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MCC Facts

College founded in 1963. Great Path Academy middle college high school opened Fall 2009.

*  MCC serves over 15,000 students a year.

*  51% percent of the credit students come from the primary service area of Andover, Bolton, Columbia, Coventry,
East Hartford, Glastonbury, Hebron, Manchester, Mansfield/Storrs, Marlborough, South Windsor, Tolland, Union,
Vernon/Rockville and Willington.

*  Spring 2011: 7,356 students (credit only); 4,293 (full-time equivalent).

*  Fall 2010: 7,540 students (credit only); 4,600 (full-time equivalent).

*  Average age: 26; 51 percent women; 34 percent full time (system average, 39 percent).

e MCC serves “returning students” with associate, bachelor’s, master’s and doctoral degrees.

*  Approximately 32 percent of the credit students are from under-represented racial and ethnic groups.

o The Continuing Education division serves over 6,000 credit-free and 2,500 credit extension students each year.
o 280 students in inter-district magnet school, Great Path Academy, in grades 10, 11 and 12.

*  MCC has 473 teaching faculty.
*  Faculty earned degrees from over 100 institutions, including MCC.
o 39 full-time faculty and staff are graduates of MCC.

*  MCC offers associate in art and associate in science degrees in over 40 disciplines. Broad areas of study
include: accounting, business, business office technology, computer information systems, computer science and
technology, engineering science and industrial technology, general studies, health careers, hospitality manage-
ment and culinary arts, human services, humanities and the liberal arts and sciences.

¢ MCC also offers programs of a shorter duration in each of the areas listed above, resulting in the awarding of a
certificate. The certificate programs range from 6 to 30 credits, and some may be completed in as little as one year.

e Through its Continuing Education division, MCC also offers a wide variety of credit-free certificate programs. Ex-
amples include Certified Nurse-Aide, Complete Microsoft Office, Emergency Medical Technician, Oracle Database
Administrator, Personal Trainer, Pharmacy Technician, Phlebotomist, Precision Machining, Principles and Practices
of Real Estate, and many more.

e MCC graduates are guaranteed admission to the Connecticut State Universities (CSUs). The transfer compact
between MCC and the CSUs provides special opportunities for MCC students to complete an associate degree in
a program designed for transfer.

¢ Incoming students who have fewer than 16 college credits may enroll in the Guaranteed Admissions Program (GAP),
a collaborative program with the community colleges and the University of Connecticut, provided they maintain at
least a 3.0 GPA and graduate with an associate degree. The GAP provides MCC students access to more than 60
majors in UConn’s College of Liberal Arts and Sciences, the College of Agriculture and Natural Resources, or the
School of Business.

e MCC also partners with Eastern Connecticut State University to offer a bachelor of general studies degree comple-
tion program in which MCC graduates can continue their studies seamlessly at ECSU.

* MCC graduates have successfully transferred to over 100 public and private universities, in Connecticut and
throughout the country.

¢ Annual budget: $53 million.
*  Tuition and fees: $1,745 for full-time, in-state student per semester.

o Library open to the public, SBM Charitable Foundation Auditorium, Follett bookstore, Cougar Cave cafeteria,
Tower Café, Child Development Center, College Career Pathways, career and counseling services, cooperative
education, Academic Support Center, Alumni Association, MCC Foundation, transitional programs, intercolle-
giate athletics for women and men, customized training for businesses, Excursions in Learning youth and family
programs, credit-free courses, Organization of Active Adults, Hans Weiss Newspace Gallery, athletic fields,
fitness center, Bicentennial Band Shell, and numerous student organizations.

¢ MCC hosts various seminars, workshops, exhibitions and guest speakers each year.
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It is my distinct honor to welcome you to
Manchester Community College.

MCC is dedicated to providing you with
quality life-long learning experiences that
will provide the foundation for whatever
you decide to do in the future, whether
that is furthering your education, taking
on a new job or enhancing your social and
cultural opportunities.

Many of our students go on to transfer
to regional and national baccalaureate
colleges and universities such as the Con-
necticut State Universities, the University
of Connecticut, the University of Mas-
sachusetts, Trinity College and Howard
University. Other students choose to enroll in specialized programs to prepare for careers
in a myriad of organizations and businesses.

Our co-curricular activities, which include our clubs and organizations, fitness programs,
and service learning opportunities, will provide you with a rich holistic environment in
which to pursue your goals.

In our ever-changing knowledge-based economy, area employers work with us to cus-
tomize training and educational programs to update incumbent workers’ skills. We have
credit-free professional development and enrichment courses for adults and special
interest programs for children and teens such as Junior Culinary Camp, Engineer That!,
and Excursions in Learning.

Some area residents come to MCC solely to enjoy our arts, music and other cultural
events. And, as part of our sustainability efforts, we even have a Farmers’ Market for local
growers and merchants that attract hundreds of people each week.

This is your college. It is a place where you will form lasting relationships with a diverse
and dedicated group of individuals who share your interest in learning. Faculty, staff
and administrators at the college are always available to help guide you along the path
towards your goals. Our primary goal is to help you reach your highest potential.

G Fetm

Gena Glickman, Ph.D.
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Manchester Community College
Mission Statement

Manchester Community College advances academic, economic, civic,
personal and cultural growth by providing comprehensive, innovative and
affordable learning opportunities to diverse populations. We are a learning-
centered community committed to access, excellence and relevance.

Guiding Principles
Shared Understanding ¢ Shared Responsibility ¢ Shared Leadership



Academic Calendar 2011-2012

()
SUMMER SESSION 2011 (Continuing Education) 2
Friday May 20 College by Design (CBD) Session 6, May 20-June 25 g
Monday May 23 3-week morning session, May 23-June 10 >
Monday May 23 6-week day/evening and intensive session | begins, May 23-June 30 r
Thursday May 26 Commencement, Class of 2011 (no evening classes) =
Monday May 30 Memorial Day (College closed) T
Monday June 6 8-week day/evening session, June 6-July 28 %
Friday June 10 Great Path Academy Graduation, Class of 2011 =
Monday June 20 6-week day/evening session, June 20-July 28 >
Monday July 4 Independence Day observed (College closed) =
Tuesday July 5 6-week day/evening and intensive session II, July 5-August 11 ®)
Friday July 8 College by Design Session 7, July 8-August 13 =
FALL SEMESTER 2011
Thursday August 25 Fall semester begins
Thursday, Friday August 25, 26 Professional days **
Friday August 26 New Student Orientation
Monday August 29 College by Design Session 1, August 29-October 22
Monday August 29 Fall classes begin
Monday September 5 Labor Day (College closed)
Tuesday September 13 College by Design Late Start, September 13-December 19
Monday October 10 Columbus Day (College closed)
Monday October 24 Last day to make up incompletes
Monday October 24 College by Design Session 2, October 24-December 19
Monday November 7 Last day to drop classes without penalty
Tuesday November 8 Election Day (no classes*)
Wednesday November 23 Thanksgiving recess begins (no classes*)
Thursday November 24 Thanksgiving Day (College closed)
Friday November 25 No classes*
Monday November 28 Classes resume
Monday December 12 Last day of classes
Tuesday December 13 Final exams begin
Monday December 19 Final exams end
Monday December 26 Fall semester ends
WINTER INTERSESSION 2011-12
Tuesday December 27 December 27-January 13
SPRING SEMESTER 2012
Monday January 16 Martin Luther King Day (College closed)
Tuesday January 17 Spring semester begins
Tuesday and Wednesday January 17,18 Professional days **
Wednesday January 18 New Student Orientation
Thursday January 19 Spring classes begin
Monday January 23 College by Design Session 3, January 23-March 17
Thursday February 2 College by Design Late Start, February 2-May 14
Monday February 20 Presidents’ Day (College closed)
Monday March 19 College by Design Session 4, March 19-May 12
Monday March 19 Spring recess begins (no classes?)
Monday March 19 Last day to make up incompletes
Monday March 26 Classes resume
Monday April 2 Last day to drop classes without penalty
Thursday, Friday April 5, 6 Spring weekend (no classes)
Friday April 6 Good Friday (College closed)
Monday May 7 Last day of classes
Tuesday May 8 Final exams begin
Monday May 14 Final exams end
Thursday May 31 Commencement, Class of 2012
Friday June 1 Spring semester ends
Saturday June 16 Great Path Academy Graduation, Class of 2012

* Administrative offices open.
# College services may be limited.

“College Closed”: no classes will be held and no college services will be available. The “no classes” dates do not apply to Continuing Education
classes. Please note: start and end dates vary for Continuing Education non-credit courses. Please check Continuing Education course catalogs.
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Important Telephone Numbers

EMEIGENCY w.oovvvvvecireicecrese e 860-512-3111

Academic AQVISING .......cvvervrereeeereirereereese e

Academic Support CENtEr ..........cvveneerrenirerscirerneneens
Computer-Assisted Lab
Tutorial Assistance.............

