


YORK TECHNICAL COLLEGE/

Congratulations! You have made one of the most important decisions an individual can make 1 to pursue a
college education! The decision to continue your education has set you on a path that will improve all aspects
of life for you and those close to you.

Everyone at York Technical College is pleased you have chosen your community college. Our dedicated
faculty and staff are here to assist you in reaching your educational goals.

During orientation we will provide you with information that is essential to your success. We encourage you to
use this information now and during your entire time at York

Technical College. No doubt you will have questions now and as you pursue your educational goals,
therefore, we hope that you will refer to the orientation information often.

More importantly we hope that you use the orientation information to discover all the resources that are
available to you. Please take the time to connect with the College, to ask a question when you do not know for
sure. Our goal is your success.

Wel come to York Technical Coll ege. Remember é

YOU CAN GO ANYWHERE FROM HERE!

Mark Ulseth

Dr. Mark Ulseth, Associate Vice President
Academic and Student Affairs

Destiny is not a matter of chance; iitods a
it s not a thing to be wanted for, itds a
~ William Jennings Bryan
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WHAT THE COLLEGE EXPECTS OF STUDENTS

Keep a Good Attitudei The Easi est AAO

Attitude is the easiest MAO that a student can earn in college. College is a place that exposes
students to new experiences and surrounds them with diversity. Good attitudes help students be
open-minded individuals as well as good students. Positive attitudes signal approachability;
instructors respond positively; additional opportunities are offered; and students meet and enjoy
new and diverse friends. Keep a good attitude!

e Be aware of the Coll egetendBvery@Gassiance Policy

Attend all course meetings; turn in all assignments. Absences of more than 20 percent of the class hours can mean being
withdrawn or failed unless other arrangements are made with the instructor. Allowed absences are not vacation days and
should be used for illness or emergencies only. Absent students miss material if not in class to hear it. Copying a
cl assmateds notes does not replace hearing the materi al

e Get organized and manage time wisely

Write things down; keep a calendar of project due dates and test dates. Know where the class syllabus is to see what is
planned next. Keep all course material together for easier studying. Use the Academic Planner to note on-campus
activities, dates when credit classes do not meet, and dates when the College is closed. Write down project deadlines,
appointments, and off-campus engagements. Plan ahead to not get behind!

e Be successful 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 books,
paper, and pens or pencils. Listen and maintain eye contact with the instructor during lectures. Turn all assignments in on
time.

e Take good notes

Take notes, do not rely on memory. Check the notes after each class for clarity; check for all the main ideas. Write down
whatever is on the board. If it is written on the board it may be on a test. Compare notes with another student's after
class; fill in any information missed.

e Read over the 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. Underline or highlight important sentences and facts. Circle new or unfamiliar
words. Make summary notes of the paragraphs in the margins.

e Study smart

Know your own learning style and follow the study hints given for that type of learning style. Study in one-hour time
frames, and then take a break. Decide what time of day is the best time to study and do not study when feeling overly
tired or ill; not much will get accomplished.

e Use test-taking strategies

Start the test where the questions feel most comfortable and then go back to the ones left unanswered. Never leave
unanswered questions when you finish the test. When in doubt, guess! Do not be intimidated by other students who leave
early! The test period allows for the entire length of a class period.

e Reduce text anxiety

Breathe deeply and let the air out slowly. Scrunch up body muscles then let them relax. Feel the relaxation take hold. Do
self-talk that studied material can be recalled, that the studying was successful, and it is just a matter of recalling it by
noticing little reminders in the test. Stop all negative thoughts when they begin!

e Know about and use available services Refer to the York Technical College Catalog & Handbook, the Orientation
Resources booklet, and the Student Calendar online or in the Academic Planner for details. Get involved in student
activities and become a volunteer.



Firol Great Expectations

Learning to Learn

We are glad you chose to coarkoTechnical College. Here at York Technical College, we want to make eve
academically rewarding. Our goal is to prepare you for lifelong learning and to provide you with the skills n¢g
successful in your chosen career. We waotitagenan atmosphere that is best for learning, so we have the foll
expectations.

You are expected to become thoroughly familiar with both your program of study and with the requirements
diploma, or certificate. At the colleljgdevare expected to take responsibility for your own learning and succe
expected that you will;

1. Know the requirements for each of your classes.

A.
B.

C.

Read the syllabus for each course you are ta
Follow the guidelines for completing yo
assignments.

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

Keep all handouts, returned work, etc. until y
received your final grade for the semester.
Know the important information for each cou
includingyor i nstructor s
phone number. Also you should know the cq
number, section number, meeting time and p

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

A.
B.
C

Attend class on time.

Turn in all required work on time.

Listen attentively and respond respectfully to
points of view discussed by your fellow class
or instructors, even
Turn off cell phones and pagers before class
Tell instructor if you need to leave early or ar
late.

If you arrive late, do not interrupt the class. H
your instructordéds po
Pledge and uphold your honor and integrity @
tests and assignments by neither giving nor
receiving unauthorized assistance.

2. Prepare foeach class.

Read assignments before class.

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

Be prepared to ask questions and discuss
assignments in class.

3. Participate actively in yoadlasses.

A.

B.
C.

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

Ask questions when necessary.

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

5.  Commit time and energy to your college classes

A.

Work hard on yousigaments. You have the
responsibility to commit the time and energy
appropriate to the learning challenge, to resp
interact with the instructors and other studen
to expand the boundaries of your current kng
and skills.

Take respondity for your attendance, particip
and learning in your courses. You have the
responsibility to seek help when needed fron
instructor, the tutoring center, or your adviso
Spend at least two hours studying for every @
of class time.olY have the responsibility to de
as much time as necessary to your classes s
you complete assignments to the best of you
Make sure that your other responsibilities do
conflict with your class schedule.

| have read and understand tleetations listed above and | will take responsibility for my learning and success
Technical College.

Signature

Revised-2404



QUICK REFERENCE - SERVICES

All numbers listed are area code 803.

Service Location Phone
Admissions Student Services 327-8008
Assessment Center Placement, Makeup Tests, B-7 981-7176
Bookstore Student Center Atrium 327-8011
Campus Tours Admissions, Student Services 328-8008
Career Guidance Career Services, Student Services 981-7190
Change: Name, Address, Phone No. Academic Records, Student Services 327-8002
Change: Program of Study Admissions, Student Services 327-8008
Continuing Education (community courses) | C-101 325-2888
Counseling Services Admissions, Student Services 327-8008
Course Selections Online or See Advisors WebAdvisor
Dental Services Dental Clinic, 1% Floor A-Building 327-8039
Disability Services Special Resources, Student Services 981-7198
Distance Learning (Internet, telecourses) Distance Learning Office S&T-254 981-7044
Division Offices:

Business, Computers, Arts & Sciences BCAS A-104 327-8020

Health And Human Services HHS A-100 327-8023

Industrial And Engineering Technologies | IET  C-104 327-8019
Employment Opportunities Career Services, Student Services 327-8052
Exemption Test Information See s u Djvision Office. See above.
Exemption Testing Assessment Center 981-7176
FASFA, Financial Assistance Financial Resources, Student Services 327-8005
First Aid (see page this booklet) Divisions Offices, etc. See above.
First Generation College Student Support Services, Stu. Services | 981-7198
Grades Academic Records, Student Services 327-8002
I.D. Cards START Center 981-7236
Insurance Claims Assoc. VP for Acad. & Student Affairs 981-7066
Learning Disabilities Services Special Resources, Student Services 327-8007
Library Services Anne Close Springs Library 327-8025
Lost and Found START Center, Student Center 981-7236
Parking Decals Business Office, Student Services

327-8027

Payment (Tuition, Fees, Parking & Book Fines) | Business Office, Student Services 327-8027
Student Government (SGA) Student Activities, Student Center 981-7055
Transcript Requests Academic Records, Student Services 327-8002
Tutoring Student Support Services, Stu. Services | 981-7198
Veteranso Affairs Financial Resources, Student Services 327-8005
Volunteers START Center, Student Center 981-7052
Work Force Development (WIA) Student Services 327-8006
Withdrawal from a Course See Course Instructor or Division Office | See above.
Withdrawal from College Admissions, Student Services 327-8008

(Withdrawing from all Classes for the semester)




THE CAMPUS BOOKSTORE

Owned and Operated by Barnes & Noble College Bookstores, Inc.

The Campus Bookstore is located in the Student Center Atrium of the main campus.
The bookstore telephone number is (803) 327-8011.

Campus Bookstore Operating Hours

Monday i Thursday: 7:45 a.m. to 7:00 p.m. and Friday: 7:45 a.m. to 4:00 p.m.
Saturday: Closed (Announced openings for weekend college /registration periods.)
Closed Sunday

Summer Hours
Monday i Thursday: 7:45 a.m. to 5:30 p.m. and Friday: 7:45 a.m. to 3:00 p.m.
Saturday: Closed (Announced openings for weekend college /registration periods.)
Closed Sunday

Hours may change without notice to accommodate changesintheCol | ege s o
hours. Off-campus students may check operating hours by calling the bookstore.

In addition to textbooks and book supplies, the Campus Bookstore sells clothing items such as T-shirts, sweatshirts,
shorts, and gift articles, all bearing the York Technical College logo. It also sells computer software, office supplies,
personal items, and coffee, drinks, and shacks.

Textbook Purchases: Students must wait until 10 days prior to the starting date of each semester to charge books or
supplies to their Financial Aid accounts. However, students who intend to purchase books for cash or make charges to
credit card accounts can purchase books at any time. Students are encouraged to keep their bookstore receipts for
unforeseen emergencies since exchanges and refunds cannot be made without the proper receipts.

Important: The Campus Bookstore can only access Financial Aid accounts by using the st udent sé Yor k
College ID numbers. Therefore, before standing in line to charge books in the bookstore, students should locate and have
ready their student ID number. Students must show their printed student ID numbers (CID#) to the cashier in order to
charge books to their accounts.

Where to Find a Studentoés Yor k T

e Thefrontoft he st udent dictcure¥Doccark Tec h

e Atthetopofa st ud e ndchedule nelktdoorsabove the
student &8s name.

I f a studentds York Technical Coll ege I D card does not h a\
(dr i ver sefc) mustbeshasve to the cashier in order to charge books to their Financial Aid accounts.

CAMPUS BOOKSTORE FAQs

What is the textbook return policy? | purchased a book(s) from the bookstore and then realized that | did not
need the book(s).

The textbook return pol i cCataldg#& Hgndbook and id posted intthie bookStord ds well asdisted
on the back of your receipt. The textbook return policy states that students have seven (7) days from the first day of
classes to return their books (receipts) to the bookstore in order to receive a full refund. Students should refer to the
Coll egebts catalog or call the bookstore for more informat.i

| want to return my book(s) to the bookstore but it is past the first 7-days of school deadline. What are my
options?

If students have proof of schedule changes, their textbooks, and their bookstore receipts, then they are able to return their
textbooks for full refund within 30 days after classes begin. Also, the bookstore buys back books throughout the
semester.



When is the best time to purchase textbooks?

If possible, students purchase the books before the first week of classes. Students can check book prices on the
bookst or e 6 s httuéydrkieghgbacollage.com before purchasing their books.

Can the bookstore special order books or software for me?

The bookstore can place a special order for most books. S
and for a textbook, the ISBN number. To purchase software and receive an academic discount up to 75%, where
applicable, Barnes & Noble suggests students visit the website: www.campusEstore.com.

Do | need areceipt to return books or merchandise to the bookstore?

Yes, students should keep their receipts. Receipts are required in order to make exchanges, returns, or to give cash or
credit card refunds.

Does the bookstore carry other merchandise besides textbooks?

Yes, the Bookstore prisdeosp isthsoepl.fo o nl hbeeyi cgara yhdnmeade books
reading; school spirit clothing and gifts; snacks, cold and hot beverages; and a variety of school supplies! Students can
purchase all items in the store and online!

Students can call the Campus Bookstore at with questions, suggestions, and concerns. We are here to help students be
successful.

SELLING BACK BOOKS: BUY-BACK

The Campus Bookstore has continual book buy-back offers throughout the semester and announces special sales and
promotions dates throughout the year. Buy-back notices and special promotions are posted around campus and in the
Student News. In order to sell back books, students must show a York Tech picture ID card or have a copy of
their class schedule showing their student I D number and a

When, where, and how can | get cash back for my textbooks? When does this happen?

The bookstore willbuyback st udent sé6 textbooks throughout the year. Howe
of a semester when the bookstore is preparing for the upcoming semester. The time when book values are highest is after

the bookstore receives the textbook orders (adoptions) from instructors for the next semester. When the bookstore has

the needed adoptions, dates for buybacks will be posted in the bookstore, advertised in the Student News, and posted on

bulletin boards around campus at various times throughout the semester.

I am not sure if | will need the book(s) for the next semester. Can the bookstore tell me what book(s) to keep?

If students know the courses they will be taking the next semester, the bookstore can check the book orders to see if the
book(s) in question will be used again.

Will book(s) be purchased during buyback that have been highlighted or written in?

Yes, as long as the book has no water damage, is in good condition, with no missing pages, no broken book spine and
there is a need for that book(s).

