nall techriques. Topicsindudeacrylic, gd, fiberglassnails, and nal art.
Upon campletion, students should be able to identify the different typesof sculptured nals and recognize
the different techniques ofnail art.

COS 154 NAIL ART APPLICAT IONS: 3 credits, 9 hours (0-0-9)

Co-requisite: COS 153 or permission of instrator

This courseprovidespradice in advancednai technques.Topics include acrylic, gel, fiberglass nails, ard
nai art Uponcompletion, sudents should be able to perform the proceduresfor nail sculpturing and nail
art.

COS 158 EMPLOYABILITY SKILLS: 3 credits, 3 hours(3-0-0)

This courseprovides the study of marketable skills to prepare the stucent to ente the world of work.
Emphass is placal on resimes interviews client and business relations, persondlity, and attitudes Upon
completion, students should be able to okltain employment in thefield for which they havebeen trained.

COS 1612 SPECIAL TOPICS IN COSMETOLOGY: 1 - 3 credits

Prerequisite: Permission of instrictor

This course is designed to suvey current trendsard developing techrology for the cosmetology. Emphase
is placed on but not limited to dependability, attitude, professima judgmeit, emerging trends, rew
styling tedchniques and practicalcosmetology. Upon completion, students should have developed new
skills in area of specializaton for the cosmetology professon.

COS 167 STATE BOARD REVIEW: 3 credits, 6 hours (0-6-0)

Students are provided a complete review of all procedure and practica skill s pertaning to their training
in the program.Upon completion, studentsshoudd be abe to demonstrae the practica skills necessar
to complete successfly the required State Board of Cosmetology examination and gan entry-level
employmert.

COS 168BACTERIO LOGY AND SANITATION: 3 credits, 3 hours (8-0)

In this skin care course emphass is placal on the deconamination, infection control, and safey practicel
in the esthetics facility Topics covered include demonstraton of sanitation, sterilizaton methods and
bacterid prevention. Upon @mpletion, students will be able to properly sanitize facid implements and
identify nonreusable items.

COS 190 INTERNSHIP IN COSMETOLOGY: 1 - 3 credts

Prerequisite: Permission of instrictor

This course is desgned to provide exposure to cogmetdogy practices in non-employment situaions.
Emphass is on dependability, attitudes professonal judgment, ard practicd cosmetology skills. Upon
completion, students shauld have gaired skills necessarfor entry-levd employment.

COS 191 COSMETOLO GY CO-OP: 1- 3 credts

C0OS291 COSMETOLO GY CO-OP: 1- 3 credts
Prerequisite: Permission of instrictor

This course provideswork experiencewith a college-approved employer in an arearelated to the
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students @rogram of study. Emphasis is placedon integratingclassroomlearning with related work
experience.Upon completion, studentshould be able to evaluate caree selectin, demongrate
employability skills, and satisfacorily perfom work-relatedcompetencies

CULINARY ARTS/CHEF TRAINING (CUA)

CUA 122 FUNDAMENTALS OF QUANTITY COOKING: 3credits, 3 hours (8-0)

This course covers the principles and methods of quality cooking. Topics include weights and measires
costing andconverting of redpes,vocabulary and standard abbreviations, hedth department regulations
and ingpedions, and food production forms and records Upon completion of this course students wil|
have a bast knowledge of the principles of quantity food production.

CUA 150BASIC CULINARY LAB I: 2 credits, 6 hours (0-0-6)

Prerequisite: Program approval

In this murse, guderts apply food prepardion techniques through hends-on expeliences. Enphasisis placed
on manipulative skill s under direct sypervision.

CUA 173CULINARY ARTS APPRENTICESHI P: 1 - 3 credits, 5-15 hours
This courseprovidesstuderts with hands-on expeliencein a sdeded (approved) commercial food
operdion egablishment wnder directsupervision. This coursemay be epededfor credt.

CUA 205 INTRODUCTION TO GARDE MANGER: 2 credits, 4 hours (0-3)

Prerequisites: CFS 110, 111, 114

This course is designed to develop skills in the art of Garde Manger. Topics include pates terrines
galantines ice andtallow cawings chaudfroid/agpic work, charcuterie, snmoking, canapés, hors
dé euvres ard related food items. Uponcompletion, students should be able to desgn, setup, and
evduate a caering fundion to incdude a classica cold buffet with appropriag¢ shaw pieces.

CUA 208 ADVANCED BAKING: 2 credits, 4 hours (D-3)

Prerequisite: CFS 204

This course is a continuation of Foundations of Baking (CFS 204). Topics include specially breads,
pastillage, marzipan, chaolate, pulled-sugar, confedions, classc desegrts, pagries, and cake dewrating.
Upon completion, studerts should be able to demonstrae pastly preparationand plating, @ke decorating,
ard shaw piece production skills.

CUA 210 BEVERAGE MANAG EMENT: 2 credits, 2 hours (2-0)

Thisisasuvey couseof basic alcohdic and non-alcohadlic beveegesas theyrelate to food service. Topics
indudewineard food appreciatio ard laws related to acohd services. Upon completion, students should
be able to detemine what beveragescomplement various cusines and paticular tastes.

CUA 213FOOD PURCHASING AND COST CONTROL: 3 credits, 3 hours (3-0-0)

Emphasisis placedon procurement, yield tests inventory control specification planring, forecasting,
market trends,terminology, cost controls, pricing, and food sevice ethics. Upon completion, students
should be able to apply effective purchasng techniques basedn the end-useof the produd.

CUA 217 INTRODUCTION TO PASTRIES: 2 credits,4 hours (10-3)

Prerequisite: CFS 204

This coursefocuseson preparing cakesand tortes.Emphasisis on the techriques necessaryfor Bavarian
cremes,ganache, biter cream, whipped crean, marzipan, chocolate, and production mignardises and
petit fours Upon completion, student shodd be able to plan, execute andevaluatedesert plates
individud plated desgrts, and show pieces.

CUA 241BASIC CULINARY LAB II: 2 credits, 6 hours (0-0-6)

Prerequisite: Program approval

This courseprovidesstuderts the opportunity to havehands-on expelience with direct sypewision.
Emphass is placedon techniques production, presentatin, sakty, and sanitation. Upon completion,
students should be able to demonstrae skills in food preperation.

CUA 262RESTAURANT MANAGEMENT AND SUPERVISION: 3 credits, 3 hours (3-0-0)
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Prerequisite: Permission of instrictor

This course introduces restaurah and food service information systens. Topics include planring, cost
controls, forecasing, inventory cortrol, redpe control, production cortrol, and nutritional andysis Upon
completion, students should be able to demonstrak competence in utilizing conternrporaly information
application systansin arestaurat settng.

CUA 181-2 SPECIAL TOPICSIN CULINARY ARTS: 1- 3 credts

Prerequisite: Permission of instrictor

Thes courses provide specialized instructian in variousarea related to the culinary artsindustry. Emphasis
is placed on meding studentsd  edse

DRAFTIN G AND DESIGN TECHNOLOG Y
(DDT)

DDT 104INTRODUCTION TO COMPUTER AIDED DRAFTING/DESIGN: 3 credits, 5 hours (1-4-0)
This course provides an introduction to basic Computer-Aided Dedgn and Drafting (CADD) functions
and tedhniques ushg hands-on applications. Topics include terminology, hamdware, basic CADD and

operatihg systemfunctions, file manipulation, and basic CADD software applicatonsin producing softcopy

and hardcopy. CORE.

DDT 111 FUNDAMENTALS OF DRAFTING AND DESIGN TECHNOLOGY : 3 credits, 5 hours {1
4-0)

This coursesevesasan introdudion to thefield of drafting anddesgn and providesa foundation for the
ertire curriculum. Topicsindudesafdy, lettering, tods and equipmert, geometric congructions, and
orthographic skeching. CORE.

DDT 124 TECHNICAL DRAWING I: 3 credits, 5hours (1-4-0)

This cours covess sectons auxiliary views, and basic spae geanetry. Emphass will be placed on the
theory as well as he mechanics of applying sectons, lasic dimensoning, auxiliary views and besic space
geometry. CORE.

DDT 127 INTERM EDIATE COMPUTER AID ED DRAFTI NG AND DESIGN: 3 credits, 5 hours (1-4-
0)

Prerequisite: DDT 104,DDT 111, DDT 124 or permisson of instructor

This cours covers intermediate-level concepts and appli cations of CADD. Emphass will be placed on
intermediate-level features, commands,and applicationsof CADD software. CORE.

DDT 128 TECHNICAL DRAWING I I: 3 credits, 5 hours ¢4-0)

Prerequisite: DDT 111, DDT 124 or pemission of instuctor

This course is designed to develop a strong foundation in common drafting and desig practices ard
procedures Topics indudedimendoning concepts and pictorial drawings. CORE.

DDT 131 BASIC MACHINE DRAFTING: 3 credits, 5 hours (1-4-0)

Prerequisites: DDT 104, DDT 111, DDT 124 or permisin of instructor

This coursein machnedrafting and deggn providesingructionin the larged specialty area of draftingin
the United Statesjn terms of scope and job opportunities.Emphasiswill be placedon the applications
of multi-view drawings, including drawing organization and content, title blocks and parts lists,
assenbly drawings, detal drawings dimensoning and gplication of engineaing controls in produchng
industrial-type working drawings. Upon completion, students shauld be dle to organize, lay out, and
produce industrial-type working drawirgs, including the application of title blocks, parts lists, assenblies,
details, dmensons, and engineering controls.

DDT 132 ARCHITECTURAL DRAFTING: 3 credits, 5 hour$1-4-0)

Prerequisite: DDT 104,DDT 111, DDT 124 or permisson of instructor

This initial course in architectiral desigh and drafting introduces bastc teminology, concepts,
ard principles of architedural design and drawing. Topicsindude desgn considerdions, lettering,
terminology, site plans,and congruction diawings. Upon completion, students should be able to
draw, dimenson, and spedfy basc reddertial architecural construction drawings.
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DDT 212 INTERM EDIATE ARCHITECT URAL DRAFTI NG: 3 credits, 5 hours (1-4-0)
Prerequisite: As required by program

This second course in architecturd design and drafting cortinues with more advanced and detailed
architedural plars. Topics indude floor condruction and detailing foundetion, wall and roof
constiuction and detailing; use of standards manuds; perspedive drawings; eledrical plans;plumbing
plans;and building mateials, with emphass on reddentia and hame light commercial apgdicaion. Upon
completion, studerts should be ale to draw and spedfy advanced-level plans, including various
architecturd details.

DDT 134 DESCRIPTIVE GEOMET RY: 3 credits, 5 hours(1-4-0)

This coure is designé totead the fundamentd conceps of descriptive geanetry throuch an emphass
on logical reasoning visualization and practicd apgications. Topics include orthographt projection
points and lines in gpace,auxiliary views plane represatation, intersectig and non-intersectig lines
piercing and intersectng danes plane devéopmert, andcdculations. Upon completion, students should be
able to project and intersectpoints, lines,and planes, wth ther relationshipsin space, aswvell asdevelop
surfaces of an objectfor fabrication purposes.

DDT 191-3 DRAFTING INTERNSHIP: 1 - 3 credits, (5-15 hours)

Prerequisite: Permission of instrictor

This courseis desgned for thosewho areinvolved in a structured employment situation that is directly
relatal to the field of drafting and desgn and is coordinated with the drafting indructor. Studerts must
spend at leastfive (5) hours per week per credit hour in an activity planned and coordinated jointly by the
instrucbr and theemployer. Upon completion, students wil | have gained valuable work experiencein awell-
planned, coordinated training/work situation.

DDT 214 PIPE DRAFTING: 3 credits, 5 hours (1-4-0)

Prerequisite: DDT 104,DDT 111, DDT 124 or permisson of instructor

This course covers the theory and pradical apgicaion neededto understand piping fundamentals used
in refineries and pdrochemical plarnts. Topics indude process and mecharcal flow diagrams, plant
equpmen, isametric drawings, instrumentation symbals, pipe symbals, flanges fitti ngs, and applications
of badgc math and trigonometry. Upon completion, students should be able to demondrate pipe drafting
techniquesand fundamentals to prepareworking drawings ugd in refineiries and thepetrochemicalindustrial
envronmen.

DDT 224 SRUCTURAL CONCRETE DRAFTING: 3 credits, 5 hours ¢4-0)

Prerequisite: DDT 104,DDT 111, DDT 124 or permisson of instructor

This courseis desigred to develop the knowledgeand skills necessaryo understandthe basiccomponents
andterminology of pre-cag and pouredin-place corcrete structures.Emphasisis placed on pre-cast
corcrete framing plans, sedions, fabrication and connectia details pouredin-place concree foundations
floor sysems, and bills of material. Upon campletion, students should be abde to constuct engineering and

shop drawings of concrete beams, column, floor, rood, andwall framing plansusng the A.l1.SC. Manual

and incorporaing safay pradices.

DDT 225 STRUCTURAL STEEL DRAFTING: 3 credts, 5 hours (#4-0)

Prerequisite: DDT 104,DDT 111, DDT 124 or permisson of instructor

This course covers the theoly and practicd applications necessey to understard the bastc desigh and
terminology of structurd steé componens usedin light commercial buildings. Emphass is placed on
gructural steel drafting techniques, bdted and welded comectians, framing plans, sectias, fabricaton
ard connecion details and bills of material. Upon campletion, students should be abe to produce
engineeing and shop drawingsincorporating standard shepes,sizes, and ddails usng the Al.S.C. Manual
and incorpording safety pradices.

DDT 233 ADVANCE D CAD: 3 credits,5 hours (14-0)

Prerequisite: DDT127 or permission of instructor

This course covers the application of advanced 3D modding as it relates to modem CAD software and
current industry practices.Topics include 3D modeling visualization coordinaé systen creatbn,
wireframe modeling, surface modeling, sdid modding, 3D modding output, and introduction to
rencering. Upon completion, studerts should be able to apdy adwanced 3D modding CAD techriques to
anumberof architedural and engineering applications.
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DDT 232CAD CUSTOMIZATION: 3 credits,5 hours (1-4-0)

Prerequisite: DDT 127 or permissionof instructor

This course introducesthe various methods of cusomizing CAD software to meetindividual or company
needs.Topicsinclude menu customizing, programming, custom command maaos, saipt files, slides ard
slidelibraries Uponcompletion, students should be alde to cusomize andwrite menus,write programming
routines,and write sciipt files for the purpose of increasimy the proficiency of the CAD operator.

DDT 239 INDEPENDENT STUDIES: 1 - 4 credits, 2 to 8 hours

Prerequisite: DDT131or permission of instru ctor

Thiscourse povides practicd application of prior attained skill sand experiences as selectd by theinstructor
forindividual students Emphass is placal on applying knowledge from prior courses towardthe solution
of individud drafting anddesign problems. With completion of this course students will demonstrate the
application of previously attaned skill s and knowledye in the solution of typical drafting applications ard
problems.