Writing Center................

ADMISSIONS ...t 860-512-3210
International Students ....860-512-3215
New Student Information ............cveeevnenienirieinennns 860-512-3229
Testing Center.........ccvvrvereisreiseeeeeseienens 860-512-3304
Test Exemption ....860-512-3229
Transfer Transcript Evaluation............c.ccoevevveereenns 860-512-3214

ATNIBLICS ... 860-512-3353

BOOKSIOME ..o 860-645-3140

BUSAI ... 860-512-3638

Career SEIVICES........uevrrerirriserieeiesie e 860-512-3374

Child Development Center ..........coeneneererneererneeeens 860-512-3272

Continuing EAUCALION ......covvvrerieeiiieieerieerenenns 860-512-2800
Business and Industry Services. ....860-512-2813
Children’s Programs .........c..ceeermeeneeserenesssennens 860-512-2804
Credit-Free COUrSES ........vvemevvreeeiins 860-512-2800 or 512-2823
Organization of Active AQUIS ........c.cveeeercreneeieiiens 860-512-2825
College by Design, Summer Session and
Winter Intersession...........coveeveeeeerennns 860-512-2803 or 512-2800

Cooperative EQUCALION ..........ccoueveeeieiereieineriseeeeienenns 860-512-3312

Counseling Center...........covninreneinriisisesssseeiseeenns 860-512-3320
AQVISING oo ...860-512-3329
Learning Disabilities Specialist............cccccvevrniinnuene. 860-512-3325
Physical and Psychological Disabilities Specialist......860-512-3332

Division Offices
Business, Engineering and Technology...............c...... 860-512-2620
LIDEIAl AMtS....o.vevceeeceeee e 860-512-2660
Mathematics, Science and Health Careers................. 860-512-2700

Social Science and Hospitality..........c.c.oeevreernerierenn 860-512-2750
FIinanCial Aid ..o 860-512-3380
FItNeSS COMEN ....cvurvrcercrieeiee s 860-512-3353
LIDFAIY. oo 860-512-2880
Office of Transitional Programs (AIT, STARS)........c.ccouvenn. 860-512-3344
Public Safety/Campus POIICE .............ovverererereiceireriiees 860-512-2880
REGISIIAT ... 860-512-3220

Enrollment Verification ..., 860-512-3225

Immunization Information 860-512-3237

MCC TranSCriptS ......vereveeereerneeeerneerenens 860-512-3236

860-512-3233
StUAENE ACHVITIES ..vvvvveeeereeriecee e 860-512-3283
Student Affairs ..., 860-512-3203 or 860-512-3204
Student Retention Services ... 860-512-3303
Technology Help DesK.........ccvrnienieinrseneeeseene 860-512-3456
Veterans Affairs ..o 860-512-3362/3307
WOMeN’s RESOUICES .......cvverivviiiiniirissieissseissnisens 860-512-3324
INFOMELION. ... s 860-512-3000

Website

Students may access an electronic version of this catalog and other
information on the college website.

WEDSHE ...t www.mcc.commnet.edu

Online Registration............cceveeeeevneernersnereeeens http://my.commnet.edu



Admissions
(860-512-3210)

Manchester Community College has an ‘open door’ admissions policy for
graduates of approved accredited high schools or those individuals that
possess a high school equivalency diploma.

Admission to the college does not necessarily mean admission to all
COUrses or programs.

Degree or Certificate Students (Matriculation)

Students applying for a degree or certificate program must complete
the Admissions Application along with a one-time non-refundable $20
application fee, submit official transcripts or diploma from an approved high
school/college or an official copy of a high school equivalency diploma,
and submit proof of measles/rubella, mumps and varicella immunizations.

Requirements for Admissions

An applicant must be a graduate of an approved high school, possess a
high school equivalency diploma (via the GED program) or be a college
graduate. Students are required to be in-state legal residents for a period
of one full year prior to the date of the first class of the semester to receive
benefits of the in-state tuition rate. Proof of residency may be required by
the Admissions office.

Students are admitted to the college for courses that begin in the fall se-
mester (August) and in the spring semester (January). Persons wishing to
study at MCC are urged to apply for admissions as early as possible before
the semester in which they expect to begin. New and transfer students are
encouraged to apply for new student advising and registration prior to late
June for the fall semester and prior to mid-December for the spring semester.
New students that apply after these dates can still register during walk-in
registration, however, there is no guarantee that the courses students would
like to register for will be available at that time.

Health Career Applications

Students interested in pursuing a health career must fill out a separate
Health Career Application in addition to the Admissions Application. There
is no charge for the Health Career Application. Health Career Applications
are available in the Admissions office or on the college website. Applica-
tions for the Occupational Therapy Assistant, Physical Therapist Assistant,
Respiratory Care and Surgical Technology programs are accepted year-
round. Please consult program coordinators for specific deadlines. Com-
pleted applications should be returned to the Admissions office, L156. No
special application is required for the Therapeutic Recreation and Health
and Exercise Science programs.

International Affairs (860-512-3215)

The Office of International Affairs assists international students meet
their academic, social and cultural needs while attending Manchester
Community College. Also, the office assists international students in
meeting their academic and socio-economic goals and objectives with a
variety of opportunities that the college has to offer. The office provides
information, programs, activities and services to increase international
awareness for the community at-large. International students speaking
over 50 languages representing over 70 countries have attended MCC
and many students transfer to baccalaureate institutions to further their

academic and career goals. International students interested in applying
to MCC with an I-20 application for F-1 consideration must do so before
June 15 for the Fall 2011 semester and November 15 for the Spring
2012 semester. International students interested in attending MCC with
an F-1 visa should contact the Director of International Affairs for further
information to ensure that their I-20 application is processed in a timely
manner for appropriate service or U.S. State Department approval. Of-
ficial international academic credentials, such as high school and college
transcripts, must be in English. These documents may be translated and
evaluated by the World Education Services, Inc. (www.wes.org) or an
accredited evaluation center, before they are submitted for international
student admissions. International application packets are available in
the Office of International Affairs or the Admissions office. International
students on a visa other than F-1 may enroll for classes at MCC, but they
should consult with the office of U.S. Citizenship and Immigration Services
(www.uscis.gov) or the Director of International Affairs to verify student
eligibility and enrollment status.

Home-Schooled Students

Applicants to Manchester Community College who have completed home
schooling must meet the same requirements as any other applicant; these
include, but are not necessarily limited to, completing an application; paying
the one-time, non-refundable $20 application fee; and submitting proof
of measles/rubella, mumps and varicella immunizations. In addition, the
applicant must submit either a federal or state equivalency diploma or a
summary of the secondary program of study they pursued, and a certificate
of successful completion thereof, signed by the parent or other provider of
the home schooling.

Applicants who have ever attended a secondary school must also submit
a copy of that transcript, whether or not they may have graduated from
there.

Applicants who are in the process of home schooling, but who have not as
yet completed the equivalent of a high school education, should contact
the Admissions office at 860-512-3215.
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Admissions continued

==

Non-Degree Students

Students who are interested in enrolling in individual credit courses,
but who are not interested in pursuing a degree or certificate program,
may elect to enroll as non-degree, non-matriculating students. Students
applying as non-degree students may complete the Admissions Application
and pay the one-time, non-refundable $20 application fee.

Non-degree students are not eligible to receive financial aid or veterans
benefits.

Financial Aid and Deferment of Tuition: Tuition may be deferred at the
time of registration only for students who have completed the financial
aid process and have been determined eligible for it. All the necessary
documents must be on file in the Financial Aid office by May 15 for the fall
semester and October 1 for the spring semester (refer to the Financial Aid
section for details, pages 15-17).

Transcript Evaluation

Students wishing to transfer course work completed at another college
or university, or by CLEP (College Level Examination Program) or other
standardized examination, must request that an official transcript of
previous college work be sent to the Admissions office. Transcripts will be
evaluated on a rolling basis. Transfer credit(s) will not be awarded until a
student has completed one semester at Manchester Community College.
For further information, see Transfer Policies, Course Credit for Prior
Learning, and College Level Examination Program on page 23.

It is recommended that students planning to enroll in a college transfer
program of study meet with a transfer counselor (Counseling Center,
L108). It is especially important for students to be informed fully about the
requirements of the transfer college or university because of differences in
program requirements among institutions.

