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Welcome!

We are pleased that you have enrolled in York Technical College. Our dedicated faculty
and staff are here to assist you in reaching your educational goals.

During orientation we want to provide you with information that is essential to your
success. We encourage you to use this information as a guide for your effective use of
the many College resources and services that are available to you. When you encounter
guestions, we hope that you will refer to the available resources to provide answers and to
help make your educational experience successful.

We are happy that you are a York Technical College student, and we look forward to
working with you.

YOU CAN GO ANYWHERE FROM HERE!

Mrs. Sherry Glenn, Associate Vice President
Academic and Student Affairs

Destiny is not a matter of chance; it's a matter of choice;
it's not a thing to be wanted for, it's a thing to be achieved.
~ William Jennings Bryan
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Orientation Resources for Students

Name

Semester

Program of Study

This orientation guide is an important source of information as you begin your college
journey. We ask that you read it thoroughly and keep it within reach for future reference.
You will find this information of great value when situations arise and your questions
need immediate answers.

We expect you to be successful as you begin college life. Our aim is that you reach
your educational goal with as smooth a transition as possible. Ultimately we expect
the tools we provide to help you make wise decisions and accept the responsibility to
continue on your successful journey.

So, welcome to the first steps of your future. With our assistance and your perseverance,
YOU CAN GO ANYWHERE FROM HERE.

START Center Advisor Assigned FACULTY Advisor
(for next semester’s registration)

Telephone Division Office Telephone

The next registration period begins

Call your division no earlier than one week before this date.
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YORK TECHNICAL COLLEGE
MISSION STATEMENT

York Technical College, a member of the South Carolina Technical and Comprehensive
Education System, is a public, two-year, associate degree-granting institution. York Technical
College seeks to contribute to the economic growth and development of York, Lancaster, and
Chester counties and of the State. Through excellence in teaching and partnerships, the
College responds to the technical and public service needs of the community. The College
has an open admissions policy for qualified students and annually enrolls 5,500 to 6,000 credit
students. York Technical College provides opportunities for individuals with diverse
backgrounds and ability levels to acquire or upgrade the knowledge and skills necessary in
engineering technology, industrial technology, information technology, business, health, or
public service employment or for transfer to senior colleges and universities. In addition to
teaching technical skills, the College seeks to provide graduates competency in written and
oral communication, computer skills, mathematics, problem-solving, and interpersonal skills.

The College offers:
e Associate degrees in the following areas:
vocational
technical
occupational
university transfer
- Diplomas and certificates in the following areas:
vocational
technical
occupational
e Developmental and remedial education
e Custom-designed continuing education for business and industry
e The Center for Accelerated Technology Training to train potential employees for
new and expanding manufacturing companies
e Student development and lifelong learning opportunities.

York Technical College pursues its mission based on these fundamental values:

LEARNING: The College is committed to addressing the diverse learning needs of
the community in a student-centered environment.

EXCELLENCE: The College is dedicated to excellence in instruction, support services,
and management of human and physical resources.

ACCESSIBILITY: The College is an open door institution of higher education for qualified
students.

COMMUNICATION: The College recognizes and supports the importance of teamwork and
communication both internally and externally.

COMMUNITY: The College believes in efficiently working with other educational
systems, business, and industry to enhance economic growth and the
quality of life for the people of the College's service area.

Approved by the York Technical College Commission, August 10, 2004
Approved by South Carolina Commission on Higher Education, November 4, 2004
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IT ALL FITS TOGETHER FOR YOU

Just like a puzzle, York Technical College is composed of several divisions that fit together
to create a solid, finished picture. The various divisions within the college work closely
together to provide quality education to the communities in York, Lancaster, and Chester
Counties. In addition to the main campus on Anderson Road in Rock Hill (York County),
the College also has two satellite offices: The Chester Center in Chester, SC, (Chester
County); and, the Kershaw-Heath Springs Center in Kershaw, SC, (Lancaster County).

The College’s divisions include: Business, Computer, Arts and Sciences Division (often called
BCAS) with the division office in A Building, Room 104; Health and Human Services Division
(HHS) with the division office in A Building, Room 100; Industrial and Engineering Tech-
nologies Division (IET) with division office in C Building, Room 104; Learning Resources
Division located in the Science and Technology Building; Student Services in the Student
Services Building; and Continuing Education (non-credit course work) with offices in C
Building, Room 107.

