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ACADEMIC CALENDAR

This calendar is subject to change at any time prior to or during an academic term due to
emergencies or causes beyond the reasonable control of the institution, including severe weather, loss of
utility services, or orders by federal or state agencies. Contact the Office of Admissions and Records to
verify calendar dates for each term.
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THE PROGRAMS, CURRICULA, AND FEES AS SET FORTH IN THIS CATALOG ARE SUBJECT TO CHANGE AT ANY TIME
AT THE DISCRETION OF MOTLOW STATE COMMUNITY COLLEGE OR THE TENNESSEE BOARD OF REGENTS.
BECAUSE OF THE POSSIBILITY OF CHANGE OR UNDETECTED ERROR, IMPORTANT POINTS OF FACT AND
INTERPRETATION SHOULD BE CONFIRMED BY THE APPROPRIATE COLLEGE OFFICIAL.




Dear Students:

It is a pleasure to welcome you to Motlow State Community College. You have joined a
college that is dedicated to enriching and empowering its students and the community it
serves. Motlow College provides exceptional educational growth opportunities to enhance
student learning.

Motlow offers high quality educational degree programs, certificates and services. Students
of all ages come to Motlow to complete two years of college prior to transferring to a 4-year
school, to complete career programs that allow them to immediately enter the workforce, or
for personal growth and enjoyment. Whatever your needs, we want to provide you with the
resources to help you meet your goals.

You will find the environment at Motlow to be warm and inviting. The faculty and staff are
exemplary. As a student, you will have highly qualified instructors in small-size classes.
You will have the opportunity to really get to know your instructors and classmates. The
staff is student-focused and seeks ways to provide excellent services to promote your
success.

The community is also a vital part of your educational journey. Community leaders,
business and industry, economic development councils, and the Tennessee Board of
Regents are just a few of the groups who actively support the college.

Together, we can help you meet your personal goals, enhance the workforce in the
community and provide personal enrichment in a cost-effective manner. Knowledge is
power. An educated citizenry is one that is happier, healthier, and economically vital. This
leads to a higher quality of life for you and the community you serve.

Whatever your dream, Motlow College is the place of opportunity!

Sincerely,
MaryLou Apﬁ)’le
President
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MOTLOW STATE COMMUNITY COLLEGE
STATEMENT OF MISSION

Motlow State Community College, an institution governed by the Tennessee Board of Regents in the State
University and Community College System of Tennessee, is a public, comprehensive, two-year, open-access college
founded in 1969. The college awards the Associate of Arts, Associate of Science, and Associate of Applied Science
degrees and certificates of credit.

Motlow College strives to develop the cultural, intellectual, and career opportunities of the people in its
Southern Middle Tennessee eleven-county service area, which includes Bedford, Cannon, Coffee, DeKalb, Franklin,
Lincoln, Moore, Rutherford, Van Buren, Warren and White Counties. The college is committed to achieving a diverse
student body, faculty, and staff. The college recognizes the significance of this diversity by providing a broad
spectrum of services to respond to a variety of needs in the learning process and educational opportunities from
developmental to advanced programs.

Motlow College is a multi-location community college providing:

o degree programs designed for transfer to other colleges and universities;

o degree and non-degree programs designed to develop immediate job readiness skills and
competencies; and

» public service, lifelong learning, and workforce development programs to promote personal enrichment
and economic and community development.

To establish a firm foundation for liberal learning, the college requires a strong core curriculum in degree
programs complemented by cultural, scientific, social, and community service activities. In particular, Motlow
College is unique in that it provides a comprehensive, interdisciplinary Honors Scholar Program integrated with a
strong cultural series. The versatile curriculum, qualified faculty and staff, and related resources, strengthened by
innovative technologies, prepare students for success in the global community. To support these initiatives, a
continuous cycle of planning, evaluation, and response promotes institutional effectiveness and efficiency.

Motlow College encourages student success through critical thinking, clear communication, ethical behavior,
respect for others, civic responsibility, problem solving, effective functioning in individual and team situations, and an
appreciation of one’s own heritage as well as that of others.

Motlow College promotes and maintains alliances with business, industry, government agencies, and other
educational institutions to enhance programs and services.

As a dynamic institution of higher learning, Motlow College enriches and empowers its students and the
community it serves.

Motlow State Community College remains committed to the education of a non-racially identifiable student
body and promotes diversity and access without regard to race, gender, religion, national origin, age, disability, or
veteran status.

ABBREVIATED MISSION STATEMENT

The mission of Motlow State Community College is to enrich and empower its students and the community it

serves.

VISION STATEMENT

To be the area's recognized center for life-long learning and growth opportunities.
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CONTINUOUS QUALITY IMPROVEMENT

In 1992 the college instituted a Continuous Quality Improvement (CQI) program. The college also developed
its guiding principles--the ways in which we support our mission and vision statements, achieve our desired
outcomes, and incorporate our core values in serving our customers.

DESIRED OUTCOMES OF CQl SHAREHOLDERS
1. Improve teamwork 1. Students
2. Provide opportunities for self-improvement 2. Receiving institutions
3. Improve communications 3. Employers
4. Maximize our efficiency, effectiveness, and 4, Taxpayers
productivity 5. Co-workers
5. Promote continuous improvement 6. Community
GUIDING PRINCIPLES
1. Motlow College is committed to student learning as our primary focus.
2. Motlow College is committed to excellence, creativity, trust, respect, diversity, teamwork, integrity,
knowledge, honesty, civility, and the free exchange of ideas.
3. Motlow College is committed to continuous improvement, institutional effectiveness, and efficiency.
4. Motlow College is committed to our stakeholders and to the total development of individuals and their

quality of life; we strive to enhance student competencies and to further the cultural development of our
service area.

MOTLOW STATE COMMUNITY COLLEGE

The course offerings and requirements of Motlow State Community College are continually under
examination and revision. This catalog presents the offerings and requirements in effect at the time of publication but
is no guarantee that they will not be changed or revoked. However, adequate and reasonable notice will be given to
students affected by any changes. This catalog is not intended to state contractual terms and does not constitute a
contract between the student and the institution.

Current information may be obtained from the following sources:

Admission Requirements.......cc.cccvrvevicircnnnincnen, Office of Admissions and Records
CoUrse OffEriNGS .vevivrvrreiiinreiieiresieecrersverssneessaesessseesseesnesseees Office of Academic Affairs
Degree ReqUIremMents ........ccciiimnnee i, Office of Academic Affairs
FEes and TUILION ....coviiiiveiiiiiiiiiisinnersisiensesiessasssesssssssnsesssspae e snneenee e 3USINESS Office

Motlow State Community College provides the opportunity for students to increase their knowledge by
providing programs of instruction in the various disciplines and programs through faculty who, in the opinion of the
college, are qualified for teaching at the college level. The acquisition and retention of knowledge by any student is,
however, contingent upon the student's desire and ability to learn and his or her application of appropriate study
techniques to any course or program. Thus, Motlow State Community College must necessarily limit representation
of student preparedness in any field of study to that competency demonstrated at that specific point in time at which
appropriate academic measurements were taken to certify course or program completion.
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LOCATION

The central campus of Motlow State Community College is located on 185 acres of beautifully wooded land
in Moore County. It is approximately 5 miles from Tullahoma via either State Route 55 or State Route 130,
approximately 8 miles from Lynchburg via State Route 55, and approximately 12 miles from Shelbyville via State
Route 130. Other locations include:

MCMINNVILLE CENTER - 225 Cadillac Lane; McMinnville, TN 37111

Construction of a 14,000 square foot instructional facility in McMinnville was completed for opening in the fall
of 1988, and an expanded day and evening program was delivered at the facility in 1988-89. To expand the
instructional program further, an addition of 2,992 square feet, including a 28-station computer lab and a 24-station
biology lab, was completed in the spring of 1996. The Tennessee Higher Education Commission approved Center
Status for the McMinnville Site in January, 1990. Center status indicates that students can complete an Associate of
Arts or Associate of Science degree in General Studies or an Associate of Applied Science degree in Business
Technology at that location.

FAYETTEVILLE CENTER - 1802 Winchester Highway; P.O. Box 618, Fayetteville, TN 37334

Located on a beautiful 20-acre site 2.5 miles east of downtown Fayetteville, the 14,000 square foot
instructional facility opened for classes in the fall of 1992. Construction of this million-dollar facility cap-stoned an
initiative undertaken by Fayetteville-Lincoln county residents beginning in 1988. The Tennessee Higher Education
Commission approved Center status for the Fayetteville Site in July, 1997. The Don Sundquist Center of Advanced
Technologies, completed in August 2001, is located adjacent to the Fayetteville Center.

SMYRNA SITE - 5002 Motlow College Boulevard, Smyrna, TN 37167-2015

In a continuing effort to fulfill its mission statement, Motlow State Community College began offering evening
classes at Riverdale High School in Murfreesboro in 1998. To support the rapid growth and to fulfill the needs of its
students who required day classes as well as evening classes, Motlow became partners in education with the
Tennessee Army National Guard in Smyrna and began offering day classes to the citizens of Rutherford County in
January 2000, where Motlow continues to enrich and empower the students and community it serves.

HISTORY

Activities ultimately leading to the creation of Tennessee's community college system began in the mid 50’s.
A study, “Public Higher Education in Tennessee,” initiated in 1955 and concluded in 1957 by the Legislative Council
of the Tennessee General Assembly is widely regarded as the cornerstone of the two-year college movement in
Tennessee. As a result of this study, a public mandate emerged toward establishing new state colleges. The first
three community colleges were located in Cleveland, Columbia, and Jackson, one in each grand division of the state.
In 1967 the General Assembly authorized the construction of three additional community colleges in Tennessee. At
a called meeting of the Tennessee Board of Education on June 13, 1967, officials of the cities and counties in the Elk
River Development area asked that a community college be located in Moore County near Tullahoma, Tennessee.
The Tennessee Board approved this request.

The 187-acre site for the college was donated by the Motlow family of Lynchburg, Tennessee. Because of
this generous gift and because of Senator Reagor Motlow's contributions to education in Tennessee, Governor
Buford Ellington and Commissioner of Education, J. Howard Warf, recommended that the college be named Motlow

State Community College.

Ground for the college buildings was broken at a ceremony in November 1967, on the site. Yearwood and
Johnson, Architects of Nashville, Tennessee, designed the campus. The principal construction contract was
awarded to Martindale Construction Company of Murfreesboro, Tennessee, at a cost of approximately $2,700,000.
Actual construction was begun on five buildings in March 1968.
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Dr. Sam H. Ingram, formerly Dean of the School of Education at Middle Tennessee State University, was
appointed president of the college. He opened temporary offices for administrative personnel of the college in the
First Baptist Church building in Tullahoma in February 1969. The administrative staff moved into the Administration
Building on the campus in August 1969. Other buildings on the campus were completed soon thereafter; and the
college opened in September 1969, with 551 students and 18 full-time faculty members. At that time the college
offered the two-year university parallel Associate of Arts and Associate of Science degrees and four two-year career
programs. Since that time, other new career programs have been added, along with a very active program of
continuing education, measurably increasing the institution's service to students and to the community.

In January 1975, Dr. Ingram resigned to become Commissioner of Education, and the following March,
Dr. Harry Wagner, Vice President for Student Affairs at Middle Tennessee State University, was appointed president.
In 1983 Motlow's service area was expanded from seven to eleven counties, and Motlow assumed the lead institution
role for identifying the educational and training needs of its area. A major campus expansion project was
implemented including major renovation of the Student Center, renovation of the maintenance complex, and
construction of a new building. The new facility provided a 280-seat theater/auditorium, instructional support areas
for nursing and engineering, and an office complex for the Career Education and Workforce Development division.

In May 1986, Dr. Wagner resigned to become President of Chattanooga State Technical Community College
and Dr. Wade Powers, Dean of the College at Volunteer State Community College, Gallatin, Tennessee, became
interim president. That same year in a joint dedication ceremony, what had been known simply as the classroom
building was named Simon Hall, to honor Morris E. Simon who was instrumental in the early development of Motlow
College, and the new building was named Eoff Hall, in honor of Mr. J.C. Eoff, a former member of the Tennessee
Board of Regents and a lifelong supporter of education.

In April 1987, Dr. A. Frank Glass, academic dean since 1975, became the third president of the college.
Credit and non-credit courses, seminars, and workshops drew increased enrollment for several semesters and by
1994 the college had experienced 10 consecutive terms of enrollment increases.

Activities funded by a $1.6 million Title Il grant awarded in October 1987 strengthened the student academic
advisement system and provided for acquisition of state-of-the-art equipment for a model Computer Integrated
Manufacturing Center. Related activities of the college's Center for Information Systems, funded through the
Tennessee Board of Regents Centers of Emphasis program, resulted in program revisions, increased faculty/staff
development activities, and linkages with area businesses and industries.

Construction of a 14,000 square foot instructional facility in McMinnville was completed for opening in the falll,
1988, and an expanded day and evening program was delivered at the facility in 1988-89. To expand the
instructional program further, an addition of 2,992 square feet, including a 28-station computer lab and a 24-station
biology lab, was completed in the spring of 1996. The Tennessee Higher Education Commission approved center
status for the McMinnville site in January 1990.

The college expanded its evening program in Fayetteville and initiated a day instructional program there in
the fall, 1988. Concurrent with the expanded program, an initiative was undertaken by Lincoln county residents to
fund a new facility. This effort reached fruition with the opening of a 14,000 square foot instructional facility located
just east of Fayetteville on highway 64. The Tennessee Higher Education Commission approved center status for
the Fayetteville site in July 1997.

As the College approached its silver anniversary of service to southern middle Tennessee, several events of
note recognized the contributions of those who had been instrumental in the early history of the College. In 1988, the
Student Center on the Moore County campus was named Forrester Student Center in honor of Mr. G. Nelson
Forrester, a long-time supporter and champion of Motlow College. The library was officially named the Crouch
Library in July 1992 to honor Senator Earnest Crouch, a state legislator and advocate for Motlow College. In April
1993, the administration building on the Moore County campus was named the Ingram Administration Building in
honor of Dr. Sam Ingram, first president of Motlow College.
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Campus expansion was undertaken once again in September 1998 when ground was broken for
construction of the new Nursing and Technology Building on the Moore County campus. The vision of providing a
21° Century facility with design options for preparing students for careers requiring new technology and enhancing
current technology was realized when Motlow College was named among the “most wired campuses” by PC World
magazine. The facility houses state-of-the-art business, industrial and computer technology, the nursing education
program including the latest in nursing laboratory equipment, and offices for the Information Technology and
Telecommunication Services Department, the Center for Information Systems, and Division of Career Education and
Workforce Development. In April 2001, the facility was dedicated and named the Marcum Technology Center in
honor of Dan and Fran Marcum for their many contributions to Motlow College. When the Career Education and
Workforce Development division moved into new guarters in the Marcum Technology Center, space in Eoff Hall was
renovated to accommodate the new Humanities and Social Science division.

Construction of the Don Sundquist Center of Advanced Technologies, located adjacent to the Fayetteville
Center, was completed in August 2001. The 32, 500 square foot facility is equipped with the latest in industrial and
computer training equipment. The primary focus of the Center is to offer both credit and non-credit courses to meet
the workforce development needs of Lincoln and surrounding counties.

MOTLOW STATE COMMUNITY COLLEGE
LEAD INSTITUTION FOR THE TENNESSEE TECHNOLOGY CENTERS

The lead institution concept, developed by the Tennessee Board of Regents, assigns to an institution the
responsibility for identifying the appropriate level of sub-baccalaureate education and training needed in an area
based upon the area's employment demands. Motlow College has been assigned the role of institution for the
Tennessee Technology Centers in McMinnville, Murfreesboro, and Shelbyville and is charged with the responsibility
of overseeing the development of a cohesive plan for the delivery of vocational, technical, and career programs in its
eleven-county service area. Motlow assists the Technology Centers in program planning, accounting and budgeting,
purchasing, personnel, student records, student financial aid and institutional research, and serves as a catalyst to
strengthen the relationship between the area institutions of post-secondary education and business and industry.