Are there any books that will not be purchased during buyback?
Students should check with the bookstore during each Cash Back period for this information.

Phillip A. Casley
Campus Bookstore Manager


http://yorktech.bncollege.com/
http://www.campusestore.com/

PICTURE ID CARDS

Students, faculty, and staff are required to have their York Technical College picture IDs with them on campus. Picture
IDs are made in the START Center, at the back area of the Student Center Building, Bldg. K on the campus map.

Beginning of semester (extended) During Semester ID Hours
ID hours
Throughout the semester, and for students

Picture ID cards are made during extended starting mini-semester classes, the standard ID

hours for the first two weeks of classes each

hours are:
semester.
Fall and Spring Semesters: Monday & Tuesday: 10:00 a.m. - 1:00 p.m.
IDs are made daily for two weeks. Wednesday & Thursday:  1:00 p.m. - 4:00 p.m.
IDs are not made on Fridays.

Monday-Thursday: 10:00 a.m. - 2:00 p.m.

_ 4:00 a.m. - 7:00 p.m. Students taking evening classes who need an ID
Friday: 10:00 a.m. - 2:00 p.m. made must call the START Center at

(803) 981-7136 to make an evening appointment

Summer Term: IDs are made for the first five : . )
o during this period.

class days during the hours listed above.

Validation Stickers for Returning Students: Returning students can get semester validation stickers at the reception
desk of the START Center after classes begin by showing their current ID cards to the receptionist. Current semester
status must be verified before a sticker can be issued.

Required Proof of Semester Status: Students must provide the START Center receptionist with their full name and
student ID number and be verified by the computer database before having an ID made. Students who do not know their
student I D number mu st show a valid driverés Ilicense or
student ID number.

Replacement Fees: The initial cost for student ID cards is included in the registration fees. However, if a card is lost or
stolen, a replacement fee of $10 is to be paid at the Business Office before a replacement card can be issued, unless the
student has been inactive in the database system for more than two years.

Why are students required to have a validated student ID with them while on campus?

Any college personnel may request any student at any time to show their picture ID to prove current status on campus.
This is a security safeguard for everyone to ensure that only current students are using college facilities and spending
time on campus.

While on campus, students may be asked to show picture IDs under these, or other,
circumstances:

To show current student status while using the computer labs

To use any YTC computer lab or college facilities on weekends

To take tests in the Assessment Center

To prove personal identification to obtain their Student ID # and password
Whenever asked by College personnel to show proof of current student status




DEPARTMENT OF PUBLIC SAFETY
(803) 327-8013

The Department of Public Safety Office is located in A-262. The telephone numbers are 803-327-8013 or 803-981-7063.
The Department of Public Safety will assist the local authorities with investigating and document any on-campus crime
incidents such as theft, vandalism, etc. All incidents requiring physical intervention are referred to the Rock Hill Police
Department. Student problems are referred to the Dean for Student Affairs or the Associate Vice President for Academic
and Student Affairs with assistance provided from the Department of Public Safety.

The Chief of Public Safety is an armed certified law enforcement officer. Public Safety Officers are First Aid, CPR
(Cardiopulmonary Resuscitation), and AED (Automated External Defibrillator) certified. The Chief of Public Safety urges
the campus community to provide feedback that might help the department enhance its services to students and to the
York Technical College community in general. E-mail comments and ideas to: TTurney@ YorkTech.com

On-Campus Driving Speed = 15 Mph

Public Safety Services

Enforces College policies and parking regulations.
Assists in investigating on-campus crimes.
e Assists in investigating accidents - Department should always be notified in the event of
on-campus accidents.
e Addresses any safety concerns.
Assists with starting or opening vehicles in emergency situations. (Vehicles are opened
only in an emergency.)
Escorts students to vehicles (if necessary for safety reasons).
Makes emergency contacts.
Assists with sick students, faculty, staff, or visitors.
Directs visitors or tours parking, and gives directions to their destination.
Directs traffic.
Oversees parking areas.
Other services provided based on need and staff availability.

PARKING AND TRAFFIC CONTROL

Parking decals are issued by the Business Office, which is located in the Student Services Building. All employees and
students are requested to display a vehicle-parking permit for all vehicles brought on campus. Please have your vehicle

tag numbers available when registering for your York Technical College decals. Open parking in authorized areas is
available to all employees. Unaut hori zed areas are fire zones, handicapped
Parkingo zones. Tempor arltyareavadablathralgh the HumandResowrded Oéfide. f a c u

Vehicle decals provide a way for Public Safety to identify and locate the owner or operator of vehicles
in reference to:

Car fires (owner/operator vehicle or other vehicles nearby).
Break-ins.

e Damage/Accidental (from lawn mowing, etc.).

e Vandalism.

e Accidents (parked and unoccupied vehicles may get hit or damaged).
o lllegal cars on campus (Trespassers, lllegal Activity, etc.).

e Alarm activations.

10
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Vehicle Decals must be displayed on the left of the rear window. Motorcycles shall display permits on the front forks of
the bikes.

Application of the Decal to Vehicles
e Decals should be applied to outside of back window at the lower left corner.

e All expired decals should be removed;
this is considered improper display of a decal.

e Vehicle registration cards should be kept up-to-date (re: change in tag numbers, etc.).

e Public Safety Officerscanlocateallst udent sdé scdysgamul es i n
even if the York Technical College decal is not affixed to the vehicle by checking the
current tag information.

Turn Down the Radio!
While on campus, automobile stereos and boom boxes are to be turned down to a moderate level so as not to be heard
outside the automobile and/or disturb surrounding offices and classes.

Traffic and Parking Guidelines
e All motor vehicle operators on campus should familiarize themselves with the parking and traffic regulations below.

e The campus road in front of the Administration Buildingisi On e Wéojatorg will be ticketed for safety reasons.

e Use of AiDo | ot (bet ween A anab a drdproff oripsktup adint is prohiBitad witltbutn g s )
Campus Security authorization. Students with physical disabilities who need easy access to adjacent buildings may
request authorization from the Public Safety Office.

PARKING RULES AND REGULATIONS

Failure by any person to find a parking place shall not
be an excuse for a violation of these regulations.

e Student Parking Areas: To locate student-parking areas, refer to the campus map in the York Technical College
Catalog & Handbook.

e Handicap Parking Spaces: No one should park in a handicap space with out a handicap tag or placard issued to
them by the S. C. Department of Motor Vehicles in accordance to the S. C. code of laws 56-3-1970.

Unlawful Acts; Penalties: Sections 56-3-1970 and 56-3-1960
It is unlawful to park any vehicle in a parking place clearly designated for handicapped persons unless the vehicle
bears the distinguishing license plate or placard provided in Section 56-3-1960.

It is unlawful for any person who is not handicapped or who is not transporting a handicapped person to exercise the
parking privileges granted handicapped persons pursuant to Section 56-3-1960.

A person violating the provisions of this section is guilty of a misdemeanor and, upon conviction, must be fined not
less than one hundred dollars or more than two hundred dollars or imprisoned for not more than thirty days for each
offense.

e Visitor Parking: Visitors to York Technical College desiring to park on campus during the period 7:00 a.m. until
5:00 p.m., Monday through Friday, may obtain | imited time visitor pernDts
in the Administration Building. Vehicles are to be parked in the area designated by signs as visitor parking access.
Open parking is in effect after 5:00 p.m. Students are not allowed to park in parking places marked for visitors.

e Parking by Permit Only (Temporary Permits): These designated parking spaces are reserved for temporarily
disabled individuals who displaythe Col | ege ds t epgking placard. Stadents ineedimy this permit
should apply at the Special Resources Office in Student Services where the permits are issued. Faculty, staff, or
visitors who need the permit should apply at the Human Resources Office in the Administration Building. Issuance of
the placards is dependent upon the acceptance and return of a physician-signed application that indicates the nature
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of the disability and other required information. The standard York Technical College parking decal does not
authorize students to park in these spaces.

No person shall park in any areas of space other than those that are valid parking spaces. The only exception to this rule
would be if a Public Safety Officer directs students to park in off-limit areas temporarily due to construction or other
mitigating circumstances. If a Public Safety Officer directs students to one of these areas on any given day, this does not
allow the students to park in that location the following day nor any day thereafter, unless the need is indicated by Public
Safety.

Payment of Fines

Parking fines are payable at the Business Office in the
Student Services Building between
8:00 a.m. and 7:00 p.m. Monday i Thursday
or
8:00 a.m. - 2:00 p.m. on Friday.

e Appeals Process for Citations: Fines are to be paid within 10 working days from the citation date. Student appeals
must be recorded with the Associate Vice President for Academic and Student Affairs within 72 hours from the date of
the citation. Empl oyeesd6 appeals must be recorded wit

e Overnight Parking: The Public Safety Office should be notified of any vehicle being left on campus overnight, for any
reason. The Office requires a description of the vehicle, the parking location, the tag number, and a contact
emergency phone number.

e Vehicle Towing and Impounding: Vehi cl es may be towed at the owner ds

GENERAL EMERGENCY EVACUATION PROCEDURES

The purpose of an evacuation procedure is to be able to evacuate all occupants of the classroom/lab or whole building in an
emergency. It is important that all faculty, staff, and students are informed and understand what to do in the event of a
disaster or fire that would necessitate the evacuation of a building or evacuation into a safe area in which to take cover.

A primary and an alternate student should be appointed (at the first class meeting) to be prepared to assist any disabled
student in the class during an emergency. Disabled students should be consulted as to their desired method of evacuation
(e.g., with or without the wheelchair). Additionally, instructors should assign disabled students to seats nearest the door to
expedite their evacuation.

The following evacuation procedures should be discussed at the beginning of the semester with students in
classes:

e The signal for an emergency evacuation to an outside area is a continuous, steady alarm tone (fire/gas leaks, etc.).

e The signal for an emergency fAtake covero situation is

In the event of a fire the following procedures should be followed:
Locate the nearest evacuation route.

Locate the nearest fire extinguisher.

Ensure classroom doors are closed after all persons are evacuated.
Walk, do not run, during the evacuation.

Do not use elevators during the evacuation.

Do not attempt to carry all personal belongings.

Evacuate quietly and calmly.

Assemble at least 75 feet away from the building.

ONoOO~WNE
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In the event of severe weather alert (broken tone alarm) the following procedures should be followed:
Evacuate everyone quietly and calmly to designated safe areas.

e A Building Downstairs, south side back hallway (hallway closest to ST Bldg.)
e B Building East hallway i hallway closest to the Student Center

e C Building Back hallway i hallway adjacent to Machine Tool and Laser labs
e Child Development Center Center hallway

e D Building Downstairs hallway

e F & G Buildings Evacuate to the Student Services Building

e Hood Center Barnes Theater or Celanese Room

e Library Bowater Room

e Science & Technology Bldg Teleproduction area or ETV receiving area

e Student Center Evacuate to either D Building or B Building

e Student Services Bldg. Either of the outside hallways-not the atrium area

The Department of Public Safety Office will inform all concerned when it is clear to return to classes.

PUBLIC & STATE LAWS

Disturbing Schools : Section 16-17-420
It Shall Be Unlawful For Any Person Willfully or Unnecessarily:
(A) To interfere with or to disturb in any way or in any place the students or teachers of any school or college in this State,
(B) To loiter about such school or college premises or
(C) To act in an obnoxious manner thereon;
Or For Any Person To:
(A) Enter upon any such school or college premises or
(B) Loiter around the premises, except on business, without the permission of the principal or president in charge.

Any person violating any of the provisions of this section shall be guilty of a misdemeanor and, on conviction thereof, shall
pay a fine of not less than one hundred dollars nor more than one thousand dollars or be imprisoned in the county jail for
not less than thirty days or more than ninety days.

PROHIBITION OF WEAPONS

State law and institutional policies prohibit the possession or use of any firearm, dangerous weapon, incendiary device, or
explosive on campus, at off-campus centers, and off campus when participating in a college-sponsored activity unless
such possession or use has been authorized by the Col
premises, including parking lots and areas adjacent thereto.

Carrying or Displaying Firearms in Public Buildings or Areas Adjacent Thereto: Section 16-13-420

(A) Itis unlawful for a person to carry onto any premises or property owned, operated, or controlled by a private or public
school, college, university, technical college, other post-secondary institution, or into any publicly owned building, a
firearm of any kind without the express permission of the authorities in charge of the premises or property.

(B) It is unlawful for a person to enter the premises or property described in subsection (A) and to display, brandish, or
threaten others with a firearm.

(C) A person who violates the provisions of this section is guilty of a felony and, upon conviction, must be fined not more
than five thousand dollars or imprisoned not more than five years, or both.

Carrying Weapons on School Property: Section 16-23-430

(A) It shall be unlawful for any persons, except State, County, or Municipal law-enforcement officers, or personnel
authorized by school officials, to carry on his person, while on any elementary or secondary school property, a knife,
with a blade over two inches long, a blackjack, a metal pipe or pole, firearms, or any other type of weapon, device or
object which may be used to inflict bodily injury or death.