The College offers over 50 credit programs of study. Programs are offered as certificates,
diplomas, and/or associate degrees. All program curriculums are listed with a display of the
course requirements in the College’s Catalog and Handbook under the academic division from
which they are granted. This information is also available online in Campus Cruiser at the
College’s website at www.yorktech.com.

To choose classes for each semester, students may refer to the semester’'s Course Schedule
Booklet or the registration screens in Campus Cruiser to check course availability and
scheduled times. Students are expected to use both the printed and online formats of all
communication at the College.

Learning Resources is a division that includes the Library, Assessment Center for test taking,
and the Distance Learning department where students can take classes off-campus.

Student Services is a division that includes many personal and academic services for all
students. The services provided by all the programs in Student Services are listed in this
booklet. Students should take advantage of these free services to assist them while here at
the College.

The Continuing Education Division of the College offers courses of community interest, short
courses, and seminars. Some courses prepare students for occupational certification.
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At the Off-Campus Centers

Chester Center
Chester, SC
(803) 385-5884

York Technical College’s Chester Center is located at 110 York Street in Chester, SC.

The Center focuses on providing high quality educational opportunities to the citizens of Chester
County. The office serves as an extension of the College located within the community and
responds to the County’s educational and training needs. Services offered by the Chester
Center include college admission, counseling, placement testing, registration, proctoring of
credit course tests, and financial aid assistance. Credit and continuing education classes are
offered in traditional classroom settings, through interactive audio/video teleclasses, and via the
Internet. Additional information about the Center may be obtained by accessing the Chester
Center website from a link on the York Technical College’s website at www.yorktech.com.

For additional information and directions to the Center, contact the Center by telephone at (803)
385-5884 or email (the email link can be found on the Center’'s web page under Faculty/Staff).
For information on services available at the Chester Center, please contact the Center directly.

Kershaw-Heath Springs Center
Kershaw, SC
(803) 475-2833 or 2686

The Kershaw-Heath Springs Center of York Technical College, located at 3855 Fork Hill Road
in Kershaw, SC, brings high quality higher educational opportunities closer to the residents of
Lancaster County. The Center seeks to contribute to the economic growth and development of
Lancaster County by responding to the County’s educational and training needs. The Kershaw-
Heath Springs Center has a state-of-the-art computer lab and a ‘smart’ classroom with wireless
laptop computer capability. Students may take credit and non-credit courses in a traditional
classroom setting, through live interactive audio/video teleclasses, via the Internet, by CD Rom,
or by CAIl (computer-assisted instruction). College admission, counseling, placement testing,
registration, proctored credit course testing, payment of tuition and fees, library reference
resources, and financial aid information and assistance are provided at the Center.

Up-to-date information on the Center, as well as a map and directions to the Center, may be
obtained by accessing the Center’s web page from the link on the York Technical College web
page at www.yorktech.com. For additional information, contact the Center by telephone at (803)
475-2833 or 2686 or email (the email link can be found on the Center’s web page under
Faculty/Staff).

« Financial Aid Information: Financial Aid applications and brochures describing the types
of assistance and criteria for receiving aid are available at the Center. The Center also offers
assistance in filing the FAFSA on line.



e Bookstore: Students may purchase books for courses offered at the Kershaw-Heath
Springs Center online from the College Bookstore. The books can be shipped directly to the
student’s residence.

e Student ID Cards: Validation stickers for current York Technical College students are
available at the Center. New students should contact the Center for information on obtaining
an ID card.

e Decal/Parking Permit Information: Parking Decals may be ordered from the Kershaw-
Heath Springs Center.

e Library Services: Library barcode stickers are available at the Center. The Center also has
library reference resources available for student use (sorry they can not be checked out).
Students may also utilize the services of the Lancaster County Library which operates a
branch Library located adjacent to the Center.

e Tutoring: Tutoring in selected subjects may be available at the Kershaw-Heath Springs
Center. Please check with the Center office for availability and times.

e Computer Labs: Students enrolled in classes at York Technical College may use the
Center’'s computer lab during posted hours. Students should call the center or check the
web page for open lab hours. Any student without a currently validated York Technical
College I.D. card may be denied access to computer labs. The off-campus centers adhere
to the Guidelines for Student Use of Computing Facilities.