Assessment Tests

English and mathematics assessment tests are required for all degree
and certificate candidates after they have been accepted for admission.
Tests must be taken prior to registration. Transfer students having college
level mathematics and English credits might be exempted from taking
tests in those subjects. Students with SAT critical reading score of 450
or more, and/or mathematics score of 500 or more may be exempt from
the assessment test. Proper verification is required. For partial testing,
the approved exemption form must be presented to the test administrator
before testing. The results of the assessment test will be used to determine
the individual’s level of achievement in mathematics and/or English and
will determine appropriate class placement. Retesting is not allowed for
students who have entered the writing sequence. For more information
about assessment testing, call 860-512-3304 or visit the college website
at www.mcc.commnet.edu. The Exemption Form for Assessment Tests is
available on the college website in the Form Depot (www.mcc.commnet.
edu/students/form.php) or in the Admissions office.

Health Careers Students: Students accepted into Health Careers pro-
grams are required to meet with the specific program coordinator to obtain
test results and plan course selection.

Business Careers Students: Placement examinations for beginning
short-hand or keyboarding will be administered upon request to students
who have successfully completed one or more years of shorthand or
keyboarding in high school, or who have demonstrated considerable skills
in these areas. Students who pass these placement examinations need not
take introductory courses. For further information, speak with the Director
of the Business, Engineering and Technology Division and the Director of
the Social Science and Hospitality Division.



Advanced Placement Program

Advanced placement may be granted to entering students on the basis of
scores on the College Entrance Examination Board Advanced Placement
Examinations. Scores of 3, 4 or 5 are granted degree credit for equivalent
courses as determined by the academic divisions. All paperwork should be
submitted to the Admissions office.

College Board AP Examination Transfer Guidelines

AP Exam Score Course Credits
Equivalent Granted ~ Granted

Art History 4,5 ART* 101 and 102 6
Biology 3,4,5 BIO* 121 and 122 8
Chemistry 4,5 CHE* 121 and 122 8
Computer Science 4,5 CSC* 101 3
Macroeconomics 4,5 ECN* 101 3
Microeconomics 4,5 ECN* 102 3
English Language or

English Literature 4,5 ENG* 101 3
Environmental Science 4,5 EVS* 100 3
French Language 4,5 FRE* 111 3
Geography 4,5 GEO* 101 3
Comparative Government 4,5 POL* 101 3

& Politics

U.S. Government & Politics 4,5 POL* 111 3
American History 4,5 HIS* 201 3
European History 4,5 HIS* 101 3
World History 4,5 HIS* 121 3
Mathematics BC 4,5 MAT* 254 and 256 8
Music 4,5 MUS* 101 and 102 6
Physics B 4,5 PHY* 121 and 122 8
Physics C Elec & Magnet 4,5 PHY * 222 4
Physics C Mechanics 4,5 PHY* 221 4
Psychology 4,5 PSY* 111 and 112 6
Spanish Language 4,5 SPA* 111 4
Statistics 4,5 MAT* 165 4

MCC International Baccalaureate Academy Courses

Manchester Community College recognized the IB Diploma Program and
will consider for course credit and advanced placement any higher level IB
subject in which a grade of 5 or higher has been earned. Credit is awarded
at the discretion of individual departments through the Office of Admissions.

Re-Admission

Students who have been accepted and enrolled in a degree or certificate
program of study at MCC should submit a re-admission form if progress
towards completion of their program has been interrupted by an absence
from the college of more than two years. Students will be required to follow
the requirements of the Catalog current to their readmission. (Please note:
students applying for re-enroliment into Health Careers programs will be
placed in the General Studies Health Careers pool pending reapplication

and acceptance to the specific Health Careers program.) Itis not necessary
to submit a new set of credentials or another $20 admissions application fee
with the re-enroliment form. However, students who attend another college
during an absence from MCC must submit an official transcript of those
studies to the Admissions office in order to receive credit at MCC.

Cross-Registration Privilege

A cross-registration privilege exists for students who register for General
Fund courses at multiple colleges within the state system of higher
education. A student who has proof of payment for the maximum full-time
tuition at their “home” institution is exempt from further charges at a state
university, the University of Connecticut or another community college. A
student who has paid the tuition and fees of a part-time student at their
‘home” institution and registers for additional courses at another college
shall not exceed the amount charged for a full-time student, if the student’s
combined registration at both institutions would classify them as a full-time
student. If you are a financial aid recipient and you are attending another
higher education institution at the same time, please see the Financial Aid
office. This exchange privilege is offered on a space-available basis only.
Connecticut community college students can register any time during in-
person registration. All students interested in this special cross-registration
plan should contact the Registrar’s office.

Measles, Mumps, Rubella and Varicella (Chicken Pox)
Immunizations

Students born after December 31, 1956: Connecticut State Law requires
that all full-time (degree seeking and non-degree/non-matriculating) and
part-time matriculating students enrolled in postsecondary schools be
adequately protected against measles, mumps, rubella and varicella.
Students must have documentation of two (2) doses of each vaccine
administered before they will be permitted to register. The first dose must
be given on or after the first birthday and the second at least one (1) month
later to insure adequate immunization. Health Careers students may be
required to have additional immunizations. Further information is available
in the Registrar’s office.

New England Regional Student Program

Manchester Community College is a member of the New England Regional
Student Program. The program provides an opportunity for students to
earn an undergraduate degree in certain programs not offered at a college
near their home or in their home state. Under this program, an out-of-state
student will be charged the regular resident tuition plus a 50% surcharge.
Ask the Admissions office for further information about this program.

High School Partnership Program

This program, developed by the Board of Trustees of Community-Technical
Colleges, provides the opportunity for a high school junior or senior with a
“B” average to enroll in college credit courses (8 maximum) at no cost. For
students to participate, their high school must have a signed partnership
contract on file with the college. Each term students must also have the
written recommendation of the high school principal or a counselor. Students
are responsible for their books and transportation. An initiative of the Board
of Trustees to attract students to programs of study and careers that require
rigorous preparation in mathematics, science and technology are receiving
special emphasis as an enhancement to the High School Partnership
Program. Under the expanded program, Manchester Community College
will offer students the opportunity to enroll in college-level mathematics,
science and technology courses that will broaden the students’ educational
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Admissions continued

experience and career opportunities while responding to the demands of
Connecticut’s high-skill growth industries for an educated workforce with
solid grounding in these disciplines. Students who have been admitted to
the High School Partnership Program may register in person, on a space
available basis only. Please call the Admissions office at 860-512-3214 for
further information.

College Career Pathways Program

The College Career Pathways program is a combined secondary and
post-secondary educational program that allows students in high school to
obtain advanced standing by eaming college credits in certain business,
occupational and technology courses at MCC. This is a formal articulation
program between MCC and a consortium of area high schools. High
school students must follow guidelines for admission to the College Career
Pathways program as established by their high school and MCC. Students
will take the College Career Pathways courses at their high schools in the
11th and 12th grades. Upon successfully completing the high school portion
of the program and graduating from high school, the student can complete
the program at MCC.

The student has the opportunity to earn up to 14 college credits by the end of
his/her senior year of high school. The student must meet the same college
level standards that are expected of students attending MCC. Please contact
the Admissions office or a high school guidance counselor for application
information.

Veterans

Veterans are served by the staff in the Financial Aid office. The staff will
assist eligible veterans in applying for monthly benefits, tuition waivers
and other educational benefits; more information can be found at www.
mcc.commnet.edu/students/financial/veterans.php.

All veterans seeking monthly benefits must be matriculated into a degree
or certificate program. Only courses that are directly applicable to their
degree program will count towards eligibility for monthly benefits. Veterans
that are transfer students must request an official transcript to be sent to
the Admissions office for evaluation of prior credit.

The college may award credit for certain courses completed in the service
including Military Occupational Specialty (MOS) proficiency. Veterans may
submit course completion documents or other appropriate evidence of
military training and/or qualifications to the Admissions office for evaluation.
Veterans are reminded that credit can also be earned through the College
Level Examination Program (CLEP). Information about CLEP exams can
be obtained from the Admissions office or at the College Board website at
www.collegeboard.com.

Veterans who are eligible to receive educational benefits must submit their
DD 214. If a member of the CT National Guard, the student must request
through his/her unit education officer a Notice of Basic Eligibility (NOBE)
and a certificate of eligibility prior to the start of classes in order to receive
benefits.

Veterans are eligible for a full tuition waiver for General Fund courses if
they were:

a. honorably released from the service;

b. in active duty at least 90 days during specific periods of conflict, on
active duty while engaged in combat, or in a combat support role during
peace-keeping missions. Please see the Veterans Affairs advisor in the

Veterans Affairs office to see if you qualify. (The Connecticut Office of
the Attorney General has recently ruled that active duty, in this context,
does not include active duty for training purposes, i.e., attending basic
and related training, annual training, and attendance at military schools.
Therefore, while waivers for National Guards-persons are otherwise
covered by express statutory provisions, service in time of war for
reservists requires actual mobilization for service in the military other
than for training purposes, i.€., to perform a military job or function.)