DDT 267-8 CO-OP ELECTIVE: 1 - 2 credits

Prerequisite: Permission of instrictor

These courses allow students to work in ajob closely relatal to the student sémajor while attending
college. The grade is baseal on the employ esreM@luation of the studentsd productivity, an evaluaton work
report submitted by students, and the dudents fearring contrad.

DIESEL MECHANICS (DEM)

DEM 104 BASIC ENGINES: 3 credits, 5 hours (1-4-0)

This cours is desigied to give the student knowledge of the diesd engine components and awxiliary
sysems, the proper way to maintain them, and the proper procedures for teding and rebuilding
comporents. Emphasisis placedon safety, theoly of operation inspetion, and measrring and rebtilding
diesel engines accordng to factory specifications Uponcompletion guderts should be alde to measue,
diagnoseproblems, andrepair dieselengines.

DEM 105 PREVENTIVE MAINTENANC E: 3 credits, 5 hour§1-4-0)

This course provides instruction on how to plan, develop. and instal equipment surveillance ard
reliability strategies. Desdptions of various maintenance techiques for specializal preventive programs
are discused and computerized paits andequipment inventories and fleet management systems software
are emphaszed. Upon completion, studerts should be able to se up and follow a preventive maintenance
schedule as directed by manufadurers.

DEM 108 DOT VEH ICLE INSPECTION: 1 credit, 1 hour (1-0)

This coure introduces studens to the Department of Transportation Vehicle Inspection procedures.
Emphasisis placedon inspeting Class 8 truck tractors and trailers. Upon completion, students should
be able to perform the Federal Vehicle Inspedion on Class 8ruck tradorsand trailers.

DEM 110 DIESEL POWERED AUXILIARY EQUIPMENT: 3 credits, 6 hours ¢2-3)

This course provides instruction in diesetpowered auxiliary equipment. Topics covered include the
application of diesel exgines to generabrs, pumps, refrigeratian, drilli ng, boring maciines and marine
powea units. Upon completion, students sould be able to test troubleshoot, diagnose and repair diesd
powered auxiliary equipment.

DEM 114 FLUID POWER COMPONENTS: 3 credits, 6 hours (1-2-3)

This course is desgned to provide the fundamental knowledge of hydraulic and pneumatic comporents
currently in useon mobhile as well as statonary equipment. Instruction is provided in the identification
ard repair of various pumps, motor, vaves, heatexchangers, and cylinders.Upon completion, students
should bealeto diagnose, senice, andrepar hydraulic andpneumatic comporents.

DEM 117 DIESEL AND GAS TUNE-UP: 3 credits, 5 hours ¢4-0)

This course introduces tuneup and troubleshooting acording to manufadu r e gpaéfications. Topics
include troubleshooting engine systems, tuneup procedures, and use and care of spedal test tods and
equipmert. Upon campletion, students should be able to troubleshoot, diagiose, and repar engines
and comporents usng appropriate dagnostic equipmert.
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DEM 120 MEDIUM AND HEAVY VE HICLE CAB SYSTEMS: 3 credits, 5 hours (4-0)

This courseprovidesingruction in the diagnoss and repair of medium and heavyvehicle cab and cargo
systems. Topicsindudehydraulics, HVAC, and other systems of control. Upon completion, students should
be able to idertify, repar, and agustmediumand heavycab ard cargo sygems.

DEM 122 HEAVY VEHICLE BRAKES: 3 credits, 5 hours (1-4-0)

This course covers the theory and repar of braking systems usedin medium and heavy duty vehcles.
Topics indude air, hydradic, and ABS system diagnosis and repar. Upon completion, studerts should
be able to troublestoot, adjug, and repar braking systems onmedium andheavy duty vehicles.

DEM 123 PNEUMATICS AND HYDRAULICS: 3 credits, 5 hourf2-0-3)

This courseprovidesingruction in the identification andrepar of comporents found in hydraulic sysems.
Topics indude schenatics, circuits, and symbols usedn fluid power transmisson and the troubleshooting
of componerts in thesesystems. Upon completion, sudents should be able to diagnose,adjust, and repar
hydraulic systemcomponers.

DEM 124 ELECTRONIC ENGINE SYSTEMS: 3 credits, 5 hourf2-0-3)

This cours introduces the principles of electronicallycontrolled diesé engnes Emphass is placel on
testirg andadjustingdiesel enginesin accordance with manufactuer sg@ecificatians. Upon completion,
students should be able to diagnosetest and calibrak electionicaly -controlled dieselengnes.

DEM 125 HEAVY VEHICLE DRIVE TRAINS: 3 credits, 5 hours (2-0-3)

This courseintroducesthe operaing prindplesof mechatical medium and heavy duty truck trangmissiors.
Topics includemultiple counter shafts power take-offs, slider idler clutches friction clutches
mechanical transnission power comporents, and hydraulics. Upon completion, students should be
able to diagnose, insped, and repar mechaical transnissions.

DEM 126 ADVANCED ENGINE ANALYSIS: 3 credits, 5 hours (2-0-3)

This course provides ingruction in the disassambly, inspetion, and rebuilding of diesel and heavy-
duty gas engines. Emphasisis placedontheman u f a ¢ tstandardsrargl éactory recommendedservice
toolsandequipment.Upon canpletion, students should beableto disassenble, inspect and rebuild engines
accordng to the manufactuee’6 s s peci fi cations.

DEM 127 FUEL SYSTEMS: 3 credits, 6hours (12-3)

This course is cesigned to provide pactice in troubleshating, fault code dagnosis, information retrieval
calibration, repair and replacenent of fuel injectors, noz4es, and pumps. Emphasisis placed on test
equipment, comporent functions and heory. Upon completion, students shauld be ableto dagnoseservice
and repar fuel systems ard governors.

DEM 131 COMPUTER APPLICAT IONS FOR DIESEL ME CHANICS: 2 credits, 4 hours (0-4-0)
This courg introduces students to the use of microcamputers. It indudes keyboarding exerdses, disk
operating systems, formatting, and diagnogic apgicaions for internal combudion engines. Upon
completion, studerts should be alde to peform simple operdionson the microcomputer, suchas use of
DOS, Windows 95, and word processng operations, and usethe microcanputer with diesel engne
diagnogic software to identify andcorrectengine malfunctions.

DEM 132 BASIC REPAIR WELDI NG FOR DIESEL MECHANICS: 3 credits, 6 hours (1-2-3)

This courseis a study of the principlesand proceduresof the basc welding processesommonly usedfor
dieseland heavyequpmert repair. It includes safety procedures and the varioustypes of welding and cutting
appardus and procedures used for diesd and heavy equipment repair. Upon completion, students will be
able to safely demonstrae the use of welding and cuiting equipment and applicaions.

DEM 135HEAVY VEHICLE STEERING AND SUSPENSION: 3 credits, 6 hours {2-3)

This course introducesthe theory and principles of medium and heavy duty steeing and suspension
systems. Topics indude wheel and tire problems, frame members, fifth whed, beaings, and coupling
systems. Upon completion, students stould beableto troubleshoot, adjug, and repar suspenson and steeiing
comporents on medium andheavyduty vehicles.
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DEM 190 SELECTED TOPICS: 3 credits, 5 hours (2-3)
This coursecovers selectedbpics inthe dieseimechanicsield. Emphass is placed ontopics which keep
students informed about the lateg changesin diesd technology.

DEM 191 SPECIAL PROJECTS IN DIESEL MECHANICS: 1 to 3credits, 3to 9 hours
This course provides information on current trerds in diesel mechanics as they relae to employment
regponsibilities. Topicsmay vary by term to reflectrelevant training needs by theindusry.

DEM 291-3 COOPERATIVE EDUCATION IN DIESEL MECHANICS: 1 to 3 credits, %o 15 hours
Prerequisite: Approval of advisor

This course provides work experience with a college-approved employer in an arearelated to the
students @rogram of study. Emphasis is placed on integrating classroomlearning with related work
experience. Upon completion, studentsshould be able to evaluate caree selectim, demondrate
employability skills, and satisfacbrily perform work-relatedcompetencies.

ELECTR ONICSENGINEERING TECHNOLOGY (EET)

EET 103 DCFUNDAM ENTALS: 3 credits, 5 hours (4-0)

This courseprovidesa study of atomic theory, directcurrent (DC), propeties of conducrs and insulators,
direct current charactristics of series pardlel, ard series paralld circuits. Indudors and capacitors are
introduced and their effects on DC circuitsare examined. Students are prepared to analyz complex DC
circuits solve for unknown circuit variables and use basc eledronic test equpment. This course aso
provides hands-on laboratory exercises to analyze construct test andtroubleshoa dired currert circuits
Emphasisis placedon the useof the scientific calculatorandthe operationof common testequipmentused
to analyze and troubleshootDC circuits and to prove the theories taught during classpom ingruction.
CORE.

EET 104 ACFUNDAM ENTALS: 3 credits, 5 hours (4-0)

Prerequisite: EET103 or Carequisite

This course providesa study of the theory of alternaing current (AC). Students are prepared to analyze
complex AC circuit configurations with resigors, cgpacitors and inductors in series and paralld
combinations. Upon completion, students stould be ale to descibe AC circuits andexgain the function
of AC suchasRLC, impedancephase relationships and pwer factors. This coursedso provideshands-
on labaratory exercises to analyz alternating current using a variety of circuit configurations with
resistors,capactors, andinductorsin seriesand parallet combinations Emphass is placel ontheoperation
of commontestequipmentused to andyzeand troubleshoot AC circuitsto prove thetheoriestaught. CORE

EET 105 SQ.ID STATE FUNDAM ENTALS: 3 credits, 5 hours (4-0)

Prerequisite: EET103, EET 113 or permission of instuctor

This course providesingruction in basc solid state theorybegnning with atomic structure and induding
devices such as dodes bipolar transisiors, field effed transisbrs, amplifi ers, thyristors, operatianal
amplifiers, ocillator and power supply

circuits. Emphasisis placedon the practia applicationof solid-statedevices, proper biasingand amplifier
circuit analysis andthe use of test equipment to diagnose, troubleshoot, and repair typical solid-stae
device circuits This course also

provides the opportunity for students to apply the solid-stat principles and theorieslearred in class in
the laborabry. Emphass is placed on the practicd application of solid-state devices, properbiasingand
amplifier circuit analyss and the useof teg equipment to diagnose troubleshat, and repair typical solid-
stak device circuits. CORE.

EET 109 ELECTRICAL BLUEPRINT READING: 3 credits, 3 hours (®-0)

This course will enable the student to obtain a working knowledge of the elements of blueprint reading,
the ability to interpre electrica] mechanical ard architecural drawings and the ability to visualize the
entire building structure in relatiorship to the electrica system. CORE.

EET 119 CIRCUIT FABRICATION: 1 credit, 2 hours (€-0)

This course provides ingruction in fabricaion of functional circuits and is an introduction to device
construction and fabrication. Utilizing discretecomporents, students will fabricae functiond circuits.
Topicsindude sddeling, cable costruction, coaxal cable connedion and terminaion, comporent
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mounting, casesand chasss, printed circuit board design, layout, fakrication and repair, as well as
soldering techniques, care of tools, wire splicing, wire wrapping, connector maintenance, and relatal sh@
safety Upon completion of this course, students should be ale to perform basc circuit and poject
congruction. CORE.

EET 186 MICROPROCESSORBASICS: 3 credits, 3 hours (8-0)

Prerequisite: Permission of instrictor

This course is an introdudion to the organizaion and interconnedion of microproces®r system
comporents. Topicsinclude machire architecture arithmetic logic, daa handing operations, bus concefs,
interrupt concepts, subroutines, stack opgrations, and elementary programming. Upon completion of this
course students will be able to progran a simple microprocesor systen.

EET 203ELECTRONIC CIRCUITS: 3credits, 5 hours (4-0)

Prerequisite: EET105 or permission of instructor

This course covers the commonly utilized circuits found in all area of electonics. Thes include the
various recffiers, filters voltage regulating circuits, ard linea solid-stae amplifier circuits. The entire
coure emphasizesthetypical circuits, their principles of operation, and troubleshoating defedive circtits.
This course has an embeddd lab with laboratory exercises desgned to develop the skill s listed in the
industly competencies CORE.

EET 206 DIGITAL FUNDAM ENTALS: 3 credits, 7 hours (D-6)

Prerequisite: EET105

This courseprovidesingruction on bag: logic gates, flip-flops, registers, cainters, microprocesor/computer
fundamentals,anala@ to digital conversionand digital to analay conversion. Emphassis placed on number
sysems; Booleanalgebra; combination logic circuits; sequential logic circuits; and typical microprocessr
data manipulation and storage. This course tas an embedded lab with exercise dedgned to devel@ skill s
required by industry. Upon completion, students should be able to analyze digital circuits; draw timing
diagrams; determine output of combinational and sequetial logic circuits; diagnose and troubleshoot
eledronic comporents; and demondrate knowledge of microprocesor and computer circuits. CORE.

EET 230 COMMUNICA TIONS BASICS: 3 credits, 3hours (30-0)

Prerequisite: EET203

This courseis anintroduction to eledronic communication. Topicsindude AM and FM moduation and
demoduation, RF amplifiers, mixers heteralyning ard frequency shifting, and oscillators. Upon
completion of this course and EET 231, students should be able to desciibe, operate, and troubleshoot
basc communication drcuits.

EET 231 COMMUNICA TIONS BASICS LABORATORY: 1 credit, 3 hour$0-0-3)

Co-requisite: EET230

This is a comparion courseto EET230.Topicsinclude RF amplifiers, oscillators,mixers, AM and FM
modulationand demoduation. Upon completion of this courseand EET230, studerts should be able to
descibe, operate, andtroubleshoot basc communicaion drcuits.

EET 234 ROBOTIC SYSTEMS: 3 credits, 3 hours (8-0)

Co-requisite: EET239

This courg introduces studens to elementsthat make up arobotic sysem. The fundamentd parts of the

robotic sysem are stidied in detal as to their function, components, and integratoninto arobatic system.
Upon completion of this course andEET23, students will be able to program and operate asimple robat.

EET 239 ROBOTIC SYSTEMS LAB: 2 credits, 4 hours (@-0)

Co-requisite EET234

Thisis acompanioncourseto EET234.Thecourseemphasizeshands-onexperiencein thebasicsof arobotic
systen in the laborary. Upon completion of this course and EET234, students will be able to program and
operat a simple robot.

EET 254 MICROCOMPUTER SYSTEMS BASICS: 3 credits, 3 hours (8-0)

Co-requisite: EET255

This course is a fundamertal study of the systems and subsystems in a microcanputer and covers the
core hardware requirements for A+ certification.
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EET 255 MICROCOMPUTER SYSTEMS BASICS LAB: 2 credits, 4 hours (@-0)
Co-requisite;: EET254

This course is a practica applicatio of the techriquesleanedin EET254. Upon completion, studerts
should havethe core computer hardwak skill s necessay for aaquiring A+ certification.