 Assessment Center (testing) Services: Testing services for both COMPASS
computerized placement tests and proctored credit course tests for Distance Learning
students (both Web CT and Telecourses) are available at the Center. Appointments are
encouraged, but are not necessary. Check the Center’'s web page for Assessment hours.
It is the student’s responsibility to contact their instructor to request that their tests be sent
to the Center. For additional information and/or questions contact the center office.

Classroom locations at Kershaw-Heath Springs
Classrooms located at the Center are designated as "A", “B (Lab)", “C”, “LCCA” and "AE."
Classrooms located at other facilities are designated as ALT1, ALT2, etc.

The K-HS Center is approximately 2 miles north of Kershaw. The approximate distance to the
Center from other areas in Lancaster County are as follows:

From Andrew Jackson High School - 2 miles

From Buford High School - 16 miles

From Lancaster 19 miles

Driving directions and a map are posted on our web page under the Facility/ Directions link.
http://academic.yorktech.com/department/kershaw/index.htm




TOPICAL CONNECTIONS...JUST A PHONE CALL AWAY
All numbers listed are area code 803. ﬁ

What?
ADDRESS/PHONE/NAME CHANGE
ADMISSIONS OFFICE

ADVISOR APPOINTMENTS
(Or to leave message for instructors)

ASSESSMENT CENTER

BAD WEATHER INFORMATION

BOOKSTORE
CAMPUS TOURS
CAREER INFORMATION

CHALLENGE PROGRAM

CHANGE PROGRAM OF STUDY
COMMUNITY INTEREST COURSES
CONTINUING EDUCATION
COUNSELING SERVICES

COURSE SELECTION

DENTAL SERVICES

DISABILITY SERVICES

DISTANCE LEARNING

DIVISION OFFICES
DROP OR ADD A COURSE

EXEMPTION TESTS

FINANCIAL AID

=t

Where?
Student Records
Student Services Bldg.

Division Offices:

BCAS A-104
HHS A-100
IET C-104

Placement, Makeup Tests
B Bldg., Room B-7

Online@ www.yorktech.com
Or local radio/TV stations

Student Center
Admissions, Student Services
Admissions, Student Service

Special Resources Office
Student Services

Admissions, Student Services
C-107

C-107

Counselors, Student Services
Advisors

Dental Clinic, 1** floor A bldg.

Special Resources Office
Student Services Bldg.

Distance Learning Office
Online, Telecourse, Teleclass

See Advisor Appointments
Division Offices/Student Records

BCAS Division Office, A-104
IET Division Office, C-104

Student Services Bldg.

How?

327-8002
327-8008
327-8020
327-8023
327-8019

981-7176

327-8000

327-8011
328-8008
327-8008

327-8007

327-8008
325-2888
325-2888
327-8008
Call division offices.
327-8039

981-7198

981-7044

327-8002

327-8020
327-8019

327-8005



All numbers listed are area code 803. Ii;
]

What? Where? How?

FIRST AID Division Offices 327-8000
Kits available in Rooms A-100, A-104, C-104, C-107, C-128, ST-268, all industrial shops, Maintenance Building,
Student Services and in the START Center.

FIRST GENERATION IN COLLEGE Student Support Services 981-7198
Student Services Bldg.

GRADE REPORTS Campus Cruiser or
Student Records 327-8002
Student Services Bldg.

[.D. CARDS START Center, Student Center 981-7236

INSURANCE CLAIMS, STUDENTS Student Services Bldg. 981-7066

Office of the Associate Vice President for Academic and Student Affairs

LEARNING DISABILITIES SERVICES Student Services Bldg. 327-8007

LIBRARY SERVICES Anne Springs Close Library 327-8025

LOST AND FOUND START Center, Student Center 981-7236

PARKING DECALS Business Office 327-8027
Student Services Bldg.

PART TIME EMPLOYMENT Job Placement Services 327-8052
Student Services Bldg.

PAY: TUITION, FEES, FINES Business Office 327-8027
Student Services Bldg.

STUDENT GOVERNMENT Student Activities 981-7055
Student Center

TRANSCRIPT REQUESTS Student Records 327-8002
Student Services Bldg.

TUTORING SERVICES Student Support Services 981-7198
Student Services Bldg.