EQUAL EMPLOYMENT OPPORTUNITY AND
AFFIRMATIVE ACTION

Motlow State Community College intends to comply with Executive Order 11246, as amended in its entirety;
all pertinent, subsequent amendments; and any superseding Executive Orders concerning Affirmative Action.
Furthermore, Motlow State Community College intends to comply with Title IV of the Civil Rights Acts of 1964, as
amended:; Title IX of the Education Amendments of 1972; Sections 503 and 504 of the Rehabilitation Act of 1973, as
amended; the Fair Labor Standards Act of 1938, as amended; the Age Discrimination in Employment Act of 1967, as
amended; the Americans with Disabilities Act of 1990; subsequent amendments to these acts; Title VI; and all other
current state and Federal laws and regulations regarding equal employment opportunity and/or affirmative action.
The Director of Administrative Services located in the Ingram Administratien Building (telephone number 931-393-
1542) is the person responsible for the coordination of policies and procedures for compliance with the
aforementioned Acts.

DRUG-FREE SCHOOLS AND COMMUNITIES ACT AMENDMENTS OF 1989

Motlow State Community College prohibits the unlawful possession, use or distribution of illicit drugs and
alcohol on the campus property or on institutionally owned, leased, or otherwise controlled property or as part of any
activity of MSCC. All faculty, staff, and students are subject to applicable federal, state, and local laws related to
illegal use and possession of controlled substances and alcohol. Additionally, students found in violation of the Drug-
Free Communities Act will result in disciplinary action set forth in the Student Handbook.
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Motlow State Community College recognizes that it is the student that brings to full realization the goals
and objectives of a college program. Each person who is involved in the total effort at Motlow endeavors to
demonstrate that the college is willing to work toward the success of each individual who comes to participate in
the program of his or her choice.

ADMISSION TO THE COLLEGE

Motlow State Community College subscribes to the open door policy for admission. Prospective
students seeking admission to the college must meet the admission requirements listed for the type of student
that they will be when entering the college. The student types identified for admission purposes are given on the
following pages. Each type is defined, specific requirements for admission of each type are listed, and additional
information appropriate to that type is given.

All correspondence regarding admissions should be mailed to the Office of Admissions and Records,
Motlow State Community College, P. O. Box 8500, Lynchburg, TN 37352-8500. .

FINAL ACCEPTANCE

All requirements for admission to the college must be met prior to the student registering for classes.
When all admission requirements have been met, the applicant will be sent a letter indicating full acceptance for
admission. If further action is necessary in order to establish eligibility for admission, the student will be advised.
If any requirement is not completed during the first semester of attendance, the student will not receive a grade
report for that semester; the student will not be allowed to register for an additional semester, nor will copies of
the student's transcript be released until all admission requirements have been met.

NON-RESIDENT STUDENTS

The admission requirements for non-residents of Tennessee are the same as those for Tennessee
residents. For the purpose of paying fees and tuition, all residency classifications will be made by the Office of
Admissions and Records according to the policy set forth by the Tennessee Board of Regents. Copies of these
policies are available from the Office of Admissions and Records upon request.

GENERAL INTEREST COMMUNITY SERVICE STUDENTS
A general interest community service student is enrolled in non-credit continuing education courses.
Enroliment requires completion of forms in the Office of Community Services during the registration process and
payment of the fee appropriate to the selected course(s).
REQUIREMENTS FOR SPECIAL PROGRAMS
Certain instructional programs of the college are subject to special admission requirements which are in

addition to the general admission requirements and are subject to change due to the availability of institutional
resources.
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NORS ENTRY REQUIREMENTS

Students are selected on the basis of past performance as measured by ACT scores, high school
records, diagnostic writing samples, and/or college instructor recommendations. Students who have a valid ACT
composite score of 23 (22 on ACT taken before October 1989) are prime candidates. Sophomores must have a
minimum grade point average of 3.0 with 3.5 in the specific Honors area to be eligible for Honors courses.
Students who do not have a recent ACT test score may be admitted to Honors classes by consulting with the
appropriate deans to determine if they meet Honors requirements. Class discussion and interaction are integral
parts of the Honors experience. Only in exceptional circumstances will students receive an Honors designation
in a class outside of scheduled Honors sections. Requests for Honors designation should be made to the
appropriate dean prior to registration for the course. No Honors credit is offered in the summer session.
Additional information about the Honors program is available in the Offices of the Divisions of Career
Education/Workforce Development; Humanities and Social Science; and Mathematics, Science, and Education.

NURSING PROGRAM REQUIREMENTS

Students wishing to apply for admission to the nursing program must satisfy all admission requirements
of the college and, in addition, complete a nursing application, take the Nursing Entrance Examination, and
comply with all provisions of the Developmental Studies Program (DSP). For information concerning testing
dates, contact the Director of Nursing Education. Final selection of successful applicants will be reviewed by a
screening committee comprised of the Director of Nursing Education, the Dean of Career Education and
Workforce Development, the Vice President for Academic Affairs, and the Vice President for Student Affairs and
Institutional Advancement.

One nursing class is admitted annually in the fall semester. Students may enter the college to pursue
the general education courses prior to planned entrance into the nursing program. Advisement by the nursing
faculty is recommended to plan an appropriate program of study.

Transfer or readmit students who wish to enter the nursing program must have a two-year currency in
nursing courses and a recommended five-year currency in required mathematics and natural sciences.

DEGREE AND CERTIFICATE OF CREDIT SEEKING STUDENTS

A degree or certificate of credit seeking student is defined as a student taking courses for credit who
intends to complete an associate degree or certificate of credit at Motlow.

STUDENT TYPES FOR ADMISSION

The following student types have been identified at Motlow State Community College for admission
purposes:

New Freshman Student Transient Student

Transfer Student 60-Year-Old or Older Audit Student
Readmit Student 65-Year-Old or Older Credit Student
Audit-Only Student International Student

Special Student for Credit Academically Talented/Gifted Student
Joint Enrollment Student Totally Disabled Student

Dual Enroliment Student

On the following pages, each of the student types named above is defined, the specific requirements for
admission are listed, and additional information appropriate to that type is given. A prospective student seeking
admission to the college must complete the requirements for the student type which he/she has chosen for entry
into the college.

Any student enrolled in one of the student type categories who wishes to change categories must meet
the admission requirements for the new student type category.

11
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NEW FRESHMAN STUDENT

A new freshman student is a student who is pursuing a degree or certificate of credit program at Motlow

and has never attended college before. To be admitted as a new freshman student, a person must do the
following.

1.

Submit a completed Application for Admission form and a $10.00 non-refundable application fee to the
Office of Admissions and Records.

Request that the high school from which the applicant graduated forward to the Office of Admissions and
Records at Motlow an official transcript indicating the receipt of a regular high school diploma as
specified by the Tennessee State Department of Education. A student who received a high school
certificate or a diploma of special education may be admitted on the basis of GED or EDP accompanied
by ACT scores and high school transcripts. If the General Education Development (GED) examination
was taken, request that the testing center at which the test was taken forward to the Office of
Admissions and Records at Motlow evidence of satisfactory completion of the examination with a
comprehensive score of 45 (paper test) or 450 or more for the computer-based test. If the American
Council on Education (ACE) External Diploma Program (EDP) diploma was awarded, the student must
request that the Board of Education where the diploma was awarded forward the transcript showing the
completion of the 65 required competencies to the Office of Admissions and Records at Motlow. The
high school transcript, GED examination, EDP transcript, or ACT test results must be sent directly to
Motlow from the high school or testing center. All transcripts must be on file prior to registration.

Provide an official ACT/SAT report if the applicant is under 21 years of age. (This ACTSAT reportis not
required of applicants who are 21 years old or older.) ACT/SAT scores must be less than three years
old as of the first day of the admitting term. Applicants who are under 21 years of age without ACT/SAT
scores or whose ACT scores are more than three years old should contact the Motlow College Office of
Counseling and Testing (931-393-1762) to schedule taking an ACT test. ACT scores on the high school
transcript that are less than three years old are acceptable. If the scores were not requested at the time
of testing, an official ACT report can be requested by writing to the American College Testing Program,
Box 451, lowa City, 1A 52240 and including a $7.00 fee. (For more information, contact ACT directly at
319-337-1320.) The score report is to be sent directly to the Office of Admissions and Records at
Motlow.

See section entitled “Developmental Studies Program (DSP)” for COMPASS test information.

See section entitled “Computer Competency” for computer competency test information.

TRANSFER STUDENT

A transfer student is a degree or certificate of credit seeking student who has not previously attended

Motlow and is coming to Motlow from another college or university. (A student who has previously attended
Motlow and transfers from another institution is a "readmit" student.) To be admitted as a transfer student, a
person must do the following:

1.

Submit a completed Application for Admission form and a $10.00 non-refundable application fee to the
Office of Admissions and Records.

Request that an official transcript from each college or university previously attended by the applicant be
forwarded directly to the Office of Admissions and Records at Motlow. All transcripts must be on file
prior to registration.

See section entitled “Developmental Studies Program (DSP)” for COMPASS test information.

See section entitled “Computer Competency” for computer competency test information.
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Students who wish to transfer from another college or university to Motlow State Community College
must fulfill admission requirements described previously. Transfer students must be eligible to re-enter the
school from which they are transferring. Transfer students who wish to enter the nursing program must have a
two-year currency credit in nursing, and a recommended five-year currency for credit in required mathematics
and natural science courses.

All collegiate-level transfer coursework for each student who is degree-seeking or certificate of credit-
seeking will be evaluated according to the following criteria: (1) course similarity within the programs enrolled in
at Motlow; (2) courses with similar content taught at the same level as Motlow; and (3) same credentialing
requirements for faculty at the transferring institution. Credit toward degree or certificate program requirements
will be given for transfer coursework that meets all criteria. Grades for any course accepted as transfer credit will
be used in computing the cumulative grade point average. A copy of the transcript evaluation will be mailed to
the student as soon as the evaluation is completed. All questions regarding transfer coursework, including
appeals, should be directed to the Director of Admissions and Records.

A transfer student who is not academically eligible to re-enter the institution from which he/she is
transferring may appeal the suspension to the Student Affairs Committee at Motlow through the Office of the
Vice President for Student Affairs and Institutional Advancement if he/she feels there are unusual circumstances,
which have contributed to the suspension from the previous institution. A transfer student who is allowed to
enter Motlow through this appeal process may be advised to reduce his or her load, repeat certain courses, or
change program of study. The student will enter on probation.

To appeal, the student must request a suspension appeal form from the Office of Admissions and
Records and bring or mail the completed form along with a copy of a transcript reflecting all previous college
work to the Vice President for Student Affairs and Institutional Advancement prior to the appeal day. Appeals will
be heard by the Committee beginning at 8:30 a.m. on the day before the first day of regular registration each
semester. The Student Affairs Committee reserves the right to alter the date for appeals based upon the number
of appeals to be heard. The student should confirm the date with the Office of the Vice President for Student
Affairs and Institutional Advancement at 393-1690. The student should report to the cafeteria in Forrester
Student Center on the Moore County campus by 8:30 a.m. on the day of appeals.

The Vice President for Student Affairs and Institutional Advancement may remove the suspension status
for a student when recommended by the Student Affairs Committee.

READMIT STUDENT

A readmit student is a student who has previously taken credit classes at Motlow College. To be
admitted as a readmit student, a person must do the following:

1. Submit a completed Application for Readmission to the Office of Admissions and Records.

2. Request that an official transcript be forwarded directly to the Office of Admissions and Records from
each institution attended since last attending Motlow. Alltranscripts must be on file prior to registration.

3. See section entitled “Developmental Studies Program (DSP)” for COMPASS test information.

AUDIT-ONLY STUDENT

An audit-only student is a student who is enrolled with audit status in every class for which he/she is
enrolled. Basic or developmental level courses may not be taken for audit status. A student who attends a class
with audit status will receive no credit and no grade. Enroliment with audit status is reflected on the academic
record as AU for "audit." To be eligible for enroliment as an audit-only student, the person must have attained
the age of fourteen (14) years prior to the semester in which he/she plans to audit a course. To be admitted as
an audit-only student, a person must submit a completed Application for Admission form and a $10.00 non-
refundable application fee to the Office of Admissions and Records.
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A student who is eligible to enroll for credit may change from audit to credit or from credit to audit during
the period of time designated for adding a class in the schedule of classes for the semester, or a student who
has audited a course may take it for credit at a later time. However, a student will neither be allowed to change
from audit to credit nor credit to audit after the last day to add a class as designated in each semester's class
schedule. Students auditing college-level English or mathematics courses may not change to credit status
unless they have undergone placement testing or are otherwise exempt from placement testing. Enroliment for
audit may be subject to space availability. Basic or developmental level courses may not be taken for audit
status.

SPECIAL STUDENT FOR CREDIT

A special student for credit is a student who is taking one or more courses for credit at Motlow but is not
pursuing a degree or certificate of credit program. To be admitted as a special student for credit, a person must
do the following.

1. Submit a completed Application for Admission form and a $10.00 non-refundable application fee to the
Office of Admissions and Records.

2. Provide proof of high school graduation by (1) high school transcript noting either regular diploma or
state proficiency tests passed (TN residents only) and graduation date; (2) GED test scores of 45 or
more (paper test) or 450 or more for computer-based test; or (3) a student copy of the most recent
college transcript. (Note: If the student has attended a college/university within one calendar year prior
to the beginning of the term, an official transcript is required.)

Special students for credit may not enrol! in a college-level English or mathematics course, or in a
course that has an English or mathematics prerequisite, until they have provided appropriate ACT, assessment
scores, or prior college coursework showing evidence of adequate preparation for these courses. See section
entitled “Developmental Studies Program (DSP)” for COMPASS Test information.

Special students for credit who change to degree-seeking status must meet all admission requirements
for the degree-seeking student category which they are pursuing.

TRANSIENT STUDENT (summer semester only)

A transient student is a student from another institution who takes classes during the summer term at
Motlow and transfers the credit to the home institution. A transient student must submit an official request to the
Office of Admissions and Records at Motlow to have an official transcript forwarded to the home institution at the
end of the summer term. Transient students must be eligible to re-enter the home institution. To be admitted as
a transient student, a person must do the following:

1. Submit a completed Application for Admission form and a $10.00 non-refundable application fee to the
Office of Admissions and Records: or, in the event that the student has previously attended Motlow,
submit a completed Application for Readmission form to the Office of Admissions and Records.

2. Request that an official transcript be forwarded directly to the Office of Admissions and Records at
Motlow from the college or university where the applicant is regularly enrolled. All transcripts must be on
file prior to registration.
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SIXTY-YEAR-OLD OR OLDER AUDIT STUDENT

This student type is a student who is sixty (60) years old or older and is domiciled in Tennessee who is
enrolled only as an audit student. This student type may audit credit courses without payment of a maintenance
fee. Enroliment without payment of the full maintenance fee will be subject to the availability of space in the
class being requested. To be admitted as a sixty-year-old audit student, a person must do the following:

1. Submit a completed Application for Admission form and a non-refundable $10.00 application fee to the
Office of Admissions and Records.

2. Submit proof of age.

SIXTY-FIVE-YEAR-OLD OR OLDER CREDIT STUDENT

This student type is a student who is sixty-five (65) years old or older and is domiciled in Tennessee who
is enrolled for credit. This student type may enroll for credit courses without payment of the full maintenance fee
but will be assessed a service fee of one-half the current per-semester-hour maintenance fee rate for each
semester hour of enroliment up to a maximum of $75.00 per semester. Enroliment without payment of the full
maintenance fee will be subject to the availability of space in the class being requested. To be admitted as a
sixty-five-year-old student, a person must do the following:

1. Submit a completed Application for Admission form and a $10.00 non-refundable application fee to the
Office of Admissions and Records.

2. Submit proof of age.

3. Request any one of the following be forwarded directly to the Office of Admissions and Records:
a. an official report of a comprehensive GED score of 45 or more (paper test) or 450 or more on
computer-based test,
b. an official high school transcript or other proof of graduation from high school,
c. an official EDP transcript indicating the 65 required competencies, or
d. evidence of graduation from a college or university.