EET 256 MICROCOMPUTER SYSTEMS ADVANCED: 3 credits, 3 hours (8-0)

Prerequisites: EET254, EET255; Cerequisite: EET257

This course is a continuaion of EET254 and EET255. Topics covered in this course indude operaing
systems and neéworking. Students are preparedto acquire A+ certification after completion of this course.

EET 257 MICROCOMPUTER SYSTEMS ADVANCED LA B: 2 credits, 4 hourg0-4-0)
Prerequisites: EET254, EET255; Cerequisite: EET256

This course provides opportunities for practicd application of the techniques leamed in EET256.
Upon completion, gudents are prepaed to acquire A+ certification.

EET 281 SHECIAL TOPICS IN EET: 1 - 3 credits

Prerequisite: Permission of instrictor

This course provides spedaized indruction in various areasrelated to eledronic engineeing
technology. Emphass is placedbn meetingstudensdneeds.

EET 290 ELECTRONIC SPROJECT: 1 - 3 credts, 2 to 6 hours

Prerequisite: Permission of instrictor

This course integrates skill s and knowledye from other courses. Upon course completion, students will be
able to dedgn, fabricate,andyze, progran, andor operat an electronc system under faculty sugervision.
Emphass will be placed on skill sidentified bytheinstrucbr.

EET 294 CO-OP EDUCATION: 1 - 4 credits 520 hours

Prerequisite: Permission of instrictor

This course provideswork experiencewith a college-approved employer in an arearelated to students 6
program of study. Emphass is placel on integrating classrom learningwith relatedwork experience.
Upon completion, students should be able to evaluate caree selecton, demonstrat employabili ty skills, ard
satisfacbrily perform work-related competencies.

ELECTRICAL TECHNOLOGY (ELT)

ELT 104 DISTRIBUTION SYSTEM: 3 credits, 5 hours (®-3)
This course involves the theory, applications, calaulations and conections associtedwith transbrmers and
power distribution systems used in the electrica field.

ELT 108 DC FUNDAM ENTALS: 3 credits, 5 hours (2-3)

Prerequisite: MTHO90 or permissionof instructor

This course provides a study of atomic structure, dired current (DC), properties of conductorsand insulabrs,
dired current charaddristics of series, pardlel, and series paralld circuits. Inductos and capacitos are
introduced and their effeds on DC circuits are exanined. Students are prepared to analyze complex DC
circuits, sdve for unknown circuit variables, and usebasic electronictest equpment. This course alo
provides hands-on laboratay exercises to analyze construct test and troublehoa dired curren circuits
Emphasisis placedon the useof the scientific calculatorandthe operationof common testequipmentused
to analyze and troubleshootDC circuits and to prove the theories taught during classbom ingruction.
CORE.

ELT 109 AC FUNDAM ENTALS: 3 credits, 5 hours (2-3)

Prerequisite: ELT108 or permission of instructor

This courseprovidesa study of thetheory of alternating current (AC). Students are prepared to analyze
complex AC circuit configurations with resigors, cgpacitors and inductors in series ard parallé
combinations. Upon completion, students should be abde to descrbe AC circuits andexgain the function
of AC suchasRLC, impedancephase relationships and pwer factors. This course aso provideshands-
on labaratory exercises to analyz alternating current usng a variety of circuit configurationswith
resistors,capactors, andinductorsin seriesand parallel combinations Emphass is placal onthe

258



operation of common test equpmentused to andyze and troubleshoot AC circuits to prove thetheories
taught. CORE

ELT 110 WIRING METHODS: 3 credits, 5 hours (2-3)

This courseis astudy of varioustasks, wiring methods, mateials, and asodated National Eledric Code
(NEC) requirements that students will be required to work with in resdential and commercia wiring
courses CORE.

ELT 116 RESIDENTIAL WIRING: 6 credits, 10 hour$4-0-6)

Prerequisites: ELT108, ELT109 or pemission of instuctor

This course is a study of reddential wiring pradices and methods, NEC requiremerts, and
residertial blueprint interpretatons.

ELT 117 AC/DC MACHINES: 3 credits, 5 hours (B-3)

Prerequisites: ELT108, ELT109 or pemission of instuctor

This course covers the theory and operaton of DC motors and single and three phase AC motors; labs
will reinforce this knowledge. Emphass is placedon the varioustypesof singe and three phasemotors,
wiring diagrams, starting devices,and practicd application in the lab. CORE.

ELT 118 COMMERCIAL /INDUSTRIAL WIRING I: 3 credits, 5 hours (R-3)

Prerequisites: ELT1090r permissionof instructor

This course focuseson principles and applicaions of commercial and industrid wiring. Topics include
electricd safetypradices, an overview of NEC requirements as apgied to commerdal and indudrial
wiring, conduit bending, circuit design, pulli ngcables transfomers switch gearsard generation principles.

ELT 122 ADVANCED AC/DC MACHINES: 3 credits, 5 hours (R-3)

Prerequisites: ELT108,ELT121 or permission of instuctor

This coursefocuseson single andthree phasemotorsand introducesstudents to DC motors. Emphasisis
placedon field wiring, various types of AC and DC motors, troubleshooting AC and DC motors and
using ted instruments. Upon mmpletion, students should be able to explain, wire, troublesoot, and teg
amost all types of AC and DC electic motors.

ELT 132 COMM ERCIAL /INDUSTRIAL WIRING II: 3 credits, 5 hour§2-0-3)

Prerequisites ELT109, ELT118 or permission of instructor

This courseis a cortinudion of ELT118 and indudesthe study of branch circuits, indallation
requiremerts for sevices,feeders and specid equipment, including NEC code requiraments. Emphasis is
placeal on load calcuktions, conductos, senice sizing, ingallation reguirements, NEC code
requirements, trangormers, lighting, HVAC, and specal equipment casiderdions. Upon completion,
students should be able to size complete eledrical commercial/indugrial systems and know NEC
requirenents for each system.

ELT 181-2 SPECIAL TOPICS IN ELECTRICAL T ECHNOLOGY: (1to 3 credits)

Prerequisite: Permissian of instru ctor

Thes courses provide spegalized instruction in various area related to electrica technology Emphasis
is placed on meding sudentsdneeds.

ELT 200 SPECIAL PROJECTS: (1 - 3 credits)

Prerequisite: Permission of instrictor

This cours provides additional time and/or practice for the electrica technology major on a projed which
will enhance his or her abilities to perform requred tasks. Emphasisis placedon the upgrading of
studentsd skills and abilities Uponcompletion, students should be able to performat a higher ability
within hisor her chasen field of study.

ELT 209 MOTOR CONTROLS [: 3 credits, 5 hours (D-3)
Prerequisites: ELT108, ELT109 or pemission of instuctor
This course covers the use of motor cortrol symbols, magndic motor starters, running overoad
protedion, push-button stations, sizing of magnetic motor startes and overload protection, ard complex
ladder diagrams of motor control circuits. Topics indude sizing magnetic starters and overoad protedion,
the use of push-button stations, ladder diagrams, and magnetic motor startes in control of electrc
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motors, wye-delta starting, part start winding, redstor starting, and eledric darting devices. Upon
completion, students should be able to understand the operation of magndic motor starters and owerload
protection, interpret ladder diagrams usng push-button stations, and undergand complex motor control
diagrans. CORE.

ELT 212 MOTOR CONTROLS II: 3 credits, 5 hour§2-0-3)

Prerequisites: ELT108, ELT 109, ELT209 or pemission of instructor

This course covers complex ladder diagrams of motor control circuits and the usesof different motor
starting techniques. Topics indude wye-ddta starting, part start winding, redstor starting, and eledronic
starting devices. Upon completion, students should be alle to undergand and interpret the more complex
motor control diagrans and undergand the diff erent garting techniques of dedrical motors.

ELT 221 ELECTRONICS FOR ELECTRICIANS I: 3 credits, 5 hours (B-3)

Prerequisite: ELT109 comparable competencies orpassion of instructor

This courseintroducesthe basic principlesof solid state equipmentasfound in mary electrica and motor
contrd circuits.Emphasisis placedon fundamental conceptsof diodes,transstors FETs ard
MOSFETs as they are usel in electricalcortrol circuits. Upon completion, gsudents should beableto
explain thebasc operaion of thesebasc sdid sate canporents and perform basc troubleshocting tasks.

ELT 224 SECURITY AND ALARM SYSTEMS: 3 credits, 5 hourf2-0-3)

Prerequisite: Permission of instrictor

This course introducesthe basic operation and indallation of home and busnesssearrity andfire alarm
systems aswell aslow voltage (under 30v) sygems such as lighting, door chimes and intercom systems.
Emphassis placedoningallation of home andbusinesssearrity andfire alarm systems. Upon completion,
students should be ale to ingall resdertial andcommerci&securiy systensin accordncewith codeand
directives.

ELT 231 PROGRAMMA BLE CONTROLS I: 3 credits, 5 hours (2-3)

Prerequisite: ELT 102 or instru ctor approval

This courseincludesthe fundamentalprinciplesof PLCs,including hardwareandprogramming. Emphasis
is placedon, but notlimited to, the following: hardwiring as®ciated with the PLC, different options
available with most PLCs, and basc ladder logic programming. Upon completion, students must
demonstrak their ability by developing programs, loading prograns intoreal wotd PLCs, and
troubleshootinghe ystem, if necesary.

ELT 232 PROGRAMMA BLE CONTROLS II: 3 credits, 5 hours (2-3)

Prerequisite: ELT 102 or instructor approval; Co-requisite ELT 231

This course includesthe principles of PLCs, including hardware, progmamming and program design.
Emphasisis placed o, but not limited to, the following: devebping working programs, timers coungrs,
different specid functions anddesigiing programs from existing hardwired systens. Upon completion,
students must demonstrae their ability by devéoping prograns, loadng progransinto red world PLCs ard
troubleshootingthe ystem, if necesary.

ELT 242 JOURNEYMAN -MASTER PREP EXAM: 3 credits, 3 hours (8-0)

Prerequisite: Permission of instrictor

This courseis desgned to help preparestudents to take either the Journeyman or Master Certificaion
Exam. Emphass is placedn review of electricalconceptsandprinciples,practice tests,andteg-taking
proceduresUpon completion, studentsshould be able to pass the Journeyman/Magers Certifying Exam.

GRAPHIC COMMUNICATION STECHNOLOGY
(GRD)

GRD 101 INTRODUCTION GRAPHICS: 3 credits, 5 hours (1-2-0)

This courseintroducesthe studentto the Graphic Desgn indugry. Emphasis is placed on visuallanguage
vocabularies, the elements and principles of design, typography, creative problem solving, design processes
current desgn tecologies andprofessional expectationsf graphic desigiers..

GRD 112 LAYOUT AND DESIGN: 3 credits, 5 hours (1-2-0)
This course introduces students to layout and desgn principles usng current software. Topics indude
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importing, canbining and manipulating text, graphic elemerts, and imagesfor composte layout. Upon
completion, students should be albe to desgn and layout various projeds at a professonal level for
production.

GRD 114 ILLUSTRATION GRAPHICS: 3 credits, 5 hours(1-2-0)

Prerequisite: GRD 101 or permissiorof instructor

This course covers the use of vecta basel software for preparing ill ustratonsfor output using form,
balance, repetition, proportion and color theory. Emphass is placedon creatingclip art, logos,and

ill ustrations to be reproducedn print and electronienedia. Uponcompletion, sudentsshoud beableto
succesfully prepare scabble atwork for production.

GRD 116 PHOTOSHOP: 3 credits, 5 hours (1-2-0)

Prerequisite: GRD 101 or permissiorof instructor

This course introducesstudents to digital imagng software. Emphass is placed on painting and editing,
creding spedal effeds, basic image corredions, photo retouching, preparing images for web publicatiors
and creatng color separationslUpon completion, students should be able to identify the different tools
work with multiple layer images retouch aphotographcreat specid effects and prepare an image for a
web publication.

GRD 118 GRAPHICSDESIGN TECHNIQUES: 3 credts, 5hours(1-2-0)

Prerequisite: GRD 101 or permissionof instructor

This course introducesthe different credive proceses involved to produce professonal graphic designs.
Emphasis is placedon the student devdoping a standard of desgn quality to be used throughot the
graphic designprogram and pofesgonallife.

GRD 121DIGITAL P HOTOGRAPHY FOUNDATI ON: 3 credits, 5 hours (1-2-0)

Prerequisite: GRD 101 or permission of instru ctor

This course introduces the creative process of digital phaography. Emphasisis placed on the components,
accessories and matenance of a digital camera Upon completion, a student will comprehend how to
compaose and shoot a picture using adigital camera.

GRD 143 DIGITAL VIDEO FOUNDATION: 3 credits, 5 hours (1-2-0)

Prerequisite: GRD 101 or permission of instructor

This courseintroduces tudents to the bag knowledge and devdopmentof digital videoand audio.
Studerts areintroduced to creatirg digital video productiors and editing techriques. Emphasisis placed
on aesthetics and techriques of digital video and audio recrding and norlinearediting.

GRD 170 PRODUCTION PROCESSES: 3 credits, 5 hours (1-0-6)

Prerequisite: Permissia of instructor

This course introduces students to the stagesand procedures necessaryo prepareconceptia artwork for
print. Traditional as well as contemporary production methodsare explored Students will develop ard
erhane intempersoné and communicatian skills necessarto work with clients peers ard supplies
involved in the print production process.

GRD 190 PORTFOLI O PREPARATION: : 3 credits, 5 hours (1-2-0)

Prerequisite: Permissia of instructor

This courseincludesthe preparaion of artwork for a portfolio presentation. Topics indude production of
a portfolio for presentation at the completion of the first yea of coursevork. Upon completion,
studerts should be alble to prepare a portfolio for presentation.

GRD 208 GRAPHICS BUSINESS MAN AGEMENT: 3 credits, 3 hours(3-0-0)

Prerequisite: Permissian of instructor

This courseis desgned to introduce the student to general busnesspradicesinduding finance,
accounting, insuranc, taxes management, marketing, and negotiation. Students are provided a
foundation that addresse the complexities of intelledual propetties, copyright, and basc busnessand
contract law ast pertansto creative content.

GRD 212 PUBLICATI ON DESIGN: 3 credits, 5 hours (1-2-0)
Prerequisite: Permissian of instructor
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This courseincludesthe preparaion of artwork for a portfolio presentation. Topics indude production of
a portfolio for presentation at the completion of the first yea of course work. Upon completion, students
shauld be able to prepare andproducea portfolio for presntation.

GRD 214 ILLUSTRATI ON DESIGN TECHNIQUES: 3 credits, 5 hours (1-2-0)

Prerequisite: Permissian of instructor

This course further develops the student séability to communicate visually by incorporating raste and
vecbr imagety for illustration purposesEmphasisis placed on creatirg complex illustrations tha
communicates an idea or concept.