VETERANS’ AFFAIRS Financial Aid Dept. 327-8005
Student Services Bldg.

VOLUNTEER SERVICES START Center 981-7052
Student Center

WIA Workforce Development Center 327-8006
Student Services Bldg.

WITHDRAWAL FROM A COURSE See the course instructor

WITHDRAWAL FROM COLLEGE Admissions 327-8008

Student Services Bldg.
7



WHAT THE COLLEGE EXPECTS OF YOU

e Be Aware of the College’s Attendance Policy

You are responsible for attending all scheduled meetings of the courses in which you are enrolled
until you have completed all course requirements. You are responsible for all material covered
and for all assignments made in the courses. If you are absent from a course more than 20
percent of the assigned hours, you will be withdrawn by the instructor unless you discuss your
attendance with the instructor and another arrangement is made.

Instructors will enter a grade of ‘W’ if your last date of class attendance was on or

before mid-term. However, if your last date of attendance was after mid-term,

instructors have the option of assigning either a grade of ‘W’ or ‘WF." A grade of ‘WF’
is equal to a grade of ‘F’ and can put you on probation for the next semester.

Never just stop attending class without talking with your instructor first! Instructors
may offer some help or advice to keep you in their classes. If you want to withdraw
from a class after the mid-term date, often the instructor will agree to give you the
grade of ‘W’ instead of ‘WF.” However, the student who just disappears from class without
discussing their withdrawal with their instructor can almost be guaranteed a grade of ‘WF.’

e Attend every class

Remember, the number of absences allowed in a course is not to be considered vacation days but
should be used only for illness or emergencies. One-half, if not more, of what's taught in a class,
is from the instructor's lecturing. You won’t know the material if you aren’t in class to hear it.
Copying a classmate’s notes for the class won't replace hearing the material for yourself first hand
and listening to the faculty-student interaction during the class.

/sy

@

« Get organized % Q07
Write things down; keep a calendar of project due dates and test dates. Know *J ﬂ///\
where your syllabus is so you can see what is coming up in the following days. uz“"’/
Keep all course material together for easier studying. ~

e Manage your time wisely

Use the Student Calendar to note dates for on-campus activities when classes are cancelled, and
notice the days when credit classes don’t meet, and the dates when the college is closed. Keep a
notebook of class project deadlines, appointments, and off-campus engagements. Plan ahead so
you don't get behind.

e Besuccessful in the classroom

Sit at the front or sides of the classroom. Sitting in the back can lead to distraction. Go to classes
prepared with book, paper, and pens or pencils. Listen and maintain eye contact with the
instructor during lectures. Nod your head when you understand the ideas and ask questions when
you don't. Turn all assignments in on time.

you wrote all down all the main ideas. Write down whatever is on the board. If it's
written on the board it is important information. Compare your notes with another
student's after class; copy down any information you missed putting in your notes.

e Take good notes
\C\\‘\\T Don't rely on memory—take notes. Check your notes after each class to make sure
((\\&\‘@



/\,\“’}\% » Read over your textbook
) \. Scan the headings, look at the graphics and pictures, look over the end of chapter
< ), summary or test, and make a mental roadmap of what the chapter is about.
<§;7_? Underline or highlight important sentences and facts. Circle words you don't know
and look them up in the dictionary. Make summary notes of paragraphs in the margins.

e Study smart
Know your own learning style and follow the study hints given for that learning style.

Prepare your study location by getting materials together. Study in one-hour time -

frames, and then take a break. Decide what time of day is your best time to study V8

and don't study when you are overly tired; you won't accomplish much. é{:/:\f)
e

e Use test-taking strategies

Start the test at the questions where you are most comfortable, not necessarily at question #1.
Never leave questions unanswered...when in doubt, guess according to the strategies you've
learned. Remember that you have a whole class period to finish your test. Don’t be intimidated by
those students who leave early; they are seldom the A students.

e Reduce text anxiety
Take a deep breath and let the air out slowly. Scrunch up your muscles then let them
relax. Feel the relaxation take hold. Tell yourself that you studied and are prepared.
Tell yourself that you know this material; it's just a matter of recalling it. Stop all m
negative thoughts when they try to begin.

e Know about and use available services

Refer to the college catalog and handbook. Read your COL 101 textbook, your Orientation
Resources booklet, and the Student Calendar for detailed information to get oriented. Get involved
in student activities and volunteer to help out.

e Become familiar with college jargon

Be aware of college terms and the special jargon of acronyms used at the college, i.e., BCAS
means the Business, Computer, Arts & Sciences Division. Some terms and acronyms are listed in
the Orientation Resources booklet.
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Learning to Learn

‘Great Expectations

We are glad you chose to come to York Technical College. Here at York Technical College, we want to make every class
academically rewarding. Our goal is to prepare you for lifelong learning and to provide you with the skills needed to be

successful in your chosen career. We want to encourage an atmosphere that is best for learning, so we have the following
expectations.