Waivers cover only the cost of tuition for General Fund credit-bearing
courses. They do not cover expenses associated with books, supplies or
student fees. In addition, they do not cover College by Design classes,
winter intersession classes or summer classes.

Students withdrawing from courses are required to notify the Financial Aid
office as soon as possible. Failure to do so requires the college to promptly
notify the Veterans Administration of non-attendance. This action will
result in a termination of a student’s benefits. Veterans are responsible for
satisfactory pursuit of the courses in which they register and for notifying the
Financial Aid office of any withdrawals from courses. For more information,
please call 860-512-3362.

Vocational Rehabilitation Benefits (Chapter 31)

Vocational Rehabilitation Benefits (Chapter 31) are available for veterans
who have a service-related disability of 20% or more. Students can
ascertain their eligibility for vocational rehabilitation benefits by calling the
VA office in Newington at 1-800-827-1000. Chapter 31 benefits provide
eligible students with a monthly stipend, and all costs for tuition, books and
supplies are covered by the VA.

Post 9/11 G.I. Bill Benefits (Chapter 33)

The Post 9/11 Veterans Educational Act of 2008 program, Chapter 33,
provides up to 36 months of educational services. Based on the length of
active duty service, veterans may be entitled to a percentage of tuition and
fees, a monthly housing allowance and a yearly book stipend. For more
information, please call Financial Aid office at 860-512-3362.



Dependents Educational Assistance (Chapter 35)

Dependents Educational Assistance provides education and training
opportunities to eligible dependents of certain veterans. If you are
interested in these benefits, please contact the Financial Aid office. You
will need to complete the VA form 22-5490 and bring a copy of your
schedule bill.

MCC Graduate Transfers

Manchester Community College students are able to transfer to many col-
leges and universities. Because requirements of baccalaureate institutions
vary greatly, students should select a transfer institution early and consult
with a counselor or program coordinator as to the transferability of their

course selections.

Some of the colleges and universities that have accepted MCC credits

include the following:

American International College

Amherst College

Antioch College

Art Institute of Boston

Assumption College

Babson College

Bentley College

Boston University

Bryant College

California Polytechnic State
University

Central Connecticut State University

Charter Oak State College

Columbia University

Connecticut College

Cornell University

Eastern Connecticut State University

Emerson College

Fairfield University

Fashion Institute of Technology

Florida International University

George Mason University

Goddard College

Hampton University

Howard University

Johnson & Wales University

Lesley University

Marietta College

Massachusetts College of Art

Molloy College

Mount Holyoke College

New York University

Northeastern University

Oregon State University

Parsons School of Design

Post University

Quinnipiac University

Rhode Island School of Design

Roger Williams College

Sacred Heart University
Saint Joseph College
Saint Leo College
Smith College
Southern Connecticut State
University
Springfield College
State University of New York
Syracuse University
Thomas Edison College
Trinity College
University of Arizona
University of Bridgeport
University of Chicago
University of Colorado
University of Connecticut
University of Florida
University of Hartford
University of Hawaii
University of Houston
University of lllinois
University of Maine
University of Massachusetts
University of Nevada
University of New Hampshire
University of New Haven
University of North Carolina
University of Rhode Island
University of Virginia
Wesleyan University
Western Connecticut State
University
Western New England College
Westfield State College
West Virginia Wesleyan
Williams College
Worcester Polytechnic
Institute
Yale University

Great Path Academy

Great Path Academy is a middle college high school enrolling more than
275 students in grades 10-12, located within the campus of Manchester
Community College. The school is an inter-district magnet school managed
on behalf of the Board of Trustees by Capital Region Educational Council
(CREC), and its member towns include Bolton, Coventry, East Hartford,
Glastonbury, Granby, Hartford, Manchester and Tolland. Students who live
in other towns may apply through Parent Choice. All students are selected
through a blind lottery. The Governing Board, which is chaired by the Presi-
dent of MCC ex-officio, consists of the Board chairs, the superintendents of
the participating districts and college representatives.

The middle college high school theme provides students with an acceler-
ated program through which they may enroll in up to eight credits per
semester in direct college classes and through courses articulated with
MCC through the Career Clusters program. Last year, the average student
earned twenty-four college credits at no expense to the family. Over the
past three years, 97% of students have graduated and enrolled in post-
secondary education.

The high school building opened in 2009 and is connected to the Lowe
Student Services Center. The building features eighteen classrooms, in-
cluding three science labs, a language laboratory, culinary arts classroom,
art room, graphic design studio and gymnasium. For more information visit
www.crec.org/greatpath or call 860-512-3702.
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Connecticut Community College
System Schedule of Fees

TUITION AND FEES ARE SUBJECT TO CHANGE.
AT THE TIME OF REGISTRATION,
ALL STUDENTS ARE REQUIRED TO PAY THEIR FEES.

General Fund Tuition and Fees
General fund tuition and fees are payable in advance in accordance with
deadline dates announced each semester.

The following is a complete schedule of tuition and fees, prepared by the
Board of Trustees of Community-Technical Colleges, effective Fall 2011.

Excess Credits Tuition Charge — An additional flat tuition charge of
$100 per semester applies when total registered credits exceed 17 for
the semester.

Connecticut Residents Tuition & Fees, Per Semester

Semester College © Student ©
Hours Tuition +2  Services Fee ¥ Activity Fee ¥ Total
1.0 $129.00 $63.25 $5.00  $197.25
2.0 $258.00 $68.50 $5.00  $331.50
3.0 $387.00 $74.00 $5.00  $466.00
4.0 $516.00 $79.00 $5.00  $600.00
5.0 $645.00 $92.50 $5.00  $742.50
6.0 $774.00 $106.00 $5.00  $885.00
7.0 $903.00 $119.50 $5.00 $1,027.50
8.0 $1,032.00 $133.00 $5.00 $1,170.00
9.0 $1,161.00 $147.00 $5.00 $1,313.00
10.0 $1,290.00 $160.00 $5.00 $1,455.00
11.0 $1,419.00 $173.50 $5.00 $1,597.50
12.0 $1,548.00 $187.00 $10.00 $1,745.00

*$64.50 tuition per additional half credit

Non-Resident Rates Tuition & Fees, Per Semester
Residency for in-state tuition purposes: an emancipated person must have
resided in this state for a period of not less than one year.

Semester College © Student ©
Hours Tuition Services Fee*  Activity Fee ¥ Total
1.0 $387.00 $189.75 $5.00 $581.75
2.0 $774.00 $205.50 $5.00 $984.50
3.0 $1,161.00 $222.00 $5.00 $1,388.00
4.0 $1,548.00 $237.00 $5.00 $1,790.00
5.0 $1,935.00 $277.50 $5.00 $2,217.50
6.0 $2,322.00 $318.00 $5.00 $2,645.00
7.0 $2,709.00 $358.50 $5.00 $3,072.50
8.0 $3,096.00 $399.00 $5.00 $3,500.00
9.0 $3,483.00 $441.00 $5.00 $3,929.00
10.0 $3,870.00 $480.00 $5.00 $4,355.00
1.0 $4,257.00 $520.50 $5.00 $4,782.50
12.0 $4,644.00 $561.00 $10.00 $5,215.00

*$193.50 tuition per additional half credit

NEBHE Tuition & Fees, Per Semester

Semester College © Student ©
Hours Tuition Services Fee ¥ Activity Fee ¥ Total
1.0 $193.50 $94.88 $5.00  $293.38
2.0 $387.00 $102.75 $5.00  $494.75
3.0 $580.50 $111.00 $5.00  $696.50
4.0 $774.00 $118.50 $5.00  $897.50
5.0 $967.50 $138.75 $5.00 $1,111.25
6.0 $1,161.00 $159.00 $5.00 $1,325.00
7.0 $1,354.50 $179.25 $5.00 $1,538.75
8.0 $1,548.00 $199.50 $5.00 $1,752.50
9.0 $1,741.50 $220.50 $5.00 $1,967.00
10.0 $1,935.00 $240.00 $5.00  $2,180.00
11.0 $2,128.50 $260.25 $5.00 $2,393.75
12.0 $2,322.00 $280.50 $10.00 $2,612.50
* $96.75 tuition per additional half credit
Additional Mandatory Usage Fees, Per Semester
Laboratory Course Fee $78.00 Per registration in a designated
laboratory course
Studio Course Fee $84.00 Per registration in a designated

studio course
Clinical Program Fee-Level 1 $267.00 Persemester (Fall & Spring only)
Level 1 allied health programs

Clinical Program Fee-Level 2 $191.00 Persemester (Fall & Spring only)
Level 2 allied health programs

Extension Fund Tuition and Fees
(for more information, see Credit Extension and Credit-Free
catalogs)

Extension Fund student - credit (tuition per semester hour.) See Continu-
ing Education catalogs for fee schedule.