(B) A person who violates the provisions of this section is guilty of a felony and, upon conviction, must be fined not more
than one thousand dollars or imprisoned not more than five years, or both. Any weapon or object used in violation of
this section may be confiscated by the law enforcement division making the arrest.
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Campus Sex Crimes Prevention Act: Public Law 106-386
Requires tracking of convicted sex offenders enrolled at or employed by institutions of higher education. The Sex
Offender Registry is available to the public at http://www.sed.state.sc.us.

MISCELLANEOUS LAWS AND REGULATIONS

Sale or consumption of alcoholic beverages and/or narcotics, hallucinogens, stimulants, and marijuana is specifically
prohibited by State statutes and violations will be reported to civil authorities for prosecution. State statutes specifically
prohibit gambling on campus.

Other Unlawful Acts Which Call for Discipline Include, But are Not Limited to:

Destruction, theft, damages, or misuse of College property occurring on or off campus.

Unauthorized entry upon the property of the College after closing hours.

Unauthorized presence in any College facility after hours.

Unauthorized possession or use of a key to any College facility or other property.

Possession or use on campus of any firearm or other dangerous weapon or incendiary

device or explosive unless such possession or use has been authorized by the College.

e Possession, use or distribution on campus of any narcotics, dangerous, or unlawful drugs as
defined by the laws of the United States or the State of South Carolina.

e Possession, use, or distribution on campus of any beverage containing alcohol.

e Violation of institutional policies while on campus or off campus when participating in a

college sponsored activity.

Drug-Free Schools and Campus Initiative:

It is the policy of York Technical College to provide a drug-free, healthful, safe, and secure educational environment.
Students are required and expected to report to their classes or student activities in an appropriate mental and physical
condition to meet the requirements and expectations of their role. In order to prevent the consequences of alcohol and
other drug use in the educational setting, the South Carolina Technical Education System has implemented a policy to
ensure a drug-free educational environment. This policy is published and made available to all students annually in the
Orientation Resources Booklet and online at www.yorktech.conunder College Information.

Jeanne Clery Act:

The Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistics Act directs Colleges to publish
crime awareness information for current and prospective students. Crimes on campus and at all geographical locations
are reported to the Department of Public Safety on the main campus at (803) 327-8013. The Associate Vice President for
Academic and Student Affairs is notified of any crimes on campus that involve students. Incident reports are completed by
campus public safety officers and sent to the Department of Public Safety Chief and the Vice President for Business
Affairs. A daily crime log for the most recent 60-day period is available for public inspection, upon request, during normal
business hours by contacting the Dean for Students Office. The daily crime log includes the nature of the alleged crime,
the date the incident was reported, the date and time the incident occurred, the general location of the incident, and the
disposition of the complaint if known. Any security warnings required under the act are posted as WebAdvisor
announcements.

Campus security and facility access are the responsibility of the Department of Public Safety. Campus access is limited
after 11:30 p.m. with campus gates blocking all entrances. Gates are open at 7:00 a.m. each morning. Faculty or staff
personnel who visit the campus after closure of buildings must contact a public safety officer at (803) 327-8013. The visit
must be arranged in advance through the Office of the Vice President for Business Affairs.

The Department of Public Safety Chief is an armed, certified law enforcement officer. Rock Hill City Police respond to
requests for assistance in security matters if needed.
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Announcements and descriptions of crime prevention programs are available through a campus poster program,
WebAdvisor announcements, TechTV, and the Student News publication. This information is available to students and
other campus participants as well.

A policy statement regarding alcohol and illegal dr wg s i
personnel are notified at least once a year of the specific electronic address of this information. This policy outlines very
clearly the punishment for violation of South Carolina laws dealing with illegal drugs and alcohol, along with severity of the
penalty depending on the type of illegal drug in question.

Explanations of Campus Policy and Public Safety Procedures can be obtained from the Office of the Associate Vice President for
Academic and Student Affairs, or emergency help can be obtainedbydial i ng A006 for the campus operatol
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ANNE SPRINGS CLOSE LIBRARY
Phone: (803) 327-8025
Fax:  (803) 327-4535
www.yorktech.com/library
Yahoo Instant Messenger: ytc_lib_ref

The Anne Springs Close Library (ASCL) is located behind A & B Buildings next to the Student Center. The library is
staffed by two professional librarians as well as library technical assistants and several student employees. All of the staff
members are available to assist students in their research and information retrieval needs.

Library Hours

The library is open Monday i Thursday 7:30 a.m. to 10:00 p.m.

Friday 7:30 a.m.to 5:00 p.m.

Hours vary on holidays, non-class days, and during semester breaks.
Regular hours and a list of exceptions are posted each semester on all library doors.

Library Rules

e Electronic Devices: The library tries to maintain a level of quiet conducive for study. Cell phones and beepers MUST
NOT be used in the library. Please turn devices off or to silent mode while using the library.

e Children on Campus: While the College encourages parents to help their children learn to appreciate reading and
libraries, College policy prohibits children on campus. Please make other arrangements for children when using the
library.

e Group Study: When not scheduled for classes, County Rooms are available to students for group study on a first-
come, first-served basis. Students should check the schedule log at the circulation desk for availability and sign in.

e Computer Services: Student-use computers are available for research purposes. Library staff reserves the right to
ask individuals to vacate computers if they are not used for research or inappropriate material is viewed. Students are
required to sign in when using the library computers.

Student Borrowing

Library Barcode

All students must have a library barcode attached to their Student ID before they can check out any library materials. This
includes reserve items. If students are unable to come to the library to get their barcode, they can request a barcode
online by going to the Library Application form on the library website.

Checkout Period

e Circulating Books 2 weeks; Limit 5 books

« Reference Books Library use only

e Audio-Visuals i Non-circulating 2 hours 1 Library use only

e Audio-Visuals i Circulating 2 days; Limit 3 items

¢ Reserves 2 hours; Library use only (unless otherwise specified)
o Periodicals Library use only

« Newspapers Library use only

Fines & Charges

e Overdue Books $ .05 per day

e Overdue Non-circulating Videos $1.00 per hour

e Overdue Circulating Videos $1.00 per day

e Overdue Reserves $1.00 per hour

o Lost or Damaged materials $10.00 + cost of replacement

e Printing $ .10 per page; $ .15 per page if color
o Copier $ .10 per copy
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Services

e Interlibrary Loan (ILL): Interlibrary Loan is a method of borrowing materials from a library other than from York
Technical College Library. Books can be requested from PASCAL Delivers, the state-wide interlibrary loan system,
and items requested through PASCAL arrive at the library within approximately 3 days of their request. If an item
cannot be found through PASCAL, items can also be requested through WorldCat interlibrary loan. These items
come from libraries throughout the U.S., and take approximately 2 weeks to arrive. Please contact any library staff
member for further assistance on placing an interlibrary loan request.

e Reserves: Reserve materials are items set aside in the library by instructors. These items are kept behind the library
circulation desk. The standard check-out period is 2 hours and the item must be used in the library. To check out a
reserve item, students should go to the library circulation desk and ask for the item. It is helpful to know the class
number, name ofthei t em, or instructordéds name when requesting the
library catalog. Please note: All students must have a valid York Technical College Student ID with library barcode to
check out reserve materials.

e Library Tours: Library tours are given by request. Tours are typically conducted as a part of a class visitation, and
library staff is available for individual tours as well.

e Library Instruction: Formal library instruction classes are requested by and set-up through instructors. If students
need individual assistance, they are asked to speak to someone at the circulation desk.

Resources

Electronic Resources: Online periodical databases and other electronic resources, such as dictionaries, encyclopedias,
and test preparation sites, are available on the library website. Password information for remote access is available from
the York Technical College website, www.yorktech.com, by clicking on Current Students and go to the Library section.
The most comprehensive means of searching is to use HAPow
electronic resources with minimal effort. These resources are available from the librarywebsiteunder A Articl es

Periodicals (Magazines and Journals): Magazines are primarily those periodicals published for the general public, such
as Sports I|Illustrated or Ladi esd Home Journal. Jour nrmd s a
particular field, such as The Journal of American Medical Association. In addition to online periodical databases, the
|l i braryés many print journals are available for use in the

News Media: National news magazines and many local newspapers are available in the library. In addition, many news
media resources are available d&mAt h eisNteionbsrbaarnyk .woebsi t e under

eBooks: El ectronic books, al so coan Itehde fAweeBbosoiktse, Ob ya rgeo ianvga itloa b eeB
page are Automobile Repair Reference Center; Current Issues: Reference Shelf Plus; Credo Reference; Gale Virtual
Reference Library; NetLibrary; and other online books and audio books. Account setup is required for off-campus use of
NetLibrary. We also have available two test preparation sites with over 100 practice tests available on a variety of
subjects. These can be found the ATest Preparationdo | ink.

Ask the Librarian
In the event students are unable to come to the library for reference assistance, help is available by going to the Ask-the-
Librarian link on the library website or by calling the library at (803) 327-8025 or toll free at 1(800) 922-TECH (8324).
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Glossary of Library Terms

Abstract .......ccccceeeeennns A summary of a journal article.

Bibliography ............... A list of the information sources used to write a research paper.

Call Number ................ A set of numbers and/or letters used to locate library materials.
Citation......ccocceeeeeeeienns The important information about a publication such as author, title, date of publication,

publisher, etc.

Database.........c.cccc....... A collection of information stored and retrieved electronically.
€BOOKS .....ceeviiiiiien A virtual collection of books
Full image ..........ccceeene The graphics published in the original publication.

Full text ........ccccvveeeennnn. The complete text from the original publication.

Interlibrary loan........... A method used to borrow library materials from another library.

Online Catalogé € é . An electronic list of library materials in a particular library.

accessi bl e

Off Campus Access to Library Electronic Resources

The current Library Password for off-campus access of electronic resources can be obtained through the York Technical

College website as follows:

e Go to www.yorktech.com >

e Go Carnent SBbrwdent so

e Go tiraryd >

e Go to the announcement titled ALIibrary

To gain access to the library electronic resources follow these instructions:
e Go online to http://www.yorktech.com/library/.

e Go to AArticleso on the grey banner

at

Passwor do

t he

e Choose the PowerSearch link or the A-Z list for an alphabetical list products and descriptions,

Username = asclibrary Password = 09Annel0

If problems are encountered, go to the FAQ page at http://www.yorktech.com/library/faq.htm

Contact the library staff by using the help form located at http://www.yorktech.com/library/DB/Problem.htm

Or call the library at (803) 327-8025.
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OFF-CAMPUS CENTERS

The Chester Center: 525 College Place, Chester, SC 29706, (803) 385-5884
The Kershaw-Heath Springs Center: 3855 Fork Hill Road, Kershaw, S.C., (803) 475-2418

Through off-campus centers, York Technical College brings high quality higher education opportunities closer to the residents
of Chester and Lancaster Counties. The centers seek to contribute to the economic growth and development of Chester and

Lancaster Counties by respondiioganttoainingmeedsr especti ve Countyébs

Students may take credit and non-credit courses in traditional classroom settings, through live interactive audio/video
teleclasses, via the Internet, or by CAI (computer-assisted instruction). Many college credit courses are offered each
semester, and all may apply toward terminal degrees, diplomas, or certificates at York Technical College, or they may
apply toward university transfer credits.

College admission, new student advising, 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 centers. Up-to-date
information on each center may be obt ai niekdon theyYork Techriclbllagg
web page at www.yorktech.com

Services at the Centers

e Admission Services: Services for most admission office activities are offered at the centers. These services include
new student admission, program changes, assistance with registration for classes, and advising for new students.

e Assessment Center (testing) Services: Testing services for both COMPASS computerized placement tests and
proctored credit-course tests for Distance Learning students (both D2L and telecourses) are available at the centers.

t

h ¢

Appointments are not necessary. Check tl{dheercteert 83 swelas

hours are not the same as main campus.) | t is th ensihiliy o redantdc their exstrpetor(s) to request
t

that their tests be sent to
e Bookstore: Students may order books at the center or online from the College Bookstore. The books can be shipped

to the studentds residence or to the center for student

of each semester at the centers.

e Business Office Services: Students may pay their tuition and fees (including payment plan, and miscellaneous fees)
at the centers.

e Computer Labs: St udents enrolled in classes at York Technical

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.

e Decal/Parking Permit Information: Parking decals may be ordered from the centers.

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

e Library Services: Library barcode stickers are available at the centers. The centers also have library reference
resources available for student use (sorry, they can not be checked out). Students may also utilize the services of the
County Library in Chester or Kershaw.

e Student ID Cards: Student ID card pictures are made at the centers. Students should contact the center for
information on obtaining an ID card. Validation stickers for current York Technical College students are available at
the centers.

e Tutoring: Tutoring in selected subjects may be available at the centers. Please check with the Center office for
availability and times.
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STUDENT SERVICES: PROGRAMS OF ASSISTANCE

ACADEMIC RECORDS

The Academic Records Office provides the following services for students: Course registration, Grade Reports, Official
Transcripts, Enroliment Verifications, Student Loan Deferments, Applications for Graduation, and maintenance of student
records. The office also provides services for transcript evaluations, evaluations of military credit, evaluation of AP or
CLEP credit, processing of course substitutions, academic progress monitoring and notification, verification of graduation
requirements, graduation ceremony preparations, and preparation of degrees, diplomas, and certification and
determination of honors. For any information regarding these areas of student information, contact the Academic Records
Office at (803) 325-2879.