TOTALLY DISABLED STUDENT

This student type is a person who is domiciled in Tennessee and is totally disabled, as defined by the
Tennessee Board of Regents. This student type may audit credit courses without payment of a maintenance fee
and may enroll for credit courses without payment of the full maintenance fee but will be assessed a service fee
of one-half the current per-semester-hour maintenance fee rate for each semester credit hour of enroliment up to
a maximum of $75.00 per semester. Enroliment without payment of the full maintenance fee will be subject to
the availability of space in the class being requested. To be admitted as a totally disabled student, a person
must do the following.

1. Submit a completed Application for Admission form and a $10.00 non-refundable application fee to the
Office of Admissions and Records.

2. Submit certification of disability, as defined by the Tennessee Board of Regents.

3. Request any one of the following be forwarded directly to the Office of Admissions and Records:
a. an official high school transcript indicating receipt of a regular high school diploma as specified by
the Tennessee State Department of Education,
b. an official report of a comprehensive GED score of 45 or more (paper test) or 450 or more on
computer-based test,
c. an official EDP transcript indicating the 65 required competencies, or
d. evidence of graduation from a college or university.
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Provide an official ACT/SAT report if applicant is under 21 years of age. (The ACT/SAT report is not
required of applicants who are 21 years old or older.) ACT scores must be less than three years old as
of the first day of the admitting term. Applicants without ACT scores or whose ACT/SAT scores are
more than three years old should contact the Motlow College Testing Office to schedule an ACT/SAT
test. ACTSAT scores on the high school transcript that are less than three years old are acceptable.

See section entitled “Developmental Studies Program (DSP)” for COMPASS Test information.

INTERNATIONAL STUDENT

An international student is a student who is a citizen or a permanent resident of a country other than the

United States. To be admitted as an international student, a person must do the following:

1.

10.

Submit a completed Application for Admission form and a $10.00 non-refundable application fee to the
Office of Admissions and Records.

Request that an official TOEFL (Test of English as a Foreign Language) report with a score of at least
500 on the paper-based test or at least 173 on the computer-based test be forwarded to the Office of
Admissions and Records at Motlow. (The TOEFL is not administered at Motlow.)

Submit a completed financial statement form. This form can be obtained in the Office of Admissions and
Records.

Submit evidence of high school graduation, an official report of a comprehensive GED score of 45 or
more (paper test) or 450 or more for the computer-based test, an official EDP transcript indicating the 65
required competencies, or graduation from a college or university.

Request that transcripts be forwarded to the Office of Admissions and Records from each educational
institution previously attended. Applicants must furnish transcripts of all secondary school and college
level studies accompanied by official English translations. The applicant is responsible for paying any
cost for official translation of foreign language transcripts.

Provide an official American College Testing Program (ACT) report if the applicant is under 21 years of
age. (The ACT report is not required of applicants who are 21 years old or older.) ACT scores must be
less than three years old as of the first day of the admitting term. Applicants without ACT scores or
whose ACT scores are more than three years old should contact the Motlow College Counseling and
Testing Office to schedule taking an ACT test. ACT scores on the high school transcript are acceptable.
Only one valid set of ACT scores will be used for admission and placement. The set used is the one
with the highest composite or, when two sets have the same composite, the more recent score.

Submit copies of appropriate examination certificates to the Office of Admissions and Records.

Allinternational students applying for admission pursuant to a student visa shall submit a certificate from
alicensed physician or other qualified medical authority verifying freedom from tuberculosis within thirty
days from the first day of classes, and failure to submit such certification shall result in denial of further
enroliment or admission. In the event that a student either has tuberculosis or has potential tuberculosis
requiring medical treatment, continued enroliment will be conditioned upon the determination by a
licensed physician that further enroliment does not present a risk to others and upon the student's
compliance with any prescribed medical treatment program.

International students without valid ACT/SAT scores must complete the entire COMPASS test. See
section entitled “Developmental Studies Program” (DSP) for COMPASS Test information

All international students must obtain health and accident insurance as a condition of admission and
continued enrollment at Motlow. Minimum requirements for coverage set up by the Tennessee Board of
Regents are specified on the insurance form provided by the Admissions and Records Office.
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EARLY ADMISSION

Motlow State Community College provides for admission of select students who are still involved in an

educational program in grades 9, 10, 11, and 12. Three categories—Joint Enroliment, Dual Enroliment, and
Academically Talented/Gifted—are defined to provide the opportunity for early admission.

JOINT ENROLLMENT

Joint enrollment is the enroliment of a high school student in one or more college courses for which the

student will earn only college credit. The joint enroliment category is for the student who has completed the
sophomore year in high school and is still involved in a high school program of study. The following conditions
must be met for a student to be eligible for enrollment at Motlow as a joint enrollment student:

1.

2.

The 9" and 10" grades have been completed.

The cumulative grade average (excluding deportment grades) beginning with the ninth grade aﬁd
including all high school work completed at the time of enrollment at MSCC is a minimum of 3.2 based
on a 4.0 scale or the equivalent.

When a content area in the high school curriculum corresponds to the coursework to be completed at
MSCC, the grade point average in the content area must be a minimum of 3.2 based on a 4.0 scale or
the equivalent.

The high school principal must approve the student for joint enroliment and submit a letter of
recommendation to the Director of Admissions and Records at MSCC. Anendorsement letter must also
be submitted from the student's parents or guardians.

The student must provide an official ACT/SAT report with a composite score of 19 or higher. The sub-
scores for specific disciplines should be 19 or higher for entry into collegiate level courses. Higher level
courses may have discipline-specific scores. ACT/SAT scores on the high school transcript are
acceptable. Applicants without ACT/SAT scores or whose ACT/SAT scores are more than three years
old should contact the Motlow College Testing Office to schedule an ACT test.

When the above conditions have been met, the prospective joint enroliment student must do the following:

il

Submit a completed Application for Admission form and a $10.00 non-refundable application fee to the
Office of Admissions and Records.

Request that the high school send an official transcript directly to the Office of Admissions and Records
at MSCC. If a letter of approval and recommendation from the principal has not been previously
submitted, such a letter should accompany the transcript at this time.

Letter of approval and high school transcript must be on file prior to registration.

Courses taken must be chosen by the student in consultation with his/her high school counselor and a

Motlow advisor in order to supplement, and not overlap, the total high school program. Such courses will not
necessarily count toward the high school diploma, and they will not count as part of entrance requirements for
regular admission to MSCC.
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DUAL ENROLLMENT

Dual enroliment is the enrollment of a high school student in one or more specified college courses for
which the student will be awarded both high school and college credit. Dual enrollment opportunities are
available for students whose high schools have consensual agreements with the college to offer college-level
courses for which both high school units and college credits are awarded simultaneously. To be eligible for dual
enrolliment courses, the student must:

1. Meet the same eligibility requirements as students entering under the joint enroliment category;

2. Submit a completed Application for Admission and pay a $10.00 non-refundable application fee to the
Office of Admissions and Records; and

3. Request that an official high school transcript be sent directly to the Office of Admissions and Records.
If letters of approval from high school principals and parents or guardians have not been previously
submitted, such letters should accompany the transcript. Transcripts and letters must be on file prior to
registration.

ACADEMICALLY TALENTED/GIFTED STUDENTS
Chapter 395 of the Public Acts of 1983 specifies as follows:

"Academically talented/gifted students enrolled in grades 9, 10, 11, or 12 in public or private high school
in Tennessee may, with the recommendation and approval of the high school principal and appropriate
higher education institution personnel, enroll in and receive regular college degree credit from a
Tennessee postsecondary institution if such a student has a grade point average equivalentto 3.2ona
4.0 maximum basis and if such a placement is a part of the student's planned Individual Education
Program (IEP) as established by the multidisciplinary team process."

The following conditions as described in Chapter 395 must be met for a student to be eligible for
enrollment at MSCC as an academically talented/gifted student:

1. The student is enrolled in grade 9, 10, 11, or 12. If a student is in the 9th grade, he/she has completed
at least one grading period.

2. The cumulative grade average (excluding deportment grades) beginning with the ninth grade and
including all work completed at the time of enrollment at MSCC is equivalent to 3.2 or more on a 4.0
maximum basis.

3. Enroliment in course at MSCC is part of the student's plannéd Individual Education Program (IEP) as
established by the multidisciplinary team process.

4. The high school principal must approve the student for academically talented/gifted enroliment at MSCC
and submit a letter of recommendation, a transcript, and a copy of the student's Individual Education
Program to the Vice President for Academic Affairs. Courses to be taken are to be identified in the IEP.

The school principal will be notified of action taken on the recommendation. If the proposed enroliment
is approved by the Vice President for Academic Affairs, the prospective student should submit a completed
Application for Admission form and a $10.00 non-refundable application fee to the Office of Admissions and
Records. Courses taken must be those courses specifically identified in the student's Individual Education
Program. Such courses will not necessarily count toward the high school diploma, and they will not count as part
of entrance requirements for regular admission to MSCC.
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UNDERGRADUATE ADMISSION REQUIREMENTS
UNIVERSITY BACCALAUREATE PROGRAMS
AND
COMMUNITY COLLEGE TRANSFER PROGRAMS
Effective Fall Term, 1989 (A89 Requirements)
BACKGROUND

In December, 1982, the Tennessee Board of Regents (TBR) of the State University and Community
College System endorsed--as part of its review of teacher education--the "basic academic competencies" and
“the basic academic subjects" described by the College Board in its Educational EQuality Project. Subsequently,
as part of the Comprehensive Education Reform Act of 1984, Tennessee expressed legislative intent that the
same College Board document would provide a benchmark for measurable improvement in K-12 instructional
programs. Section 99 of that Act states:

SECTION 99. Within five (5) years after passage of this act it is the legislative intent that the
instructional program shall be improved to provide measurable improvement in the subjects of Chapter Il "The
Basic Academic Competencies," Chapter Il "Computer Competency: An Emerging Need," and Chapter IV "The
Basic Academic Subjects," all as set out in Academic Preparation for College: What Students Need to Know
and Be Able to Do, published by the College Board, 888 Seventh Avenue, New York, New York, 10106, 1983.

By its action TBR asserted the position that college-level work should presume the College Board
competencies and that admitted students unable to pursue studies at that level are by definition under prepared.

PROFICIENCY IN BASIC ACADEMIC SUBJECTS

For students with the goal of a baccalaureate degree--which includes university students and those in
transfer programs at community colleges--TBR asserts that those subject outcomes acquired ideally from high
school study fall in six (6) areas: English, the arts, mathematics, science, social studies, and foreign language.

The requirements listed for TBR universities apply to all students graduating from high school in the
spring 1989 or thereafter and entering a TBR university fall 1989 or thereafter as freshman applicants for regular
admission. Undergraduate transfer applicants for regular admission who are deficient in any of these areas must
have college courses that remove the deficiency.

Community colleges will remain open admission institutions admitting all high school graduates.
However, Motlow State Community College recommends that studerits seeking admission to programs at
Motlow designed for transfer pursue the high school curriculum required for university admission. Collegiate
level courses used to remove admissions deficiencies may be used to satisfy elective credit but will not count
toward graduation requirements; non-collegiate level courses used to satisfy deficiencies may not be used to
meet elective credit. These requirements must be completed prior to the awarding of an associate degree
designed for transfer to a university.
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HIGH SCHOOL UNITS REQUIRED FOR REGULAR ADMISSION
AT ALL TBR UNIVERSITIES EFFECTIVE FALL 1989

Beginning with the fall term 1989 all TBR universities require that first-time undergraduate freshmen who
graduate from high school spring 1989 and thereafter have the high school subject units listed below for regular
admission. Students who received the General Educational Development (GED) Certificate in 1989 or thereafter
are considered to have met all high school unit requirements except those in foreign language and visual or
performing arts, and those indicated by DSP testing. However, students entering with the GED credential must
complete the entire battery of DSP tests unless they have valid ACT scores of 26 or greater (ACT is optional for
students 21 years of age or older). All TBR community colleges recommend, but do not require, the same
subject units for freshmen admitted to programs designed for transfer to baccalaureate schools. Students
admitted without these subjects must remove the deficiencies before receiving an associate degree designed for
transfer. The deficiencies may be removed by completing specifically designated courses with a grade of “C” or
better or through achieving satisfactory scores on examinations (CLEP in subject areas or COMPASS Test), if
applicable. See the following pages for details of courses and examinations.

ENGLISH ovovieveveeiiseiresesssssesessssssssssessessssesesssesssessssesssmsensssssssssessssnsassesnsaneenssnenennnss 4 R@QUIred Units

Units in this category must address reading and literature, writing, speaking, and listening, and principles
concerning the English language. Extensive experience in reading and writing should characterize all
courses.

MATHEMATICS c.ooivereeeeteeieceseesesesnesseessssssensnssssessssessesssesssssssssesstssssanmessessennennnenenenes 3 EQUIrEd Units
Units in this category must include Algebra 1, Algebra Il, and Geometry or an advanced course with
Geometry as a major component. Students are recommended to take a fourth unit in computing,
advanced mathematics, or statistics. All college freshmen will benefit by having studied mathematics as
seniors.

NATURAL AND PHYSICAL SCIENCE ........ccciiiiiiiimiiiiiiminsansssisennsne e sssssnens 2 Required Units
Units in this category must include mathematical skills, fundamental concepts, and some laboratory and
field work. At least one unit must address detailed knowledge in the more traditional fields of biology,
chemistry, or physics and must include a laboratory.

UNITED STATES HISTORY ...uvtiriiivrienieericnne it smnisisssssnsssas ssansssnssssiasssnaasiassnarss 1 Required Unit
One unit in United States History is required.

SOCIAL STUDIES ......oeeene o sissisisiiiniasissisisdisssscinsnsanisssinsmimsissmmmaasen-.ooss 1 ROQUIred Unit
For students entering as first-time freshmen fall 1993 and thereafter, one unit is required. Units may
include world history, ancient history, modern history, world geography, or European history. For
students who graduated from high school between spring 1989 and spring 1992, units may include
economics, civics, United States government, sociology, psychology, or anthropology.

FOREIGN LANGUAGE .......coioirinsrsreessrrssssessesssassssissssssnsisansssssiossnsiasssrasssssossannsstes sonse 2 Required Units
Two units in a single foreign language are required in this category. One additional unit in this category
is recommended.

VISUAL/PERFORMING ARTS ..oooiiiiieecrirereesee e sinssbasssbesssn s saesssscssssesinessseees 1 Required Unit
For students entering as first-time freshmen fall 1993 and thereafter, one unit is required. Units may
include theater arts, visual arts, music theory, music history, vocal music, instrumental music, art history,
and general music. For students who graduated from high school between spring 1989 and spring 1992,
this unit is not required.

One unit is one year of high school study of a given subject. Applicants who attended high schools
not offering the required courses may be admitted to a university but must remove the deficiencies during the
first 64 semester (or 96 quarter) hours. Transfer students must remove any deficiencies prior to regular
admission. Collegiate level courses used to remove admissions deficiencies may be used to satisfy elective
credit but will not count toward graduation requirements; non-collegiate level courses used to satisfy deficiencies
may not be used to meet elective credit. These requirements must be completed prior to the awarding of an
associate degree designed for transfer to a university.
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REMOVING UNIT DEFICIENCIES

The Tennessee Board of Regents (TBR) standards state that students who graduated from high school
in spring 1989 or later and were admitted to Motlow College as first-time, degree-seeking students in the
University Parallel major in fall semester 1989 or later are subject to all 1989 admission requirements. Students
who received the GED credential in 1989 or later are considered to have met all high school unit requirements
except those in foreign language, visual or performing arts, and those indicated by placement testing. Students
must remove all deficiencies before they can be granted the Associate of Arts, Associated of Science, or
Associate of Science in Teaching degree.