GRD 250 WEB MEDIA: 3 credits, 5 hours (1-2-0)

Prerequisite: Permissian of instructor

This course focuses on creding original graphics for the web. Students will desigh web basel media,
animation, andnavigationfor the purpose of haan interfae design. Enphasis is placed on temiquesand
technologies fodesigning veb mediain which interactvity is thefocus.

GRD 265 PACKAGE DESIGN STUDIO: 3 credits, 6 hours (0-3-0)

Prerequisite: Permissia of instructor

This course is designed to allow the student to draw on their previous course work to produce a prototype
package despn. Classesredesigned to allow stucentsto explorethe form and function of 3-D paclaging.
Emphassis placal on designingandcongructing containers and/or dispays for various produdts..

INDUSTRIAL MAIN TENANCE TECHNOLOGY (INT)

INT105 INTRODUCTION TO PROC ESS CONTROL TECHNOLOGY: 3credits, 5 hours (®-3)
This course is desgned to provide studerts with anintroduction to process cortrol technology and various
ingruments usedto control processesUpon completion, students should be able to comprehend principles
of proces control technology and the aoplicaion of various ingruments usd to control processesin an
industrial setting.

INT 113 FUNDAMENTALS OF INDUSTRIAL HYDRAULICS: 3credits, 5 hours (B-3)
Prerequisite: Permission of instructor

This courg includes the fundamentd concepts and theories for the sake operatian of hydraulic components
and sysems ued with industrial production equipmert. Topicsindudethephysicd concepts, theories laws,
and the application of theseconapts to perform work. Upon completion, students should be able to
sewice ard perform preventive maintenance functionson hydraulic systems.

INT 117 PRINCIPLES OF INDUSTRIAL ME CHANICS: 3 credits, 5 hours (1-4-0)

This course provides indruction in basc physics conapts apdicalde to the mechatics of indudrial
production equipmert. Topics include the application of mecharical prindples with emphasis on power
trangmission, specific mechania comporents, alignment, andtension. Upon completion, students will be
able to perform basictroudeshooting repair andmaintenancefunctions onindudrial production equipment.

INT 118 FUNDAMENTALS OF INDUSTRIAL HYDRAULICS AND PNEUMATICS: 3 credits, 5
hours (34-0)

Thiscourseincludesthefundamental concepts and theoriesfor thesak operation of hydrauli c and pneumatic
systems usedwith indudrial production equipmert. Topicsindudethe physicd concepts; theories laws air
flow characeristics; aatators, valves acaimulators, symbals; circuitry; filters, sewicing safety and
preventive maintenance; ard the apfti cation of theseconcepts to perform wak. Upon completion, students
should beableto seniceand perform preentive maintenance functions on hydrauli c and pneumatic sysems.

INT 122 PREVENTIVE AND PREDICTIVE MAINTENANCE: 3 credits, 5 hours (2-0-3)
Prerequisite: Permission of instrictor

This course focuses on the concepts ard applications of preventive and predictive maintenance Topics
include theintroduction to optic alignment equipment; vibration testirg and analysis data collection; job
safety tool safety sysems analysis preventive maintenance procedires and taks, and predictive
maintenance concepts. Upon course completion, students will demondrate theability to apply the planning
process for proper preventive and predictive maintenance.
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INT 123INDUSTRIAL PUMPS AND PIPING SYSTEMS: 3 credits, 5 hours (4-0)

Prerequisite: Permission of instrictor

This course providesinstructionin thefundamental concepts of industrial pumpsand piping systens. Topics
include pump identification, operation, ard installaton, maintenance and troubleshooting. Also induded
are piping systems and ther installaton. Upon coure completion, studeits will be able to install,
maintain, and troubleshoot industrid pumps and pipirg sysems.

INT 124 PRODUCTION EQUIPMENT LAYOUT/INSTALLATION: 3 credits, 7 hours (0-6)
Prerequisite: Permission of instrictor

This course provides instruction in the layout and installation of production equipment and the use
of rigging and indallation tools. Topics indude the useof wire rope, chain and metatmesh, fiber rope,
and webbing slings, industrial hoists ard cranescrane operation, scafolds and ladders macdine anctoring
for vibration control, moving and settihg new equpmernt, leveling and alignment, prepaing equipment for
test run, test run guiddines, and safety precutions. Upon course completion, students will be able to
instal production equipment.

INT 129INDUSTRIAL SAFETY AND MAINTENANCE TEC HNIQUES: 3 credits, 5 hours (4-0)
This course provides indruction in basc maintenarce techriques ad sdety. Topics include drawing,
sketching, hand toals, portakde power tods, stationary power tools, measurenent, screwthreads, mechanical
fagenes, machiney ard equipmentistallation, rigging, and their proper saf operatons.

INT 233 INDUSTRIAL MAINTENANCE, METAL WELDING AND CUTTING TECHNIQU ES:3
credits, 7 hours (D-6)

Prerequisite: Permission of instrwctor

This course provides instruction in the fundamentals of aceylene cutting and the basics of SMAW
welding needed for the maintenance and repair of indudrial production equipment. Topics include oxy-
fuel safety choice of cutting equipment; proper cutting argles equipment setup; cutting plate and
pipe; hand todls; types of metal welding macdhines rod andwelding joints, and common welding
passs and beads. Upon completion, students will demondrate the ability to perform metawelding ard
cutting techniques necessarfor repairing indudrial productian equipment.

INT 242 FUNDAMENTALS OF INDUSTRIAL PNEUMATIC S: 3 credits, 5 hours (B-3)
Prerequisite: Permission of instrictor

This courseprovidesingruction in fundamental concepts and theoriesfor the safeoperation of pneumatic
comporents and ystems usedwith industrial produdion equpmert. Topics indude the physical conceps,
theoiies, laws, andthe application

MACHIN E TOOL TECHNOLOGY (MTT)

MTT 100 MACHINING T ECHNOLOGY I: 6 credits, 14 hour§2-0-12)

This course introduces macdining operations as they relake to the metalworking industry. Topics include
macdhine shop safetymeasiring todls, lathes drilling machines saws milling machines bench grinders
ard layout instruments. Upon mmpletion, students will be able to perform the bastc operations of
measiring, layout, drilling, sawirg, turning, andmilling. CORE.

MTT 103 MACHINING T ECHNOLOGY II: 6 credits,14 hours (20-12)

Prerequisite: MTT100 or permission of instructor

This cours provides additional instruction and practie in the use of precisbn measiring tools, lathes
milling machines,and grinders. Emphass is placed on setup and operation of madinetools, including the
selecton and useof work holding devices, speeds, feeds, cutting tools, and coolarts. Upon completion,
studerts shoud be abe to perform basc procedures onprecisian grinders and advanced operatians of
measiring, layout, drilling, sawirg, turning, and milling. CORE.

MTT 121 BLUEPRINT READING: 3 credits,3 hours (30-0)

This course covers the bastc principles of blueprint reading ard sketching. Topics include multiview
drawings, interpretatbn of corventiona lines dimendons, notes and threal notations. Upon completion,
students should be able to interpret basic drawings, visualize pats, and make pctorial sketches.CORE.
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MTT 129 LATHE OPERATIONS: 6 credits, 13 hours (2-9)

This courseincludesmore advanced lathe practicessuch as taper turning, threading, boring, and se-
up procedures. Enphasisis placedon safety proceduresand the ma ¢ h i smeisprigdity in the setup
ard operation of lathes Upon completion, gudents should be able to apply lathe techniquesto produce
machinetool projects.

MTT 136 MILLING OPERATIONS: 6 credits,13 hours (22-9)
Thiscourse proides basi&nowledge omilling machinesEmphasisis placed ortypes of milling machines
and their uses, cutting speedfeed calaulations, and setup procedures Upon completion, students should be
able to apply milli ng techniques to produce machire toadl projects.

MTT 139 INTRO TO COMPUTER NUMERIC CONTROL: 3 credits, 4 hours(2-2-0)

Prerequisite: MTT100 or permission of instructor

This course introduces the concepts and capabilitie s of computer numeric control macine toadls. Topics
include setup, operation, and basc applicdions. Upon completion, students should be able to exgdain
operaor sdety, machine protection, daainput, programpreparaion, and program storage.

MTT 140 BASIC COMPUTER NUMERICAL CONTROL TURNING: 3 credits, 5 hours (1-4-0)
Prerequisite: MTT 111 or permission of instructor

This courseintroducesthe progranming, se-up, and operation of CNC turning centers. Topics indude
progranming formats control functions program editing, part production, and inspection. Upon
completion, students should be able to manufadure simple pats usng CNC turning certers.

MTT 141 BASIC COMPUTER NUMERICAL CONTROL MILL ING: 3 credits, 5 hours (4-0)
Prerequisite: Permisson of instr uctor

This course introducesthe programming, se-up, and operation of CNC milling certers. Topics indude
progranming formats control functions program editing, part production, and inspection. Upon
completion, students should be able to manufadure simple pats usng CNC milli ngtechriques.

MTT 290 COOPERATIVE EDUCATION IN MACHI NE TOOL TECHNOLOGY: (1credit,5 hours)
Prerequisite: Instructor permission

Students work on a paitt-time bags in a job diredly related to mactine tool technology. The employer
and supewising instructor evaluate studentsd progress Upon course completion, students will be able to
apply skill s and knowledge in anemployment sdting.

OCCUPATIONAL SAFETY TECHNOLOGY (OHS)

OHS 103 INTRODUCTION TO OCCUPATIONAL SAFETY: 3 credits, 4 hours (2-0)

This survey presend occupatond safeyy and the bast occupaibnal healh and safey requirements for
workersin industty. Course content includes an overview of indudrial safdy, anintrodudionto OSHA and
other federaland state regulations, camporents of effedive sakty programs, safdy assesserts, hazrds
and risks, and environmental hedth and safety requirenents. Upon completion, students will identify
occupationh health and safety program componentsand safety regulatiogs) aswell asdescibe general
safety hazardsand risks and envirormentd healt and sfety requirements.

PLUMBING (PLB) PLB 111 INTRODUCTION TO PLUMBING: 3 credts, 3 hours (2-0)

This course covers fundamental plumbing principles, pradices, and history. Topics indude basc
plumbing principles, safety job-seding skills, blueprint reading, plumbe s ihath, shq orientation, ard
school policy. Upon completion, students will be able to sed employment, understard basc plumbing
principles real andinterpre blueprints, work safely,anduse formulasto solve plumbing problemsinvolving
measurenent and layouts.

PLB 112 PLUMBING APPLICATIONS: 3credits, 9 hours (0-9)

This courseis an applicdion of PLB 111. Topics indude orientation, basic plumbing principles, safay,
history, plumb e maéts job-seding skills, interpreting drawings, making drawingsusing rough-in sheets
and measirements. Upon completion, students will be able to apply bast plumbing principles.

PLB 113 PIPES AND FITTING S: 3 credits, 3 hours (3-0)
This cours includes the theoly of joining pipe and fittings. Topicsinclude methodsof joining pipe ard
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fittings, selecting ad using power tools, and methodsof searing piping. Upon completion, students wil | be
able to identify pipe ard fittings, idertify tools, propelly carefor tools, and idertify various typesof pipe
secuting devices.

PLB 114 JOINING PIPES AND FITTINGS: 3 credits, 9 hours (0-9)

This course covers identifying pipe and fitti ngs, proper methals for joining all types of pipe and fitti ngs,
hanging and secuing pipe, and usng mateials and tools. Emphass is on al plumbing materials,
toadls, suppliers, equipment and methods. Upon campletion, sudentswill be able to join various pipe and
fittings.

PLB 115PRESSJRE AND NON-PRESSURE SYSTEMS: 3 credits, 3 hours (3-0-0)

This coursecoverspressure and non-presaure systems, induding piping for potable water, drainage, waste,
vent, gas, air, and water. Topics include types of plumbing systens and systen desgn and size Upon
completion, students will be knowledgeable of systan functions.

PLB 116 PRESSURE AND NON-PRESSURE SYSTEMS APPLICATI ONS: 3 credits, 9 hours (0-0-3)
Co-requisite: PLB 115

This courseis anapplicaion of PLB 115. Emphass is on the different kinds ofplumbing systems, ther
desgn, ingallation, and function. Upon completion, students will be able to rough-in plumbing systems.

PLB 117 PLUMBING CODES: 3 credits, 3 hours (8-0)

This course includes reading and interpreting the Southem Stardard Code (SBCCI), locd codes ard
generd regulatbns. Emphass is on the basic principles definitions, materiak, facility requirements, and
technical review. Upon completion, students will be able to read and interpret stat and locd codes.

PLB 118 CODE APPLICATION S: 3 credits, 9 hours (-9)

Co-requisite: PLB 117

This course is anapplicaion of PLB 117. Emphassis on fixture unt vaue, $zing s/stems, minimum
plumbing requirements, and construction of pressire and non-pressue sysems according to code. Upon
completion, students will be able to calculat and construd pressue and non-presure systems.

PLB 120 SEECIAL PROJECT: PLUMBING CODE I: 1 credit, 3 hours (0@-3)

Co-requisite: PLB 111

This courseis anapplication and interpretation of the Suthern Sandard Code(SBCCl), local coas, and
generalregulationsfor plumbing. Emphesis is given to application of basic principles definitions
materials facility requirements, and techical review. Upon completion, students will have demondrated the
ability to apply stak ard locd plumbing codes correctly.

PLB 121 SEECIAL PROJECT: PLUMBING CODE II: 1 credit, 3 hours (@-3)

Prerequisite: Permission of instrictor

This course is a continuation of PLB 120. Emphass will be given to application of fixture unit values
sizing systems, and mhimum plumbing requirements. Upon completion, students will be able to
calaulate and construd pressire ard non-presure syséms in accordnce withstat and locd plumbing
codes.

PLB 181 SPECIAL TOPICS: 1 - 3 credts
This course allows for specialized in-degh study. Emphass is daced on
individudizedingruction.

PLB 211 PLUMBING REPAIR AND INSTALLATION: 3 credits, 3 hours (8-0)

This course enaldes students to readand follow schematicgdiagrams/rough-in sheds to indall or repair
plumbing fixtures, troubleshoot, and make repars. Topics indude removing, repladng and reparing
plumbing fixtures, new installations, and troubleshooting. Upon completion, students will be able to make
plumbing repairs and instal plumbing fixtures.

PLB 212 PLUMBING REPAIR AND INSTALLATION LABORATORY: 3 credits, 9 hours (0-9)
This course is an application of PLB 211. Topics include repairing and installing plumbing fixtures and
choosing gpropriate fixtures for the job. Upon completion, student will be able to instal new fixtures
ard remove, repair, andreplaceexisting plumbing fixtures.
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PLB 213 PROCESSPIPING: 3 credits, 3hours (30-0)

Prerequisite: Permission of instrictor

This coursefocuseson various piping procedures and material usedto transport mateials in indugrial
processes.Topics includemodem materid and installaton techniques. Upon completion, students will be
able to identify and understanl thetechnquesof process piping ingallation, layouts, and desgn.