Verification of Enrollment: York Technical College has authorized the National Student Clearinghouse to act as its
agent for all verifications of student enrollment. To obtain enroliment verification, please visit the Clearinghouse online at
www.studentclearinghouse.org or contact them by phone at (703) 742-4200.

Student ID (CID) Numbers: Academic Records can also supply students with their Student ID number (also called
Computer ID number, CID) that allows them access to their WebAdvisor accounts. To obtain their ID numbers, students
must show a picture ID, i.e.,adriver 6s | i cense, at the Academic Records wi

Change of Name, Address, or Telephone Number:

It is important that the College be able to reach students in a timely manner to
distribute important and/or crucial information. Therefore, students should make
certain the College has their most current address and telephone number. To make
any corrections to their personal information, students can fill out a Student
Information Update form available at Academic Records.

Requests for Transcripts: Students who wish to have official copies of their transcripts must complete a Transcript
Request form at Academic Records and pay the $4 fee for each transcript. The Transcript Request form is also available
under Student Forms in WebAdvisor.

Students may also order their transcripts online by using Transcript Ordering through the National Student Clearinghouse.
Students may find more information for using this service at

http://www.yorktech.com/registrar/academictranscripts.asp. At least two full work days should be allowed for Academic
Records to process a transcript request. More time may be necessary during peak periods. Students may print unofficial
copies of their transcripts from WebAdvisor. Transcripts will not be issued for students who owe past-due funds to the
College.

ADMISSIONS

Application, Admission, Programs of Study, and Counseling: The Admissions Office is where students complete the
entire process of becoming a York Technical College student. Students apply to the College, pay a $10 test fee, take the
placement test in the Assessment Center (or provide copies of their SAT/ACT scores); have their test scores reviewed by
an Admissions Counselor; and are officially admitted and accepted into a program of study.

Health Science Program Admissions: Students interested in a medical program should see an Admissions counselor
to receive information about the qualification requirements and wait lists.

Re-Testing: If students need to retake the placement test for any reason, they must return to Admissions for a
permission slip, pay a retest fee of $50 at the Business Office, and then go to the Assessment Center to retake the test.
After one retest for the $50 fee, students must wait at least six (6) months before retesting again.

Program Changes: Admissions is also where students must go to change their program of study. Students can go to the
Admissions Office or complete the Change of Program form available in WebAdvisor.

Withdrawal from College: Students who must leave college for the remainder of a semester should speak with an
Admissions Counselor to withdraw from all of their classes. By completing the proper form with the counselor, either by
telephone or in person, students will be protecting their GPAs, notifying their instructors of their intent, and will be able to
register again for classes if they return to college the following semester without being readmitted or retested.
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Academic and Personal Counseling: Students needing help with their academic, career, and personal challenges can
talk with a counselor to develop a plan for success. Counselors can also assist students in finding the resources they
need to be successful at reaching their academic goals.

The Admissions Office is located in the center of the Student Services Building. Appointments are not required to talk
with counselors. Counselors are available daily Monday -Thursday 8:00 a.m. to 7:00 p.m. and Friday 8:00 a.m. to 4:00
p.m. During the summer term, the College closes at 3:00 p.m. on Friday. Call (803) 327-8008 or 1(800) 922-8324 toll free
in S.C. for information.

CAREER SERVICES

Career Services offers many resources designed to assist individuals in learning more about their interests, skills, and

values. Computer guidance and information systems, such as SCOIS and The SC Personal Pathways to Success
System, are available for individuals to use and a Career Development Facilitator is available to help individuals assess

their results. Access to the I nternet all ows users to visit career
Bank and the US Department of Labor. In addition to computer guidance systems, career interest tests are available in

written form. Call (803) 981-7190 for more information.

Career Services also coordinates on-campus company recruitment of students, organizes an annual career fair, assists in
the development of employability skills, assists in the preparation of marketable resumes, and provides students and
graduates with local job opportunities through the CareerLink database system. By accessing CareerLink at
http://yorktech-csm.symplicity.com, students and graduates can upload resumes for employers to access, search and
apply for jobs, and sign up to receive automatic e-mails when jobs are posted that match criteria. Call (803) 327-8052 for
more information.

FINANCIAL RESOURCES (I ncl uding Veteransd Benefits)

Application: The Financial Resources Office seeks to provide assistance to students, enrolled in eligible programs, who
demonstrate financial need and have a desire to attend college. The types of assistance available include grants,
scholarships, loans, and a work study employment program. Counselors are available to advise and assist students in
applying for financial assistance.

All students are encouraged to complete the Free Application for Federal Student Aid (FAFSA).
Applications are available online at www.fafsa.ed.gov. Call (803) 327-8005 for additional information
or assistance in completing the FAFSA.

Vet er andfits: TBeeSouth Carolina Commission on Higher Education approves York Technical College for training
eligible veterans and children and spouses of deceased or disabled veterans. A° Depart ment of Vet
Summary of Educational Benefits is available in the Financial Resources Office of York Technical College. Call (803) 981-

7030 for assistance. The College processes benefits for the following programs:

Chapter 30 Montgomery Gl Bill

Chapter 31 Disabled Veterans (Vocational Rehabilitation)

Chapter 32 Veterans Educational Assistance Program (VEAP)

Chapter 33 Post 9/11 Gl Bill

Chapter 35 Dependents and Survivorsé Benefits
Chapter 1606 Reservists and National Guard Benefits

Chapter 1607 Reserve Educational Assistance Program (REAP)

For more detailed information on financial resources see the full-page information in this booklet or visit
the Financi al Resour ces pagwewsyoritach.tome Col |l egebs website at
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SPECIAL RESOURCES é\

The Special Resources Office (SRO), located in the Student Services Building, coordinates services and accommodations
for students with documented disabilities including, but not limited to, physical, learning, and psychological disabilities.
These services provide equal educational opportunities to students by minimizing the impact of functional limitations upon
their academic lives. Students seeking services must register through the SRO, provide appropriate and current
documentation of their disability, and specify accommodation needs and requests. Reasonable academic
accommodations are determined based on a review of the documentation and an interview with the student. Call (803)
327-8007 for details of disability services or any of the following programs.

Learning Enhanced Achievement Program (LEAP): Provides accommodations and assistance to students with
diagnosed learning and/or psychological disabilities at York Technical College. A current diagnosis and a complete
psychological evaluation (typically, within the last 3 years) are required prior to approved arrangements for reasonable
accommodations. Services may include, but are not limited to, advising, tutoring, learning strategies, and testing
accommodations.

Special Scholarships: Restricted scholarships are available through the Special Resources Office. Funding sources and
targeted populations vary. Commonly, special populations (such as single parent, displaced homemakers, unemployed or
under-employed dislocated workers) are assisted in their transition to new employment through education and training
provided by York Technical College.

Challenge: A scholarship program funded through a Perkins, Title | grant provides services to students who enter
programs not traditionally associated with their gender (such as males in the health and human services areas and
females in industrial and engineering technologies). Awards may include scholarships for academic achievement,
childcare or gas allowances, or assistance with books/supplies. Other services may include academic and career
counseling, life skills training, referrals, advising, and tracking of academic progress.

Adults-in-Transition: A program to assist unemployed or under-employed dislocated workers, displaced homemakers,
low-income students, and single parents in their transition to new employment through the education and training provided
by York Technical College. Financial support may include assistance with books/supplies or allowances for childcare or
transportation expense. Additional support services may include academic and career counseling, monthly meetings, and
referrals.

STUDENT GROWTH AND DEVELOPMENT

The Student Growth and Development Department includes the START Center (an advising and orientation service for
first-time freshmen), Student Activities, Volunteer Services, Tech TV, the Student News, Lost and Found, ID Cards, and
coordination of the College Orientation course (COL 101). The offices for the department are located in the Student
Center Building at the back of the cafeteria.

The College Orientation Course - COL 101: Coordination and responsibility for the COL 101 College Orientation
course are part of the Student Growth and Development Department. All part-time instructors for the orientation course
may be contacted through this office. Call (803) 981-7137 for any questions.

The START Center (Student Advising and Registration Team): The START Center is a first-time freshman advising,
orientation, registration, and mentoring center located at the back of the cafeteria in the Student Center Building. The
Center is open Monday-Friday from 8:00 a.m. to 5:00 p.m. During registration and ID periods, the Center is open
additional evening hours Monday-Thursday until 7:00 p.m. The Center closes at 3:00 p.m. on Friday during the summer
term. For additional information, call the START Center at (803) 981-7236.

Student Activities: The Student Activities Office is located in the START Center of the Student Center Building. Student
Activities sponsors and coordinates activities for all student clubs and organizations and arranges special events and
programs on campus, such as Awards Day, the Welcome Back Blast, Spring Blast, and the Health Fair, to name just a
few. The Student Government Association operates from the Student Activities Offices as well. Students are encouraged
to drop by or call the Student Activities Office to sign up for clubs and activities.

[.D. Cards: All students are required to carry a valid York Technical College Student ID with them while on campus.
Students, faculty, and staff can obtain ID cards from the Student Activities Office at the hours as noted in the Student
News and displayed in the START Center windows. Call (803) 981-7052 for further information regarding upcoming
activities or ID information.
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Lost and Found: Articles found in classrooms, buildings, or parking lots around campus are sent to the START Center
and placed in Lost and Found. Items are held for one year before being given to charity. Students may claim lost articles
or report missing items to the START Center receptionist during normal operating hours. Every attempt is made to return
articles to their rightful owner when a name and telephone number is found or if a claim and number has been filed with
Lost and Found. To check on missing items, call (803) 981-7236.

Student News and Tech TV: The department is responsible for publishing the Student News and coordinating
information for TechTV.

Student Government Association: The Student Government Association (SGA) is a college government organization
under the supervision of the Student Activities Director. The SGA is comprised of students who are committed to
representingtheent i re student body and to developing studentsbd
York Technical College. The SGA provides a student forum for a voice in administrative issues. It also plans activities and
programs for the student body. For more information regarding SGA or other student organizations, call the Student
Activities Director at (803) 981-7055.

Volunteer Services: Become a Volunteer! Get involved!

Student volunteers provide needed assistance to the staff during student activities and special projects. Volunteers
can assist at College events or become involved in assisting other students or departments on campus. All volunteers
are given the opportunity to attend leadership conferences in order to strengthen their communication skills, build self-
esteem, and realize personal satisfaction. Volunteer involvement indicates leadership skills and dependability on job
resumes. Call (803) 981-7052 for more information.

Voter Registration: Voter registration information and sign up forms are provided at the Welcome Back Blast and Spring
Blast events sponsored by Student Activities. Voter registration forms are available in the Student Center cafeteria area
and the Student Activities Office in the START Center. The voter registration form is also available at
http://sc.gov/HowDol/ReqgisterToVote.htm which can be completed, printed, and mailed to the applicable local county
registration board. Addresses for all South Carolina voter registration boards are listed on the web site. For more
information contact: South Carolina State Election Commission, 2221 Devine Street, Suite 105, Post Office Box 5987,
Columbia, SC 29250, (803)734-9060, Fax: (803) 734-9366.

STUDENT SUPPORT SERVICES

This department provides supportive services with assistance from federal grant funding. The department includes the
following programs:

Student Support Trio Program: Sponsored through the Department of Education, this program provides support to
improve retention and graduation rates of academically at-risk students who are low-income and/or first-generation
college students. Services include academic advising, career counseling, individualized tutoring, peer and professional
mentoring, cultural programs, and services for college transfer participants. Call (803) 981-7198 for details and/or a
gualification application.

The Tutoring Center: The Tutoring Center is located in the Student Services Building in Room 301. Tutoring is free to
York Technical College students and is offered for a variety of subjects including math, English, accounting, chemistry,
and biology. Please drop by the Tutoring Center for more information about the tutoring schedules. Interested students
may apply to be a tutor! Call (803) 981-7121 for further information.

VISIONS i An Educational Talent Search Program

Visions provides academic support, personal development, and career information aimed at encouraging secondary
public school students, young adults, and non-traditional learners to stay in school and pursue a college education.
Residents from York, Chester, and Lancaster counties are eligible to apply for program participation. To help prepare
program participants for success, the Visions Educational Talent Search staff works cooperatively with school district
offices, school administrators and staff, local businesses, and community agencies. Call (803) 981-7217 for additional
information.
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WORKFORCE DEVELOPMENT CENTER

WIA Intensive Services & Training

Under the Workforce Investment Act of 1998, the Center has a partnership with the Employment Security Commission
One-Stop Workforce Centers in York, Chester, and Lancaster counties to provide services to help the unemployed and
under-employed workers find long-term employment. The program also provides financial assistance with education and
training programs for eligible participants.

The Center administers the Workforce Investment Act (WIA) Intensive Services and Training Program. This program
offers career planning, employability skills up-grading, job seeking skills, labor market information, supportive services,
training opportunities, and follow-up services for eligible WIA participants.