Unit deficiencies may be removed by one of the following methods: (1) scoring at the college level on
the ACT, SAT, or COMPASS test, (2) passing the CLEP test in the subject areas, or (3) completing the required
DSP Basic or Developmental course with a minimum grade of “C.” Hours earned in DSP' Basic and
Developmental courses may not be used to satisfy any hours required in any degree program. Hours earned in
college-level courses which are used to remove unit deficiencies may be used as general electives, but they may
not be used to satisfy any general education requirement or any requirement in the area of emphasis in the
University Parallel major.

Students must try to remove at least one unit deficiency each semester by passing a course or earning
CLEP credit. Students must completed unit deficiencies before enrolling in any course for which the deficient
subject is a prerequisite.

USE OF COMPASS TESTING FOR STUDENTS WITH DEFICIENCIES IN ADMISSION REQUIREMENTS

Students with high school unit deficiencies may be admitted to community colleges and, through
alternative admission, to TBR universities. ACT, SAT, or COMPASS test scores may remove unit deficiencies.
Students in the following categories may take the COMPASS test:

1. Students entering with the GED credential who have not taken the ACT must take all parts of the
COMPASS test for placement.

2. International students must complete all parts of the COMPASS if not placed by ACT or SAT scores.

3. Students age 21 or older who have not taken the ACT test must take all parts of the COMPASS test for
placement.

4. Students with high school unit deficiencies in English or algebra must take the appropriate COMPASS
English or mathematics tests.

5. Transfer students with high school English or mathematics unit deficiencies must take the appropriate
COMPASS English or mathematics tests. '

NOTE: Students with a valid Enhanced ACT composite score of 26 or higher are considered to have met all high
school unit requirements except those in foreign language and visual or performing arts. Deficiencies in those
units should be removed within the first 30 hours after the student enrolls. Students with an Honors Diploma in
General Education from a Tennessee public high school are considered to have met all high school unit
deficiencies.
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ENGLISH - 4 units required

ASSESSMENT AND BASIC/DEVELOPMENTAL COURSES. A student deficient in English will be
required to take the reading and English portions of the COMPASS test unless the student's valid ACT
composite score is 26 or greater. If assessment indicates deficiency based on existing cutoff scores correlated
to criteria for college-level work, the student will be required to enroli in Basic/Developmental courses and follow
all established requirements for Basic/Developmental courses. Students will be restricted in the types of courses
they may take while enrolled in Basic/Developmental courses. Successful performance on the COMPASS test
or successful completion of Basic/Developmental courses meets the requirements for removing the deficiency in
this subject area. Credit hours earned by completing basic and/or developmental level courses are add-on hours
and will not be used as any part of the total hours required to earn an associate degree or certificate of credit.

ALGEBRA | AND Il - 2 units required

ASSESSMENT AND BASIC/DEVELOPMENTAL COURSES. A student deficient in algebra will be
required to take the appropriate mathematics portions of the COMPASS test unless the student's valid ACT
composite score is 26 or greater. If assessment indicates deficiency based on existing cutoff scores, the student
will be required to enroll in Basic/Developmental courses and follow all established requirements for
Basic/Developmental courses. Students will be restricted in the types of courses they may take while enrolled in
Basic/Developmental courses. Successful performance on the COMPASS test instrument or successful
completion of Basic/Developmental courses meets the requirements for removing the deficiency in this subject
area. Credit hours earned by completing basic and/or developmental level courses are add-on hours and will not
be used as any part of the total hours required to earn an associate degree or certificate of credit.

GEOMETRY OR OTHER ADVANCED MATHEMATICS COURSE WITH GEOMETRY AS A MAJOR
COMPONENT - 1 unit required

MATH 0990 GEOMETRY. A student deficient in the Geometry/Advanced Mathematics unit willremove
the deficiency by completing, with a grade of "C" or better, MATH 0990 Geometry. Credit hours earned in MATH
0990 are add-on hours and will not be used as any part of total hours required to earn an associate degree or
certificate of credit.

NATURAL/PHYSICAL SCIENCES, INCLUDING AT LEAST ONE UNIT, WITH LAB, OF BIOLOGY,
CHEMISTRY, OR PHYSICS - 2 units required

Students deficient in one or two units of high school science should consult with their advisors before
selecting the course or courses needed to remove high school deficiencies. Students must remove deficiencies
with course(s) other than those science courses completed in high school and those science sequences required
for their respective emphases. Students may remove the deficiency(ies) by completing with a grade of “C” or
better in each, any one or two (as needed) listed below:

BIOL 1030, Introduction to Biology

PSC 1030, Survey of Physical Science
GEOL 1030, Survey of Geology

BIOL 1110, General Biology |

BIOL 1120, General Biology Il

CHEM 1110, General Chemistry

CHEM 1120, General Chemistry |

PHYS 2010, Non-Calculus Based Physics |
PHYS 2020, Non-Calculus Based Physics Il

The awarded hours remove the AB9 deficiency(ies) and are used as elective hours. Additional courses
must be completed to meet the general education requirement of eight semester hours of collegiate science in all
University Parallel emphases.
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CLEP EXAMINATION. A student deficient in science may remove the deficiency by completing a CLEP
examination in Biology with a minimum score of 50. If the CLEP examination is successfully completed, eight
semester hours of credit are awarded to remove the deficiency. If a student is deficient in two units of science,
the eight hours awarded through CLEP will remove the deficiency and will be used only as elective hours.
Additional courses must be completed to meet the general education requirement of eight semester hours
college science. If a student is deficient in only one unit, four hours of credit remove the deficiency and become
part of elective hours, and the four remaining hours may be used in meeting program requirements. An
additional four semester hours must be earned to complete the general education requirement.

UNITED STATES HISTORY = 1 unit required

HIST 2010 UNITED STATES HISTORY |. A student deficient in United States History may remove the
deficiency by completing, with a grade of "C" or better, HIST 2010 United States History I. A student who
removes the deficiency with HIST 2010 will complete the six semester hours in the general education
requirement by completing either of the following: HIST 2020 United States History Il with HIST 2030 Tennessee
History or HIST 1010 Western Civilization | with HIST 1020 Western Civilization Il or HIST 1110 Survey of World
Civilization | and HIST 1120 Survey of World Civilization II.

CLEP EXAMINATION. A student deficient in United States History may remove the deficiency by
completing a CLEP examination in American History with a minimum score of 50. If the CLEP examination is
successfully completed, six semester hours of credit are awarded. Three of the awarded hours remove the
deficiency and are used as elective hours. The three remaining hours may be used to meet degree
requirements. In order for a student to meet the general education requirements in history, the student must take
either HIST 2030 Tennessee History or both HIST 1010 Western Civilization | and HIST 1020 Western
Civilization Il or HIST 1110 Survey of World Civilization | and HIST 1120 Survey of World Civilization .

SOCIAL STUDIES - 1 unit required

A student deficient in Social Studies may remove the deficiency by completing, with a grade of "C" or
better: GGY 2010, World Geography; or POL 1110, American Government. For students who graduated from
high school between spring 1989 and spring 1992, PSY 1100, Psychology of Human Relations, may be used to
remove a deficiency by completing the course with a grade of "C" or better. Also for students who graduated
from high school between spring 1989 and spring 1992, the social studies deficiency may be removed by
completing a CLEP examination in Psychology or Sociology with a minimum score of 50. If the CLEP
examination is successfully completed, three semester hours of credit are awarded for either PSY 1310, General
Psychology [, or SOC 2110, Introduction to Sociology, as appropriate. The awarded hours remove the deficiency
and are used as elective hours.

VISUAL/PERFORMING ARTS - 1 unit required

A student deficient in one unit of visual/performing arts may remove the deficiency by completing, with a
grade of "C" or better, ART 1030 Art Appreciation or MUS 1030 Music Appreciation. The awarded hours remove
the deficiency and are used as elective hours. In order for the student to meet the general education humanities
requirement, the student must take another elective chosen from ART 1030, COM 1030, or MUS 1030.

FOREIGN LANGUAGE - 2 units required

SPAN 1001, SPAN 1002, ELEMENTARY SPANISH | AND Il; FREN 1001, FREN 1002, ELEMENTARY
FRENCH | and Il (introductory language courses especially designed to remove foreign language deficiencies);
SPAN 1010, SPAN 1020, BEGINNING SPANISH | and Il; FREN 1010, FREN 1020, BEGINNING FRENCH | and
Il. A student deficient in two units of foreign language may remove the deficiency by completing, with a grade of
"C" or better in each course, the first year sequence of either French or Spanish. A student deficient in one unit
of foreign language may remove the deficiency by completing the second semester of the first year sequence of
either French or Spanish. To enroll in the second semester of the sequence, the student must demonstrate
proficiency in the first semester course. If the student cannot demonstrate proficiency, the entire first year
sequence must be completed. In the event that a student has one unit of high school foreign language other
than in French or Spanish, the two-course first year sequence in French or Spanish must be completed. To
qualify for the Associate of Arts degree, the student must complete an additional year of foreign language.
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CLEP EXAMINATION. A student deficient in foreign language may remove the deficiency by completing a
CLEP examination in French, German, or Spanish with a minimum score of 50. If the CLEP examination is successfully
completed, six semester hours of credit are awarded. If a student is deficient in two units of foreign language, the six
hours awarded through CLEP will remove the deficiency and will be used only as elective hours. If a student is deficient
in only one unit, three hours of credit remove the deficiency and become part of elective hours, and the three remaining
hours may be used in meeting program requirements. To qualify for the Associate of Arts degree, an additional year of
foreign language must be completed.

COMPUTER COMPETENCY

Motlow State Community College recognizes the importance of computer competency. Effective fall term 2006,
the college requires all new degree-seeking students to demonstrate computer competency either by passing a
computer-competency test prior to their first registration or successfully completing BIT 1150, Introduction to
Microcomputers during the first term of enroliment. Programs of study requiring coursework with the prefix BIT, CST, or
INFS do not need to take the computer competency test nor enroll in BIT 1150 to meet this requirement. A list of
computer skills required and other information about computer competency can be accessed at the college website —
www.mscc.edu. Students electing to take the computer competency test should contact the Testing Center on the
Moore County campus at 931-393-1762 or 1-800-654-4877--, ext. 1762; the director’s office at the Fayetteville Center
(931-438-0028); the director’s office at the McMinnville Center (931-668-7010); or the director’s office atthe Smyrna Site
(1-800-654-4877).

EXPENSES AND BUSINESS REGULATIONS

Motlow State Community College is a state-supported institution and, therefore, maintains modest
matriculation and incidental fees. Expenses are charged and payable by the semester since each semesteris a
separate unit of operation. A student may enroll at the beginning of any semester. Registration for each
semester is not complete until all required fees have been satisfied, and no student may be admitted to classes
without having met his or her financial obligation. Payment of fees may be made by cash, check, MasterCard or
VISA credit card, or electronically by phone with a credit card. A deferred payment plan is also available.
Information regarding deferred payment is available in the Business Office.

Students are classified as residents or non-residents for the purpose of assessing tuition charges. The

definition of residency as determined by the Tennessee Board of Regents will apply. Information about
residence classification may be obtained from the Office of Admissions and Records.

The Tennessee legislature has declared that a limited number of residents of Jackson or Madison county
in Alabama may attend Motlow State Community College for the same rates as residents of Tennessee. Contact
the Office of Admissions and Records for details.

MAINTENANCE AND TUITION FEES

(THESE FEES AND ALL OTHER FEES GIVEN IN THIS CATALOG ARE SUBJECT TO CHANGE BY POLICY OF THE
TENNESSEE BOARD OF REGENTS.)

At the Tennessee Board of Regents meeting a fee increase was approved and became effective in the
fall 2005 semester. The effect of this increase for Motlow State Community College is as follows:

Full-time students (12 or more hours):

ROSIHENS Of TENNESSEE ...v.veeereererseeerenesesesnesssenessssessssssassssesssssrssssnesssssssssssrssssesssessenssssissssssnsnsensens 91,07 1.00
Non-residents (out of state)
MEINTENANCE OO .vrereereeereeererereresreeseresessssssesesesssseeaseamssssssesessessssenmrsnesnneessssnnnnens 91,07 1.00 per semester
TUIION wevereeieeoeeressersesessessessnsessesesseneasassenssessessstsssassssnsessrssressssnersensersmnamsenennessensnnnnns 93,207.00 pEr S€MeESter
TORAL cvrviseerererereresessnaseseesessesessenssesnessssesesaresessssessssssrsssnnsssesesssenemsssenrnennnenneennanensenes 94,21 8.00 PEr SEMOStOr
Part-time students:
ROSIAONS Of TENNESSEE +vvvrveerersirecriissiessesissssesessssssseassssssssssessssssenensenennneneeneenes 99 1,00 PEF S@MeESter hour
Non-Residents
MEINEENANCS FOO v.evevereeeriieeereerereesereesesessasssssssenssansssenmssssssssnssenesessesnsennnenenseeesnneneess 99 1,00 peF Credit hour
TUIION v eeeesevssesiesesessesesaesesee st sreeseseeenseressssssesssesssseasssesmanssssenersesnssesessarnsenneeerennne 927 8,00 per Credit hour

TO AN et sssseseesess e eseessessenebens e esereesenstsssensensteseanssannensrsssasseseressrensenneenneereenes: $309.00 per credit hour




Regents Online Degree Students:

Non-Residents:

Maintenance Fee....caiieiicissiissisisssassasiseisisssssrissisiassssasisievssedberonsiosnsioves
On-Line Course Fee.............cccovinnnvnene
TUIION e eeeeaere e aennraens
TOtal ..ovevrrererir v i s RS e
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..................................................................... $91.00 per semester hour

vreeneennenn $37.00 per semester hour

e S SRS $128.00 per semester hour

cevennens $91.00 per semester hour

..................................................................................... $37.00 per hour
.................................................................. $278.00 per semester hour
................................................................... $406.00 per semester hour

NOTE: Regents degree courses are all charged at a per-hour rate and viewed separately from on-campus
courses. Regents fees are not included in the full-time cap applicable to all other types of courses.

Pursuant to TCA 49-7-113, the Tennessee legislature has provided specific exceptions for payment of
registration fees for certain disabled and elderly students domiciled in Tennessee as outlined below. The
privilege to enroll under these exceptions may be denied based on space availability.

For credit enroliment, a nonrefundable service fee of $75 per semester will be charged to persons with
a permanent total disability, and persons who will become sixty-five (65) years of age or older during the
academic semester and who are domiciled in Tennessee. This fee includes maintenance fees, campus
access fees, student activity fees, and technology access fees; it does not preclude an application fee.
For audit enroliment, no fee is required for persons with a permanent total disability or persons who
become sixty (60) years of age or older during the academic semester and are domiciled in Tennessee,
and persons who have retired from state service with 30 or more years of service, regardless of age.

Pursuant to TCA 49-7-102, certain statutory fee exceptions exist for dependents and spouses of military
personnel killed, missing in action, or officially declared a prisoner of war while serving honorably as a
member of the armed forces during a period of armed conflict.

Registration and tuition fees for the summer semester will be the same as for the other two semesters.
Fees for auditing a course will be the same as the fees paid if taking courses for credit. Enrollment for audit may
be subject to space availability.

Enrollment under employee fee waiver programs, i.e., State of Tennessee, Tennessee Board of
Regents, and University of Tennessee, is subject to the availability of space in the class being requested.
Students enrolled under fee waiver programs may pre-register no earlier than four weeks prior to the first day of
classes.

REGISTRATION FEES

Campus Access Fee, each semester, NONrefundable........cccoviircininrcrnrecs e e $6.00
The campus access fee will be assessed each student who registers for credit classes and students
taking general interest CED classes which meet for eight weeks or longer. If a student enrolls in both
credit and general interest classes or in more than one general interest class to which the fee applies,
the student will pay this fee only once during the semester.

Technology Access Fee, each SEMESr .........oovviviiviiciieiiisiiieesieiiee e $9.00 per credit hour up to 11 hours
or $112.50 for 12 credit hours or more

Student Activity Fee, each semester, nonrefundable...........ccccocviniiiiiiinii $5.00
The activity fee is to be paid by students taking six or more credit hours.
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PROGRAM AND SERVICE FEES

Late Registration Fee, nonrefundable... ..$25.00
This fee will be charged during the entlre perlod of Iate reglstratlon as |nd|cated in the ofﬂcnal calendar
for each term published in the class schedule.