You are expected to become thoroughly familiar with both your program of study and with the requirements for your degree,
diploma, or certificate. At the college level, you are expected to take responsibility for your own learning and success. Thus, it is
expected that you will:

1. Know the requirements for each of your classes.

A.
B

C.

Read the syllabus for each course you are taking.
Follow the guidelines for completing your
assignments.

Ask your instructor about any requirements or
policies that you do not understand.

Keep all handouts, returned work, etc. until you have
received your final grade for the semester.

Know the important information for each course
including your instructor's name, office location, and
phone number. Also you should know the course
number, section number, meeting time and place.

Be honest, respectful, civil, polite, and punctual.

owx

Attend class on time.

Turn in all required work on time.

Listen attentively and respond respectfully to other
points of view discussed by your fellow classmates
or instructors, even if you don't agree with them.
Turn off cell phones and pagers before class.

Tell instructor if you need to leave early or arrive
late.

If you arrive late, do not interrupt the class. Follow
your instructor’s policy regarding late arrivals.
Pledge and uphold your honor and integrity on all
tests and assignments by neither giving nor
receiving unauthorized assistance.

2. Prepare for each class.

A.
B

C.

Read assignments before class.

Get information and notes from another class
member if you are absent.

Be prepared to ask questions and discuss
assignments in class.

3. Participate actively in your classes.

A.

B.
C.

Listen actively to instructors and take careful notes
on lectures and assignments.

Ask questions when necessary.

Do not talk when the instructor is talking; raise your
hand when you have something to say.

Commit time and energy to your college classes.

A

Work hard on your assignments. You have the
responsibility to commit the time and energy
appropriate to the learning challenge, to respond and
interact with the instructors and other students, and
to expand the boundaries of your current knowledge
and skills.

Take responsibility for your attendance, participation,
and learning in your courses. You have the
responsibility to seek help when needed from the
instructor, the tutoring center, or your advisor.

Spend at least two hours studying for every one hour
of class time. You have the responsibility to devote
as much time as necessary to your classes so that
you complete assignments to the best of your ability.
Make sure that your other responsibilities do not
conflict with your class schedule.

| have read and understand the expectations listed above and | will take responsibility for my learning and success at York
Technical College.

Signature

Revised 5-14-04
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C} Campus

Cruiser

FROM THE YORK TECHNICAL COLLEGE HOME PAGE
www.yorktech.com

The Information Link to College E-Mail, News, Announcements
and Personal /Academic Transcripts

Campus Cruiser is a web-based portal on the York Technical College home page which links all
aspects of campus life for students, faculty, and staff. Through its many features, it creates a
community environment at the college.

Campus Cruiser provides on line services such as student e-mail, campus announcements,
message boards, calendars, and discussion groups. It also provides online services such as
academic and financial information, registration, program evaluations (Degree Audit), and
access to student forms.

Students are responsible for checking their Campus Cruiser accounts on a regular basis to
receive important college information, and possible assignments and/or instructions from faculty
and other college personnel. Instructors usually inform the class if they are going to use
Campus Cruiser or WebCT for posting course assignments or announcements.

To enter Campus Cruiser, students should either click on the Campus Cruiser logo or click on
‘Current Students’ at the left side of the home page. On the Campus Cruiser main page,
students may read general campus news and/or announcements or go to the Log In box to use
other additional features of the system.

Log In

I I Log In |
Log In ID Password

How to Log In:

The log in ID for students is their first initial and last name (in small letters with no spaces) plus
the last four digits of their Student ID number (CID#). When logging in for the first time,
students use their six- digit birth date as their password. After logging in for the first time, they
must create a new password to maintain their account confidentiality.