The Centerds Resour ce Cent e-servicesactidgtipse These self-serhice agivitiéslinclule darear
assessment software, word processing software, resume preparation software, access to local, regional, and national job
listings, labor market information, community resource information, job keeping/seeking information, SCOIS, Worldwide
Interactive Network (WIN), and a range of brochures dealing with these topics. Persons interested in receiving more
information about WIA should contact their Employment Security Commission One-Stop Workforce Center in Chester
County at (803) 377-8147, in Lancaster at (803) 285-6966, in York County at (803) 328-3881 or the Workforce
Development Center located in the Student Services Building, Suite 200, at (803) 981-7197.
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FINANCIAL RESOURCES OFFICE

The mission of Yor k Techni cal Coll ege = " :

Office is to make every effort to ensure that all students who | The types of assistance available include grants,
desire to attend the College, but cannot afford to do so, are | Scholarships, Ioz}n programs, a tuition payment plan,
provided the financial assistance they need to complete their [ V€t eranos benefits, |ott
educational goals. work-study.

In order for students to find out the amount of assistance for which they are eligible, they must file the Free Application
for Federal Student Aid (FAFSA). Students must reapply for assistance every year after January 1 for the upcoming
academic year. |If students applied for assistance for the previous academic year, they may be able to complete a
Renewal FAFSA. FAFSA on the Web is a free U.S. Department of Education Web site where students can complete a
FAFSA online and submit it via the Internet. The Internet address is: www.fafsa.ed.gov.

Financial assistance applications and brochures describing the types of assistance and the criteria for receiving
assistance are in the Financial Resources Office, located in the Student Services Building.

Electronic PIN (Personal Identification Number) numbers will be mailed to all students who file a FAFSA and successfully
match with the Soci al Security Administrati onds edferstadentss e .
and/or parents at www.pin.ed.gov. Once an electronic PIN number is assigned, it may be used in future years. The
electronic PIN number enables students to access their personal financial assistance information and the National
Student Loan Data System to review grant and loan history. PIN numbers may also be used to make corrections, if
necessary, on the Student Aid Report (SAR).

TYPES OF ASSISTANCE AVAILABLE

Federal Pell Grant: Provides financial assistance to undergraduates demonstrating significant need. For many students,
the Federal Pell Grant provides a foundation of financial assistance to which other assistance may be added.

Federal Academic Competitiveness Grant (ACG): Provides grants for undergraduates who are receiving Federal Pell
Grant, enrolled at least half-time and completed a rigorous program of study in high school.

Federal Supplemental Educational Opportunity Grant (FSEOG): Provides grants for undergraduates with the lowest
Expected Family Contribution and gives priority to students receiving the Federal Pell Grant.

Federal Work-Study: Provides jobs for undergraduate and graduate students with financial need, allowing them to earn
money to help pay for educational expenses.

Federal Stafford Loans: Provides student loans to students who are enrolled at least half-time (6 credit hours).
Entrance loan counseling is required before a loan will be certified.

Leroy Springs Student Loan Program: The Leroy Springs Student Loan Program is sponsored by the Springs Close
Foundation, Inc. to aid students in need of financial assistance to attend York Technical College. Preference will be given
to applicants who are residents of Lancaster County, Fort Mill Township, and Chester Township. Each applicant must
complete a Leroy Springs Student Loan application form. Applications must be submitted by the proposed deadlines.
Loans must be applied directly to tuition expenses.

LIFE (Legislative Incentives for Future Excellence) Scholarship: Provides assistance to South Carolina residents
with a minimum cumulative high school grade-point average of 3.0 on a 4.0 scale. Students who have earned a minimum
of 30 credit hours or annual equivalent for students beginning midyear at an eligible institution with a 3.0 GPA on a 4.0
scale by the end of the academic year may be eligible for the scholarship as a continuing student.

Students with LIFE Scholarships must be made aware that ENG 031, ENG 100, ESL 031, ESL 033, ESL 034, MAT 011,
MAT 012, MAT 031, MAT 032, MAT 150, RDG 031, and RDG 100 are remedial courses and do NOT count towards
meeting their credit hour requirements. LIFE Scholars will need to take a minimum of 12 non-remedial credit hours to
receive their LIFE Scholarships.

Freshmen LIFE Scholars need at least 30 non-remedial credit hours and a B average by the end of the academic year to
qualify for the LIFE Scholarship for the next academic year. Students who are LIFE recipients are not eligible for Lottery
Tuition Assistance during that academic year.
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Applicants and recipients for the LIFE Scholarship program may view their collegiate LIFE GPA by logging into their
WebAdvisor accounts at www.yorktech.com > WebAdvisor logo > select Students tab > Under the Academic Profile
menu, select LIFE Scholarship Summary.

LIFE Scholar students are not eligible for LIFE Scholarship during the summer session. However, credit hours earned
during the summer session may apply to the required number of hours to be completed annually.

Lottery Tuition Assistance (LTA): Students must file a Free Application for Federal Student Aid (FAFSA) form and
have a completed file to determine their eligibility status for the Federal Pell Grant funding before they can be
considered for lottery assistance. FAFSA forms should be filed electronically at www.fafsa.ed.gov. Help in completing
this application is available by visiting the Financial Resources Office.

Scholarships: Scholarships are provided through the York Technical College Foundation and through the generosity of
local citizens, civic clubs, and business groups. Scholarships are awarded to students on a competitive basis and are
based on criteria such as academic excellence, achievement, leadership qualities, and need. Awards usually include
tuition and/or book assistance. The deadline to apply for scholarships is March 31 each academic year.

South Carolina Need-Based Grant (SCNBG): The South Carolina Need-Based Grant is derived from a calculated need
as determined through the FAFSA. It is designed to provide additional financial assistance to South Carolina residents
with a documented need.

Financing Options for Summer Term Enroliment

Some financial assistance programs are not available for the summer term; therefore, students who plan to attend the
summer term need to plan ahead by reserving or securing funds to pay for their expenses. The Financial Resources
Office offers the following options if summer attendance is desired or required:

e Students who attend fall and/or spring term and who receive a Pell Grant or South Carolina Need-Based Grant
may have funds remaining in their accounts after their expenses have been paid. These students will be sent a
check for the remaining funds. However, they are strongly encouraged to save these funds to pay for their
summer term expenses.

e As a service to students, the York Technical Coll eg
accounts for future expenses with the studentsdé writ
summer term as planned, the funds will be fully reimbursed upon written request.

e Students should apply by April 1 during the academic year to ensure the availability of funds and should indicate
their plans to attend during the summer term.

e York Technical College offers a Tuition Payment Plan, which allows students to pay for their tuition in payments.

Tuition Payment Plan: Students may spread tuition payments over five (5) months for the fall/spring semesters or for
three (3) months for the summer term by enrolling in the Tuition Management System Payment Plan. The first payment
and the enrollment fee of $40 are due upon enrollment in the plan. The plan must be in place prior to the payment
deadline to avoid cancellation of classes. Call Tuition Management Systems toll-free at 1 (800) 722-4867 or enroll online
at www.afford.com/yorktech.
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FINANCIAL ASSISTANCE
FAQs

1. Who should apply for financial assistance?

All students, regardless of income, should apply if they need assistance with college expenses. There are some
requirements for receiving federal student financial assistance. Students must:

e Be a citizen or eligible non-citizen of the U.S. with a valid Social Security Number;

e Have a high school diploma or General Education Development (GED) certificate or meet the minimum score
requirements on the COMPASS or ASSET placement test or successfully complete at least 6 credit hours toward
their program of study;

e Enroll in an eligible program as a regular student seeking a degree, certificate, or diploma;

e Register (or have registered) for Selective Service, if they are a male between the ages of 18-25.

2. How is financial need determined?

Assistance for most programs is awarded on the basis of financial need with exception of the LIFE Scholarship, Lottery
Tuition Assistance, and some private scholarships. When students apply for federal student assistance, the information
they report is used in a formula established by the U.S. Congress. The formula determines their Expected Family
Contribution (EFC), an amount they and their family are expected to contribute toward their education (although this
amount may not exactly match the amount their family will end up contributing). If their EFC is below a certain amount,
they will be eligible for a Federal Pell Grant, assuming they meet all other eligibility requirements. Their EFC is used in
the following equation to determine their financial need:

Cost of attendance (Tuition/Fees, Book/Supplies, Room/Board, Gas/Transportation, Miscellaneous) MINUS Expected
Family Contribution (located in the right hand corner of the Student Aid Report) EQUALS Financial need. The Financial
Resources Office puts together a financial assistance package that comes as close as possible to meeting their need
based on the time of the year they apply and the amount of assistance remaining in each program.

3. What happens if students drop a course or change their course load?

Students are encouraged to complete all courses for which they register. However, sometimes it is necessary for
students to withdraw from one or more classes. There are penalties for multiple withdrawals. Students may be placed on
financial aid probation (see the York Technical College Catalog & Handbook under Standards of Academic Progress).
Students should contact the Financial Resources Office before withdrawing or reducing their course load since they could
be required to repay part or all of the financial assistance they have received. If students adjust their course load after the
add/drop period, the same conditions may occur.

4. Do financial assistance funds need to be repaid?

Generally grants and scholarships are not repaid; however, if the conditions of the grants or scholarships are not met, it
could result in students owing money back to the grants or scholarship accounts. Loans are repaid but Federal Work-
Study is earned income and is not repaid.

5. Is financial assistance available for Developmental Studies or GED?

Financial assistance is available for a maximum of 30 semester hours for developmental (or remedial) courses if students
have been accepted into an approved program of study. Financial assistance is not available for GED preparation.

6. How are financial assistance checks disbursed?

Any unused funds are issued by check to students approximately ten (10) weeks into the semester.

Federal Pell Grant, Federal Academic Competitiveness Grant, FSEOG, Federal Stafford Loans, South Carolina Need-
Based Grant, and LIFE Scholarship checks are written at least once per term and will be mailed to students from the

Business Office after the 21* day of the term. Checks that are returned to the school for any reason will be held until the
20" day after the last day of the term and then be canceled.

Students are responsible for notifying Academic Records of any name or address changes. Work-Study checks are
disbursed by the Business Office on the 15™ day of each month for work done in the prior month.
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ON-CAMPUS COMMUNICATION

Student News

A Bi-Weekly Publication for Students
Pick up a copy on campus or read in WebAdvisorwh at 6 s happe
month that affects student life.

Read this timely news source to keep in the know. The Student News announces activities, dates, reminders, and campus
club news to the student body. It serves as timely and effective communication link between all College departments and
the student body. Printed twice a month, except during registration periods or summer term, in a rotation of colors, the
Student News can be picked up from the clear plastic holders on the walls in most campus buildings or at several
reception areas in the Student Services Building and in the START Center.

In addition to the paper format, the Student News is also posted in WebAdvisor. Published by the Student Activities Office
students can contact the Assistant Student Activities Director at (803) 981-7052 about articles appearing in the Student
News.

TechTV

The Latest Campus-Wide News on Continuous View

Tech TV is the college network that broadcasts current internal communication to faculty, staff, and students. Up-to-date
news, announcements, and reminders are shown on a continuous scroll throughout the academic day. Information is
timely and may be updated for broadcast as it becomes available. Some information is time-sensitive and may indicate
need for immediate action. Tech TV represents the best way to reach the broadest campus audience in the shortest time.

Wall-mounted broadcast monitors are located in all academic buildings, in the Student Center Atrium, Canteen, START
Center, Student Services Building, Library lobby, and in the lobby of the Administration Building.

Student Information Terminals
Terminals with Printers for Viewing Advising and Registration Information

Student Information Terminals are available at several locations around campus for students to view advising and
registration information. The terminals are connected directly to the Internet and the York Technical College home page.
From the home page, many options are available for students through access into WebAdvisor. From the terminals,
students can:

Print current schedules

Find advisor names

Locate course listings for current and future semesters

See the availability of seats in specific classes

Register for classes online

The terminals and printers are located:

e Outside the Bookstore

¢ Inthe Student Services Building across from the Business Office
e In A Building 2" floor hallway near the Public Safety Office

Directions for using the terminals and printers can be found at the terminal desks. Important: Students should be sure to
log out of WebAdvisor when finished in order to protect their personal information.
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THE COLLEGE CANTEEN
Open: Monday i Friday 7:00 a.m. 7 3:00 p.m.

The college canteen is located in the Student Center (Building K) where faculty, staff, and students meet, eat, and relax.
ltds the place to catch a bite, catch a br wesaithfjendeeat ch TV,

While it certainly is not the quietest spot on campus, many students use this area as their study zone to spread out their
notes and study or work on projects and assignments, either alone or with classmates.

Open for breakfast at 7:00 a.m., the canteen serves full hot breakfasts and breakfast foods, coffee, tea, cappuccino, hot
chocolate, and a variety of juices and cold drinks. During lunch hours, it may offer special hot meal plates, a potato or
salad bar, or pizza. Every day it offers a variety of hot and cold sandwiches, French fries, and fresh fruit. A variety of
snack items and hot and cold drinks are available throughout the day until closing time, and all at reasonable prices.

THE ATRIUM

The Atrium, part of the Student Center next to the canteen and outside the bookstore, is the activity site of many
on-campus events provided by Student Activities, student clubs, or other organizations. Activities in the Atrium often
include musical entertainment, book fairs, Halloween contests, or frequently just free drop-in refreshments for holiday
celebrations or stamina during exam week.