Deferred Payment Plan Fees, nonrefundable
Administrative Fee, each semester that deferred plan is elected$25.00
Late Payment fee, for each installment payment paid after due date$25.00

Nursing Competency Test Fee, nonrefundable

FroShMan ...t i asassanissanmsnnanmimasasuemnvos 930.00

SOPROMONE........... isibisssassasiiiasiinssas AT TSNS ETa s eI eseassssmiecoc 93 0. 00

Nursing Lab Fee, per lab section, nonrefundable ..., $8.00

ON-lING COUSE FEE vvvvvereereeeeeereesessseessessissessssismssssssssinsssisssssaessssassssaesssanenensensensn $37.00 POI SEMeEStEr hoOUr
OTHER FEES

Application Fee, one-time, NoNrefundable .............cccviiiriiiiieercsnismiemsesssesissnassssmsmsesessessnsesssenessnessesanes $ 10,00

Graduation Fee, NONTefUndable ..........cccuiiieirriiiniies s isssrs e ssssssas e sssnesrnssassesebasteriessrnesssanassnases $25.00

This fee covers the cost of the diploma, cap and gown, and other graduation expense. This fee mustbe
paid by November 1, before an “Intent to Graduate” form will be processed by the Office of Admissions
and Records.

College Level Examination Program (CLEP)....covurineriiniiininannn s s it proAvian e sea s ses ot $55 00 per test
Optional essay fee... ...$10.00
Non-Motlow students are also reqmred to pay a $1 5 00 reglstratlon fee for CLEP testlng

General Education Development (GED) Test FEE ..o, $50.00 for initial testing

GED Retest Fee, NONrefuNdable..........ocevccieiiinimeesinnienensssssessessnesneenssenneneneenene. 910.00 per test section

ACT Residual Test Fee, Nonrefundable..........cviireriiireecesreseisersamssesseressessessessesssssssesessansesseneness 927,00 POr teSt

COMPASS Test Fee, NONrefundable.........ouiriirrieiiecsmeisessisesssesisissneesnsssnssssssnenenenses 910,00 per part

$20.00 for entire test

Correspondence Test Fee, nonrefundable o eereireeaeateaateseearesatsereeereerstersenererasessersessaessnereresaeensessaneanesness 9 19,00

Library Fee

Overdue Books, per book10 cents per day to a maximum $10.00
Overdue Reserve Books, per book25 cents per library operating hour, to a maximum $10.00
Fines for lost materials are posted in the Library.

Interlibrary Loan Fee — Fee for non-pickup of requested material ... $5.00
Nursing Entrance Examination Fee, nonrefundable ssssnssmmsmasspmms sy S 2. 00
Returned Check Fee, per returned check, nonrefundable...........ciiiiiiii. $30.00

Traffic Violations Fee
First and second violation, each$5.00
Each violation thereafter$10.00

Disabled Parking Violation
Each violation$100.00
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VEHICLE REGISTRATION AND PARKING

Any regular student, faculty member, or staff member who expects to operate and park a privately owned
vehicle on campus must register the vehicle with the Business Office and obtain an official registration hangtag,
valid from August 1 through July 31 of the following year. If needed, students may obtain additional hangtags at
the Business Office.

Designated parking areas are provided for students with disabilities. A special parking hangtag for
students with disabilities is available from the College Nurse upon the recommendation of a physician or based
on an evaluation of the disability by the College Nurse.

In an extreme emergency when a non-registered vehicle is necessary for a limited time, the student must
secure a temporary parking permit from the Vice President for Student Affairs and Institutional Advancement in
order not to be subject to a charge for parking violation. This means even for one day.

The first and second parking violation, during each academic year, except disabled parking violations,
will result in a $5.00 charge for each violation. The charge for each regular violation thereafter will be $10.00 and
a warning of disciplinary action. A $100.00 charge will be assessed for the each disabled parking violation.
Failure to resolve parking violations by payment in the Business Office or by appeal will result in an official hold
being placed on all student records. Students, therefore, will neither be able to receive their grades for the
current semester nor register for subsequent semesters.

APPEAL OF A CITATION FOR VIOLATION OF
VEHICLE REGISTRATION AND/OR PARKING REGULAT!ONS

Any student may appeal his or her notice of a vehicle registration/parking violation to the Vice President
for Student Affairs and Institutional Advancement. Appeals must be made within one week of the time of the
citation for the violation. Ignorance of parking regulations will not be considered as a reason for appeal.

RETURNED CHECKS

There is a $30.00 charge for any check tendered for payment to the college that is subsequently
dishonored and returned by the bank. Returned checks received for the payment of registration fees, if not
redeemed within ten calendar days from the postmark date of the institution's letter of notification, shall result in
the disenrollment of the student. A late fee of $25.00 will also be assessed for any returned check that was
tendered for registration fees, unless the student registered late initially.

For other returned checks cashed on campus, an opportunity to redeem the check shall be allowed; and,
if the check is not then redeemed, a formal notice will be sent by registered mail to the drawer. Failure to
redeem the check after formal notice shall result in the initiation of college disciplinary action.

No student may re-enroll, graduate, receive grades, or receive a transcript of his or her record until all
accounts are settled. The term "account" includes any indebtedness to the college.

The above policy on returned checks is in accordance with recommended and approved policies of the
State University and Community College System of Tennessee.

REFUNDS AND REPAYMENTS

A student may be eligible for a refund of institutional charges, based on a change in enroliment status
due to: (1) dropping a course or courses, (2) withdrawing from college, (3) cancellation of a class by the
institution, or (4) death of the student. Refund processing requires three to four weeks for completion. Students
receiving Federal Title IV grants, loans, and state grants/scholarships are required to notify the Financial Aid
Office upon changing enroliment status by dropping any class or upon withdrawing from the institution.
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INSTITUTIONAL FEES

1. Seventy-five percent of fees will be refunded for drops or withdrawals that occur within the first 14
calendar days of an academic term, beginning with and inclusive of the first official day of classes, or
within an equivalent period for a short-term course. Twenty-five percent of fees will be refunded
following expiration of the 75 percent refund period, to the point in time when 25 percent of the term is
completed. No refunds will be made beyond the 25 percent point.

2. One hundred percent of fees will be refunded for classes canceled by the institution.

3. One hundred percent of fees will be refunded for withdrawals prior to the first day of classes for the
regular academic terms and summer sessions.

4. One hundred percent of fees will be refunded in case of death of the student.

Fees discussed above include Maintenance and Technology Access Fees only. All other fees are
non-refundable. '

Summer term refunds will be based on the above procedures with time periods for half-summer terms
being prorated as a percentage of a regular term.

No refunds will be made for a general interest class unless the class is canceled.

FEDERAL FINANCIAL AID RETURN TO TITLE IV

Federal Title IV regulations require Motlow College to recalculate the federal financial aid eligibility for
each student who withdraws from the institution at or before the 60 percent point of the term. Eligibility is based
on the number of calendar days completed in the term at the point of withdrawal. Students who stop attending
classes without initiating the formal Motlow College withdrawal process will be assigned a withdrawal date based
on their documented last-date-of-attendance in their classes.

Example:

A student withdraws on the 30" day of the term, which is 120 days in length. The student has completed
25 percent of the term, thus, is only eligible for 25 percent of the federal financial aid awarded for that term.
Therefore, Motlow College must return 75 percent of the federal aid originally retained by the college to satisfy
the student’s institutional fees. As a result, the student will receive a billing statement from the Motlow Business
Office for that portion of the fees no longer covered by federal financial aid.

In addition, the student is required to repay a portion of the federal financial aid received for personal and
living expenses for the term. The initial amount to be returned in this example is based on a 75 percent
calculation; however, to ease the repayment burden on the student, the following guidelines apply:

1. The student is required to repay only 50 percent of the portion of the initial repayment amount that is
attributable to Federal Pell Grant and Federal Supplemental Educational Opportunity Grant funds
disbursed directly to the student. The student will be billed for the required amount and must make
repayment arrangements with Motlow State Community College. Failure to make repayment within 30
days of notification will result in the matter being referred to the U.S. Department of Education Debt
Collection Service, and the student will be unable to receive future federal financial aid funds from any
educational institution until repayment has been satisfied.

2. The student is required to repay 100 percent of the portion of the initial repayment amount that is
attributable to Federal Direct Loan funds disbursed directly to the student. However, payment of this
amount will be made in accordance with the original terms of the promissory note associated with the
loan.

All required repayments to Federal Title [V programs will be distributed in the following order: (1) Federal
Direct Unsubsidized Loan, (2) Federal Direct Subsidized Loan, (3) Federal Pell Grant, (4) Federal Supplemental
Educational Opportunity Grant, and (5) any other applicable programs (ex. TELS, TSAA, etc.).

Any refunds calculated for students who received financial assistance from sources other than
Federal Title IV funds will be refunded according to each source’s policy.
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DEFERRED PAYMENT PLAN

A deferred payment plan is available to allow students to pay registration fees in instaliments. The plan

does not apply to books or to non-credit classes and is available for Fall and Spring semesters only. All students
in good financial standing are eligible to participate in the deferred payment plan. Total fees eligible for
deferment must be at least $600 after application of any financial aid awarded to student. (Fees not eligible for
deferment include application fee, campus access fee, student activity fee, late registration fee, and any account
balance from prior terms.)

w

To participate in the deferred payment plan, you must complete a Deferred Payment Contract. Contract
forms are available in the Business Office on the Moore County (Main) campus and in the administrative
offices at the McMinnville Center, Fayetteville Center, and Smyrna Site.

The plan requires an initial payment consisting of all ineligible fees and 50% of deferred fees plus a $25
administrative fee at the beginning of the term. The remaining balance wili be paid in equal installments,
the first of which is due approximately 30 days following the beginning of the term and the second,
approximately 30 days following the first. (Due dates will be specified in the Deferred Payment Contract
which must be signed by the student to initiate participation in the plan.)

A late fee of $25 will be charged for any installment payment that is late.

Students who fail to pay the required initial payment by the appropriate (preregistration or regular
registration) last day to pay fees specified in the term calendar will be deleted from the class rolls.

Students who fail to pay the second and/or third installments will have their records placed on hold. The
College will proceed with collection procedures as required by the Tennessee Board of Regents,
Guideline B-010, including submission to a collection agency, if necessary.

Initial payment and subsequent installments may be paid by cash, check, or credit card. (Credit card
payment by WEBWAY is not available for the initial payment for the deferred payment plan participants.)

Withdrawa! from classes does not forgive any remaining balance due except to the extent that any
refund, as determined by the College's refund policy, will be applied to the balance due. Refunds for
students on deferred payment contracts are calculated based on the total fees assessed, not the portion
of the fees actually paid at the time of the refund.

A student who fails to make timely payments in a previous term may be denied the right to participate in
the deferred payment plan in future enrollment periods. Any student who makes a payment with a check
which is subsequently returned will be denied participation in the Deferred Payment Plan in all future
terms.

The student is required to repay only 50 percent of the portion-of the initial repayment amount that is
attributable to Federal Pell Grant and Federal Supplemental Educational Opportunity Grant funds
disbursed directly to the student. The student will be billed for the required amount and must make
repayment arrangements with Motlow State Community College. Failure to make repayment within 30
days of notification will result in the matter being referred to the U.S. Department of Education Debt
Collection Service, and the student will be unable to receive future federal financial aid funds from any
educational institution until repayment has been satisfied.

The student is required to repay 100 percent of the portion of the initial repayment amount that is
attributable to Federal Direct Loan funds disbursed directly to the student. However, payment of this
amount will be made in accordance with the original terms of the promissory note associated with the
loan.

All required repayments to Federal Title IV programs will be distributed in the following order: (1) Federal

Direct Unsubsidized Loan, (2) Federal Direct Subsidized Loan, (3) Federal Pell Grant, (4) Federal Supplemental
Educational Opportunity Grant, and (5) any other applicable programs.

Any refunds calculated for students who received financial assistance from sources other than

Federal Title IV funds will be refunded according to each source’s policy.
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STUDENT FINANCIAL AID
Motlow State Community College School Code: 006836

The Financial Aid Office of Motlow State Community College is located in the Forrester Student Center on
the Moore County Campus, (phone: 1-800-654-4877, ext. 1553, or (931) 393-1553) financial aid personnel are
available during regular hours to discuss any student's financial need with him/her and assist with the financial
aid process for students on any Motlow Campus. Additionally, student services staff at Fayetteville, McMinnville,
and Smyrna will assist with the financial aid process.

The following financial aid sections outline current provisions; but since regulations and funding for
institutional, state, and federally supported programs are subject to change, the College reserves the right to
administer the programs accordingly.

The primary purpose of the financial aid program at Motlow College is to provide assistance to students
who, without such aid, would find it difficult to attend the College successfully. Motlow College adheres. to a
nationally established policy and philosophy of financial aid for education. Basically, this policy is that students
and parents have the first responsibility for financing an education. However, when it is determined that a family
cannot meet the educational costs, then financial assistance may be available. Motlow College provides this
assistance through federal, state and private sources. All students are encouraged to apply for aid if they feel
they have the need. To determine if there is need for assistance, students must complete and submit the Free
Application for Federal Student Aid (FAFSA) to the United States Department of Education, which takes into
consideration the factors that affect a family's financial status. The FAFSA can be filed on-line at
www.fafsa.ed.qov.

HOW TO APPLY

Students receiving financial assistance are responsible for completing all necessary paperwork far
enough in advance to assure proper credits to their accounts. Student not meeting this requirement may be
required to pay in advance of receiving any financial assistance.

1. FinanciaItAid is awarded on a first-come, first-served basis. The priority deadline at Motlow College is
March 1%,

2. The student must apply and be accepted for admission to Motlow College. Final high school transcripts
or GED transcripts must be in place with Admissions and Records prior to any financial aid being
processed. Transfer students must have all previous college transcripts in place with the Admissions
and Records office prior to any financial aid being processed.

3. The student must be enrolled as a regular student and must be working toward an approved degree or
certificate program. Students who hold a bachelor’s degree or higher are not eligible to receive federal or
state grants.

4. Toreceive full consideration for all funds available through Motlow College, all applicants must complete
the Free Application for Federal Student Aid (FAFSA). The application process is FREE and can be
located on-line at www.fafsa.ed.gov or obtained in the Financial Aid Office, Fayetteville or McMinnville
Centers, Smyrna Site, or in local high school Guidance Offices. The school code to have information
sent to Motlow State Community College is 006836. All information received in the Financial Aid
Office is kept in strictest confidence. Questions concerning the FAFSA can be directed to the Federal
Processor at 1-800-4-FED-AID.

5. THE STUDENT MUST REAPPLY FOR AID EACH YEAR BY SUBMITTING A NEW FAFSA AND
REQUIRED INSTITUTIONAL FORM. Institutional financial aid forms are available on-line by going to
www.mscc.edu and clicking on Financial Aid under Quick Links.

6. Students interested in applying for scholarships and other grants must complete and submit a Motlow
State Community College Scholarship Application, according to directions, on or before March 1%. This
application is available on-line by going to www.mscc.edu and clicking on Financial Aid under Quick
Links.
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GENERAL INFORMATION

Motlow College uses the results from the FAFSA in awarding all federal and need-based programs,
including the Tennessee Education Lottery Scholarship Program. The student will receive a Student Aid Report
(SAR) from the processor by mail or e-mail depending on how the FAFSA was filed. The college receives a
similar report from the federal processor provided that Motlow was listed as one of the schools the student was
interested in attending. Some students will be selected by the processor or by the school for a process called
verification. If the application is selected, additional worksheets and documentation will have to be supplied to the
Financial Aid Office prior to the student receiving financial assistance. Students can review their status on-line at
anytime by logging into Motlow Student Web at hitp://webreq.mscc.edu/ahomepg.htm or print the Motlow
financial aid forms by going to www.mscc.edu and clicking on Financial Aid under Quick Links.