PLB 214 PROCESS PIHNG APPLICA TIONS: 3 credits, 9 hours (@-9)
Co-requisite: PLB 213 (NOTE: this course is arapplication of PLB 213)
Topicsincludeinstalling process [dping. Upon completion, students will be able to instal
proces piping.

PLB 217 PUMPS AND COMPRESSCRS: 3 credits, 3 hours (3-0-0)

This course introduces students to pump and compres®r equipment used in plumbing systems. Topics
indude using medanical meansto movefluid through pping systems. Upon completion, studentswill have
the skills needed in selecthg and installing pumps and compres®rs.

PLB 218 PUMP AND COMPRESSOR APPLICATIONS: 3 credits, 9 hours(0-0-9)

This coursecoverspumpsand compres®rsin plumbing applicaions. Topicsindudesdedion, ingallation,
maintenance,and repair of pumps ard compres®rs. Upon completion, students will be able to
troubleshat, remove, repair, maintain, and instal pumpsand compressors.

PLB 219 MEDICAL GAS: 3 credits, 3 hours {8-0)

Prerequisite: Permission of instrictor

This course covers the performance, maintenane, indallation, and testing of medical gas systems. The
major topics are ronflammeable and flammable gas g/stems, laboraory gas, ad vacuum gstems and their
sub-assenblies. Upon campletion, students will undersénd the hazard associaté with medicd gas
systems and be knowledgeble of sysem camporents.

PLB 220 MEDICAL GAS LABORATORY: 3credits,9 hours (60-9)

Prerequisite: Permission of instrictor

This course covers medical gas systems. Topics indude layout, assembly, ingallation, troubleshocting,
and repar of medicad gas systems. Upon completion, studens will be able to assamble comporents of
gas systams in accordancewith medicd gas criteria.

PLB 281 SPECIAL TOPICS: 1 - 3 credts
This course allows for specialized in-degh study. Emphass is daced on
individudizedingruction.

TRUCK DRIVING (TRK)

TRK 111 BASICVEHICLE OPERATION: 4 credits, 6 hours ($-3)

Co-requisites: TRK112, TRK113

This courseintroducesstudents to the fundamentals of becoming a professonal commerdal motor
vehicle driver. Topicsindude orientation; cortrol systems; vehicle inspetions and reporting; basc
cortrol; shfting; backing; coupling and uroupling; proficiency developmert; andspegal rigs. Upon
completion, students shoud demondrate proficiency in skill field tasks and pre-trip inspedions, acording
to Commercid Driverd kicens standards.

TRK 112 SAFE OPERATING PRACTICES: 3 credits, 6 hours (2-3)

Co-requisites: TRK111, TRK113

This course offers proper defensve driving technquesapplicable to the commercid motor vehicle driver
ard involves the interadion between the student/vethicle and the highway traffic environmert. Topics
include visual search, communication, sped and space managenent, night operaion, extreme driving
conditions, andproficiency devdopment. Upon completion, students should demondrate basic operating
skill s that ensure safey of the driver ard other vehicle operatrs, acordingto Canmercid Driverd kicense
standrds.
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TRK 113NON-VEHICLE ACTIVITIE S: 2 credits, 4 hours (1-0-3)

Co-requisites: TRK111, TRK112

This course focuses on activities not directly relatal to the vehicle itself, but activities that are relatel to
the potential job performance of the commercial motor vehicle driver. Topics indudehandling cargo, cargo
documentation, hours of senice requirenents,accidentprocedures,personalhealthand safey, trip
planning, employability skills, andpublic and employerrelations.Upon completion, stucents wil |
demonstraé perfomane of the® activities, accordig to Commerciad Driverd kicense standards, to
ensue safey to thedriver, vehicle, argo, and other motorists.

TRK 114 VEHICLE MAINTENANCE: 2 credits, 3 hours (D-3)

Co-requisites: TRK111, TRK112, TRK113,TRK115, TRK116

This courseintroducesstudents to the various comporents of the vehicle andhow theywork in orderthat
malfunctions and safey hazrds may be recognizel before seriousdamagesor accidcents occur. Topics
include vehicle systems, preventive

maintenanceand servicing, and diagnosing and reporting malfunctions Upon completion, students
should be able to peform routine sevice functionsand simple maintenancetasksand recognizewhen a
vehicle nedsrepairs.

TRK 115 ADVANCED OPERATING PRACTICES: 1 credit, 3 hours @-3)

Co-requisites: TRK111, TRK112,TRK113

This course is designed for extended high level skill straining for coping with hazadsof the roadway traffic
environment. Topicsincludehazardperaption, emergency maneuvers, and skid controlandrecovery. Upon
completion, stucents shodd demonstraé percepual skills for recognition of potentid hazard as well as
the manipulatiwe skills neede to handle thevehiclein an emergeng.

TRK 116 PROFICIENCY DEVELOPMENT: 1 credit, 3 hours (@-3)

Co-requisites: TRK111, TRK112,TRK113

This course provides an opportunity to refine and palish vehicle handliing skills, and the sak ard fuel
efficient operathg pradices within the highway traffic environmert. Student performance is closdy
monitored by ingructors to ensure that

student progress toward the level of proficiency required for attanment of the Commercial

Driverd kicense.

TRK 117 COMM ERCIAL DRIVERS LICENSE: 2 credits, 4 hours (1-0-3)

This course is a review of information and requirements for obtaining a Commercial Driver dL&ense
(CDL). Uponcompletion, students should demondrate prepaednessfor pasing the Commercial Drive r 6 s
Licenseexamination with CDL endorsenents.

WATCH REPAIR AND JEWELRY DESIGN (WAR)

WAR 101 INTRODUCTION TO WATCH AND JEWELRY: 2 credits, 2 hours (®-0)

This courseprovidesanintrodudion to the modernwatch andjewdry indudry. Topicsindudean overview
and history of theindustry, professonal business practicesshop orientation, jewelry sales skills, proper use
of todls, safey practicesandrepair methods. Upon completion, stucents will be able to demonstratea
fundamental knowledgeof basicjewelry and wach repair concepts.

WAR 121 WATCH MOVEMENTS AND CASE PARTS: 3 credits, 7 hours (D-6)

This coursecoverswatch movements, case parts, and parts replacenent. Included are the use of parts
catalogs,ordering pats, the identification of various caegories of movements through fingerprinting by
individual comparies, power cdl replacenent, and watch band adjusting. Upon completion, students
will be able to identify, order, and replace stems, crowns, crystals and back gaskets.

WAR 122 ASSEMBLY AND DISASSEMBLY: 3 credits, 7 hours(1-0-6)

This cour® includes all steps of the assenbly ard disassebly processfor various types of watch
movements. Emphass is placedon identification of watch repair tools, ther usage, and hand dextrity
ard eye coordination Upon completion, stidents will be able to assenble and disasseble all common
types of mechanica watch movements.

WAR 123 IDENTIFICATION OF PAR TS AND FUNCTIONS: 3 credits, 7 hourg1-0-6)
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This course covers nomenclature of watch movement parts and the function of each. Course conent
includestheexamination and testirg of individual parts as well as specid parts variations. Upon completion,
students will be knowledyeable of thefunction of all basic watd parts.

WAR 124 CLEANING, LUBRICATING AND TIMING: 3 credits, 7 hours (1-0-6)

This course covers the methods of servicing watch movements by clearing and lubricating. Couse
conterts indudes vaious methodsof servicing, the use of timing machinesto accuraely adjust the mean
time rate, and methods of adjuging the balan@ asembly. Upon completion, studens will be able to
successfuly servie a mechantal watch movement with the usef eledronic equipment.

WAR 141 ESCAPEMENTS: 3 credits, 7 hours (1-0-6)

Prerequisites: WAR 121, WAR 122 or permission of instructor

This courseteachesstuderts the nomendature of es@pement paits, operation, and repairs. Course content
indudes detailed procedures enablirg the studert to complete balance staf installaton, poising, truing,
and the replacement of pallet androller jewels Upon completion, students will be able to assenble ard
disassenble a watch escgement and will have acqiredproficiencyinrepgacing abdancegaff and jewels.

WAR 142 AUTOMATIC AND CALENDAR MOV EMENTS: 3 credits, 7 hours (0-6)

Prerequisites: WAR 121, WAR 122 or permission of instructor

This course is desigred to tead students the necessary stefs involved in repairing and troubleshooting
auomatic andcalena@r watch movements. Emphasisis placedon obtairing speed and accuracywhen

servidng multifunctional watcheswith littl e instructor supervision. Upon completion, studens will be

able to successiilly sewice multifunctional and canplicated watchmovements.

WAR 143 COLLECTIBLES AND VA LUATIONS: 3 credits, 7 hours (0-6)

Prerequisites: WAR 121, WAR 122 or permission of instructor

This course covers the identification of collectible time pieces the history of American watch companies,
ard valuations. Induded topics are estimating repars, pocket watch and caseservicing, artique wrist
watch regoraion, and dial repar. Emphass is placeal on professionhattitudes, custaner relations,and
good work habits. Upon completion, studentswill be able to identify collectible timepiecs and their
manufactuer, estimate repairs and regore antique caseandmovements.

WAR 144 QUARTZ TIM EPIECES: 3 credits, 7 hours (1-0-6)

Prerequisites: WAR 121, WAR 122 or permission of instructor

This is a compehensive courseon quartz timepieces.Course content includes nomenclature of parts,
cleaning testing,disassebly and reassebly of both andog and digital quartz timepieces, quartz
movemert retrofitting, and dial feetreplacenent, aswell asproperand safe methodsof handling parts
and electronic comporents. Upon completion, students will be able to successfult repair both analog and
digital quart timepies.

WAR 131 JEWELRY MANUFACTURING: 3 credits, 7 hours (1-0-6)

This course coves bast jewelry manufaduring methods Techniquessuch astorchsoldeiing, filing, sawing
wire drawing, and the use of a meta rolling mill are covered; as well as madine engraiing, jewelry
refinishing, treament of alloys with heat precaitionsin gem stone tandling; and the sake use of all todsard
equipment. Upon completion, students will be able to safely perform bast jewelly manufac¢uring skills with
ahigh levd of finished produd accuracy.

WAR 132 JEWELRY RE PAIR: 3 credits, 7 hour§1-0-6)

This course is desigred to tead bast consumer neecd jewelry repairs. Coursecontent includes such
techniqus as ring sizing, shank replacenent, chainrepair, prongtipping and replacenent; methodsof gold
electroplating tightering pre-setstones; sddeling with the use of heat protedive packng; and the
ordering of findings and alloys. Upon completion, students will be able to make basic jewelry repairs.

WAR 133 ROUND STONE SETTING: 3 credits, 7 hours (1-0-6)

In this course students learn to mount four- and six-prong setting and their placanent on jewelry.
Students learnto set roundstonesin dome, cluster, strip, gypsy, tiff any, and flush settings.Also included
are topics such as diamond charateristics and their grading and the measuing of stonesto ensure
correct ordeing of crowns. Upon completion, stucents will be able to se rourd stones in various
mountings, usingtheir knowledge of the makep of a round brilliant, facettel diamond.
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WAR 134 ADVANCED STONE SETTING: 3 credits, 7hours (10-6)

This coursecoversthefabrication and cusomizing of crownsto fit odd-sizedstones.Contentindudespave,
channd, tube,ard bezé mountings as well as knowledge andfolklore of birth stones Upon completion,
students will be able to setdifficult mourtingsby adapting the crown to fit the soned sed.

WAR 151 FANCY STONE SETTING: 3 credits, 7 hours (1-0-6)

In this course,students learnto setfancy-shapedstonessuch asmarquise,emerdd, pear, andovd. Included
isthehandson placenentof fancy crownsin shanks andmountings, aswell asthe use of findings catalogs
to order crowrs and stones.Uponcompletion, sudentswill be ableto seta variety of fancy-cut stone ard
solder ther crownsto mountings.

WAR 152 CUSTOM JEWELRY DESIGN: 3 credits, 7 hours (1-0-6)

This course coverstheart of customdesigiing jewelry through the ability to drawv on pape what a custome
wants in detail, then order, or makethe neealed findings to make up a custom piece of jewelry. Speca
topics include crown placement, firdings, mountings, and catabg knowledge, as well as an emphask on
customer communications, professimal attitudes, ad future employment. Upon completion, students wil |
be able to re-dedgn, custom desgn, and asserhly by following the custone r osk-orderinstuctions.

WAR 153LOST WAX CASTIN G: 3 credits, 7 hours (1-0-6)

This coursecoversthe art and sdenceof the lostwax caging proces. Included arecentrifugal and vacuum
cading, wax model se-up, inveging, the burn-out cycle, and professondly finished cagings, as well
as the safe use of the toadls, egipment, and materials neededto alloy cag jewelry. Upon completion,
students will be able to centrifugal ard vaauumcag arnd to refinish casting to afinefinish.

WAR 154 WAX CARVING: 3 credits, 7 hours (1-0-6)

In this course, sudents learn all aspets of hand and machne wax carving. Coursecontent indudescustom
desgndrawing, wax injecting, rubber mold vulcanizing, and mold cutting for reproduction. The proper and
sak use of toadls to attan close tolerances is required Upon completion, students will be able to draw a
custome s desgn, cawve it in wax, and prepae it for castng.

WELDIN G (WDT)

WDT 108 SHIELDED METAL ARC FILLET/OFC i THEORY: 3 credits, 5 hours (2-3)

This course provides students with instruction of safey practices and terminology in the shielded
metd arc welding (SMAW) processesEmphasis is placedon safety, welding terminology, equipment
identification, set-up and opeietion, and related information in the SMAW process This course also covers
the rules of basic safey ard identification of shop eguipment and provides students with the skills and
knowledgenecessar for the sake operaton of oxy-fuel cutting. CORE.

WDT 109 SHIELDED METAL ARC FILLET/PAC/CAC i THEORY: 3credits, 5 hour§2-0-3)
This course provides students with instruction on safey practices and terminoogy in the shielded
metd arc welding (SMAW) process. Emphasisis placal on safety, welding temrminology, equipment
identification, setup ard operation andrelated information in the SMAW process This course alo
covers the rules of badc sdety ard identification of shop egipmert ard provides studens with the skills
ard knowledg necesary for the safeoperation of carbon arc cutting and plasna arc cutting CORE.

WDT 110 INDUSTRIAL BLUEPRINT READING: 3 credits, 3 hours (3-0-0)

This course provides studerts with the understanding and fundamentals of indudrial blueprint reading.
Emphass is placed on reading and interpreting lines, views, dimensons, weld joint configurations and
weld symbals. Upon completion, studerts should be able to interpret welding symbols and blueprints as
they apply to welding and fabrication. CORE.

WDT 115 GTAW CARBON PIPE THEORY: 3 credits, 5 hours(1-4-0)

This course is desgned to provide studerts with the pradicesand proceduresof welding carbon steel pipe
usng the gastungsten arc weld (GTAW) process Emphass is placed on pipe positions, filler metal
selecton, joint geometry, joint preparatian, and fit-up. Upon completion, students should be able to
identify pipe positions, filler metals proper joint geometry, joint preparation, and fit-up in acerdance with
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applicable codes.