The Atrium also provides a place for students to meet with campus visitors for job or service recruitments, or for special
events | i ke Red Ribbon Week, the Collegebdbs Health Fair, or
the semester to see what is happening for students.

FOUNDERS FEDERAL CREDIT UNION ATM

Founders Federal Credit Union has provided a convenient on-campus ATM for faculty, staff, and students. The Founders
ATM is located inside the glass front doors of the Student Center Atrium, near the bookstore.

No transaction surcharge is made to credit union members using the Founders Combo Visa Check/ATM card. And, you

do not have to be a credit union member to use this convenient service. Other ATM, debit, or credit cards may be used at

the Founders ATM. However, your bankdéds regulations cd@acerr
member of the Plus and Star ATM Networks.

NOTICE
Children on Campus

Children are not permitted in classrooms, shops, labs, the library, or the Assessment
Center. Children should not be left unattended at any time on campus including in the
Student Center.

Students are not allowed to take visitors to class with them except by special
administrative approval. All visitors must register at the reception desk in the
Administration Building.
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FIRST-AID AND ACCIDENTS

First Aid kits are available in Rooms A-100, A-104, C-104, C-107, C-128, and in ST-268. Kits are also available in all
industrial shops, in the maintenance building, in the START Center, the Library, and in the Student Services Building.

Any student involved in an accident (while participating in college-sponsored activities) requiring professional
medi cal treatment at an emergency center, hospital,

e Contact nearest faculty/staff member for assistance.
e |[f possible, obtain an Accident Claim Form from the Office of the Associate Vice President for Academic
and Student Affairs before going to the hospita

STUDENT INSURANCE

The College provides the opportunity to all students to purchase group health and/or dental insurance. Students may pay
for this insurance by the semester. Dependents may be carried on the policy. Students do not have to have full-time
status to maintain the policy. For further information, stop by the Business Office counter in the Student Services Building
or call (803)-327-8027 for further details.

STUDENT CODE & GRIEVANCE PROCEDURE

It is the policy of the State Board for Technical and Comprehensive Education and York Technical College that the state
Student Code and Grievance Procedure shall govern conduct and guarantee due process for students at the technical
colleges.

Copies of the Student Code and Grievance Procedure are available at the following locations:
e Student Services Building

Student Activities in the Student Center

Anne Springs Close Library

Business, Computer, Arts & Sciences Division Office (Room A-104)

Health and Human Services Division Office (Room A-100)

Industrial and Engineering Technologies Division Office (Room C-104)

Online at www.yorktech.com > Current Students> College Information

It is the policy of York Technical College not to discriminate on the basis of sex, race, age, religion, veteran status,
national origin, or disability in its educational programs, activities, or employment policies. Title IX and Section 504
Compliance Officer is Dr. Dennis Gribenas, VP for Business Affairs, York Technical College, 452 South Anderson Road,
Rock Hill, SC 29730.
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COLLEGE TERMS

Some of the following college terms are common to all colleges.
Some terms are specific to this College only.

AA/AS Program (Associate in Arts (AA) or Associate in Science (AS) Degree Program):
Also known as the College Transfer or University Transfer Program, the students in AA or AS degrees are working
towards their associate degrees while planning to continue their education by transferring into a 4-year university.

Academic Probation and Academic Probation Warning: Students are placed on academic probation warning for
one semester when their technology or cumulative GPA averages fall below the standards of progress (as defined in the
York Technical College Catalog & Handbook). During the semester following the warning, their GPAs must be raised to
the required level or they will be placed on academic probation. Students unable to raise their GPAs to the required
level are notified in writing that they are on probation for the following 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 occurs the following semester after academic probation if the GPAs
have not improved during the designated time period. See the Co |l | e @atldg and Handbook for additional
information.

BCAS Division (Business, Computer, Arts and Sciences Division: An acronym designating the long name of the
Business, Computer, Arts and Sciences Division. This division is the largest academic division at the College. The
division includes several academic departments: Business, Information Technology, Automated Office Technology, and
the Arts and Sciences (or College Transfer) Department. The division office is in A-104; division telephone number is
(803) 327-8020.

Catalog & Handbook: The Yor k Techni cal Co |l | e g efdr gachCagadeanic oyepr c@ntaifagengralo o k
information regarding admissions, financial information, program curriculums, courses of study, academic regulations and
requirements, and the academic calendar. Students should retain a copy of the Catalog & Handbook for the academic

year in which they entered their program of study.

Career Development (CD): Students are coded as Career Development 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. CD students
are advised by Admissions Counselors and do not have academic advisors.

College Transfer Program (University Transfer): A declared program for students who plan to earn an Associate in
Arts or an Associate in Science degree (see AA/AS) in order to transfer to a 4-year college or university. College Transfer
is a department in the BCAS Division.

Con Ed: A shortened name for Continuing Education, the community-oriented division of the College. The courses
offered through this division are short courses and/or seminars that may be designed for community interest or
occupational certification and do not counted as credit classes towards completion of academic programs.

Contact Hours: The number of hours a course meets each week.

Cooperative Education (Co-Op): Classes offered in this format provide an opportunity for students to earn program
credits by working in industry during their course of study. Also know as Work-Based Learning.

Co-Requisite: A course that must be taken the same semester as another specified course. Course co-requisites are
noted in parentheses following course descriptions at the back of the Catalog & Handbook.

Credit Hours (Semester Hours): The number of credits the State of South Carolina awards for completion of each
course, usually 3.0 or 4.0 credits. Each program of study carries a designated number of credit hours to be completed for
graduation. The number of credit hours taken per semester determines the cost of tuition and grade-point average for
that semester.

Curriculum: The list of courses with the credit hours that must be completed in order to graduate from a program of
study.
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Degree Audit (see Program Evaluation).

Desire2Learn (D2L): The computer portal on the Internet used to connect students with Distance Learning online
classes and supplemental course information.

Distance Learning (Online, Telecourses, and Teleclasses): Courses that can be taken beyond the physical limitations
of the Col | ehgoagdh sltercatdven gelivery methods. Classes are 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 (live broadcasts).

Electives: Courses chosen as extra courses within a program. Each program states the number of credit hours required
for electives, but the selection of the which courses to take is left up to the student. Students should check with advisors
regarding elective choices.

Exemption Tests: Students can try to pass and exempt a course level by taking a course exemption test on some
subjects. Credit is given only when the exemption test is passed successfully. An exemption credit typically does not
transfer to other colleges, but would be recognized only at York Technical College. The fee for an exemption test is $75
per test. Tests are taken in the Assessment Center. More information can be supplied at the appropriate division office.

Full-Time Status: A student is considered a full-time student when they are enrolled in at least 12 credit hours during a
semester.

GPA (Grade-Point Average) or GPR (Grade Point Ratio): 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. For a more detailed explanation of the GPA, consult the
Catalog & Handbook.

Figuring a GPA
Each course grade has a quality-point 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-point 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.

HHS (The Health and Human Services Division): An acronym for the academic division responsible for all the medical
programs and public health programs of study. The division office for HHS is in A-100; the telephone number is (803) 327-
8023.

Hybrid Courses: A combination of traditional and online instruction which alters the traditional class schedule. Students
should expect to meet in classrooms or labs on some days a week in addition to using a computer for instruction on
alternate days.

ID Number (Student ID Number, CID Number): ID numbers are used on campus in place of Social Security numbers
for security reasons. All students are assigned an ID number when they are admitted to the College. ID numbers cannot

be given out over the telephone to anyone. St udent s who forget their I D numbers

Academic Records windows or at the START Center to receive their numbers.

Student ID numbers are currently printed on several documents
which students receive from the College:

Class Schedule, next to or above the student6 s n a me .

Application Thank You Letter from the Admissions Office (labeled Student ID).
Acceptance Letter from the Admissions Office (labeled Student ID).
Admissions Checksheet from the Admissions Office (labeled Student ID).
Registration Statement from the Business Office, printed when tuition is paid.
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ID Cards: Students are required to have their current, validated York Technical College picture ID card with them while
on campus. ID cards are required to use the library, take tests in the Assessment Center, and/or use the computer labs on
weekends. Students may be asked by any College personnel to show their ID cards while on campus. ID cards are made
in the Student Activities area of the START Center. ID cards may be obtained at the Off-Campus Centers. Check with the
center in question for times and further details.

IET (The Industrial and Engineering Technologies Division): An acronym for the academic division responsible for all
industrial and engineering technologies and teleproduction technology programs of study. The division office is in C-104;
the telephone number is (803) 327-8019.

Mini-Semester Courses: Mini-semester courses meet 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) at an accelerated pace. A mini-semester course is not a shortened version
of a course.

Online Courses (Internet Courses): Online courses use a D2L hookup via the Internet as their delivery method. These
courses are independent of time and place but 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 to complete these
courses.

Program of Study: A program of study i s nafros which befshebespects tomistanna degre®, g r a
diploma, or certificate. Students choose their programs of study while meeting with the Admissions Counselors when

they are accepted into the college. Each program of the College carries an assigned designation number. Therefore, if
students wish to change their programs of study, they must return to the Admissions Office to have their program number
updated in the computer system.

Program Evaluation (Degree Audit): A program evaluation is alsoknown as a degree audit. It
schedules and the remaining courses their program of stud
Program Evaluations can be printed from WebAdvisor and should be checked each term to evaluate progress towards
completion of their programs of study. The Program Evaluation is an active transcript of a curriculum that shows which
classes were completed, the semester they were completed, and the grades received for those courses.

Prerequisite: A prerequisite is a course or a skill level that must be completed in order to enter another specified course
or level. Course prerequisites are noted in parentheses following the course descriptions at the back of the Catalog &
Handbook.

Quality Enhancement Plan (QEP): A college-wide initiative that strives to improve critical thinking skills among
students, faculty, and staff.

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 advisors for assistance in choosing classes. 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 scheduled classes will be
dropped and the seats will no longer be reserved in those classes unless previous arrangements have been made
through the Financial Resources Office 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 that follow the 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 evening classes.

Syllabus: The course outline describing what will be taught in a course which may also include a listing of assignments,
project due dates, course attendance policy, possible testing dates, and instructor contact information. The course
syllabus is usually distributed to students on the first day of each class.

Teleclass: A two-way television transmission that broadcasts a course to or from, an off-campus location. A teleclass is
considered a Distance Learning course. Most of the teleclass broadcast rooms are located in the Science and
Technology Building on the main campus. Students at the remote location are viewed on monitor screens in the
broadcast room and vice versa. The instructor may be at either one of the locations. Teleclass rooms are also located at
both Off-Campus Centers.
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Telecourse: A course similar to independent study where students work from textbooks or video tapes instead of
attending a classroom and turn their assignments in to their instructor on assigned due dates. Students receive a study
outline with assigned due dates for assignments and tests. Telecourse tests most often must be taken in the Assessment
Center on the main campus, or at a prearranged proctored site off campus.

Transcript: Atranscript is an official record of a St udesterttdds a
completion at graduation. Transcripts list courses attempted as well as the grades received for classes completed. High

school transcripts or other transcripts from previously attended colleges are often requested by college personnel in order

to determine eligibility for taking college level courses. Contact Academic Records for more information about obtaining

official copies of transcripts.

Transfer Courses: Transfer courses are university-level courses designed for transfer to another college or university to
be used as credit towards an undergraduate or Bachelor Degree. Students planning to transfer credits from York
Technical College to another post-secondary institution are responsible for confirming the transferability of courses with
those institutions.

WebAdvisor: (May have been referred to previously as Campus Cruiser): A web-based communication portal on the
York Technical College home page that links students to all aspects of campus a life. Services include campus
announcements, message boards, student news, and calendars. Students can access their personal and confidential
information on file with the College.

Withdrawals: Official notification to the College of the intent to stop attending a class (or all classes) for the semester.
Students should always talk with their instructors before withdrawing from any class, and complete the proper paperwork
to protect their GPAs. Students who need to withdraw from all classes should talk with a counselor in the Admissions
Office to file the proper paperwork.
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THE QUALITY ENHANCEMENT PLAN (QEP)

York Technical Coll egebs Critical Thi

Students will be hearing the acronym QEP (Quality Enhancement Plan) and the term critical thinking often during their

tenure at the Coll e g e . The Quality Enhancement Plan is part of the
in education. With an emphasis on promoting critical thinking among the college community, students, faculty and staff

alike, will be taking part in efforts to raise the quality of thinking critically on campus, both in and out of the classroom.

Take a |l ook at York Technical Collegebds Critical Thinking
ensuing pages for a short explanation of how the parts of the model fit together to create the process of critical thinking.

The Critical Thinking Model

Identify: Recognize and clearly define the root problem, situation or question.
Gather: Assemble information to sort through.

Examine: Analyze pertinent information.

Formulate: Devise a plan.

Apply: Implement the plan.

Evaluate: Judge the results objectively.

Reflect: Think about thinking.

i What is the hardest task in the worl d?
Ralph Waldo Emerson
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Identify

A beginningpoi nt of York Technical Co | | leegtdydstep. Btudentsistoed idertifly thenrgot n g

problem before they jump into action because they could discover their actions are irrelevant or detrimental. Sometimes
the root problem is easy to identify (i.e., a teacher gives students a topic for a paper), but sometimes they need to stop
and think before they act.