Motlow College calculates financial need by deducting the estimated family contribution (EFC) from the
cost of attendance (COA). The EFC is provided on the Student Aid Report (SAR) from the Department of
Education. The COA is based on an allowance for tuition and fees, room and board estimates, books and
supplies estimates, transportation estimates, and miscellaneous expense estimates along with other calculations
depending on the student situation (COA may be prorated for students who are not full time or enrolled in special
programs). Information on the Cost of Attendance budget is available in the financial aid office or on-line by
logging into Student Web. Once financial need is calculated the Pell Grant and the Tennessee Education Lottery
Scholarship are awarded if the student is eligible, followed by other resources. Other resources include but
are not limited to Vocational Rehabilitation benefits, VA benefits, WIA benefits, TRA benefits, private and
institutional scholarships, discounts and fee waivers, federal supplemental educational opportunity grant
(FSEOG), federal work study, Tennessee Student Assistance (TSAA), loan programs, etc. Motlow College
reserves the right to adjust any award because of changes in eligibility or enroliment status. Any adjustments
resulting in a balance due on the student account is the full responsibility of the student to repay.
Financial aid recipients are required to inform the Financial Aid office of any resources awarded to them, such as
scholarships, loans, grants, etc., by any source other than Motlow College. Failure to do so may result in later
reductions or cancellations of assistance.

All awards are contingent upon (1) the number of hours for which the student enrolls each academic
term; (2) students ability to maintain satisfactory academic progress as outlined later in this section of the
catalog; (3) the availability of federal, state, and institutional funds; and (4) Motlow’s receipt of those funds. Thus,
Motlow College reserves the right to adjust student awards accordingly. All awards, with the exception of Federal
and Campus Work Study (if applicable), will be credited to the student Business Office account each academic
term and applied toward institutional charges. Any funds remaining will be made available to the student
generally within seven business days via a check, which the student may pick up at the Business Office.
Students at the off-campus locations may have a longer delivery time on checks. To pick up a financial aid
check, the student must present a photo ID and a current copy of his/her class schedule, upon which the student
must have original signatures of instructors certifying the student’s attendance and progress in class. Checks
not picked up within 30 days of its print date may be voided, and the funds returned to the appropriate
financial aid program(s).

Students must be enrolled in a degree or a certificate program in one of the following areas: Associate of
Science, Associate of Arts, Associate of Applied Sciences, or Technical Certificate. Financial aid is available only
for one of the degrees/certificates. A second degree will be considered if it is in a different degree. A completed
financial aid appeal form will be required for this consideration. Please contact the financial aid office for
additional details.

RETURN TO TITLE IV

Students who received or could have received federal financial aid must be processed through the
Return to Title IV calculation if they withdraw officially/unofficially prior to completing 60% of the academic term.
As a result the student could be required to return all or a portion of financial aid funds received. For additional
information, please refer to the Refund and Repayment section of this catalog under the heading Financial Aid
Return to Title IV. If students experience any difficulties while attending Motlow, please contact the Financial Aid
Office to discuss options before stopping class attendance or initiating the formal withdrawal process. Students
who stop attending all classes prior to the end of the term are considered to have withdrawn unofficially.
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SATISFACTORY ACADEMIC PROGRESS

All students at Motlow College who receive federal financial aid must make satisfactory academic
progress toward completion of their degrees/certificates within a reasonable period of time. The College’s
standing committee on financial aid has approved the following standards defining satisfactory progress, in
accordance with regulations issued by the U.S. Department of Education. Satisfactory academic progress is
measured at the end of each term of enroliment utilizing the standards stated below. Other federal, state,
private, and institutional assistance programs may have the same or other satisfactory progress requirements
not shown.

Students are considered to be making satisfactory progress if he or she:

Is admitted and enrolled as a degree/certificate student

Meets the minimum academic retention standard required for financial aid recipients
Maintains measurable progress toward the completion of the degree/certificate
Complete degree/certificate requirements within a reasonable length of time

ACADEMIC RETENTION STANDARDS
In order to maintain the minimum scholastic requirements, the student must maintain a minimum GPA
based on the number of hours attempted on the following scale (including transfer credit and
remedial/developmental credit):

Associated Degree Programs:

Semester Hours Attempted Minimum Cumulative GPA
00.1 - 14.0 1.0
14.1 - 26.0 1.4
26.1 - 40.0 1.7
40.1 - 48.0 1.8
48.1 -56.0 1.9
56.1 — and above 2.0

Certificate of Credit Programs:

Semester Hours Attempted Minimum Cumulative GPA
00.1 - 08.0 1.0
08.1 - 14.0 1.3
14.1-18.0 1.7
18.1 — and above ; 2.0

MEASURABLE PROGRESS REQUIREMENTS

In order to maintain measurable progress toward the completion of their degrees/cettificates, students
must successfully complete 67 percent of all hours attempted. (Hours attempted include completed hours,
repeated courses, dropped courses, withdrawals, incomplete courses, and all transfer courses).

REASONABLE LENGTH OF TIME REQUIREMENT

At Motlow College, a reasonable length of time for completion of a degree program is defined as no
more than 90 hours of college level work to complete a degree program. The reasonable length of time for
completion of a certificate is defined as no more than 40 hours of college level work to complete a certificate
program. Students who are required to take remedial/developmental courses for their degree/certificate program
may receive federal financial aid for a maximum of 30 hours of remedial/developmental.
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PROCESS FOR APPEALING DENIAL OF FINANCIAL AID

Students who are ineligible for financial aid because they did not maintain satisfactory academic
progress may reapply for financial aid when they have cleared the deficiency and are again progressing
satisfactorily according to the requirements outlined above. When special circumstances are involved, students
may appeal this decision. To do so, the student MUST:

e Printand complete a Financial Aid Appeal form by going to www.mscc.edu and clicking on Financial Aid
under Quick Links.
 Draft a letter of appeal to Student Financial Aid requesting reinstatement. The letter must include:
o The reason(s) why satisfactory progress is not being made
o Documentation that supports the special circumstances that led to unsatisfactory academic
progress for the appeal
e Submit the letter of appeal to Student Financial Aid with the supporting documentation mentioned
above.
» Submit the above information within one week after notification of financial aid suspension, and no .
later than thirty (30) calendar days from the first day of the fall/spring terms and fifteen (15) calendar
days from the first day of full term classes for the summer term.

Appeals may be approved without provision, or they may be approved conditionally. Appeals may also be
denied. It is the student's responsibility to initiate any appeal for financial aid eligibility. Appeals for academic
reinstatement granted by the College Admissions Office do not constitute reinstatement of financial aid eligibility.
Appeal denials are final in all respects and/or decisions by the Financial Aid Committee are final in all respects.

TYPES OF AID

The college provides financial assistance to students through four basic sources: employment, grants,
loans, and scholarships. Most of these funds come from programs sponsored by the federal and state
governments. In order to be entitled to receive federal and/or state student assistance benefits, a student must
maintain satisfactory academic progress in the program of study he/she has selected. More detailed information
on aid programs and student rights and responsibilities is available in the publication, “Financial Aid: The
Student Guide" available in the Financial Aid Office.

The following sources of financial assistance are discussed on the following pages:

Employment: Federal Work-Study Program
Grants: Federal Pell Grant
Federal Supplemental Educational Opportunity Grant (FSEOG)
Tennessee Student Assistance Award (TSAA)
Loans: Federal Direct Loans:
Subsidized
Un-subsidized .
Scholarships: Tennessee Education Lottery Scholarships
Academic Service Scholarships
GED Scholarships
Presidential Scholarships
Leadership Service Scholarships
Other scholarships

EMPLOYMENT

FEDERAL WORK-STUDY PROGRAM

The Federal Work-Study Program provides jobs on campus for students who need financial assistance
as determined from information on the Free Application for Federal Student Aid (FAFSA) and institutional
applications. Job opportunities depend upon the skills, needs, and interests of the student as well as the needs
of the offices or departments on campus hiring the student worker. This program gives students a chance to
work up to 15 hours per week and earn a part of their educational expenses. Students are paid monthly by
check.
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GRANTS
FEDERAL PELL GRANT

The Federal Pell Grant Program, a federal aid program, provides money to help undergraduates pay for
their education. Eligibility is determined by the Department of Education using a standard formula to evaluate
the information provided on the Free Application for Federal Student Aid (FAFSA). This grant provides the
"foundation" of financial aid to which other aid may be added; therefore, all students needing assistance should
apply for the grant each year. Students must be regular, degree-seeking undergraduates. The application can
be filed on-line at www.fafsa.ed.gov.

FEDERAL SUPPLEMENTAL EDUCATIONAL OPPORTUNITY GRANT

The Federal Supplemental Educational Opportunity Grant (FSEOG) is a federally funded, institutionally
controlled grant program. Eligibility is based upon financial need. Students who complete the Free Application
for Federal Student Aid (FAFSA) will automatically be considered for the grant. Funding for this program is
limited and students are encouraged to apply early.

TENNESSEE STUDENT ASSISTANCE AWARD

The Tennessee Student Assistance Award (TSAA) is a state need-based grant. Funds are appropriated
annually by the Tennessee General Assembly and administered by the Tennessee Student Assistance
Corporation (TSAC). Tennessee students who complete the Free Application for Federal Student Aid will
automatically be considered for the award. To qualify for funding under this program the student must be enrolled
in at least six (6) credit hours per semester. Funding for this program is limited and students are encouraged to apply
early. The priority deadline is March 1.

LOANS

WILLIAM D. FORD FEDERAL DIRECT LOAN PROGRAM

Students may apply for a William D. Ford Federal Direct Loan by completing the Free Application for
Federal Student Aid (FAFSA) and the Motlow College Federal Direct Loan Request Form. The Motlow College
Federal Direct Loan Request Form is available on-line at www.mscc.edu under the financial aid quick link.

Federal Direct Subsidized Loan--The results of the processed FAFSA must indicate that the student
has financial need. Recipients of this loan do not have to pay interest on the loan while enrolled in school at
least half time (six semester hours) and during specified deferment periods. Students must be enrolled in a
minimum of 6 credit hours per semester and be making satisfactory academic progress.

Federal Direct Unsubsidized Loan--Certain students may receive this loan regardless of their financial
need. Recipients of this loan are responsible for the interest while in school and during deferment periods;
however, a student has the option of letting the interest capitalize (i.e., adding unpaid accumulated interest to the
loan principal). Students must be enrolled in a minimum of 6 credit hours per semester and be making
satisfactory academic progress.

The maximum subsidized loan amount available during an academic year is $2,625 for a freshman
student (has earned fewer than 28 semester hours) and $3,500 for a sophomore student (has earned 28
semester hours or more). Basic and developmental semester hours are not included in determining the
student's classification as freshman or sophomore. Awarded loan amounts may be less than the above
maximums based on a student’s Cost of Attendance. Motlow College does not participate in the Federal Direct
PLUS Loan Program for parents.
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SCHOLARSHIPS
TENNESSEE EDUCATIONAL LOTTERY SCHOLARSHIPS (TELS)
All TELS program recipients must:

e Be a Tennessee resident for one year by September 1 of senior year in an eligible high school. For
students beginning spring and summer terms, residency is determined by February 1.

e Dependent children of U.S. military or Tennessee National Guard, or Department of Defense
employees, who maintain Tennessee residency while stationed out-of-state are eligible.

e Apply with the Free Application for Federal Student Aid (FAFSA), available at www.fafsa.ed.gov.
Applications must be received by September 1% for fall semester, February 1° for spring and
summer semesters. Early application is recommended.

Maintain satisfactory academic progress.
Maintain a minimum part-time enrollment (not less than 6 hours in fall and spring semesters).

Note:
e Award amounts for part-time enroliment will be prorated based on credit hours attempted.
e« Award amounts are subject to reductions based on lottery revenue.
e Allinformation is subject to change; please visit www.CollegePaysTN.com, for the most current
information.
e ACT scores only valid for national test dates.

Tennessee HOPE Scholarship

e Enroll in a Tennessee public colleges, universities, or private college.
Enroll within 16 months of high school graduation or completion of a home school or GED program.
Home school students must have been enrolled in an accredited home school program for a
minimum of two years prior to graduating.

¢ Tennessee residents graduating from some out of state high schools may be eligible. For more
information please visit www.CollegePaysTN.com.

e Entering freshman (High School Class of 2005 and thereafter) must have a minimum of a 21 ACT
(980 SAT) OR Overall unweighted minimum 3.0 grade point average (GPA).
Home school graduates — minimum 21 ACT (980 SAT)
GED applicants — minimum 525 AND 21 ACT (980 SAT)

General Assembly Merit Scholarship

Entering freshmen must have a minimum 3.75 weighted GPA AND 29 ACT (1280 SAT).
Home school students must complete 12 college credit hours (at least 4 courses) with a minimum
3.0 GPA at a Tennessee college or university while they are enrolled in the home school program.

Aspire Award

e Meet Tennessee HOPE Scholarship requirements AND must have parents’ or independent student’
and spouse’s adjusted gross income of $36,000 or less on IRS tax form.

Tennessee HOPE Scholarship Renewal Criteria

« Eligibility shall be reviewed by the institution at the end of the semesters in which the student has
attempted a total of 24, 48, 72, 96, and 120 semester hours.
o Must have a minimum cumulative GPA of 2.75 after 24 attempted semester hours.
o Must have a minimum cumulative GPA of 3.0 after 48, 72, 96, and 120 attempted semester
hours.
o Must be enrolled in fall and spring semesters and maintain satisfactory academic progress.

Students not qualifying for the Tennessee HOPE Scholarship may still be eligible to receive
the Tennessee HOPE Access Grant for one year.
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Tennessee HOPE Access Grant

» Entering freshman must have a minimum unweighted 2.75 GPA AND 18 - 20 ACT (860 — 970 SAT)
AND Parents’ or independent student’s and spouse’s adjusted gross income of $36,000 or less on
IRS tax form.

s Grant non-renewable — will be eligible for Tennessee HOPE Scholarship by meeting HOPE
Scholarship renewal criteria.

Tennessee Non-traditional Lottery Scholarship

e Students who are 25 years of age or older with an adjusted gross income of less than $36,000 AND
be a Tennessee resident for one year prior to the date of application.

» Must be first time student, attending an eligible postsecondary institution, attempt 24 credit hours,
and earn a 2.75 GPA in order to be eligible.

Tennessee HOPE Foster Care Grant

e Students who were in state foster care for at least one year after reaching 14 years of age and who
are otherwise qualified for the HOPE Award.

IMPORTANT: Please contact the financial aid office prior to dropping any class and for details on
the appeal process for the Tennessee Lottery Scholarships.

INSTITUTIONAL SCHOLARSHIPS
ACADEMIC SERVICE SCHOLARSHIPS

High school seniors are eligible to apply for Academic Service Scholarships if they have a composite
score of 19 or above on the American College Test (ACT) and a minimum high school grade point average of 2.9
on a 4.0 scale. The above are minimum qualifications. Scholarships will be awarded based on the amount of
funds available and number of applicants. The applicant must be enrolling in at least 12 credit hours each
semester. The award is for four semesters only. Recipients have a work obligation of up to 75 hours per
semester and must maintain a minimum semester grade point average of 2.5. This scholarship is not available
during summer terms. Applications are available online at www.mscc.edu . March 1% is the priority deadline.

GED SERVICE SCHOLARSHIP

New applicants with outstanding GED scores are eligible to apply. A Motlow Scholarship Application
must be completed. Scholarships will be awarded based on the amount of funds available and number of
applicants. The applicant must be enrolling in at least 12 credit hours each semester. The award is for four
semesters only. The GED Service Scholarship is an Academic Service Scholarship requiring up to a 75 hour per
semester work obligation and a 2.5 semester grade point average for renewal. Applications are available online
at www.mscc.edu. March 1% is the priority deadline.