Regular academicC year M. $139.00
SUMMET SESSION......cevveeeerierereeseeeseesseeeessesesesssesssesessssessssssseees $139.00
On-campus, weekdays, weekend, regular semester “................. $139.00

Extension Fund student - credit-free (rate set on a per course basis, de-
pending upon course offered)

Special Fees

* Application Fee ©
FUI-tIME STUABNT ...t $20.00
Part-time StUAENT.........coeeeeeeeeeec et $20.00

¢ Laboratory Course Fee
(Per registration in a designated laboratory course).................. $78.00

¢ Studio Course Fee
(Per registration in a designated studio COUrse) ..........cccuceune. $84.00

o Clinical Program Fee-Level 1 (Per semester [Fall & Spring only] -
Level 1 allied health programs)............ccceeeeeevneenerineseneenenns $267.00

o Clinical Program Fee-Level 2 (Per semester [Fall & Spring only] -
Level 2 allied health programs)............cceeeeeeeenereneeeneenenes $191.00



*  Program Enrollment FEe © ..., $20.00
o Late Registration FEE.......ovmurimrinriineineiseesiseeesssssssesenes $5.00
o Graduation AppliCation..........cccvereriererererereieeeesenne No Charge
© TrANSCHIPES oot No Charge
¢ Installment Payment Plan ...........ccocvurrnmreneenninneneensisnneenns $25.00
o Late TUtion/Fee Payment ......c...coovreerrnrineenerinssinsisnsisseenns $15.00
o Returned Check FEE........ovivuricireriseiecrieesie s $25.00
* Replacement of Lost ID €ard .........ccoouererererceeireieieeeeins $5.00
¢ CLEP Examination Fee ' - For general or subject exams

ONE BXAM ..ot $60.00

Each additional exam, same month ...........cccceveveivecviicierenen. $60.00
¢ Academic Evaluation FEe ........ccccmrermeernerinerieerieniennes $15.00
* TV course student - per course (3 credit hours) ..........c.cc....... #$7.25

## In addition to applicable tuition

o Portfolio ASSESSMENt FEE ....vvvveeeiererere e $50.00

Fee Deposit - Non-Refundable

Full-time and part-time students must pay a non-refundable deposit
of all fees applicable to the courses for which registered at the time of
registration, including courses for audit, exclusive of tuition.

The total tuition applicable to the courses for which registered, including
courses for audit, is payable in one installment and is due six weeks before
the first day of classes unless a deferred payment schedule, in accordance
with approved Board of Trustees policy, has been approved.

Installment Payment Plan

An Installment Payment Plan is available to students who are registered for
a minimum of six semester hours. Students may apply for an installment
payment plan at the time of registration. There is a $25 non-refundable fee
for participation in the plan.

Footnotes:

1) Students enrolled in General Fund Tuition courses and/or Educational
Extension Fund courses carrying 12 semester hours or more will be
classified as full-time students for general fee purposes.

2) Waivers:

a. Complete waiver of tuition for dependent child of person missing in
action or former prisoner of war. For more information on Veteran
and National Guard waivers, see Veterans on page 10.

b. Senior Citizens, qualified veterans and the children of certain
veterans. (General Fund Classes Only)
Students age 62 or older may register with a general fund in-state
tuition, college service fees and student activity fees waiver on the
last day of Walk-In Registration. Proof of age and a registration form
must be submitted to the Registrar’s office to complete the eligibility
requirements for this waiver.

c. Tuitionmay be waived or remitted by the President, or her designated
appointee, for any in-state student who demonstrates substantial
financial need and who is enrolled on a full-time or part-time basis in
a degree or certificate program or a pre-college remedial program.

d. Tuition shall be waived for any student attending the Connecticut
State Police Academy who is enrolled in a criminal justice program
at the Academy that is offered in coordination with a regional
community college that accredits courses taken in the program. This
waiver applies only to courses taken at the Connecticut State Police
Academy and not to course work required for a degree taken at the
college.

e. The tuition fees of any eligible member of the Connecticut Army or
Air National Guard shall be waived. To be eligible for such waiver, a
member of the Connecticut Army or Air National Guard must (1) be
a resident of Connecticut, (2) present certification by the Adjutant
General or his designee as a member in good standing of the
Guard, and (3) be enrolled or accepted for admission to a regional
community college on a full-time or part-time basis in a degree
granting program. The tuition waiver shall be reduced by the amount
of any educational reimbursement received from an employer.

f.  The Community College Presidents are authorized to waive the
Student Activity Fee only for students enrolled in Tuition Fund-
financed courses offered at off-campus locations.

3) General Fees are applicable to both Tuition Fund and Extension Fund
students, except the TV course and courses by newspaper.

4) On-campus Extension Fee: rate applies to on-campus Extension Fee
courses that permit the college to enroll additional students beyond the
level supported by the General Fund.

5) Not applicable for the following: (a) CONNTAC applicants, (b) Upward
Bound applicants and (c) needy and deprived students as determined
by college.

6) Not applicable if student paid the $20 application fee.

7) CLEP exam fees are payable to College Level Examination Board and
are not deposited or held in state accounts.

College Presidents, with the approval of the Chancellor, are authorized to
waive general and special fees of students enrolled in special programs
when the circumstances justify such action.
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Refund Policies

Course Cancellations
If the college cancels a course, students will automatically be granted a
100% adjustment of associated charges except the application fee.

Tuition, Laboratory and Studio Fees
* If students officially drop prior to the 1st day of the semester—100%
refund

o |f students officially drop on the 1st day of the semester through the
14th calendar day—50% refund

¢ If students officially drop/withdraw on the 15th day of the semester or
later—no refund

College Service, Student Activity & Clinical Fees Charges
No Refund—Students may request a full refund of the clinical fee if they
drop out of an allied health program entirely or are not enrolled in any credit
courses at the end of the add/drop period.

Extension Fees
Fees for Summer, Winter and College by Design sessions, and Corporate
and Continuing Education credit and non-credit courses.

* |If students officially drop on the last business day before the first class
meeting or prior—100% refund of tuition only. Requests for refund must
be made by Friday for courses starting Saturday-Monday.

* If students officially withdraw on the day of the first class meeting or
later—no refund

Other Non-Refundable Fees
* [nstallment Plan

¢ Late Payment

Note:

1) Refund policies assume that all charges have been paid in full prior to
drop/withdrawal. In some cases, an account adjustment may not entitle
a student to an actual refund.

2) Students are required to officially drop class(es) by the official deadline
published each semester in the Enrollment Guide.

3) Deadlines for Summer, Winter and College by Design sessions are based
on the start date of courses and are adjusted appropriately.

4) Refund/returns of Title IV funds are made in accordance with applicable
Federal rules and regulations that take precedence over college refund
policies.

More Questions? We Can Help!
Students can view their account and financial aid award,
make payments, etc. at http:/my.commnet.edu

Bursar’s office: L165, Lowe Student Services Center, 860-512-3637
Financial Aid office: L177, Lowe Student Services Center, 860-512-3380
Registrar’s office: L157, Lowe Student Services Center, 860-512-3220
Dean of Continuing Education: B147, LRC, 860-512-2803

Financial Aid Students

If students drop or withdraw, they may be subject to a financial aid award
reduction. This can result in a student personally owing money to the
college. Students should contact the Financial Aid office at 860-512-3380
before reducing their course load.

Instaliment Plan for Students

Students may still owe a balance on their Installment Plan even though
they have reduced their course load or withdrawn. Students should contact
the Bursar’s office at 860-512-3637 first to determine the effect on their
balance.

All Students

Once the regular semester begins, the Registrar’s office requires the
students to make all schedule changes in person. Students will not be able
to reduce their course load on myCommNet.

Frequently Asked Questions

I dropped my class before it even met. Why did I receive only a partial
refund?

College service and student activity fees are non-refundable. Tuition charges
are 100% refundable but only if you drop your class before the first day of the
semester, which may take place before the first day of your class.

I never attended my class. Do | really still owe the charges?

Yes, you do still owe the charges. Charges are based on the number of
credits you register for, not the number of credits you complete. Failure to
attend is not considered an official drop or withdrawal. Once you register,
you are obliged to pay for all charges whether you attend the class or not.