An example of the Identify step can be taken from the customer service area of Disney theme parks. According to Disney
representatives, the secondqmost asked questions by visitors to their

first, the question appears to answer itself, but park employees had to learn to identify the true source of the question and
what was really being asked. Actually, visitors to the park knew when the parade started, but what they really wanted to

he

know was when the three o06clock parade would reach specif

park employees could addressthe cust omersd needs quickly and efficient]l

y .

By the way, the number one most asked question is fAWhere |

Gather
Another starting point on the critical thinking model is the Gather stage. This stage is about obtaining information. The
proper data must be accumulated before moving on to later stages. Take the following example from the medical field.

A young Hispanic mother brought her toddler to a physician because of what she thought was a case of pneumonia.
When the doctor examined the child, he found the following symptoms: a fever of 101 degrees, a productive cough,
restlessness, a Arunny nose, 0 elevated pulse and bl ood

Was the child ill or a victim of abuse? In this situation, collecting information is not sufficient, so the Examine stage of the
model must be used.

Examine
The Examine stage is where pertinent information is analyzed for relevancy. In the case above, the doctor decided the
red circles were burn marks and referred the mother to Social Services for investigation of child abuse.

However, the doctor had neglected to examine all of the relevant information. After being interviewed by Social Services,
the mother said she had used a warm coinon herchild t o try to fAcuredo the <chest
remedy that had long been used in her family. No harm had been done to the child, and the red marks disappeared after a

few days. The doctor had missed the very real and relevant symptoms of the c¢childods il Il ness

mistakenly thought were marks of child abuse.

Formulate
Critical thinking should be applied to all aspects of the college experience. It is especially relevant as students transition
from one semester to the next.

The Formulate stage of the critical thinking model tells students to devise a plan. What is the reason for attending York
Technical College? Are they working toward a career in one of the technical fields or is their goal to transfer to a four-year
university? Regardless, they should keep their goal in mind as they work with their advisor to devise a plan for the courses
they will take. Each semester during the advising/registration period, they should formulate plans for the courses they will
take the following semester.

Apply

Deciding which courses to take is an important step in pursuing college goals. However, it is not sufficient merely to have
a plan. At some point, students need to apply the plan. This is where much of the work is done in college. At this stage of
meeting their educational goals, students are engaged in activities such as writing papers, taking tests, completing
projects, and a host of other teacher-assigned activities. Their instructors will evaluate their work against the
competencies identified on course syllabi, but students will also need to evaluate their progress in light of their own goals.

Evaluate

In the Evaluate stage, students need to evaluate their educational goals. It is wise to do this often, but an especially good
time to do this is at the end of the semester. Students should judget h e s e mresllts ehjeétigely. How did they do in
their courses? Did they take steps toward reaching their goals? Did they discover information that might lead them to
believe they have enrolled in the wrong curriculum? For instance, if students are enrolled in nursing courses and
discovered that they faint at the sight, mention, or thought of blood, perhaps they should consider a different educational
goal.
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Reflect

The Reflect stage is the one that should be visited often. Students should think about their thinking at each stage of the
process. Reflect is shown as the center of the critical thinking model because all the other stages depend in part on the
ability to do this. As students are faced with new questions, they can reflect on problems or situations they have
previously encountered that might prove applicable. In this way, they use past experience to shape their approach to a
new problem. For instance, the doctor mentioned above might not be so quick to make a referral to Social Services if he
encounters another child with coin-shaped red marks on her body.

By reflecting on each stage of the critical thinking process as students engage in them, their thinking becomes more
adaptive and responsive. In short, they become more mature and capable in their thought processes. To help students do
this consistently is the goal of the faculty and staff of York Technical College. Enhancing their critical thinking skills will
benefit students greatly in this ever-changing world.
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WebAdvisor

(Also referred to as Campus Cruiser)
@ www.yorktech.com

The Information Link to News, Announcements,
Personal and Academic Transcripts

WebAdvisor is a very important link on the York Technical College home page that organizes all aspects of campus life for
students, faculty, and staff. Through its many features such as announcements, student news, message boards, etc.,
WebAdvisor creates a community environment for the College.

WebAdvisor provides online services for students such as confidential personal, academic, and financial information; the
ability to register and add or drop classes; the ability to print class schedules and program evaluations (degree audits) as
well as other documents; and the ability to access and print a variety of college forms.

Students are responsible for checking their WebAdvisor accounts regularly to be aware of important announcements,
class assignments, and notices from their instructors or other College personnel.

A WebAdvisor account is created for each student, within 24 hours of their admissions to the College. To enter
WebAdvisor, students should go to the YTC home page at www.yorktech.com. Click on the WebAdvisor logo, or click on
Current Students > WebAdvisor.

There are many areas of the WebAdvisor home page that students may browse before logging in. But students must Log
In to get to their own personal information, accounts, and services. The Log In area is located in the red banner at the top
of the WebAdvisor home page. Students unsure of their log-in information, they can click on the Log in Assistance box
on the lower left-hand side of the home page screen.

Log In

‘ Log In
Log InID Password

How to Log In: The Log in ID for students is their first initial and last name (in lower case letters) spaces) plus the last
four digits of their Student ID number (CID#). There should be no spaces between any letters and/or numbers. The
Password is their six-digit birth date, i.e. 061487 (June 14, 1987). After logging in for the first time, students must change
their password to maintain confidentiality. The directions for changing passwords will appear on the screen following a
successful log in.

If students forget their passwords they can find assistance by clicking on What is my password? Or they can reset their
passwords, by clicking on the Reset Password option in the Log in Assistance box. The reset has a 24-hour turn
around time. Students may also go to the START Center in the Student Center Building for assistance with WebAdvisor
log in.

After logging into WebAdvisor, students have the option of going to other features of the system by using the tabs across
the top of the screen. The default screen after changing the password will always be My Cruiser/Dashboard. At this
location, students can check email, messages from instructors, announcements, etc. Students should click on the
Students tab to view their personal, academic, and financial information, etc. From the Registration tab, students are
able to register, add or drop courses, and pay for classes online.
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Features in WebAdvisor

Advi s or 0 dogiN:aSmderts > Student Miscellaneous>My Profile > Scrol |l ORbtogin t o
> Students > Educational I nformation > Class Schedul e. Th

Print a Program Evaluation: Log in > Students > Educational Information > Program Evaluation >Check small
white box next to the name of the active Program of Study > Submit >after Program appears, click Print Icon.

View Grades:
Prior to attempting to view their final grades each semester, students should follow the instructions below to update their
educational goals.

e Update Educational Goal: Log in > Students> Educational Information > Update Educational Goals >

Final Grades: Final grades are posted a week after the last day of classes each semester unless there are extenuating
crcumstances. Students should not ask instructors for the
are not sent through the mail unless an official written request is made to the Academic Records Office.

e Grades: (After updating educational goal): Log in > Students> Academic Profile > Grades > Drop down box to
choose semester

Students who wish to receive an official printed copy of their grades must pay a $4 fee and complete a Grade-Report
Request Form available at the Academic Records Office in Student Services. Contact information: 803-327-8002 or toll-
free: 1-800-768-4636 in order to use this service.

Search and Register for Classes: Students may search for, register, and pay for classes online. Searching for
classes may be done from the WebAdvisorh ome page without | ogging i nt qgegistdriord e nt
classes, students must log into their personal accounts.

e Search for Classes: Either search for classes from WebAdvisor home page OR Log in > Registration > Search for
Classes box to the right of the screen.

e Register Online For Classes: Student must log into their account to register for classes! Log in > Registration tab >
Credit Class Registration > Search and Register.

Print Class Schedule: Log in > Students > Educational Information > Class Schedule > Select semester > when
schedule appears, click on Print Icon.

Instructor Notes and Class Assignments: Some instructors post class notes, announcements, or send e-mail
to the entire class through WebAdvisor in the My Classes section of My Cruiser/Dashboard.

Instructor Notes in WebAdvisor: Log in > My Cruiser (Dashboard) > My Classes > Toggle Icons
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ADVISING INFORMATION

Students are assigned program advisors by their division offices. To register for the new semester, students should
contact their program advisors a few days before the registration period begins.

First-time freshmen, who were advised in the START Center for their first semester, were then reassigned to their
program advisors during the first few weeks of the semester. For second-semester advising, these freshmen should
contact their assigned program advisor or call the START Center for information assistance.

To locatetheadvi s or sidWabAdwisor:

Log in > Students > Student Miscellaneous > My Profile
OR Log in > Students > Educational Information > Class Schedule
Theadvi sor s name witop ¢f thdoasspaheduld. e d

When Preparing To Meet With the Advisor, Students Should:

Be responsible for contacting their advisors and making their advising appointments.
Go to their advising appointments prepared!

Review their programs in the York Technical College Catalog & Handbook to check the prerequisites and
co-requisites of each course. Courses are listed alphabetically in the back of the Catalog & Handbook.

Print their Program Evaluation and take it to the appointment with them.

By searching for classes online, they should create a tentative course schedule that will work with their needs and
time schedule.

Following Their Advising Appointment, Students Should Know:

If their advisors did not enter their classes into the computer, the students must register their recommended classes in
WebAdvisor. (See On-Line Registration Directions that follow.)

The registration process is not completed until tuition is paid at the Business Office.

If tuition is not paid by the payment deadline, schedules will be dropped from the database and those students will no
longer be registered.

Only students who were notified that their financial aid award has been made will have their tuition paid by the
Financial Resources Office. Those students can see their funds posted in their WebAdvisor accounts.

Students whose financial aid funds have not been awarded, whose funds are not posted in their WebAdvisor
accounts, must keep in contact with the Financial Resources Office and be prepared to pay their tuition in order to
avoid losing their classes.

Students can inquire about setting up a Tuition Payment Plan. Information about the Tuition Payment Plan (TPP) is
available at the Business Office in Student Services.

Lottery assistance may be available for students. Students who complete the paperwork for lottery funding must
return to the Financial Resources Office to sign an affidavit for the lottery assistance.
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Desire2l earn

Innowvative Learming Technology
Welcome to the world of eLearning using Desire2Learn (D2L)!
Desire2Learn is the portal used as the entryway to all distance learning online courses. The D2L (Desire2Learn) Learning

Management System is used by instructors to conduct online courses and to post academic support materials for many
other courses. D2L combines innovation and leading-edge teaching and learning technology.

To enter the D2L learning management system, go to the York Technical College homepage at www.yorktech.com and
click on the Desire2Learn logo. When the welcome page appears, students may log in to a course by entering their
usernames and passwords in the appropriate boxes.

A student 6s Us e r-namemitiali falowed by theslastf names(all in lowercase and -
remove spaces) foll owed by the | ast 4 digits Hb t ude
class schedule); Example i Jane Doe with CID of 0123456 is jdoe3456. Username:

A student 6s Pas s wo rdigit birts date inthle emmddyyUameat, Examples- July 4,
1989, would be 070489.

Password:

To contact Technical Support call 803-327-8033. Available Support Hours are: Mon. - Thurs. 7AM  Please note your password
- ]_OPM; Fri. T7AM - 5P|\/|; Sat. 9AM _ ZPM; and Sun. 1PM _ 5PM. is case sensitive.

On the first day of the ¢l ass, studentsd courses wil/l
access the information for the course. Once successfully logged in to the course, students should begin reading the
News on the top page of the course and/or Read-Me-First notes which is typically found under Content (on the blue

app

navigation bar). D2Li nstructors are able to track studentsodé agde vit

through parts of the course, they are counted as being present for class. Their activities provide instructors a record of
class attendance throughout the semester.

Students should keep in touch with their instructors in online courses! The time of day for logging in is not necessarily
important; however, logging in regularly is expected and required! York Technical College has an attendance policy that
applies to both face-to-face and distance learning (online) classes. If you miss 20% of a class, you may be withdrawn
from that class. In online classes, participation in the class is a measure of attendance. If you fail to log in to your class
within a certain time period, you may be withdrawn from the class.

Length of class 20% time frame

1617 week term 3 weeks of inactivity

127 week term 2.4 weeks of inactivity

107 week term 2 weeks of inactivity
81 week term 1.5 weeks of inactivity
571 week term 1 week of inactivity

ON CAMPUS
WIRELESS CONNECTION

The York Technical College campus has wireless Internet access in all buildings. Students are welcome to use their
laptops and wireless notebooks while on campus. For complete instructions on how to set up laptops/notebooks for
wireless connections please visit: http://support.yorktech.com/wireless/WirelessCampus.htm . If any problems occur
while following the directions, please see a lab assistant in A-208 for further assistance.
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WITHDRAWING FROM A CLASS

Students must properly withdraw from a course they no longer attend by completing a Withdrawal from Class Form. This
form can be obtained at the division offices.

Students fill out the Withdrawal from Class Form by filling in their name, ID number, date, course and section number, and
instructordés name, at the top part of the form. The form
date of attendance and the assigned grade before signing and sending the form to Academic Records. An alternative
method is for the student to complete the upper portion of the form and give the form to the receptionist at the division

of fice requesting that the form be placed in the appropri
completing the form and forwarding it to Academic Records.