FOUNDATION SCHOLARSHIPS

ACT 25 SCHOLARSHIP

Outstanding entering freshmen with ACT composite scores of 25 or higher will be considered.
Scholarships will be awarded based on the amount of funds available and number of applicants. The applicant
must be enrolling in at least 12 credit hours each semester. The award is for four semesters only. Recipients
must maintain a minimum semester grade point average of 2.5. This scholarship is not available during summer
terms. Applications are available online at www.mscc.edu. March 1 is the priority deadline.
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G. NELSON FORRESTER SCHOLARSHIP

This scholarship is awarded to an outstanding full-time incoming freshman intending to graduate from
Motlow with a university parallel major and pursue a baccalaureate degree. The recipient must be from the
immediate Motlow College service area with a minimum high school GPA of 3.2 and have leadership activities in
high school. A 3.0 college GPA must be maintained.

A. FRANK GLASS SCHOLARSHIP

This scholarship is awarded to an outstanding full-time incoming freshman intending to graduate from
Motlow with a university parallel major and pursue a baccalaureate degree. The recipient must be from the
immediate Motlow College service area with a minimum high school GPA of 3.2 and have leadership activities in
high school. A 3.0 college GPA must be maintained.

SAM INGRAM SCHOLARSHIP

This scholarship is awarded to an outstanding full-time incoming freshman intending to graduate from
Motlow with a university parallel major and pursue a baccalaureate degree. The recipient must be from the
immediate Motlow College service area with a minimum high school GPA of 3.2 and have leadership activities in
high school. A 3.0 college GPA must be maintained.

PRESIDENTIAL SCHOLARSHIP

The Motlow College Foundation has established the Presidential Scholarship, a competitive, two-year
(four semesters) scholarship for outstanding high school graduates. Applicants must be entering freshmen, have
a 3.25 grade point average or higher from high school, and have at least a 27 composite score on the ACT to be
considered for this scholarship. The value of the scholarship is $2,200 annually. Recipients must maintain at
least 12 credit hours each term with a 3.0 grade point average. Recipients must participate in co-curricular or
extracurricular leadership activities. The scholarship is not available during summer terms. Applications are
available online at www.mscc.edu. March 1* is the priority deadline.

MORRIS SIMON SCHOLARSHIP

This scholarship is awarded to an outstanding full-time incoming freshman intending to graduate from
Motlow with a university parallel major and pursue a baccalaureate degree. The recipient must be from the
immediate Motlow College service area with a minimum high school GPA of 3.2 and have leadership activities in
high school. A 3.0 college GPA must be maintained.

HARRY D. WAGNER SCHOLARSHIP

This scholarship is awarded to an outstanding full-time incoming freshman intending to graduate from
Motlow with a university parallel major and pursue a baccalaureate degree. The recipient must be from the
immediate Motlow College service area with a minimum high school GPA of 3.2 and have leadership activities in
high school. A 3.0 college GPA must be maintained.

OTHER SCHOLARSHIPS

ATHLETIC SCHOLARSHIP may be available to students who participate in athletic programs at Motlow
College. Application should be made to the Athletic Director.

DONNA COX SCHOLARSHIP is a scholarship available to a deserving Lincoln County High School graduate.
A committee at Lincoln County High School chooses the recipient. Applications are available at the Lincoln
County High School Guidance Office.

CHARLES R. CRAWFORD SCHOLARSHIP is awarded to an applicant who lives in the Motlow College eleven-
county service area and has a Motlow College admissions application on file. Firstconsideration will be given to
an applicant who is disabled. The applicant can be a full- or part-time student. The scholarship is funded by
U.S. Bank.

CHARLES C. DAVIS TECH PREP MEMORIAL SCHOLARSHIP may be available to Tech Prep students from
area high schools. Application should be made to the Financial Aid office.
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DANE EVERS SCHOLARSHIP is a competitive scholarship that rotates between graduates of Lincoln County
and Hazel Green High Schools. The student must complete an additional application for this scholarship.

LINDSEY AND ELEANOR HALL SCHOLARSHIP is awarded to a high school graduate from Bedford County.
The recipient must be an incoming, full-time freshman intending to graduate from Motlow College.

WARD AND JANICE HARDER SCHOLARSHIP is awarded to an African American or female student with
demonstrated financial need along with other criteria. Approved areas of study are business, math,
communications, or computer science.

MINORITIES IN TEACHER EDUCATION is a competitive scholarship available to minority students who are
preparing for a professional career in education. Applications for this scholarship are available in the Financial
Aid Office or in the Humanities and Social Science Division Office.

MOTLOW HONORS SCHOLARSHIP is awarded to area high school students who exhibit outstanding academic
achievements and potential for college success. The applicant must be enrolling in at least 15 credit hours per
semester, be in the Honors Scholar Area of Emphasis, and must maintain a minimum semester grade point
average of 3.0. To graduate in the Honors Area of Emphasis the applicant must achieve a 3.3 cumulative GPA.
Recipients do not have a work obligation. Honors scholarships are available on a semester-to-semester basis for
up to four semesters. This scholarship is not available during summer terms. Applications are available in high
school Guidance Offices, all Motlow locations, and at www.mscc.edu .

MOTLOW MONITOR SCHOLARSHIP is awarded to the editors of the student newspaper.

MUSIC SCHOLARSHIPS application should be made through the music discipline of the Humanities and Social
Sciences Division.

JOHN AND MARGARET SHUTT SCHOLARSHIP is a competitive scholarship available to a full-time incoming
freshman from Lincoln County. Students with a Girl-Scouting or Boy-Scouting background and financial need
are given additional consideration.

STUDENT GOVERNMENT ASSOCIATION LEADERSHIP SCHOLARSHIPS are awarded to students elected
as SGA President and SGA Executive Vice President at Fayetteville, McMinnville, Smyrna and Moore County
campuses.

WORTH SCHOLARSHIP is a competitive scholarship available to employees of Worth, Inc. and their immediate
families. Applications for this scholarship are available at Worth, Inc.

Student Discounts: Student discounts will be calculated and applied to the student account by the business
office. At the point the financial aid office is notified, a calculation will be run for those students with a service
scholarship to determine the number of hours the student will have to work. If applicable, the service obligation
will be pro-rated for students who are part time, have tuition discounts, or fee waivers. (Note: Any Teacher
Dependent Discount does not include on-line fees in the calculation.).
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VETERANS AFFAIRS

Motlow State Community College cooperates with the Veterans Administration in providing educational
opportunities for veterans and other eligible persons under appropriate public laws. Veterans and other eligible
persons desiring to attend Motlow under appropriate federal legislation should contact the Office of Admissions
and Records.

To start receiving veteran's benefits, the appropriate forms must be completed. These are available in
the Office of Admissions and Records. A certified copy of the DD 214 must be submitted, as well as marriage
certificate, divorce papers, and birth certificates of dependent children. A veteran must be approved by the VA
for an educational objective, such as a specific degree. A veteran must enroll in classes directly related to
his/her approved program. Courses not required for graduation or exceeding the number of elective hours
required will not be approved to or by the VA. A change of status may reduce the payment from the VA,

A change of program is subject to VA approval. A form available in the Office of Admissions and
Records should be completed and submitted for program change approval.

Veteran students will receive a maximum four semester hours credit (4 hours physical education) for
military service time based on active military service in the Armed Forces of the United States. The veteran must
present a certified copy of the DD 214 (if not already on file at Motlow) to the Office of Admissions and Records.
(One semester hour of credit will be granted for every six months of active service to a maximum of four
semester hours.) Veterans will receive credit for coursework completed while in the military if credit is
recommended by the American Council on Education (ACE). The VA Coordinator in the Office of Admissions
and Records can assist veterans in requesting their military transcripts.

The Veterans Administration will not provide for Developmental Studies courses taken through
alternative delivery such as Internet, video, interactive video, etc.

A veteran who wishes to contact the VA Central Office may do so at the following address: Veterans
Administration, Regional Office, 110 9th Avenue, S., Nashville, Tennessee 37203 Toll Free Phone: 1-800-827-
1000.

The Office of Admissions and Records has on-campus responsibility for Veterans Affairs.

ELIGIBILITY FOR DEFERMENT OF PAYMENT OF TUITION AND FEES
BY CERTAIN ELIGIBLE STUDENTS RECEIVING U.S. DEPARTMENT OF
VETERANS AFFAIRS OR OTHER GOVERNMENTALLY FUNDED
EDUCATIONAL ASSISTANCE BENEFITS

Service members, veterans, and dependents of veterans who are eligible beneficiaries of U.S.
Department of Veterans Affairs education benefits or other governmentally funded educational assistance,
subject to the conditions and guidelines set forth in Tennessee Code Annotated 49-7-104 as amended, may
elect, upon formal application, to defer payment of required tuition and fees until the final day of the term for
which the deferment has been requested. Application for the deferment must be made no later than 14 days
after the beginning of the term, and the amount of the deferment shall not exceed the total monetary benefits to
be received for the term. Students who have been granted deferments are expected to make timely payments
on their outstanding tuition and fees balance once education benefits are being delivered, and eligibility for such
deferment shall terminate if the student fails to abide by any applicable rule or regulation, or to act in good faith in
making timely payments. This notice is published pursuant to Public Chapter 279, Acts of 2003, effective July 1,
20083.
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ENROLLMENT AND STUDENT RECORDS
REGISTRATION FOR COURSES

The academic year begins in August and is divided into three semesters--fall, spring, and summer.
Students may enter at the beginning of any semester. Official registration dates, times, and locations will be
announced prior to any registration for that semester. Students may register on-site at Moore County,
Fayetteville, McMinnville, or Smyrna locations, or by accessing the web at http://www.mscc.edu. All students are
expected to complete registration on the dates announced.

Students who were in attendance the previous term, readmit students, and new students whose
applications for admission or readmission have been processed by the Office of Admissions and Records will
receive notification of registration. Each student is assigned an academic advisor who provides academic
advisement prior to or during a registration period throughout enroliment. Students should meet with their
advisors prior to and/or during registration periods to discuss progress through programs and to select courses.
Advisors will continue to assist the student in completing his/her educational program at Motlow.

A student is not officially enrolled until all the requirements of registration have been completed,
including payment of fees. Registration during a defined period of time after the announced official registration
date may be completed by presenting an acceptable reason for the delay and payment of a late registration fee.

Students taking courses in Fayetteville, McMinnville, or Smyrna may complete any of these transactions
at the center/site administration office.

CHANGE OF REGISTRATION

After official registration is completed, a student may change his/her schedule by adding classes,
dropping classes, changing audit enrollment to credit enroliment, or changing credit enroliment to audit
enroliment. There is no fee for a change of registration.

ADDING A CLASS

For a defined period of time following official registration each semester, a student may add classes.
The last day that a student may add classes for a specific semester will be stated in the schedule of classes for
that semester and posted in the Office of Admissions and Records. A student who attends a class without
officially registering or following the prescribed procedures for adding a class will not receive credit for that class.

The following procedures are followed in adding a class:

1. Access the web at www.mscc.edu, click on “Current Students,” then click on “Student Web login,” then
enter “Student Services,” follow prompts to add a class OR

2. Obtain a Change of Registration Form from the Office of Admissions and Records, THEN

3. Submit the completed form, and registration fee, if applicable, to the Business Office to receive a copy of
the form as a permit to attend the added class(es).

Students who are attending only evening classes may receive assistance in completing the above
procedure in the Office of Extended Services on the Moore County Campus and in Fayetteville, McMinnville, and
Smyrna center/site administrative office.




Student Affairs

DROPPING A CLASS

When a student no longer wants to be enrolled in a given class, that student may officially drop that

class unless a grade in the class already has been assigned. If a grade has been assigned, dropping the class
is not an option. The drop process is used to reduce a class load. If all classes are discontinued, see withdrawal
procedures. Students who stop attending a class and fail to follow the prescribed procedures for dropping that
class will receive an "F" in the course.

The following procedures are followed in dropping a class:

Access the web at www.mscc.edu, click on “Current Students,” then click on “Student Web login,” then
enter “Student Services,” follow prompts to add a class, OR

Obtain a Change of Registration Form from the Office of Admissions and Records, THEN

Submit the completed form, and registration fee if applicable, to the Business Office and receive a copy
of the form as a permit to attend the added class(es).

Students who are attending only evening classes may receive assistance in completing the above

procedure in the Office of Extended Services on the Moore County Campus and in Fayetteville, McMinnville, and
Smyrna at the center/site administrative office.

ways:

1.

Officially dropping a class will affect the academic record of a student at Motlow in one of the following

Dropping a class during the time up to, and including, the last day to be deleted from the class roll
(indicated in the official college calendar for that semester) will result in no indication on the academic
record that the student was enrolled in the class that semester.

Dropping a class after the last day to be deleted from the roll and no later than ten weeks into the
semester for fifteen-week courses and no later than two-thirds into shorter courses in the term will result
in a "W" on the academic record for the class(es) dropped. The "W" which indicates "withdrew" is not
used in computing the grade point average.

After the drop deadline date, students may not drop or withdraw without one of the following causes:

a. lliness/injury of the student or serious personal problem verified by the student's physician or
psychologist;

b. Necessary change in the student's work schedule, including new employment for the student,
verified in writing by the student's employer; or

¢. Death in the immediate family as verified by the student's minister or physician.

When any of the above circumstances are verified, the student may drop or withdraw and receive a "W"
in each affected class.

All requests to drop a class(es) after the drop deadline date should be submitted in writing to the Vice
President for Student Affairs and Institutional Advancement.

Specific dates which apply to the above timetable during a given semester will be published in the class

schedule for that semester and will be posted in the Office of Admissions and Records.

CHANGING TO OR FROM AUDIT ENROLLMENT

A student may change his/her enroliment status in any class (except basic/developmental courses) from

audit to credit or credit to audit during the period of time designated for adding a class. The last day to add a
class and, therefore, to change to or from audit status in a given semester is stated in the class schedule for that
semester.

1.

2.

The following procedures are necessary for changing to or from audit status:
Complete a Change of Registration Form

Submit the completed form and fee to the Business Office.
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Basic or developmental level courses may not be taken for audit status. Students who are attending
only evening classes may receive assistance in completing the above procedure in the Office of Extended
Services on the Moore County Campus and in Fayetteville, McMinnville, and Smyrna center/site administrative
office.

WITHDRAWAL FROM THE COLLEGE

When all classes that are being taken are being dropped, the process of withdrawal from the college
must be completed. The process of withdrawal is not an option for a class in which the grade has already been
assigned. Students finding it necessary to withdraw from the college should do so officially to maintain good
standing. The withdrawal process is not completed until appropriate forms are completed and processed in the
appropriate offices, and all obligations to the college have been met. Official withdrawal may be completed by
the student or by a person designated to act on his/her behalf. A student needing to withdraw, who cannotcome
to the campus and does not have a person to designate to complete the withdrawal process for him/her, should
call the Office of Admissions and Records, explain the circumstances, and ask that the withdrawal process be
completed for him/her.

A student may withdraw in person in the Office of Admissions and Records on the Moore County
Campus or in the administrative offices at the Fayetteville, McMinnville, or Smyrna locations or by accessing the
web at www.mscc.edu, Click on “Current Students,” then click on “Student Web login,” then enter “Student
Services”; follow prompts to drop a class.

The Business Office will verify clearance of all obligation to the college and will initiate steps for any
appropriate refund of fees. A student who stops attending all classes without completing the official withdrawal
process will receive a failing grade (F) in each course in which he/she is enrolled.

Students who are attending only evening classes may receive assistance in completing the above
procedure in the Office of Extended Services on the Moore County Campus and in Fayetteville, McMinnville, and
Smyrna at the center/site administrative office.

Official withdrawal from the college will affect the academic record of a student at Motlow in one of the
following ways.

1. Withdrawal during the time up to, and including, the last day to be deleted from the class roll (indicated
in the official college calendar for that semester) will result in no indication on the academic record of
attendance during the semester.

2.  Withdrawal after the last day to be deleted from the class roll and no later than ten weeks into the
semester for fifteen-week courses and two-thirds through shorter courses in the term will result in a "W"
on the academic record for each class in which the student is enrolled at the time of withdrawal. The
"W" is not used in computing the grade point average.