In addition, these courses frequently resultin a grade of “F”, which can lead
to probation or suspension status (See page 18).

My charges didn’t change even though my status changed from full-
time to part-time. Why?

Reducing your course load does not entitle you to an automatic refund.
Some charges are non-refundable while others are only 50% refundable
if you officially drop the class by the published deadlines (first 14 calendar
days of the semester).

When and how do | receive my refund?

Refunds are automatically paid by check at the end of the official add/drop
period unless you direct us otherwise. Checks are processed in Hartford
and mailed to your permanent mailing address on file in the Registrar’s
office. Please verify your address when you drop/withdraw to assure
prompt payment.

Policy Appeal Procedures
Students are required to officially drop/withdraw prior to submitting an
appeal.

Appeals will only be considered for the following extraordinary circum-
stances: severe illness documented by a physician’s certificate, adminis-
trative error by the college, or military transfer documented by a copy of
transfer orders.



Note: The following circumstances will not be considered: change in employ-
ment situation, misunderstanding of start date or dates of class, inability
to transfer course, normal illness, transportation issues, childcare issues,
poor decision or change of mind by student regarding course selection, or
dissatisfaction with course content or instructor. Both tuition and fees cannot
be transferred or applied towards the next semester.

All appeals must be submitted in writing to the Refund Appeals Committee
and include Banner ID, contact information and appropriate documentation.
Appeals must be received within 10 days of the official drop date of the
course to be considered. Forms are located in the Form Depot at www.mcc.
commnet.edu or can be obtained from the Registrar’s office.

The committee meets twice per month. Students will receive a written
response notifying them of the outcome/s.

All refund requests should be submitted to the Refund Appeals Committee,
Registrar’s office, L157, Lowe Student Services Center, MS #13, P.O. Box
1046, Manchester, CT 06045-1046.

Financial Aid
(860-512-3380)

The Financial Aid program at Manchester Community College is designed
to provide access for as many eligible students as current funding will
allow. The prime objective of the Financial Aid program is to meet the
basic expenses of tuition, fees and books. In addition, many recipients
qualify for refund checks that repay their initial expenses for supplies and
transportation costs. Also, many other students are eligible for work-study
and student loans to more fully meet their expenses for room, board,
transportation, personal and child care costs.

Estimated Budgets for 2011-2012 Award Year

Budget 1: In State - Living with Parents (Full-Time Student)

Tuition & Fees $3,406 (Tuition & fees are subject to change)

Books & Supplies 1,200
Transportation 1,480
Room & Board 1,756
Personal Misc. 1,596
Total $9,438

Budget 2: In State - Not Living with Parents (Full-Time Student)

Tuition & Fees $3,406 (Tuition & fees are subject to change)

Books & Supplies 1,200
Transportation 1,480
Room & Board 5,572
Personal Misc. 3,032
Total $14,690

Basic Eligibility Criteria:

To be eligible for financial aid, a student must:

* Be acitizen or eligible non-citizen of the United States;

* Beenrolledin an eligible degree or certificate program (audited courses
do not count towards enroliment status);

* Have a high school diploma or its equivalent on file at the Admissions
office;

* Be registered with Selective Service, if male; and

* Be in academic good standing and maintaining satisfactory progress
according to federal regulations.

How to Apply:

1) Apply on the web at www.fafsa.ed.gov or call to request the Free
Application for Federal Student Aid (FAFSA) Form at 1-800-4-FED-
AID (1-800-433-3243). In order for us to receive your application
information from the processor, you must include MCC as one of the
colleges you plan to attend. The Title IV code for MCC is 001392.

2)  Enrollin an eligible degree program through the Admissions office.

3)  Submittax returns, corrections and any other required documentation
to the Financial Aid office in a timely manner, if required.

4)  LogontomyCommNetat http:/my.commnet.edu to check your status
and to accept your financial aid award package. This link also lets you
know if you have any items pending.

5)  Atthe myCommNet site, complete the Title IV authorization to be able
to buy your books with your financial aid, if you have extra funding
after covering tuition and fees.

Deadlines

* Priority is given to early, accurate financial aid applications.

* To ensure timely consideration, you should have your paperwork on file
in the Financial Aid office by May 15 for the fall semester and October
1 for the spring semester.

o After these dates, applications will be processed on a rolling basis
throughout the year.

Deferment of Tuition

Students who are financial aid-eligible and have met all the necessary
requirements (see How to Apply on page 15) by May 15 for the fall semester
and October 1 for the spring semester will be entitied to a deferment of
their tuition and fees.
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Financial Aid continued

A student who is entitled to a deferment of their tuition and fees will not be
required to pay by the tuition due date. Instead, the Bursar’s office will be
notified electronically of the student’s financial aid award, before the tuition
due date. Tuition and fees due to the college will be deducted from their
financial aid award.

Also, under certain conditions, you may have to pay the amount due at a

later date. These conditions include, but are not limited to:

o failure to respond in a timely manner to requests for missing
information;

¢ withdrawal from any or all courses;

* unsatisfactory academic progress;

* afinal review of the application that results in your not being eligible
for aid;

* non-attendance of courses; and

* attending classes outside curriculum.

Student Loans
¢ Students are advised to wait for a complete review of their eligibility for
other forms of financial aid before submitting loan applications.

 Students who are applying for a loan must also complete the above
application process.

* Student Loan Applications are available in the Financial Aid office.
This application must be completed and submitted to the Financial Aid
office.

* The priority deadline for submission of student loan applications is
October 1 for the that fall and April 1 for that spring.

 Students who are on probation or enrolled in developmental courses
are not eligible for a student loan. Verification of enrollment is required
to disburse loan funds.

Winter and Summer Sessions
Financial Aid does not cover winter intersession courses.

Summer aid besides Pell may be available depending on funding. However,
students who are eligible for the Pell grant may receive summer aid if they
are making satisfactory progress. Eligibility for summer will be determined
after the student submits the Summer Financial Aid Application available
at www.mcc.commnet.edu/students/form.php or in the Financial Aid office.
Please see the Financial Aid staff for more details.

Book Purchases

Students who are financial aid recipients may be eligible to receive a book
credit. Eligibility is based on the amount of financial aid awarded. Check
with the Financial Aid office 860-512-3380 if you have any questions or
concerns. In order to be included on the list of students eligible to receive
the book credit, students must complete the Title IV authorization by
accessing their financial aid award through myCommNet.

Disbursement

Financial aid refunds are processed after students have accepted their
award and money has disbursed. This process cannot begin until the
registration and course adjustment periods are over. The amount of the
refund would equal a student’s financial aid award (excluding college work
study and student loans), minus anything owed to the college such as
tuition, fees, book credits or Child Development Center expenses.

The refunds are disbursed by the Bursar’s office. Sometime between
the middle and the end of the semester, reimbursement checks will be
electronically deposited or mailed to students who are entitled to financial
aid.

Satisfactory Academic Progress Policy for Student

Financial Aid Recipients

In order to be eligible for financial aid, students must maintain satisfactory
progress as defined by the policy approved by the Connecticut Community
Colleges, adhering to federal regulations. Students who are not maintaining
satisfactory progress will be placed on Warning status for one semester, at
which time they will continue to be eligible for financial aid. Students must
pass all classes during the Warning semester in order to remain eligible for
financial aid. If students do not maintain satisfactory progress during the
Warning semester, they will be denied aid the following semester. However,
students may appeal for consideration for reinstatement of their financial
aid if there were extenuating circumstances which affected successful
progression. All appeals must be supported by documentation. If the ap-
peal is approved, students will be given a Probation status for financial
aid when they would become eligible. Students’ progress will be evaluated
every semester and their status communicated to them.

Maximum Credit Hours

A student may receive financial aid for any attempted credits in his/her
program of study that do not exceed 150% of the published length of the stu-
dent’s educational program at the college. For example, a student enrolled
in a 60-credit degree program may receive financial aid for a maximum of
90 attempted credit hours. Similarly, a student enrolled in a 30-credit cer-
tificate program may receive financial aid for a maximum of 45 attempted
credit hours. Any attempted credits at the college, as well as transfer crediits,
must be included in the calculation. The 150% maximum credit hours rule is
applicable to students who change majors or who pursue a double major.

Title IV Federal Financial Aid: Policy for Return of Title
IV Funds

1. Any student who is attending MCC and is receiving student financial
assistance under the federal Title IV Programs may be entitled to a
refund if they completely withdraw from their program. The percentage
of the period that the student remains enrolled is derived by dividing
the number of days the student attended by the number of days in the
period. Calendar days are used, but breaks of five consecutive days
are excluded from both the numerator and denominator. The refund
shall be less an administrative fee which is not to exceed the lesser
of 5% of the tuition, fees and other charges assessed the student, or
$100.