WDT 119 GAS METAL ARC/FLUX CORED ARC WELDING THEORY: 3 credits, 4 hours {2-0)
This course introduce stucents to the gasmetal arc and flux cored arc welding processesEmphasis is
placedon safe oprating practices handlingandstorageof compressedjasesprocess prindples,comporent
identificaion, vaeriouswelding tecmiques, and base andfiller metd identification. CORE.

WDT 120 SHIELDE D METAL ARC WELDING GROOVE THEORY: 3 credits, 5 hours (2-0-3)
Co-requisite; WDT125

This course provides students with instruction on joint design, joint preparation,-apdfigroove welds

in accordance with applicable welding codes. Emphasis is placed on safe operation, joint design, joint
preparation, and fitp. Uponcompletion, students should be able to identify the proper joint design, joint
preparation and fitip of groove welds in accdance with applicable welding codes. CORE.

WDT 122 SMAW FILLET/OF C LA BORATORY: 3 credits9 hours(0-0-9)

This course is designed to introduce students to the proper setup and operaton of the shiebded metd arc

welding (SMAW). Emphasisis placedon striking and controlling the arc and properfit-up of fillet joints.

This cours is also desigred to instruct studentsin the sak operatian of oxy-fuel cutting. Upon completion,

students should be able to makefill et weldsin all postions using electiodes in the F-3 groupsin acordance
with applicable welding codes and be able to safely operate oxy-fuel equipment andperform those
operations ager the applicalde welding code. CORE

WDT 123 SMAW FILLET/PAC /CAC LABORATORY: 3 credits, 9 hours (0-9)

This course is designed to introduce the student to the proper sd-up and operaticn of the shielded
metd arc welding (SMAW) equipment. Emphassis placed on striking ard controlli ng thearc ard on proper
fit-up of fillet joints. The course & also desgned to ingruct students in the safe operaion of plagna arc
andcarbon arc cutting. Upon completion, students should be able to make fillet weldsin all positions ugng
electrades in the F-4 groups in ac@rdance with applicable welding codes and be able to sdely operate
plasma arc and carbon arc equipment and perform those operatiors as per applicable welding code. CORE.

WDT 124 GASMETAL ARC/FLUX CORED ARC WELDING LABORATORY: 3 credits, Shours(0-0-
9)

Co-requisite: WDT119

This course providesingruction and demondration usng the various transfer methodsand techniquesto

gas metd arc and flux cored arc welds. Topicsincluded aresafety, egipment setup, joint desgn ard

preparation, and gases CORE.

WDT 125 SHIELDED METAL ARC WELDING GROOVE LABORATORY: 3 credits, 6 hours (@-
6)

Prerequisite: WDT109 or permissionof instructor; Co-requisite: WDT120

This courseprovidesingruction and demonstrationsin the shelded metal arc welding processon carbon
steel plate with varioussize F3 ard F4 group electiodes in all postions. Emphasis is placed on welding
groovejoints ard using various F3and F4 grow electrodes in all position Uponcompletion,studentsshoud
be able to make visually acceptal# groove weld jantsin accordane with applicable welding codes CORE.

WDT 155 GTAW CARBON PIPE LABORATORY: 3 credits, 9 hours(0-0-9)

This course is designed to provide students with skills in welding carbon steel pipe with gas tungsten arc
weld (GTAW) process using filler metals in the F6 groups. Emighia placed on welding carbon steel pipe
using gas tungsten arc welding technique in the 2G, 5G, and 6G positions. Upon completion, students
should be able to perform gas tungstenveslding on carbon steel pipe with the prescribed filler metals in
the2G, 5G, and 6G positions in accordance with the applicable code.

WDT 181 SPECIAL TOPICS I: 3 credits, 9 hours (0-9)
This course provides specializad instructin in various aress of the welding industry Emphass is
placel on meetingstudents Heeds.

WDT 182 SPECIAL TOPICS II: 3 credits, 7 hours (D-6)
This courseallows studentgo plan, execute, andpresent results of individud projecsin welding. Emphass
is placed on enhancing skill attanment in the welding field. Students will be able to demongrate and apply
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competencies identified andagreed uponbetweenthe students and instrucbr.

WDT 183 SPECIAL TOPICS lll: 3 credits, 5 hours (4-0)
This course provides specializal instructin in various aress of the welding industry Emphass is
placel on meetingstudents Heeds.

WDT 184 SPECIAL TOPICS IV: 1 credit, 2 hourg0-2-0)
This course provides specializad instructin in various aress of the welding industry Emphass is
placal on meetingstudents Heeds.

WDT 217 SMAW CARBON PIPE THEORY: 3 credits, 5 hours(1-4-0)

This course is desgned to provide students with the pradices and procedures of welding carbon steel
pipe usng the shieleéd metal arcweld (SMAW) process.Emphasiss placedon pipe positions filler metad
sdection,joint geametry, joint preparatian, and fit-up. Upon completion, the student should be able to
identify pipe positions, filler metals proper joint geometry, joint preparaton, and fit-up to the applicable
codes.

WDT 228 GTAW (GAS TUNGSTEN ARC WELDING) THEORY: 3 credits, 3 hours (3-0-0)

This courseprovidesstudents with the knowledge neadedto perform gastunggen arc welds (GTAW) using
ferrousand/or nonferrous metals accordirg to appicabke welding codes Topics include safe operating
practices;equipmentidentification and setwp; corred selecton of tungsten type; polarity; shielding gas
and filler metals Upon completion, sudents should beable to identify safeoperating pradices; euipment
identificationand seup; correctseledion oftunggentype; polarity, shielding gas filler metak, and various
welds on ferrous and/or non-ferrous metals usng the gas tungstenarc welding process amrding to
applicable welding codes.

WDT 257 SMAW CARBON PIPE LABORATORY: 3 credits, 6 hours(0-0-6)

This course is designed to provide students with skill s in welding caton steé pipe with the shielded
metd arc weld (SMAW) process using eledrodes in the F3 andF4 groups.Emphasisis placedon welding
pipe in the 2G, 5G, and 6G podtions. Upon completion, students shauld be able to perform shielded
metal arc welding on carton steé pipe with prescrbed electrales in the 2G, 5G, and 6G positionsto the
aplicable code.

WDT 268 GTAW (GAS TUNGSTEN ARC WELDING) LABORATORY; 3 credits, 9 hours(0-0-9)
This course provides students with skill s needed to perform gas tungsten arc welds (GTAW) using ferrous
and non-ferrous metals,accordng to applicalde welding codes. Topics include safe operating pratices;
equpmentidentificationand set-up; corred selecton of tungden type; polarity; shielding gas and filler
metals. Upon completion, students should be able to identify saf operatirg pracices equipment
identification and setup; corred selecton of tungsten type; polarity; shielding gas filler metals and
various welds on ferrous and/or norn-ferrous metals using the gas tungsten arc welding process accordm
to applicablke welding codes.

271



Adult Education
&
Workforce Development



ADULT EDUCATION

ADULT BASIC EDUCATION

The Bishop State Community College Adult Basic Eduation Program is a compretensive edwcationd programaimed at
prepalting adults age16 andoverfor the AmericanCouncil of Educato n GED Tests (Gereral Educational Development).
The GED Tess cover the acalemic knowledge and skill s learnal in four years of high school: reading, writing, social
studies scierce, ard mathematics The god of the Bishgp Stak Adult Educatiommn Program is to succesfully prepare
stucdents for the GED Tests throudh instructonin math, language, and reading.

TABE AssessmenTesting (Free- No Cost)

To enrall in the Bishop Stae Adult Education Pragram, all individuals must take the Ted for Adult Basc Educaton
(TABE) Assesment Test The TABE Assesment is given to detemine a student sigrade level prior to enrolling in Adult
Educatiao Classes.

Students musthavea picturel.D. to enroll.
ThisTABE Assesment Ted usually takes betwee four (4) to five (5) hours.

O« O«

Assessmnt Schedule
The TABE Assesment Tesing will be held at the Bishop StateCaner Campus, 414 Stanton Street Mobile, AL 36607.

The TABE is given on Mondays only with only twenty (20) openings available. No appointments are acceptedfirst come,
first seved. When students arrive at the testng center, numbers will be dstributed to allow the first twenty (20) students to
take thetest.

A Sign-upfor testing begns at6:00 am.

A Numbers are handed out at the Rea Guard Shack.

A Tedingbeginspromptly at 7:30 am.

Thistesting steis open for continuous enrollment to anyone sixteen (16) yearsof ageor older who is notcurrertly enrolled
in the regular public school program. Studerts ages sixteen (16) and sewenteen (17) years old must bring a scool
withdrawd form at thetime ofenrolling to take theTABE Assesment Test.

WORKFORCE DEVEL OPMENT AND LIFELONG LEARNING

The Division of Workforce Devdopment and Lifelong Learring offers careerreadnessand professonal and personal
development opportunities through thefollowing programs:

Assesment Testing (Adult Basic Education and TABE)
ContractTraining

Distane Learning Education

Realy-to-Work

WorkKeys for Educaion, Employers, and Economic Devdopmert.

o Do o I o
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Contract Training Programs
YourBusnessPartner in Warkforce Training

Cost-effective, Customized and Convenient
Bishop Stak can design atraining program that's rightfor you, your busnes and your employees.

A recent National Workforce Devdopment study shows that busnessesare turning to community collegesfor training
becausat is costeffective and convenientfor themandtheir employees.While big industryis still the larges cusome of
community college training programs, the study showed busneses of al sizesare discovering the advartagesof Bishop
St astoat@ct training

Bishop Stakis proud to be at theforefront of this mational trend. We've been building patnerships with area lisinessesnd
industries for decads by offering training assistane that keeps our locd econamy growing ard our local citizens working.

Training to Keep Your Employeeson the Cutting Edge of Technology

Training is an essentihtoal for succesin any businessin todays globally competitive marketplaceworkers must hawe the
opportunity to upgrade their skills on an ongoing basis The current work environment demands that workers be lifel ong
leamers to keep abreasof toda s fiechnological changes update current job skills, and prepare for the skill s of tomorrow.
Bishop State has developed cusomized cortracttraining programs that really work for busineses and med the workforce
training needs of al typesof indugry. Our programs are specifically desigred to med the requirements of your business
operation.

Herearesame ofthe benefits of Bishop State &cantracttraining programs, which are:

A Customized. We assessindidentify your specificneeds anddewelop programs to med them. We can even design
aprogram around your long-rangebusiness plan.

A Flexible. Training can be offered on-site at your business or on one of our convenient campuses.We canwork

with new employees,current employeesor returning employees.Also, we canmodify training for your company

as your business reedschange.

Cost-effective. You 6find effective quality training programs at affordable prices for your business.

Many indudries have found our programa greatlternative to expensve in-housetraining programs.

Suitable for companies of all sizes Our cortract training programs are suited for companies of all sizes major

corporaions, mid-sizedbusinessoperatiors, andsmall companies.

o Do Do

Distance Learning

Goal of Distance Learning

Thegoal of distance leaming a Bishop Statisto provide acces to courses outside of thetraditional classr@m for our
stucents where applicable Witht o dsduys/ifestyles students demand acces to quality educaton 24/7. In online
courses from Bishop State youdl find the sane type ofexcellence with quality instructors and erngaging content as on-
CampusCoUrses.

Expectations

What shouldyou expectfrom Bishop StateOnline courses? Look forward to high quality courses that allowyouto learnat
your own pace, within course deadlines,and ingructors who provide an atmosplere open to discussion, interadion, and
discovery, and eagger-to-leam fellow classmatesYou will need to keg up with clas discussons and weely work
assgnments, but the time you choose to do thework is your own.

NOTE Online learring doesnot meanthe clases are easer than on-campusclassesDo not think becauseyou are seaed

behind your computer that you are not expeded to be a part of the clas and learn Full participation is required by all
onlineinstructors.
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About Online Coursesfrom Bishop State

We havebeen a part of distance educdion for approximately threeyearsnow and havedevdoped over 40 online courses.
When it comes to an extendve number of courses available online, Bishgp Stak is at the forefront of the stak with plansto
devdop new online coursesregularly.

For More Information on DistancelL earning
TolearnmoreabouttheCo | | edigtandelearningprograms, visit www.bishop.edu/distance.htm!

Ed2Go (Interactive, Non-Credit Course Offerings)

Bishop Stake offers awiderangeof highly interactive, non-credit courses that you can take entirely over theintemet.

All of the course include expert instructors many of whom are naiondly known authors. Thes online courses are
affordable, fun, fast corvenient, and geared jugt for you.

CoaurseOfferingsInclude:
Accounting and FHnance
Business

College Realiness
Computer Applicaions
Desgn and Compostion
Health Careand Medical
Languageand Arts

Law and Legal

Pesonal Development
Teachimg and Education
Tedhnology

Writing and Publishing

Do o Po o Do o o Po Bo o o o

Visit the Ed2Go website

Techndogy Series

The Collegeis prepaiing to offer the latest in technology training and hundredsof never-before-offered courses va a-line
with excellent ard effective instructor access Currenty, thes courses are available in the Ed2Go Program.  Visit
www.bishop.edu/, click on Workforce Developmentand then scroll down to Ed2Go. From thereyo Ul &e linked to
Ed2Go owebsdte.

Typical Videoconferencing Applicaionsindude:

A DistanceEducation A V eodonfeencing provides an effective mears to condud medings with
A Gereral Mesings remote locations at a small fraction of the cost and time involved in travel.
A Boad Meetings Comparies, orgarizaions, agendes, and individuds can hold medingsone-
A Leadersip Meetings to-one(point-to-point) or involving multi ple sites.

A Inteviews

A Workshps Each site participding in a videoconference is equipped with cameras,
A ProfessonalDevelopment monitors, and other devices that enable them to make full use of this exciting
A Depositions technology. It isinteractive.

Facility Information

Videoconfeencing in the Busines Technology Cener on the Main Campus hastwo public-accessvideo confelencing
areaspoth on the irstfloor in Rooms 116 and 160. The Auditorium, housedin Room 116, is the largestvideo conference
room with document view and inadive software which alow you to recrd sessons. Dropped microphones alow
audences to participate Also available are two cameras one with a motion tracing to follow the preseter and allow
accesdo the audience.Theroomd #otal capacity is 120 peoplewith two 100-inch screens. In room 160, the capadty is
20 people, depanding on the useof computers or laptops. This se-up is designed for amore personal videoconferenceand
has alarge 100 inch saeen.
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Readyto-Work Program
Read/-to-Work (RTW) is a training program that prepatres individuds to meetthe demandsof current and future Alabana

employers. RTW graduaes who passa final compretendve examinaion ean an "Alabama Certified Worker Certifi cete”
and an "Alabama Caree Realiness Certificate” The certify that graduates posses proven work skills and abilitie s se by
the Alabama Department of Postsecodary Education Division of Workforce Development in cooperation with the Alabama
Industrial Development Training Institute (AIDT).