Students should never just stop attending class without notifying the instructors first!
It is important that students notify their instructors first when needing to withdraw from a course as there may be some
assistance the instructors can offer to prevent the withdrawal.

Students should complete the wi tnidderma datelin opler docrecasive a grade af NVe s €
(withdrawn) for a course. Agradeof W does not af f eRvoint Ageragetbutdaes dffécsthe Gumbet af
financial assistance hours used. Students withdrawing after mid-term can receive a grade of W or WF at the discretion
of the instructors. Gradesof WFseverely | ower studentsd Grade Point Averag

Students should contact the Financial Resources Office before reducing their course loads to see if they will be required
to repay any or all of the financial assistance they have received. Students who withdraw from a class may be able to
prevent credit-hours reduction by adding a mini-semester class to their schedules, when available, as long as the mini-
semester has not yet begun.

WITHDRAWING FROM COLLEGE FOR THE SEMESTER

If a student must stop attending college entirely for the remainder of the semester, withdrawing from all classes, the
student should call the Admissions Office and speak with an Admissions Counselor. The Admissions Counselor will file
the appropriate paperwork that wild.l inform t he scompktethe 6 s
appropriate paperwork to notify Academic Records the stude
Students should contact the Financial Resources Office before withdrawing for the semester since they could be required

to repay part or all of the financial assistance they have received.

Proper notification of withdrawal from college can protect
college the following semester without returning to Admissions or retaking the placement test. However, if the student
remains out of college for two semesters or more, including summer term, he/she must return to Admissions to be
reactivated in the computer system but would not be required to retake the placement test.

REFUNDS

No cash refunds will be made. The refund process takes approximately two weeks.

Refunds % Withdrawal with last date of attendance or net reduction of credit hours:
100% 1st - 7th calendar day of the term
75% 8th - 14th calendar day of the term
50% 15th - 21st calendar day of the term
25% 22nd - 28th calendar day of the term
0% after 28th calendar day of the term

Refunds for terms that vary in length from the semester term will be in proportion
to the semester term refund schedule delineated above.
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THE TUTORING CENTER

Student Services Building
Don't Get Behind; Get Tutored!

York Technical College offers free tutoring in a variety of courses, including math, accounting, computer science, English,
and many other subjects as needed to all students.

Both peer and professional tutors are available to provide quality assistance to students who may be having difficulty with
coursework.

Drop-in open labs are convenient and staffed with qualified tutors on a regular schedule. The hours for drop-in tutoring are
available online on the Tutoring Center webpage and are also posted at the Tutoring Center which is located directly
across from the Admissions Office in the Student Services Building, Room 302.

Students using tutoring facilities are asked to follow the guidelines below
established by our tutorial staff:

e Tutors are available to help students with their problem areas, not to do the work for
them. Continue working on the appropriate subject matter outside the tutoring lab. Our
goal is to help students become independent thinkers and successful students.

e Be aware that many tutors are also students. Student tutors have class schedules and
assignments of their own; so please, ask for assistance only during the hours they are
scheduled to tutor.

e Because the drop-in open lab time is often shared with others, please make an effort to
keep a "time on task" perspective. Others may be patiently waiting for answers to
guestions as well.

e Students are expected to maintain a serious attitude for the learning process so that
everyone can benefit from the tutoring session. Students are asked to bring
appropriate materials to their tutoring session to share with the tutors so that they can
assist them.

For additional information contact the Tutoring Center at (803) 981-7121 or stop by Room 302 in the Student Services
Building. Or visit the Center online at www.yorktech.com, click on Current Students, scroll to Student Services, then click
on Tutoring. At the bottom of the Tutoring page, click on Schedule, and the current schedule for tutoring specific classes
will be shown.
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TESTING IN THE ASSESSMENT CENTER

Located in Building B, room B-7, the Assessment Center is the area where new students take the COMPASS
computerized placement test for proper placement in math, English, and reading. Exemption tests for specific classes are
also given in the Assessment Center along with many other testing services. Many students have already visited the
Assessment Center for placement testing before admission into their programs of study.

In addition to testing new students for placement in English, math, and reading, the Assessment Center is where students
are expected to take their course tests while enrolled in distance learning courses. Since most distance learning courses
require proctored tests, students at off-campus centers are given permission to take their tests at the off-campus
Assessment Center sites.

Course make-up tests are sent to the Assessment Center for on-campus classes
also. A student sent to make up a test in the Assessment Center must be aware of
these guidelines:

e Books and notes will not be allowed in the Assessment Center unless authorized
by the instructor.

e A picture ID (a Student | D, or drivero
Center.

If testing in the Assessment Center, students should allow enough time to take the test, plus a little extra time
in case they have to wait. For additional information and/or questions, go to the Assessment Center web site
at http://academic.yorktech.com/department/assess/.

PROCTOR TESTING AT THE
CHESTER OR KERSHAW-HEATH SPRINGS CENTERS

Attention: Chester County and Lancaster County Students

Most distance learning classes that are taken Online (via the Internet) require that students take their tests at the
Assessment Center on the main campus in Rock Hill. However, any students who are Chester or Lancaster County
residents who are taking online courses may take their tests at the Chester or Kershaw-Heath Springs Assessment
Centers. For more information, contact the appropriate center for information and assessment times.

Chester Center: (803) 385-5884 or on the web
http://www.yorktech.com/Chester/new _assessment _center _hours for.htm

Kershawi Heath Springs Center: (803) 475-2418 or on the web
http://academic.yorktech.com/department/kershaw/Lab-AssessHrs-FA06.htm
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USING THE COMPUTER LABS ON CAMPUS

The computer labs on campus are available to currently-enrolled students. The main computer labs are located on the
second floor of A Building. The A Building computer labs are: A-201, A-208, A-225, A-242, A-246, A-247, A-250, and
A-258. Outside of class time, students are to use the open lab, A-208.

In order to use the computer labs, students must have with them a current, validated York Technical College ID card.
Security officers, lab assistants, or instructors may ask to see student IDs at any time. Students without ID cards may be
denied access to the labs and may be asked to leave campus

OPEN LAB HOURS

Classes do not meet in A-208, therefore, it is considered an open lab and has extended
hours available to students on a regular basis. In this lab students have access to the
Internet and all software that is taught in the BCAS division, including word processing,
spreadsheets, database, and programming software.

Students must sign in to the lab using their full student id number.

The lab is open during the day and evening, and from 10am until 2pm on Saturdays.
Weekday lab hours vary by semester. All open lab hours for the current semester are
posted on the lab entrances.

Students may also use the computer labs at the Off-Campus Centers. Contact the Centers for details and available
hours.

Guidelines for Students Using Computer Facilities

Student access to computing facilities is primarily for use in association with a course of study and activities related to that
course. All students who use the College computing facilities must do so in a manner which is ethical, legal, and which
does not Adisrupt the educ &tudentCadé ang GrievaneesPsocedure, Seft.@007C ol | e g e .

Students may not distribute unauthorized copyrighted materials, download and/or share unauthorized peer-to-peer files,
practice libel, harass or threaten others through email or other electronic methods, nor any other unlawful electronic
communication.

Students may not use the Collegebs computing facilities or
be obscene, offensive, or pornographic. The College reserves the right to determine if a particular source of information
may contain such material and to restrict or deny access t

Willful violation of these guidelines will be treated as misconduct and may result in disciplinary action. Sanctions include
denial of access to all computer facilities and/or suspension from the College. lllegal activities will be reported to the
authorities.

*Student Code and Grievance Procedure manuals are available in academic division offices and in the Office of the Associate Vice President for
Academic & Student Affairs.
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STUDENT INVOLVEMENT

ACTIVITY PERIODS

Student Activities invites you to get involved!

Throughout the academic year, the Student Activities Department schedules activity periods for students to introduce
them to various educational, community, and cultural experiences on campus. These activity periods are scheduled each
semester for both day and evening students. Activities may include performances by musical guests, demonstrations,
interactive student activities, poetry readings, videos and displays, health fairs, or community activities.

Classes are cancelled during scheduled Activity Periods so that clubs and professional
organizations can hold meetings and departmental programs may be scheduled.

Students should refer to the Student Calendar (available online at www.yorktech.com or in the Academic Planner
available at the bookstore) for dates of scheduled events for the academic year. Activity Periods and campus events are
also announced in the Student News and posted on TechTV which provides the most up-to-date information. All
activities, programs, and seminars are free to students. Research shows that students who are involved are more
successful in college, in the workplace, and in their personal lives.

DEANSS6 COUNCI LS

There are four Deansd® Coun
Col l ege each representing
academic divisions: The Business, Computer, Arts,

and Sciences Division; the Industrial and Engineering Technologies Division; the Health and Human Services Division;

and a Deanés Counci FCampespCerdesseTie purpase df éaeh D&an's Council is to promote open
communication between the college and its students.

Open Communication Opportunities

Students who wish to serve as representatives on a Deanos
show potential leadership ability, and be recommended by an instructor and/or department manager. The
recommendation is then presented to the division dean for consideration to serve on the council.

Each council meets at least once per semester to share, gather, and/or discuss information and ideas. Meetings times

are called at the discretion of the division dean or may be requested by the council members. Some divisions may hold a
meeting for day students and another meeting for evening students. At the meetings, the division dean may share college

plans and updates, and can present or address ideas for discussion with the council members. The York Technical
Coll ege administration receives copies of the council me et
in the college decision-making process.

Announced dates and times f or De anStéenOGalendar,iinlthe Btadert Newsg and ar e
on Tech TV.
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LOST AND FOUND

In the START Center i Student Center Building (803) 981-7236

Personal items such as prescription lenses and sunglasses, credit cards, keys, jackets, and academic items such as
calculators, lab kits, textbooks, and class notes wait to be claimed at the Lost and Found in the START Center area.
Found items not claimed after several semesters may be sold, given to charity, or thrown away.

Found items serve as a reminder for students to write their names in all
their textbooks, on class notes, and on their course handouts!

Students can report a missing item by leaving a description of the missing item, along with their name, and a contact
phone number with the Lost and Found receptionist. If the lost article is later turned in to Lost and Found, the claimant will
be called to pick up the item.

INCLEMENT WEATHER CONTACT STATIONS

For information about late starting or cancelled classes; please donotcallt he Col |l egeds Office

for information regarding day and/or evening cancellations.

The following is a listing of radio and television stations in our listening and/or viewing area that the College contacts when
there are delays or cancellations in its operating schedule. Twoother sources of i nformation a
at www.york.tech.com and the telephone message placed on (803) 327-8000.

RADIO STATIONS

WRHI 1340 AM ROCK HILL
WRHM 107.1 FM LANCASTER
WAGL 1560 AM LANCASTER
WGCD 1370 AM CHESTER
WBZK 99 AM YORK
WBCU 1460 AM UNION
WBT 1110 AM CHARLOTTE
WBT 99.3 FM CHARLOTTE
WSOC 103.7 FM CHARLOTTE
MIX 104.7 FM CHARLOTTE
KKT 96.9 FM CHARLOTTE
TV STATIONS
CN2 CHANNEL 2 (Cable) ROCK HILL
WBTV CHANNEL 3 CHARLOTTE
WCNC CHANNEL 36 CHARLOTTE
WSOC CHANNEL 9 CHARLOTTE
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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
e 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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YORK TECHNICAL COLLEGE/Ja

ADMINISTRATORS

President
Dr. Greg Rutherford GRutherford@yorktech.com (803) 327-8050

Executive Vice President for Academic and Student Affairs
Dr. Carolyn Stewart CStewart@yorktech.com (803) 327-8014

Vice President for Business Affairs
Dr. Dennis Gribenas Gribenas@yorktech.com (803) 327-8015

Vice President for Development
Dr. Edward Duffy Duffy@yorktech.com (803) 327-8012

Associate Vice President for Academic and Student Affairs
Dr. Mark Ulseth MUIseth@yorktech.com (803) 327-8016

Associate Vice President for Academic Affairs BCAS
Jack Bagwell Bagwell@yorktech.com (803) 327-8021

Associate Vice President for Academic Affairs HHS
Linda Weaver-Griggs LWGriggs@yorktech.com (803) 327-8024

Associate Vice President for Academic Affairs IET
Dr. Marc Tarplee MTarplee@yorktech.com (803) 327-8017

Dean for Students
Kelli Dawkins KDawkins@yorktech.com (803) 327-8047

Dean for Continuing Education
Susan Bracket SBracket@yorktech.com (803) 327-8055

Dean for Off-Campus Centers
Ernie Green EGreen@yorktech.com (803) 475-2833

Associate Dean for Arts and Sciences
Cindy Mayfield CMayfield@yorktech.com (803) 981-7033

Associate Dean, Business and Information Technology
Edie Dillebd Dille@yorktech.com (803) 981-7314

Associate Dean, College Transfer, Articulation, and Special Projects
Laura Sturgis LSturgis@yorktech.com (803) 981-7143

Associate Dean for Learning Resources (Interim), Instructional Developer
Lori Ochsner LOchsner@yorktech.com (803) 981-7019
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