2. During the first 60% of the period, a student ‘earns’ Title IV funds in
direct proportion to the length of time he or she remains enrolled. That
is, the percentage of time during the period that the student remains
enrolled is the percentage of disbursable aid for that period that the
student earned. Astudent who remains enrolled beyond the 60% point
earns all aid for the period.

3. Students who withdraw from a program are subject to a calculation that
determines the amount of money that students may be required to pay
back to the college or the federal government. This calculation will be
in accordance with formula and guidelines established by prevailing
federal regulations, and funds will be allocated in the following order
(notto exceed the original allotment from each source): Federal Direct
Loan Program (unsubsidized and subsidized), Federal Pell Grant,
Federal Supplemental Education Opportunity Grant and other funds.



Verification Procedures

You may be selected by the Department of Education for a process
called verification, in which case you will be required to submit certain
documentation in order for processing to continue on your financial

aid application. Students will be notified of the documentation required
when the information is received electronically by the Financial Aid of-
fice. This information is also available at http://my.commnet.edu.

Failure to submit completed verification documents to the Financial Aid
office can result in:

¢ Loss of financial aid for the semester or the entire academic year;
* Loans not being approved;

* Future applications for financial aid not being processed; and

¢ Qutstanding debt with MCC and/or the federal government.

Helpful Hints for Applicants

1) Apply early.

2) Read instructions on the FAFSA website very carefully before
completing the application. Have a copy of your previous year’s tax
return before starting the process.

3)  Have start-up money when beginning classes.

4)  Keep the Financial Aid office informed of any changes in enroliment
status. Remember that audited courses cannot be covered by
financial aid programs and could put you in a repayment situation.

5)  Keep your mailing and email address current with the Financial Aid
and Registrar’s offices.

6) Accept your award electronically by accessing your financial aid
information at myCommNet at http:/my.commnet.edu.

7)  Complete the Title IV authorization process to be able to buy books
at the Bookstore with the awarded financial aid.

Financial Aid Programs
Financial Aid programs include grants, loans and part-time jobs. Some of
the major programs are: State of Connecticut Grants, Federal Direct Loans
(subsidized, unsubsidized, and PLUS), Federal Perkins Loans, Federal Pell
Grants, Federal Supplemental Education Opportunity Grants and Federal
Work-Study and MCC Grants.

Additional Information

Additional information about all federal programs and federal regulations
is provided on the Financial Aid office web page as well as in the annually
updated Federal Student Aid Guide. This guide is available in the Financial
Aid office as well. The Financial Aid office is located in room L177 in the
Lowe Student Services Center.

MCC Foundation Scholarships

The MCC Foundation provides scholarships for both full- and part-time
students. This past year, the Foundation distributed 100 scholarships
and over $100,000 to MCC students. Basic criteria include financial
need, community service and a grade point average of 3.0 or better/or an
indication of steady academic progress. Application deadlines are April for
the fall semester and November for the spring semester. For information on
the MCC Foundation Scholarships, contact Endia DeCordova in the Office
of Institutional Development at 860-512-2904.

Academic Policies

Academic Honors
To encourage and recognize academic excellence, Manchester Community
College has established a President's List and a Dean’s List.

Full-Time President’s List

The President’s List recognizes the exceptional scholarship of students
who eamn a 4.0 or “A” grade point average in their courses. Full-time
students who have completed at least 12 credits for the semester with no
“W” or “I” grades are eligible for this honor.

Part-Time President’s List

Once a part-time student has accumulated 12 credits in residence, that
student may be considered for the Part-Time President’s List. Part-time
students who have earned a 4.0 GPA with no “W” or “I” grades in a given
semester are eligible for the Part-Time President’s List.

Dean’s List

Students enrolled in three credits or more and who have earned a GPA of
3.4 are eligible for the Dean’s List. Students who have earned a 3.4 GPA
with no “W” or “I" grades in a given semester are eligible for the Dean’s
List.

An official withdrawal or incomplete grade for any class during the semester
will make the student ineligible for semester honors. However, once a grade
is assigned upon completion of the course work in accord with specific
guidelines, and a new grade point average calculated, any honors for
which the student is eligible may be entered retroactively on the student’s
academic record.

Phi Theta Kappa

Students who have established a GPA of 3.75 or above and have earned 12
credit hours at MCC are extended an invitation to join Phi Theta Kappa. Phi
Theta Kappa is the only internationally acclaimed honor society for colleges
offering associate degree programs. Membership in Phi Theta Kappa
offers students opportunities for leadership, fellowship, scholarship and
community service, as well as providing an intellectual climate for continued
academic excellence. Phi Theta Kappa members in good standing (have at
least a 3.5 GPA when graduating) may wear the organization’s gold tassel,
stole and blue/gold honors cord during commencement.

Graduation Honors

For those graduating students who are earning an associate degree only.
3.9 10 4.0 GPA - Summa Cum Laude (Gold Cord)

3.7 10 3.89 GPA — Magna Cum Laude

3.410 3.69 GPA - Cum Laude

An incomplete grade for any class during the semester will make the
student ineligible for honors at graduation. However, upon completion
of the course work, if the student has earned the required grade point
average, the appropriate level of recognition will be noted on the student’s
official transcript.

Valedictorian and Salutatorian

Graduating students who have completed at least 30 credits at Manchester
Community College are eligible for consideration as valedictorian or
salutatorian. Among the eligible students, the student with the highest
cumulative GPA will be designated the valedictorian and the student with
the second highest cumulative GPA will be named the salutatorian. In the
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Academic Policies continued

case of identical averages, the student with the larger number of credits
from MCC will be the valedictorian. If the GPAs and the number of credits
taken at MCC are the same for two students, the pair will be named co-
valedictorians.

The Board of Trustees Medallion

The Board of Trustees Medallion is awarded at each of the twelve
community colleges to graduating students who have earned perfect 4.0s
and who have completed at least half of their requirements at the college
where the degree is being awarded. Certificate programs are not included
for this award.

Academic Standing (Satisfactory Progress)

Students enrolled at the college must maintain minimum academic
progress to be considered in good standing. Students should check their
transcripts online on myCommNet.

Satisfactory Progress
The evaluation of Satisfactory Progress is based on the satisfactory
completion of a minimum of 50% of all credits (not courses) taken at the
college. Non-completion annotations include F, F#, I, W and N on courses
that have been graded.

For example, if a NEW student takes four three credit courses this fall and
receives grades of C, B, F and W, then the calculation will be: 12 credits — 6
credits = 50% completion rate. The student will be in good standing because
they have successfully completed a minimum of 50% of total credits.

(Total cumulative credits — Credits that
have been graded as non-completions) =

50% completion rate or
Good Standing

Total cumulative credits

Academic Standing

The table below depicts grade point averages for the various academic
standing categories. Academic standing is calculated based on cumulative
GPA hours (rather than attempted hours). Grades included in the calcula-
tion of academic standing are A, A-, B+, B, B-, C+, C, C-, D+, D, D-, F, W,
. Academic standing will be recomputed upon completion of any course in
which an “I” incomplete grade is received.

Cumulative GPA Hours ~ Overall GPA Academic Standing
0.5-11.99 0.0-1.49 Written Warning
0.5-11.99 15-4.0 Good Standing
12-30.99 0.0-1.69 Academic Probation
12-30.99 1.7-4.0 Good Standing
31-999.99 0.0-1.99 Academic Probation
31-999.99 20-4.0 Good Standing
Warning

Students who have completed 11 or fewer credits and whose cumulative
grade point average (GPA) falls below 1.5 will be given a written warning.
Students on warning are limited to taking 12 credit hours until they have
achieved good standing.

Probation
Students who have completed 12-31 credit hours and whose cumulative
grade point average (GPA) falls below 1.7 will be placed on probation.

Students should check their transcripts online on myCommNet. Students
placed on probation will not be allowed to register for more than 11.99 credit
hours for the next semester and may not qualify for financial aid.

Suspension

Students who are on academic probation and who, at the close of the
semester in which the student is registered, have not attained the overall
GPA to move back into good standing will be placed on suspension for
one semester. When reinstated, students are restricted to a maximum of
11 credits until the overall GPA is raised to the minimum.

Appeal Requests for Reinstatement

Students have the option to appeal their warning, probation and or suspen-
sion status by meeting in person with the Director of Student Retention
Services in room L127, Lowe Student Services Center. Any special circum-
stances must be directed in person by the student to the Director of Student
Retention Services. Documentation regarding the special circumstances
may be required. “Special circumstances” to be considered on an individual
basis may include, but are not limited to, obligations of employment, military
duty or medical problems. Appointments for the intent to request reinstate-
ment should be made by calling the Office of Student Retention Services
at 860-512-3303.