The RTW training program is available at no charge to unemployed individuals who neel training in entry-level skills or
those individuals who desire additional skills for employment advance The Realy-to-Work Training Program classes
begn everythreemonthsor as neded.

WorkKeys® Solutions Provider
WorkKeysis ajob skill s assessient sysem that measires reatworld skills, and:

A connecswork skills, training, ard testirg for education and employers;

A makesit easer to meetthe requirements offederalprograms and legislation;
A supports economé and workforce development programs; and

A isthebask for the National Career Realiness Certificate.

To leam more abou WorkKeys Soluions, plea visit http://www.workke vs.com.
WorkKey s® for Education

The WorkKeys job skill assessient sysem is used in high schals and community and techical colleges acros the
country to measurerealworld skills.

A Educators useit to help students identify caree interests current skill s or additional training needed to prepare
for jobs.

A Students can learn more abaut preparing for the WorkKeys testand how to useWorkKeys soresto determine
possible job intereds.

A Parentscan useit as aguideto hdp ther son or daughter with future @reerplans.

WorkKey s® for Employers
High Turnover? Hard to Find and Keep Qualified Employees?
Does any of this sound famili ar?

A Turnover level keepsyou awake atnight.

A Hiring qualified workers is aconstant challenge.

A Your training efforts and training dollars dont showmeasueabie results.

A Your staf isworking overtime ard double shifts to make up for staf shortages and high turnover.

WorkKeys ACT's workplace assessent tool T the gold standard in skill s testihg T is used by thousands of companies
worldwide. WorkKeys uses the same scak to sare tess and measire job skill s for quick comparisors between a persan's
skill levels and thejob requirements.

WorkKey s® and Economic Development Using WorkKeys®

A growing number of states communities, and organizations are choosing the WorkKeys® systen as the foundation for
caree reainess initiatives that energize their economic development and workforce strat@ies Many of thes initiatives
incorporae the principles of the National Career Realiness CertificateE by issuing stae and locd credentials tha align
with the rationd sysem.

Credentials that utilize three WorkKeys assessients i Applied Mathematics Locating Information, and Realines for

Information 7 sharemany of the benefits provided by the National Career ReadnessSystem. State and national programs
that use this framework can achiewe even greaer outcomesby fully adopting the National Career Realiness Certificate as
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partof comprehensive workforceand economic devéopmentstrategies.Broad useof WorkKeys to empower state, regonal
and locd strat@jies demongtrates its capabilitie s to address a wide rangeof workforce and ecanomic development objectives

A~

WorkkeysRand t he Career Readiness CertificatetE
The Career Readines CertificateE (CRC), basel on the WorkKeys® job skill s assessent sysem, gives employers and
caree seelers a uniform measure of key workplace skills.

Certific ate Levels
Individuals who scoe at certan levels on the three WorkKeys assessmigs will qualify for a certificate The three
WorkKeysassesaments are as follow#pplied Mathenatics, Realing for Information, and Locating Information.

Certificate WorkKeys Scores
Gold 5sandabove
Silver 4sandabove
Bronze 3sandabove

Which Certificate Is Needed?
To leam theaverae WorkKeys saores needel by job title for more than 400 accupations, visit www.workkeys.om.
Additional informationis available at www.bishop.edu and www.alworkforce.dpe.edi.

There are 4levels an individuad may ean: bronze, silver, gold, and platinum.

Bronzeleve - Core employability skill s for approximatdy 30% of jobslisted
Silver Level - Core employability skill s for approximatdy 65% of jobslisted
Gold Level - Core employability skill s for approximatdy 90% of jobslisted
Platinum Level -  Core employability skill s for approximatdy 99% of jobslisted

Employersi Demand a Skilled Workfor ce

When you recmmmendor require the Career Readiress Certificaie (CRC) for jobs in your workplace you'll tap into the
most qualified labor pool in your area When an applicant walks in with a CRC, youll be guaranteed that he or she possess
basic foundational skills.

Use thecertificate as atodl for:

A Screenirgi Savetime byinterviewing only applicants who have the skill s required for your jobs.

A Hiring and promotion i A Nationd Career Readness Certificate can be used as a"plus' factor to hdp you make
sdedion and promotion dedsions.

A Targeting employeetraining and devdopment i Save moneyby usng your training budget on employeeswith
skill gaps.

HIGH -STAKES TESTING

The ACT Cente is the Centrd area of testirg or High Stakes Testing where the College proctors for 21 boards of
Cetificaionsandoverseel54 differentexams. The mostcommon testsare ASWB, ABO, ADA, ASE, NASC, ABVM and
Compasstesting NOTE: Seebelowfor test listings of acronys.
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ABO (AmericanBoard of Ophthamology)
ABPM (AmericanBoard of Pain Medicine)
ASE (National Institute for Automotive Service
Excellence)

ASWB (Association of Sodal Work Boards)
BOC (Board of Certification)

BU (Bogon University)

CSA (Codes and Standrds Assessents)

CDR (Commissbn on Dietetic Registration)
CIV (COMPASS Intemet Version Remote Testng)
CTS (Continental Testirg Sewvices)

Comira

DevSquare

FSOT(Foreign Sewice Officer Test)

Listing of Tedts
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Lawson

LSENP (Liebeat Sevices Emeason Network Power)

McCann

NITC (Nationd Inspection, Testing, ard Certification
Corporation)

NMTCB (NuclearMedicine Technology, Certification
Board),

PAHCOM (Professond Assciation of Health Care
Office Management),

ProExams

Rockwell Collins,

RVIA (Recrationd Vehicle Industy Assciation),

TESC(Thomas Edson StateCollege),

WorkKeys/Caree Readiness Certi




WORKFORCE DEVELOPMENT

Job Sekers

Did you know there are funds available to hdp pay for workforce training? Training is the key to obtaining
better job oppotunities and higher wages. Students, if you are interested in devdoping the skills neead to
sweceedin a fulfilling career,condder Bishop State Community College. There are many programs and savices
offered through the College.Contad usat 251.406.7056 to begin your road to success.

Financial Assistance

Find out how we can assi$ you in anumber of financial aid resoucesincluding: Pell Grant, Workfor ce Investment
Act, Schdarships and Veterans Assistan@. Contact the Financial Aid Office at 251.405.7020. For Veterans
Assgstarce, cdl 251.405.7019.

Business andndu stry

Through the Workforce Development Programs, Bishop State Community College provides a comprehensive,
cusbmer- driven process of developing highly qudified workers. This is accomplished through a seanless system
of educaion andtraining. Patnerships may be developed with industry, which will increag company productivity

and return oninvegment. Employerscanlocae highly qudified, dependable and competent workers by contading
Bishop State Community College at 251-405-7086.
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Alabama Community College System Board of Trustees

Governor Robert Bentley

President

Al Thompson District 1

Ron Fantroy District 2
SusarfFoy District 3
Frank Caldwell District 4
Crystal Brown District 5
Milton Davis District 6
Chuck Smith District 7
Blake McAnally Member-at-Large
Mary Scott Hunter State Board of Education

Ex-officio Member

Chancellor Mark Heinrich
The Alabama Community College System
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BISHOP STATE COMMUNITY COLLEGE

Sykes, Reginald L |nterim President

FACULTY

Ed.D, Mississippi State University
B.S., M.S., Jackson State University;

Employee Name

Position

Degree Type/ College

Abrams, Krishalon
Allbritten, Alan

Batley, Tommi
Beech, Frances B
Bell, Jeffrey

Brown, Annette
Cochran, Catherine
Corley, Jason S.

Coleman, Lyle

Crockett, Patty

Davidson, Emma

Davis, Dewanda J

Davis, Ronald

Dennis, Tammy Deloris

Dickerson, Wade

DickinsonCarter, Cora

Douglas, Henry

Driscoll, Tracy

Instructor, Mathematics

Instructor, Air
Conditioning/Refrigeration

Instructor, English
Instructor, Sociology
Instructor, Plumbing

Instructor, Welding
Instructor, Speech
Instructor, Automotive
Technology Diploma

Instructor, Business

Instructor, Developmeal
Studies

Instructor, Nursing

Instructor, ABE Instructor

Instructor, Computer Science

Instructor, Biology
Instructor, Barbeng

Instructor,

Instructor, Commercial Food

Services

Instructor, CIS
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B.S., M.Ed., Alabama A& M University

A.A.S., Bishop State Community College
B.S., M.Ed., William Carey College, Ph.D.
University of South Alabama

B.S., M.A., University of South Alabama
A.A.S., Bishop State Community College

A.S., Colorado Technical University

B.A., Troy University; M.A., University of
South Alabama

Southwest State Technical College, A.A.S.
Bishop State Community College

B.S., University of Alabama; M.B.A.,
University of South Alabama

B.A., Springhill College; M.Ed., University o
South Alabama; Ed.S., University of West
Florida

B.S.N., University of South Alabama,;
M.S.N., Southern University

B.S., Alabama State University; M.S.,
University of West Florida

B.S., M.S., Ed.S. University of South
Alabama; Ed.D. Nova University

A.O.T., Bishop State Community College

A.A.S., Southern Institute
B.S., University of Alabama; M.S., Regis




Duffy, Paula

Dyess, Jeffrey
EdwardsNancy

Eleby, Jessie M.

Ellis, Latonya Michelle Hayes

Escobio, Dana

Evans, Adrian

Fairley, Vesta

Fantroy, Linda
Foster, Clint
Foster, Yvonne

Gee, Keith

Getto, Kathleen A.
Grubach, Robert
Guice, Jeffery Todd
Hall, Tammy

Hackworth, Sylvester

Harris, Malvereen
Higginbotham, Mitchell E.
Hobbs, Sharnee

Host, Lydia

Houston , Laurie

Hunter, Erica

Jackson, Leon

Instructor, Physical Therapist
Assistant

Instructor, Mathematics

Instructor, Physical Therapist
Assistant

Instructor/Director Early
Childhood Education

Instructor, Mathematics

Instructor, English

Instructor, English

Instructor, Nursing

Instructor, English
Instructor, Biology

Counselor

Instructor, Air
Conditioning/Refrigeration

Instructor
Instructor, Welding
Instructor,

Instructor
Instructor, Natural Sciences

Instructor, Psychology
Instructor, Drafting & Design

Instructor,

Instructor, Art/Humanities

Instructor, Nursing

Instructor, Graphic
Communication

Instructor, Welding
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University
B.S., University of Mississippi Medical
Center

B.S., University of Southern Mississippi;
M.Ed., William Carey University; Ed. S.,
University of West Florida

B.S., University of Florida

B.S., M.Ed., Alabama State University
A.A.S., Bishop State Comunity College;
B.S., University of South Alabama, M.Ed.,
Alabama State University

B.A., M.A., University of South Alabama
A.A., Bishop State Community College; B.A
University ofMobile; M.A., Jackson State
University; Ph.D., University of New Orlean
R.N., M.S.N., University of South Alabama

A.D.N., University of Mobile; B.A., M.A.,
University of South Alabam&h.D.,
Southern Mississippi University

B.S., M.S., Troy University; Ph.D., Auburn
University

B.A., University of South Alabama; M.S.,
Alabama State University

Certificate, Bishop State Community Colleg

A.S, University of Mobile

B.S., M.A., University of Mobile; Ph.D.,
Walden University

B.S., Dillard University; M.S., University of
South Alabama

A.A.S., East Mississippi Junior College

B.F.A., University of south Alabama; M.L.A.
Springhill College

R.N., M.S.N, University of Mobile

A.A.S., Bishop State Community College;
B.S., M.S., Bellevue University

A.A.S., Bishop State Community College



Jeter, Michael
Joseph, Beverly

Jurenka, Sarah
Kimbrough, Mary

King, Julie

King, Victoria
Labay, Theodore

Laffitte, Darlene

Lange, Stephen E.
LibscombHammond, Cecelia
Lott, Michael

Malone, Katherine

Maull, Jerome
Moore, Terry

Mosley, Simone
Nast, William
Oliver, Lauren
Oliver, Melinda

Peeples, Larene

Perry, Emma

Poellnitz, Michael

Robinson, LaShondra
Rodgers, Lachan L.

Rodgers, Janice

Instructor, Developmental
English

Instructor, Biology

Instructor, History
Instructor, Art

Instructor, English

Instructor, Nursing
Instructor,Business

Instructor, Biology

B.A., M.A_, University ofBirmingham
B.S., M.S., Alabama A& M University

B.S., M.A.T., University of West Alabama

B.F.A., Auburn University; M.F.A.,
University of lllinois

B.A., M.Ed., University of Montevallo; Ed.S.
University of West Florida

B.S.N., Tuskegee University; M.S.N.,
University of Mobile; D.N.P., Samford
University

B.A., Denison University; M.B.A, Indiana
University of Pennsylvania

B.S., Bishop State Community College; M.¢
Prairie View A & M

Instructor, Watch Repair & Jewelry Design Diplom&outhwest State Technical

Instructor, Nursing

Instructor, Diesel/Truck Driving

Instructor, Mathematics

Instructor, Welding
Instructor,

Instructor,
Instructor, Psychology

Instructor,Biology

Instructor, Chemistry/Physical
Science

Instructor, Reading

Instructor, Nursing

Instructor, Music

Instructor,English

Instructor, Cosmetology
Certificate

Instructor, Interpreter American
Sign Language
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D.N.P., University of Alabama Birmingham

A.U.M., BishopState Community College

B.S., Alabama A&M University; M. Ed.,
Alabama State University; Ed. D., Universit
of West Florida

A.S., Carver State Technical College; A.S.,
Bishop Stae@ Community College

A.S., Bishop State Community College

B.A., Southern lllinois University; M.A., Ed.
D., University of West Florida

B.S., Louisiana State University; Ph.D.,
American Museum of Natural History

B.S., Ph.D, Louisiana State University
B.A., University of Alaska Anchorage;

M.Ed., University of Central Oklahoma
R.N., M.S.N., University of Mobile

B.S., University of Southern Mississippi; M.
Ed., University of South Alabama

B.A., University of Alabama; M.A., Penn
State University; Ph.D., University of
Southern Mississippi

Bishop State Community College

M.A., Auburn University



Sanderson, Courtney N.
Schlosser, Elizabeth
Sharp, Annalesia

Shaw, Amy
Simon, Alicia

Smith, Caesar

Smith, Jacqueline

Smith, Kim
Soleyn, James William Kenneth

Strenth, Kendra

Thompson, William H

Travis, Yvette

Wallace, Bradley
Watson, Chrishan Nicole

Williams, Joseph Earl

Williams, Michael

Wilson, Gabrielle Leigh

Instructor, Health [formation
Tech

Instructor, Biology

Instructor, Health Information

Tech

Instructor, Mathematics

Instructor, Electrical

Instructor, Hstory

Instructor, Nursing

Instructor, Speech

Instructor, Cosmetology

Instructor, Nursing

Instructor/Director, Funeral
Service Education

Instructor, Business

Instructor, Truck Diving
Instructor,

Instructor

Instructor, Nursing

Instructor
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B.S., University of Alabama at Birmingham,
M.S., University of South Alabama