If students forget their new passwords they can find assistance by clicking on What is my
password? To reset passwords, students should click on the ‘Reset Password’ option in the
Log in Assistance box. The reset has a 24-hour turnaround time.

After logging into Campus Cruiser, students have the option of going to other features of the

system by using the tabs across the top of the screen. Students should click on the ‘Students’
tab to view their personal, academic, and financial information, etc.
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In the ‘Registration’ box, students will find everything they need to register and pay for classes
online.

In the Academic Profile box, students can update their educational goals and then click on
‘Grades’ to view their final grades as soon as they are posted by their instructors each
semester. ,]

FAQs - USING ‘THE CRUISER’

Where Do | View My Financial Aid Information?

Path to Viewing Financial Aid Profile:

Go to: www.yorktech.com > Campus Cruiser logo > Log in > Students > Left Side of Screen >
Financial Aid Box (below Financial Profile box)

How Can | Add Or Drop A Class?

Path to Registering or Adding/Dropping a Class:

Go to: www.yorktech.com > Campus Cruiser logo > Log in > Students > Registration box >
Search & Register for Classes > or Add/Drop > Choose Term

How Can | Print A Copy Of My Class Schedule?
Path to Viewing Class Schedule: Go to: www.yorktech.com > Campus Cruiser logo > Log in
> Students > Educational Information > My Class Schedule

Who Is My Advisor?

Path to Finding an Advisor’'s Name:

Go to: www.yorktech.com > Campus Cruiser logo > Log in > Students> Academic Profile (near
bottom of the page) > My Profile

Where Can | See My Final Grades?

Grades & Updating Educational Goals:

Students should follow the instructions below to update their educational goals prior to viewing
or requesting their grade information each term. Students who need assistance in updating
their educational goals should contact Student Records or the Admissions Office in the Student
Services Building.

e Updating Educational Goals:

Path to Updating Your Educational Goal: Go to: www.yorktech.com > Campus
Cruiser logo > Log in > Students> Academic Profile (near bottom of the page) > Update
Educational Goal

e Grades:
Path to Finding Final Grades: Go to: www.yorktech.com > Campus Cruiser logo >
Log in > Students> Academic Profile (near bottom of the page) > Grades

Note: Students grades are posted in Campus Cruiser and are not sent through the mail.
Students are asked to check their account to view final grades no earlier than a week after the
last day of classes each semester. Students should not request their grades directly from their
instructors. Students who wish to receive an official printed copy of their grades must pay a
$4.00 fee and complete a Grade-Report Request Form available at the Student Records Office
in Student Services. Contact Information: 803-327-8002 or Toll-free: 1-800-768-4636 in order to
use this service.
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COLLEGE TERMS: What are they talking about?

AA/AS - Associate in Arts /Associate in Science Degrees - Associate in Arts or Associate of
Science degree candidates usually plan on transferring to a 4-year university after finishing their
AA/AS degree at YTC. Student in AA/AS are enrolled in the College Transfer (also called
University Transfer) program.

ACADEMIC PROBATION - Academic probation occurs if students’ technology or cumulative
GPA averages fall below the standards of progress as defined in the college’s Catalog &
Handbook. Students are placed on probation warning for one semester. During the semester
following the warning, students’ GPAs must be raised to the required level or they will be placed
on academic probation. Students who are unable to raise their GPAs to the required level
during the next semester are notified in writing that they are on probation for the next semester.
While on probation, students are restricted from registering for the following semester and must
meet with a probation counselor to identify strategies for improving performance before they can
register.

ACADEMIC SUSPENSION — Academic suspension will occur the following semester after
academic probation if students’ GPAs have not improved during the designated time period.
See the college’s Catalog & Handbook for additional information.

ADD/DROP PERIOD - The first five class days of a full 16-week semester is called Add/Drop
Period. During this period, students can change their schedule around and add or drop
courses. NOTE: During a mini-semester or during the 10-week Summer Term, the Add/Drop
period is only during the first three days of classes.

BCAS — BCAS is the acronym for the Business, Computer, and Arts & Sciences academic
division. It is comprised of the Business, Information Technology (computers and office
personnel training), and the Arts & Sciences (College Transfer) Departments. The division
office is located in A-104, and the telephone number is 327-8020.