Fresh Start Option

Students who are re-admitted to MCC after an absence of two or more
years (four academic semesters of Fall, Spring, Fall, Spring) who have
been suspended or are on probation, and who have a poor academic record
of less than a 2.0 grade point average, are eligible to apply for the Fresh
Start Option. Application must be made within one year of being re-admitted
to the College. A student re-admitting under this option will be given the
equivalent of transfer credits for all courses taken at MCC with a grade of
C- or higher. The earlier grades and grade point average will remain on
the transcript, but all future calculations of GPA will include only courses
taken after re-admission under the option. The Fresh Start Option may
be used only once by the student and is subject to the existing residency
requirement of 15 credits. Eligible students may apply for the Fresh Start
Option by meeting in person with the Director of Student Retention Services
in room L127, Lowe Student Services Center. You may call 860-512-3303
for information or an appointment.

Enrollment and Withdrawal

Changes in Schedule, Major, Status
Change of Schedule: Students are permitted to add and drop courses
during scheduled add and drop periods in the Registrar’s office.

Change of Major: Students who want to change their major should consult
a member of the academic advising staff. Change in Curriculum forms are
located in the Registrar’s office and are available online in the Forms Depot
by going to www.mcc.commnet.edu/students/form.php.

Change of Status: Credit-free students may become degree students
by applying for a change of status at the Admissions office. An official
application, a $20 application fee, a high school transcript reflecting date
of graduation and, if applicable, proof of measles/rubella, mumps and
varicella immunization are required. In addition, official transcripts from
college(s) attended should be sent directly to the Admissions office. A
copy of a secondary equivalency certificate or general education diploma
(GED) should be submitted if an individual has one of these instead of a
high school diploma.



Withdrawal from Courses

o Before two-thirds of the semester: A student who withdraws from any
course(s) must obtain a withdrawal form from the Registrar’s office, and
return the completed form to the Registrar’s office. Grades for courses
from which a student withdraws during the first two-thirds of the semester
will be recorded as “W” at the end of the semester.

o After two-thirds of the semester: A student who wishes to withdraw from
acourse(s) must obtain an Instructor Approval Course Withdrawal Form
from the Register’s, Academic offices, or online in the Form Depot. This
form must be approved and signed by the instructor and returned to the
Registrar’s office by the last day of finals. If the withdrawal is approved,
a “W” will be recorded on the student’s transcript. If a student stops
attending and fails to withdraw officially from a course, a grade of “F’
may be recorded on the student’s transcript. In all cases of withdrawal,
a “W” does not affect the student's grade-point average.

Withdrawal from the College

A student who withdraws from the college must complete a withdrawal
form at the Registrar’s office. Failure to officially withdraw in writing from
the college may result in failing grades for uncompleted courses and might
result in probation or suspension status (See page 18).

Grades

Unit of Credit

A credit hour is the unit of credit students earn at MCC. One credit hour
usually corresponds to one 50-minute class meeting each week for 15
weeks. A course worth three hours of credit, therefore, usually requires
three 50-minute class meetings plus additional work outside the class
each week.

Grades and Grade Points

Letter grades are assigned to inform students how well they have
learned the material in their course(s). For each letter grade there is a
corresponding number called grade points. These grades are used to get
a numerical expression of a student's work. The table below shows the
grades and their grade point equivalents.

Grades Grade Points Definition
A = 4.0 outstanding
A- = 3.7
B+ = 33 above average
B = 3.0
B- = 2.7
C+ = 23 average
C = 2.0
C- = 1.7
D+ = 1.3 below average
D = 1.0
D- = 0.7
F = 0.0 failure

The grade point average (GPA) is computed by multiplying the point value
of each grade earned by the number of semester hours of the course for
which the grade is received and then dividing by the total number of hours
of work attempted.

Example
Grade Attempted Grade

Grades point value hours point hours
C+ = 2.3 X 3 = 6.9
D = 1.0 X 3 = 3.0
A = 4.0 X 4 = 16.0
F = 0.0 X 3 = 0.0

= 2.7 X 3 = 81
Total 16 34.0

34.0 grade points + 16 attempted hours = 2.125 GPA.

Reports of grades are issued at the end of the semester and are available
online on myCommNet. Only those grades that are issued at the end of the
semester are recorded on the student’s permanent record.

Administrative Transcript Notations
AU (Audit).....covrerererennns No college credit earned.

I (Incomplete).....c.eververnnnnne See this page.

M (Maintaining Progress)....An administrative transcript notation used only
for development courses to indicate that the
student is maintaining progress but not at the
usual rate. It may be given to a student for a
course only twice.

N (N Grade).......ccovrvrrennne. An administrative transcript notation for any
situation where there is no grade reported at
the end of the traditional semester.

P (Pass).....ccccoovrererirrernnn. Used for successful completion of courses
taken on a pass/fail basis. Students failing will
receive a grade of “F”.

TR (Transfer) ......cccoevererne Used in place of grades for courses accepted
for credit from other colleges and universities.
W (Withdrawal) .................. See description on this page.

Repeating a Course

No student can take a course more than three times. The highest grade
received will be used in calculating the student’s GPA. This does not apply
to those courses that are designed to be repeated for additional credit.
A request for waiver of these standards shall be made to the Director of
Student Retention Services, call 860-512-3303 for more information.

College transcripts will record all attempts at classes and the grades earned
in each attempt. Students should note that, while MCC will not use repeated
grades in calculating GPA, colleges to which they are applying for transfer
may use a different method to make such a calculation.

Incomplete Grades

Granting of an Incomplete:

1. AnlIncomplete (1) is a temporary grade assigned by the faculty member
when course work is missing and the student agrees to complete the
requirements. Although a student may requestan Incomplete, the faculty
member is not required to honor the request. The faculty member should
assign an Incomplete when there are extenuating circumstances, such
asiillness, that prevent a student from completing the assigned work on
time and the student has completed most of the course requirements
and, in the judgment of the faculty member, the student can complete
the remaining work within the time limit established by system policy.
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Academic Policies continued

2. Afaculty member who assigns an Incomplete shall file a report form that
includes:

(@) abrief description of the requirements to be completed;

(b) the date by which the course work must be submitted to the
faculty member, which is the end of the tenth week of the next
standard semester;

(c) astatement that the Incomplete will change to a specified letter
grade if the work is not completed by the end of the tenth week
of the next standard semester.

The faculty member shall keep the original signed form, with copies to
the student, the faculty member, the Registrar and the academic division
director.

3. Allincompletes mustconvertto a letter grade by the end of the following
semester. If a student submits the required work on time, the faculty
member shall calculate a grade to replace the Incomplete and submit
it to the Registrar by the end of the semester. If a student fails to
complete or submit the required work by the specified time, or if the
faculty member fails to submit a replacement grade, the Registrar shall
convert the Incomplete to the letter grade specified in the report form,
and that letter grade shall be entered on the student transcript.

4. Students with an Incomplete are temporarily ineligible for semester or
graduation honors. Upon conversion of the Incomplete to a letter grade,
students may retroactively receive semester or graduation honors,
and such recognition shall appear on the transcript, provided that the
student has earned the required grade point average.

Audit

An audit status allows students not wishing credit to sit in on a course. In
order to register as an “Audit” student, the prospective student must meet
all college and course requirements, such as being a high school graduate
and meeting all prerequisite requirements. This status allows students to
participate in class activities without being required to meet the examination
requirements of the course. Students may ask to have papers and other
work critiqued, but faculty members are not required to grade an auditor’s
course work. A student may not register as an “audit” student until after
registration has ended and students wishing to take the course for credit
have enrolled by the last day of registration. A student may not repeat an
audit in the same course. A student who wishes to change from credit to
audit status must request this from the Registrar’s office within the first four
weeks of the course. Students auditing a course may not change to credit
status. Full tuition and fees are charged for courses audited. Financial aid
does not cover audited classes.

Transcripts

Requests for official or unofficial transcripts can be obtained by going online
to www.mcc.commnet.edu. Select “Transcripts” from the “Current Students”
pull-down menu and follow the steps below.

1. Login to myCommNet (http://my.commnet.edu)

2. Once you are in myCommNet, click on the Student tab.

3. Click into Student Self-Service, and choose Student Records.
4.  Click Request Official Transcript.

No telephone requests will be accepted.

Graduation Requirements

Graduation is not automatic.

The Board of Trustees of Community-Technical Colleges, through
Manchester Community College, is authorized by the Connecticut General
Assembly to confer associate in art and associate in science degrees, and
award certificates, to candidates who have met all requirements.

It is the student’s respons