B.S., University of Mobile; M.S., Alabama
State University

B.S.University of Alabama at Birmingham,
M.S. Troy University

B.A., Huntingdon College; M.Ed., Columbut
State University

A.S., Bishop State Community College

B.A., Bethune Cookman College; M.Ed.,
Valdosta State University; Th.D.,
International Bible Institute & Theological
Seminary

B.S.N., University of South Alabama;
M.S.N., University of Mobile; Ed.D.,
Universityof Alabama

B.S., M.A., University of South Alabama; Ec
D., University of West Florida

A.S. Bishop State Community College

B.S.N.,University of South Alabama;
M.S.N., University of Mobile; D.N.P.,
Samford University

Diploma, Gupton Jones College; A.S.,
Chattahoochee Valley Community College;
B.S., M.S., Troy State Uwersity; Ed.D.,
University of West Florida

B.S., M.B.A., Jackson State University

D.E.M., Southwest State Technical College
A.A.S., Bishop State Community College;
B.S., Athens State University

B.S.N., M.S.N, D.N.S, Louisiana State
University



NON-INSTRUCTIONAL STAFF

Employee Name

Position

Degree Type/ College

Able, Deborah Edwards
Abrams, Rhonda E

Adams, Marcena

Allen, Bonita Faye
Allen, Carolyn

Angle, Courtney R
Andry, Paul Edward

Andrews, Priscilla White

Amos, Rosalind T
Austin, Deidre
Bailey, Ronald S

Banks, Tonya

BennettMelinda C
Boykin, Demarkus M Burroughs
Brown, Kyle Alexander

Bumpers, Claude
Burnette, Jeanette

Carlisle, Michael R

Carter, Anthony
Carvin, Waynetta

Chukwuemeka, Samuel
Clanton, Ann
Collins, Khalilah

Cooley, Justin
Council, Latanya S

Aid Adult Basic Education
Aid Adult Basic Education

Maintenance

Financial AffairsDean

Caregiver

Custodian/Housekeeper
Maintenance/Groundslechanic

Custodian/Housekeeper
Maintenance/Groundslechanic

Accountant

Research Assistant
Financial Aid Secretary
Security Officer

Accountant

Motor Coach Operator /Truck
Driver Lab Assistant

Recruiter

Tutorial Program Employee

Student Tracking & Assessmer
Coordinator

Admissions Clerk

Instructional Laboratory
Assistant

Counselor
Caregiver

Manager, Student Financial Aic
Vice-President of Operations

Caregiver

Coordinator of the Learning
Center

Admissions Clerk
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B.S. Alabama A&M University, M.S.C.,
University of West Alabama

A.S., Bishop State Community College

B.S., Alabama A&M University; M.B.A.,
Jackson State University

A.S., Bishop State Community College; B.<
University of Mobile; M.S., Capella
University; M.Div., Northwestern
Theological Seminary

B.A., Faulkner University; M.B.A., Walden
University

A.A., Hinds Hr. College; B.S., University of
Southern Mississippi; Certificate, NCCER

B.S., Alabama A&M University; M.B.A.,
Jackson State University

A.A.S., Bishop State Community College;
B.S., Athens State University

B.B.A., M.B.A., University of Oklahoma,;
Ed.D., University of West Florida

B.S., M.Ed., Livingston University
A.S., Bishop State Community College

B.A., Tuskegee University
A.A., Alabama Southern Community Colleg



Cowan, AliceBrunner

Crenshaw, Reginald

Cunningham, Terri

Davis, Joycelyn M

Dickinson, Jestine M

Dixon, Lonnie Craig
Dumas, Alvin
Dumas, Sarah

Dumas, Tonya Augustus

Eager, Trenton
Eaton, Harrietta F
Edwards, Barry

Payne, April

Figures, Vera
Forsyth, Claude M
Foster, Yvonne D
Gable, Laneeka

Gilchrist, Velisa

Giles, Mamie
Goode, Alicia
Grayson, Lorenzo

Gulley, Ezell

Harris, Karen

Harrison,Folayan L

Hazzard, Terry Louis

Henry, Karl

Extended Day Program
Coordinator

Director, Title 1ll Programs
Library Support Specialist
Caregiver

Tutor, English

Security Officer
Security Officer
Accounts Payable Clerk

Accounting Clerk

Director, Athletics/ Head
Women's Basketball Coach

Director, Public Relations &
Marketing

Instructional Laboratory
Assistant

Assistant Title Ill Coordinator

Financial Aid Advisor
Director, IT
Counselor

Secretary

Accountant

Accountant

FinancialAid Advisor

DirectorOperations &
Maintenance

Instructional Laboratory
Assistant

Police Officer

Title 11l Secretary

Student Developmesidean
Dean of Career Technical
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B.A., Morehouse College; M.P.A., Universit
of South Alabama; Ph.D., University of
Southern Mississippi

B.S., Southest College

A.S., Bishop State Community College

B.S., Alabama State University; M.A.,
University of South Alabama

Diploma, Southeast College of Technology

B.S. Morris Brown College

B.S., Jacksonville State University; M.A.,
West Alabama University

B.S., University of Montevallo; M.P.A.,
University of South Alabama

B.A., University of South Alabama

Certificate, Carver State Technical College;
Certificate, 20th Century Business College;
A.S., Alabama Christian College

B.S., University of South Alabama

B.S., Troy University

B.S., M.S., Alabama State University;
M.B.A., Walden University

B.S., University of South Alabama

B.A., University of Mobile; M.S., University
of West Alabama

B.S., M.Ed., Alabama State University

A.AS., AS., Bishop State Community
College; B.S., Springhill College;
M.S.A.C.E., University of West Alabama
B.S., Alabama A&M University; M.A.,
University of Alabama; Ed.SEd.D., Florida
State University

B.S., University of Alabama; M.S., Alabame



Hollins, Lydia Womack
Hudson, Mary

Hunter, Kia

James, Nathaniel T

Johnston, Mark
Kelly, Jacques C

Kennedy, Celestine C
King, Kyana

Lesueur, Shelia Shack
Levingston, Kimberly Robinson

Lewis, Prinic H
Lockwood, Walter
Lofton, Aaron Patrick
Lofton, James

Lovett, Cecil Lamar
Lowe, Deborah Bagley
Lyons, Marquita

Madise, Arthur
Marshall, Rita Priscilla

Mayhand, Billy Joe

McCane, Latitia
McCovery, Marian
McCovey, Megan

McDonald, Symentha
McNeil, Yolanda

McNeir, James

Education

Learning Resources Clerk
Accounts Payable Clerk
Financial Aid Secretary
Security Officer

Baseball Coach

Custodian/Housekeeper
Maintenance/Groundslechanic

Career Coach

Admissions Clerk

Custodian/Housekeeper
Maintenance/Groundslechanic

Accountant

Security Officer

Instructional Laboratory
Assistant

Instructional Laboratory
Assistant

Custodian/Housekeeper
Maintenance/Groundslechanic

Custodian/Housekeeper
Maintenance/Groundslechanic

Media Specialist
Director, Human Resources

Administrative Assistant Il

Custodian/Housekeeper
Maintenance/Groundslechanic

Management Information
SystemsComputer Operator

Dean of Academic Services
Student Developmer§ecretary

Library Support Specialist
Coordinator of Student
Activities

Secretary

Instructional Laboratory
Assistant
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A&M University

A.S., Bishop State Community College; B.<
University of Southern Mi&ssippi

A.A.S., Bishop State Community College

B.S., M.Ed., University of South Alabama;
M.B.A., MississippiState University

B.S., University of Montevallo; M.S.,
University of Troy

A.O.T., Bishop State Community College

A.A.S., Bishop State Community College

B.S., M.P.A., University of South Alabama

A.A.S., Bishop State Community College;
B.B.A., Faulkner University

B.S., Alabama State University

B.S., Alabama State University; M.S., Texa
Southern University; M.S., University of
Alabama; Ph.D., Jacksona®e University

B.A., University of South Alabama

B.A., University of Alabama; M.L.A.,
Springhill College



McSwain, Roderick
McWilliams, Robert J
Mickles, Marsha
Miller, La'Keith
Miller, Mary E

Milton, Timothy A
Mitchell, Sheria

Monk, Austin

Mullen, Theodore R
Murphy, Gloria V
Nelson, Keith Anthony

Nixon, Gail
ParrishOnukwuli, Kenya

Patrick, Celeste R
Patton, Anthony M

Payne, April Fields
Payne, Monica

PayneTaylor, Karen Lynn

Perry, Victoria

Pettway, Lee Edward
Phifer, Aleathia L

Pines, Ida Gwinn Watson
PorterO’'Neal, Cynthia
Powell Mirian Diane

Praytor, Hugh Thomas

Director, Institutional
Effectiveness

DevelopmertCoordinator
Director, Library Services
Director, Carver Campus

Administrative Services
Secretary

Custodian/Housekeeper

Maintenance/Groundslechanic

Student Services Spialist

Director, Workforce
Development

Tutor, Mathematics
Federal ProgramSecretary

Tutorial Program Employee

Student Developmer8ecretary

HR Generalist

Secretary Instruction/Academic

Security Officer

Secretanyinstruction/Technical

Secretary

Student Financial Services Clel

Counselor
Custodian/Housekeeper

Maintenance/Groundslechanic

Media Specialist Assistant

Continuing Ed/Workforce
Tran/NonCredit

Clerk

ProgramMIS/Computer
Services/Information
Technology

Instructional Laboratory
Assistant
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B.S., Northwest University; M.S., Amber
University

B.S., Alabama State Wrersity; M.S.CE.,
University of West Alabama

B.A., Springhill College; M.L.1.S., University
of Southern Mississippi

B.B.A., Tennessee State University; M.Ed.,
Ed.S.,Middle Tennessee State University

Clerical Services Certificate, Carver State
Technical College

B.S., M.A., University of Mobile

A.S., Wallace State Community College;
B.A., M.P.A., Auburn University

B.S., McNeese State University; B.S., Aubt
University

A.A.S., Cape Fear Community College; B.A
Shaw University

B.A., StillmanCollege; M.A.O.M., Ashford
University

Certificate, Twentieth Century Business
College

A.S.; Bishop State Communityollege; B.S.,
University of South Alabama

A.A.S., Bishop State Community College

B.S., Alabama State University; M.S., Troy
University; Ed.D. Nova Southeastern
University

B.S., Alabama State University

A.A., Bishop State Community College

B.S., Alabama A&M University



Pugh, Cynthia Shelly
Purifoy, Earl lll

Quinney, Arthur D

Reese, Patricia Ann
Rice, Jessie

Robinson, Emma Jean

Rowser, Donjoli
Runderson, Gale Lynette

Savadra, Eric Lynn
Scott, Alexis Janae
Scott, Rosa
Seltzer, Felicia

Shelwood, Johnny

Shreves, Gary Lee
Snell, Amber N
.Southerland, Samuel
Spears, Akareem

St. Fleur, Tina

StampsDaphne
Sterling, Gloria J

Stokes, Madeline R
Sullivan, Prendis L

Summersell, Eva Louise

Summersell, James Huntley

Taylor, Iris M

Taylor, Jessie Lee
Thames, Thearthus Edward
Thomas, Deborah

Thomas, Patricia

Aid Adult Basic Education

Data Entry Clerk
Custodian/Housekeeper

Maintenance/Groundslechanic

Secretarnyindustrial Training

InstructionalLaboratory
Assistant

Tutor, English

Admissions Clerk

Receptionist

Instructional Laboratory
Assistant

Tutorial Program Employee
Secretary
Caregiver

Men Head Basketball Coach
Custodian/Housekeeper

Maintenance/Groundslechanic
Student Financial Services Clel

Lab Assistant
Director, Adult Education
Business Office Clerk

College Recruiter

PresidentSecretary
Director, Central Campus/

Coordinator of Federal Progran

Security Officeer

Secretanyinstruction/Technical

Instructional Laboratory
Assistant

Secretary

Instructional Laboratory
Assistant

Tutorial Program Employee
Housekeeper

Caregiver
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B.A., Alabama A&M University

B.S., University South Alabama; M.S.,
Alabama State University

A.S., Bishop State Community College; B.A
Auburn University; M.S., University of West
Alabama

A.A.S., Bishop State Community College

B.A., University of Mobile

B.A., Dillard University; M.A., Indiana
University

B.S.,Alabama State University
A.S.S., Bishop State Community College
B.S., M.Ed.,Tuskegee University

B.A., St. Thomas Aquinas College

B.A., Athens State University; M.S., Nova
Southeastern University

A.S., Bishop State Community College

B.A., Grambling State University; M.A.,
University of South Alabama

A.S., Bishop State Community College

Certificate, Bishop State Community Colleg



Thompson, Mary
Turner, Joseph

Urbanek, Phillip

Wallace, Terri

Washington, Betty Tisdale

Washington, Lloyd

Watson, Chrishan
West, Johnny

Westry, Marica Lyna
Whiting, Loretta
Williams, Geraldine W

Williams, LarryJames

Wilson, Jerie

Winston, Marsie
Womack, Juliette F
Wright, Lillie Mae

Young, Al

Secretary
TechicianFacilities

Registrar

Computer Specialist

Student Developmer8ecretary

Security Officer

Student Services Specialist

Maintenance

tutorial Program Employee

Payroll Clerk
Secretary

Custodian/Housekeeper
Maintenance/Groundslechanic

Peer Tutor Coordinator
Admissions Clerk

Coordinator of Planning &

Research

Vice-President Secretary

Custodian/Housekeeper
Maintenance/Groundslechanic

201

A.A.S., A.S., Bishop State Community
College; B.S., University of Alabama;
M.B.A., University of Mobile

A.S., Bishop Stat€ommunity College;
B.B.A., Faulkner University; M.B.A., A.B.D.,
University of Phoenix

B.A., Jackson Statdniversity; M.A.,
University of Alabama

B.A., Auburn University
B.A., University of South Alabama

B.S., M.Ed., Alabama State University

B.S., University of Mobile; M.S., University
of South Alabama

A.A.S., Liberty University

B.S., Tuskegee University

A.A., Bishop State Community College, B.S
University of South Alabama



¢
BISHOP

A- H. Councill Trenholm Buflding / Adminstration K- Secretarial Pool
B- Caldwell - Richardson Building L- American Sign Language /
C - Minnie Slade Bishop Library Interpreter Training Program
D- Fredericka G. Evans Cultural Centre / Gym M - Office of Title IIX
E- Business Technology Center N- Minority Technology Entreprencurial Center
F- Oliver H. Delchamps, Jr. Student Life Complex P- Early Childhood Education Center
G - Office of Athletics Q- Central Utilitiex
H- Office of Research and Development R - Maintenance
J- Alabama State University / Main Police Office S~ Parking Garage
T~ Campus Police

o
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