CAMPUS CRUISER - Campus Cruiser is a web-based communication portal on the York
Technical College home page that links students to all aspects of campus a life. It provides
services such as student e-mail, campus announcements, message boards, calendars,
discussion groups, Campus Cruiser also allows entry into WebAdvisor, a student’s personal and
confidential account information with the college.

CATALOG & HANDBOOK — The College’s Catalog and Handbook contains general
information regarding admissions, financial information, program curriculums, courses of study,
academic regulations and requirements, and the academic calendar. Students should keep a
copy of the catalog for the academic year they entered their program of study.
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CD - CAREER DEVELOPMENT - Students are coded as Career Development students if they
have not declared a program of study; or if they choose to only take a couple classes without
trying to complete a certificate, diploma, or degree. However, after earning a prescribed
number of credit hours, all CD students are strongly urged to enter a program. CD students are
advised by Admissions Counselors and do not have an academic advisor.

COLLEAGUE ID NUMBER (CID) or STUDENT ID NUMBER - All students receive a Colleague
number (CID) as their Student Identification number when they are admitted into the college.
CID numbers are used on campus in place of Social Security numbers for security reasons.

ID numbers cannot be given out over the telephone; students who forget their ID numbers must
show their driver’s licenses at the Records Office window or at the START Center reception
desk to be given their number. The CID# is currently printed on several documents that a
student receives from the college:

e Application Thank You Letter from the Admissions Office (labeled Student ID).

e Acceptance Letter from the Admissions Office (labeled Student ID).

e Admissions Checksheet from the Admissions Office (labeled Student ID).

e Registration Statement from the Business Office, printed when students pay their
tuition. The number can be found to the right of the student’s name at the top, middle,
and bottom of the perforated form and is labeled ID #.

For security reasons, the student ID number is not printed on students’ class

schedules and is not available from the Student Information Terminal screens.

COLLEGE TRANSFER (University Transfer) — A department of the Business, Computer, Arts
& Sciences Division, also known as Arts & Sciences. College Transfer prepares students to
earn an Associate in Arts or an Associate in Science degree in order to transfer to a 4-year
university. (see AA/AS)

CON ED - A shortened version of the name ‘Continuing Education’, the community division of
the College. Courses taken in this division are not counted as credit classes towards completion
of an academic program. The courses offered through this division are short courses and/or
seminars that may be designed for community interest or occupational certification.

CONTACT HOURS - The number of hours per week students are expected to attend classes.

CO-OPERATIVE EDUCATION (CO-OP) - Classes offered in this format provide an opportunity
for a student to earn program credits by working in industry during their course of study.

CO-REQUISITE — A course that must be taken at the same time as another course.
Course co-requisites are noted in parentheses following some course descriptions at the back
of the college Catalog and Handbook.

COURSE NUMBERING — Each course has a number (i.e., ENG 100 or ENG 101) that indicates
the academic course level. Not all courses follow numerical order sequences,
i.e. MAT150 is lower in difficulty than MAT 110.

CREDIT HOURS — Each program has a designated number of credit hours required to be

completed. Credit hours are assigned by the State and are used to determine the cost of
tuition, grade-point ratio, and program completion for graduation.
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CURRICULUM — A list of courses and credit hours that must be completed in order to graduate
from a program of study is called the curriculum.

DEGREE AUDIT — An active transcript of a curriculum that shows that which classes were
completed, the semester they were completed, and the grades received for those courses.
It shows students’ current schedule and the remaining courses required for graduation. A
degree audit in Campus Cruiser is called the Program Evaluation and should be checked
occasionally by students for accuracy, particularly as the program is nearing completion.

DISTANCE LEARNING - Distance Learning allows students to explore courses beyond the
physical college campus through alternative delivery methods. Classes may be taught

via television, audio or video tapes, computers, workbooks, or teleconferencing and provide
flexibility in time and location. These courses are called online courses (via Internet),
telecourses (via books or videos), or teleclasses (broadcasts).

ELECTIVE - A course chosen by students, not specifically named as a required course in the
program curriculum, is called an elective. A curriculum may state which electives are required, if
not, then the electives may be chose by the students with their advisors’ approval.

EXEMPTION TESTS - Students may receive credit for courses such as English or Keyboarding
through exemption testing. Credit is given only when the exemption test is passed successfully.
When the course credit is received through exemption testing, the exemption credit typically
does not transfer to other colleges, but would be recognized only at YTC. The fee for an
exemption test is $75 per test. Exemption tests are taken in the Assessment Center.

FULL-TIME STATUS — Full-time status for each semester is 12 credit hours, usually four 3.0
credit classes.

GPA (GRADE-POINT AVERAGE) or GPR (GRADE POINT RATIO) - Each course grade is
worth a numerical value, i.e. A=4, B=3, C=2, D=1, F=0 points. The value is multiplied by the
number of credit hours for that course. Grade points values earned for each course are added
together and divided by the total number of credit hours attempted. The result is the GPA or
GPR. Students are expected to maintain a standard of progress of at least a 2.0 GPA (grade of
C) in order to graduate or transfer successfully. LIFE Scholarship recipients must keep a GPA
of 3.0 (B average) in order to maintain their scholarships.

HHS — The abbreviation for the Health and Human Services Division that is responsible for all
the medical programs of study. The division office for HHS is located in A -100, and the
telephone number is 327-8023.

I.D. CARD - Students are required to carry their validated YTC picture ID cards while on
campus. The card is required for using the library, taking tests in the Assessment Center, and
using the computer labs on weekends. Students may be asked by college personnel to show
their ID cards while on campus. Throughout the academic year, ID cards are made in the
START Center on Mondays and Tuesdays from 10 AM-2PM, on Wednesdays and Thursdays
from 1-4PM. IDs are not made on Fridays.

At the beginning of each new semester:
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At the beginning of the fall and spring semesters, ID cards are made after the end of the first
week of classes (end of the Add/Drop period) for two weeks. ID hours are Monday-Thursday
from 10 AM-2PM and 4-7:30 PM and on Fridays from 10 AM-2 PM. During the summer term
and/or mini-semesters, IDs are made after the first three days of classes (end of Add/Drop

period) for one week Monday-Thursday, 10AM-2PM and 4-7:30 PM and Fridays 10AM-2PM.

IET — The acronym for the Industrial & Engineering Technologies Division that is responsible for
all industrial and engineering programs. The division office is located in C-104 and the
telephone number is 327-8019.

MINI-SEMESTER COURSES - Mini-semester courses meets for only %2 of a semester, either
from the first day of classes to the middle of the semester, or from the middle of the semester to
the end of the semester. The courses are taught as double sessions (two sessions in one
meeting time) an accelerated pace. Mini-semester courses are not shortened versions of full-
semester courses. All assignments are usually the same as in the full-semester courses.
Students should never take a mini-semester course in their weaker subjects.

ONLINE COURSES - (Internet courses) - Online courses use a WebCT hookup via the
Internet as their delivery method. These courses are independent of time and place but do
follow a dated schedule for assignments and tests. Students must have at least a 486 computer
or MAC equivalent and a Java-capable browser available to them on a daily basis complete
these courses.

PROGRAM - A program is the declared major from which the student expects to obtain a
degree, diploma, or certificate. Students choose their program of study while meeting with an
Admissions counselor when they are accepted into the college. To change programs, students
must return to the admissions office and talk with a counselor.

PREREQUISITE — A prerequisite is a course or a skill level that must be completed in order to
enter a specified course. Required course prerequisites are noted in parentheses following the
course descriptions at the back of the college catalog.

REGISTRATION — Registration is the process of selecting courses at specific times in order to
create and commit to a schedule for the following semester. Students should meet with their
advisor for assistance in choosing classes, or they can self-register through Campus Cruiser
online. Once the classes are chosen and entered into the computer, either by advisors or by
students, a seat is held in those classes if tuition is paid by the payment deadline. If tuition is not
paid by the payment deadline, the chosen classes will be dropped from the system and the
seats no longer be reserved in those classes unless previous arrangements have been made
through the Financial Aid department or through the Associate Vice President for Academic and
Student Affairs. Registration is never considered completed until tuition is paid.

SECTION NUMBER - The three numbers after each course name and course number are
called the section number of a class, i.e., MAT 150 002. A section number indicates to the
computer when, where, and at what time, a class meets. Classes with section numbers above
50 are night classes, and classes with section numbers 60 and above are Weekend College
classes.

SYLLABUS — The course outline that includes a listing of assignments, project due dates,
course attendance policy, possible testing dates, and instructor contact information is called the
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