3. After the withdrawa! deadline date, students may not withdraw without one of the following causes:

a. lllness/injury of the student or serious personal problem verified by the student's physician or
psychologist;

b. Necessary change in the student's work schedule, including new employment for the student,
verified in writing by the student's employer; or

c. Death in the immediate family as verified by the student's minister or physician.

4. When any of the above circumstances are verified, the student may drop or withdraw and receive a "W"
in each affected class.

5. All requests to withdraw after the withdrawal deadline date should be submitted in writing to the Vice
President for Student Affairs and Institutional Advancement.

Specific dates which apply to the above timetable during a given semester will be published in the
class schedule for that semester and will be posted at the Office of Admissions and Records
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CREDIT IN RESIDENCE

Credit classes are scheduled by Motlow at a variety of locations and in a variety of delivery formats. All
credit earned in classes scheduled by Motlow is defined as credit in residence. Twenty-five percent of credit
granted toward a degree from Motlow must be earned in residence at Motlow.

TRANSCRIPT OF ACADEMIC RECORDS

Academic records of each student are kept on permanent file in the Office of Admissions and Records.
Copies of a student's academic record will be furnished free of charge. All requests for transcripts must be
submitted in writing; therefore, no requests by telephone will be honored. In response to a written request, an
official transcript will be sent directly to another educational institution or business. Unofficial copies are issued
to the student or that student's academic advisor. In all cases, a student's obligations to the college must be
fulfilled before a transcript will be issued. Student grades will not be posted publicly by faculty at the close of any
term. See section entitled “Privacy Rights of Students” concerning confidentiality of records and privacy rights of
students.

IDENTIFICATION CARDS

Student Identification cards (ID card) are issued to all students. These cards are used for cashing
checks and bookstore transactions, admission and identification for athletic events, social functions, library
check-outs, and other college activities. Students are required to carry a current, validated ID card with them
while on campus. Information about obtaining or replacing an ID card is available in the library on the Moore
County campus and in the administrative office at the Fayetteville, McMinnville and Smyrna locations.

CHANGE OF NAME OR ADDRESS

The Office of Admissions and Records should be informed of all changes in the student's legal name
because of marriage or other reasons, place of residence, mailing address and telephone number. If the student
is requesting a name change, a Change of Name form must be completed and supporting documentation turned
into the Office of Admissions and Records. The college is not responsible for a student's failure to receive
official information due to failure to notify the college of any changes stated above.

DISTANCE EDUCATION

Distance Education, as defined by Tennessee Board of Regents’ policy, “...occurs where there is a
physical separation of the teacher and the learner and when communication and instruction take place through,
or [are] supported by, any technological means such as telephone, radio, television, computers, satellite delivery,
interactive video, or any combination of present and future telecommunication technology.” Motlow College has
several forms of distance education including Internet courses, video courses, and interactive television.
Classes that are conducted via distance education are identified in the current Schedule of Classes.
Additionally, Motlow College offers courses leading to the Associate of Arts, the Associate of Science and the
Associate of Applied Science degrees as part of the Regent’s Degree. For detailed information about this on-line
degree option, see the Tennessee Board of Regents website www.tbr.state.tn.us.

CONCURRENT ENROLLMENT

Concurrent enrollment describes a student's attending more than one institution in the same term.
Students who concurrently enroll in two or more institutions are advised to take no more than a combined total of
21 hours per term. The student must request that a transcript of hours attempted at another institution be mailed
to the Office of Admissions and Records at Motlow. Additional information on concurrent enroliment is available
in the Office of Admissions and Records.
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ALTERNATIVE SOURCES OF CREDIT

Advanced credit may be granted by Motlow for courses in areas for which a student has demonstrated
satisfactory achievement and proficiency. Sources of advanced credit include:

Advanced Placement Examination Program
Advanced Standing Credit in English
Applied Technical Studies Credit

Armed Services Credit

Certified Professional Secretary Rating
Challenge Examination Program

College Level Examination Program
Correspondence Courses

Licensed Practical Nurse Licensure

The maximum amount of advanced credit allowed from all sources is one-fourth of the total number of
credit hours required for graduation. For additional information about alternative sources of credit, contact the
Office of Admissions and Records at Motlow.

ADVANCED PLACEMENT EXAMINATION PROGRAM CREDIT

Motiow College participates in the Advanced Placement Examination Program (APEP) of the College
Entrance Examination Board (CEEB). The maximum amount of advanced credit allowed from all advanced
credit sources, which includes Advanced Placement Examination Program Credit, is one-fourth of the total
number of credit hours for graduation; credit may be given to qualified students in any two of the following
subject areas:

TEST AREAS MOTLOW COURSES MAXIMUM HOURS
American History HIST 2010, 2020 6 credit hours
Biology BIOL 1110, 1120 8 credit hours
Chemistry CHEM 1110, 1120 8 credit hours
*English Composition ENGL 1010, 1020 6 credit hours
Mathematics: **Calculus MATH 1910, 1920 10 credit hours

To be eligible for credit, a student must score at the three, four, or five level on the CEEB Advanced
Placement Tests. The test is scored by the CEEB and results sent to Motlow on request of the student.

bl = [0 11-] o Score d...ericennenne ENGL 1010 .cciiiiiiiicpincneenne 3 semester hours credit
*English...ccccoiiiiciennen SCore 5....ovccevninenenenns ENGL 1010, ENGL 1020.......... 6 semester hours credit
**Calculus AB ............ Score 4 or 5............... MATH 1910 .cocevivciiienericieeeen, 5 semester hours credit
**Calculus BC ............ Score3....covveeeieiecce . MATH 1910 e, 5 semester hours credit
**Calculus BC ............ Score 4 or 5.........uue.. MATH 1910, 1920 .....cccceeeeenns 10 semester hours credit

ADVANCED STANDING CREDIT IN ENGLISH

Students under 21 years of age with an ACT English sub-score of 32 or greater or its SAT equivalent will
be given 6 hours of advanced standing credit for ENGL 1010 and 1020. The maximum amount of advanced
credit allowed from all advanced credit sources, which includes Advanced Standing Credit in English, is one-
fourth of the total number of credit hours required for graduation.

Any student possessing the above score who elects to enroll in composition rather than receive
advanced standing credit is encouraged to enroll in English Honors 1010 and English Honors 1020.
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PROFESSIONAL STUDIES CREDIT

After successfully completing 15 semester hours of ¢redit in the Professional Studies Concentration of
the Business Technology Major, a student may be eligible to receive college credit for successfully completing an
approved diploma or certificate program at a Tennessee Technology Center (TTC). For successfully completing
a TTC diploma or certificate program that is fewer than 12 months in duration, a student may be awarded 11
semester hours of credit. If a student completes a TTC diploma or certificate program that is 12 months or more
in duration 30 semester hours of credit may be awarded. Credit awarded for a TTC diploma or certificate
program will be designated on the student’s transcript but will not count in the calculation of the student’s grade
point average.

Any credit awarded for a TTC diploma or certificate program can be applied only to the Professional
Studies Concentration of the Business Technology Major and must be approved by the Dean of Career
Education and Workforce Development. To verify the earned credit articulated and to request the credit be
included on his/her transcript, the student must contact the Professional Studies advisor in the Division of Career
Education and Workforce Development. Upon receipt of the student’s request, verification will be made of the 15
hours of credit already received from Motlow State Community College before any credit will be awarded for a
TTC diploma or certificate program. For more information about the Professional Studies credit, contact the
Professional Studies advisor in the Division of Career Education and Workforce Development or see the
Professional Studies Concentration of the Business Technology Major.

INSTITUTIONAL CERTIFICATES

In an effort to assist individuals to develop skills required in professions, or for purposes of continuing
education, certain collegiate level courses may be taken in order to obtain an Institution Certificate of Credit.
Such certificates are intended to aid professional advancement opportunities and may also be counted toward
degree requirements. Specific lists of credit course offerings leading to an Institutional Certificate of Credit may
be obtained through the appropriate academic division. Such certificate programs include Homeland Security,
Criminal Justice, Accounting, Business Information Systems, Management, Entrepreneurship, Advertising and
Design, and Computer-Aided Design/Drafting.

ARMED SERVICES CREDIT

Veteran students who have received an honorable discharge after serving active duty with the armed
forces may request credit by submitting a valid DD214 form. Up to four (4) hours of physical education credit
may be granted. Students will receive one credit for each six (6) months of active duty. These credits mest the
physical education activity requirements for all programs of study.

In evaluating armed services credit, Motlow State Community College uses as a reference the Guide to
the Evaluation of Education Experience in the Armed Services published by the American Council on Education.
Contact the Office of Admissions and Records for additional information.

CERTIFIED PROFESSIONAL SECRETARY RATING CREDIT

After successfully completing 12 semester hours at Motlow State Community College (excluding basic
and developmental hours which earn institutional credit only and may not be used to meet any degree
requirements), a Certified Professional Secretary (CPS) may receive a maximum of 12 semester hours credit
from the following courses for which college credit has not already been received:

ACT 2310 Principles of ACCOUNTING ...vviiveieeiiiiiiiiiiis s esieesns s s sse s sin e e siieeeeneene 3 CFEAILS
BUS 1210 Introduction t0 BUSINESS......ccceiiiiiiiiiiiiiciiieiciineiinscecinmnsscsinssessinsseesinnesinnenennns 3 Credits
BUS 2610 Legal Environment of BUSINESS ......ciieciverierrrinsieeineeciiesiies s sineesersinnseneeennee. 3 Credits

ECO 2010 Principles of ECONOMICS | ...vivieeiiiiiiiniiisiiciiiiiiesis s siis s sesnesisesseenaeenes. 3 Crdits
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Upon receipt of formal application, verification will be made of the 12 hours credit already received from
Motlow and the CPS rating. Credit for the requested course(s) will then be recorded. The maximum amount of
advanced credit allowed from all advanced credit sources, which includes Certified Professional Secretary Rating
Credit is one-fourth of the total number of credit hours required for graduation. The application for credit is
available in the Office of the Division of Career Education and Workforce Development.

This acceptance of the CPS rating for credits is subject to change whenever (1) the content of the CPS
exam is revised so that it does not correspond with the content of the courses designated for credit or (2) the
courses at Motlow are revised substantially.

CHALLENGE EXAMINATION PROGRAM CREDIT

Students who have achieved competence equivalent to that offered in a course through on-the-job
training, previous instruction, or other methods may receive credit for selected courses as designated by the
deans by challenge examination. The challenge exam process is not applicable to courses which are part of the
basic/developmental program or to remove a high school unit deficiency as defined in section “A89
Requirements”. To receive credit by challenging a course the student must:

1. Enroll in the course for credit.

2. Apply for credit by examination by completing the upper portion of the Challenge Examination
Application. This form and further instructions may be secured in division offices. With this form, the
student must submit evidence that he/she is qualified to challenge the course.

3. Take an examination during the first two weeks of classes prior to the last day to drop a class and be
deleted from the roll for that term. (If the student intends to add a class upon receiving the results of the
challenge exam, then the exam should be completed before the last day to add a class as specified in
the class schedule.) The examination will cover major aspects of the course as determined by the
faculty member.

4. Attend class regularly until the proficiency examination is given. Failure to attend class regularly may
disqualify a student from taking the examination.

A letter will be sent by the dean of the appropriate division to the student to notify him/her of the test
results. If the examination is successfully completed, the student will not be required to attend the class for the
remainder of the term. The student will receive the credit hours with a grade of “P", which will not be used in
computing grade point average. The maximum amount of advanced credit allowed from all advanced credit
sources, which includes Challenge Examination Program Credit, is one-fourth of the total number of credit hours
required for graduation. If the examination is not successfully completed, the student should either withdraw from
the class or continue in attendance for the remainder of the course. A student may challenge a specific course
only once, and this challenge program may not be used to remove an™|" or an "F" grade or to improve a grade
already earned.

Contact the appropriate dean for additional information concerning challenge of specific courses.
Procedure for challenge of selected nursing courses is outlined in the Nursing Program section of this catalog.
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COLLEGE LEVEL EXAMINATION PROGRAM CREDIT

The maximum amount of advanced credit allowed from all credit sources, which includes College Level
Examination Program (CLEP) Credit, is one-fourth of the total number of credit hours required for graduation.
The acceptable score on the CLEP to receive credit is 50. Motlow has been approved as a limited CLEP Testing
Center. An application and a fee must be submitted through the Office of the Counseling and Testing at least
four weeks prior to the test date. This office should be contacted for any additional information. CLEP results
may not be used to remove an "I" or "F" or to improve a grade already earned.

The following is a list of the CLEP subject examinations administered at Motlow State Community
College and for which credit is granted by the college. Opposite the examinations are the Motlow State
Community College course equivalents. Motlow College does not grant credit on the basis of the CLEP general
examination.

CLEP Subject Area Credit Hours Mottow Courses
Introductory Accounting 6 ACT 2310, 2320
Introductory Business Law 3 BUS 2610
Introduction to Business Management 3 BUS 2710
Micro/Macro Economics 6 ECO 2010, 2020
Human Growth & Development &) EDU 2110
French 6 FREN 1010, 1020
German 6 GERM 1010, 1020
Western Civilization 6 HIST 1010, 1020
American History 6 HIST 2010, 2020
College Algebra/Pre-Calculus | 3 MATH 1710
Trigonometry/Pre-Calculus | 3 MATH 1720
Calculus 5 MATH 1910
Introductory Marketing 3 BUS 2810
American Government 3 POL 1110
General Psychology 3 PSY 1310
Introductory Sociology 3 SOC 2110
Spanish 6 SPAN 1010, 1020
Analysis and Interpretation of Literature 3 ENGL 2030
American Literature 3 ENGL 2130
College Composition Subject

Exam with Essay* 6 ENGL 1010, 1020
British Literature 3 ENGL 2230

*Required essay subject to review and approval by the English faculty.

CORRESPONDENCE COURSE CREDIT

Credits earned by correspondence and extension may be accepted toward graduation subject to the
following:

1. The credits earned must be from a college which is a member of the National University Extension
Association or the Teachers College Association for Extension and Field Services.

2. Students in residence enrolled in eighteen or more hours at Motlow may not earn credit in
correspondence courses at the same time.

The maximum amount of advanced credit allowed from all advanced credit sources, which includes
Correspondence Course Credit, is one-fourth of the total number of credit hours required for graduation.
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STUDENT SERVICES
COUNSELING

Prospective students and enrolled students may receive counseling services in the areas of academic
planning, career choices, and personal growth. The professional staff are trained and certified to perform college
counseling duties. They are committed to serving Motlow students as an integral part of the college support
program for student enrichment.

TUTORIAL PROGRAM

Academic assistance is provided by the College for students in the areas of writing and mathematics in
the Writing Center and the Mathematics Lab, located on all campuses. These study centers are staffed by
professionals in the discipline areas and are equipped with media materials selected to complement the
academic program at Motlow. Students are encouraged to seek assistance, through individualized instruction,.in
developing skills necessary for success in those courses requiring writing and mathematics skills. All students at
Motlow are eligible for the tutoring assistance in Math and English. Smarthinking offers live, online, personalized
learning assistance in math, writing, business, and science. Tutors are available up to 24 hours per day, 7 days
per week. Students may log into Smarthinking on the Motlow website www.mscc.edu.

CAREER PLANNING AND JOB PLACEMENT

Motlow offers career development and job placement services to all students. The director of career
planning, placement and cooperative education assists the student in career planning, including job-seeking
strategies, employment interviewing, and resume preparation. The primary objective is to assist the student in
effective planning for employment which will develop into a satisfying career. For assistance, call 393-1610.

COOPERATIVE EDUCATION

Motlow College provides a cooperative education program as an integral part of its efforts to link
practical work experience to the student's educational program. Students who successfully complete the
cooperative work assignments will be awarded two semester hours of credit for a maximum of two terms. The
work assignment must be related to the student’s program of study or career goals and approved by the program
coordinator. The cooperative education classes are graded; 2/3 of the grade is determined by the cooperative
education instructor and 1/3 reflects the evaluation of the work supervisor. Assistance in obtaining education-
related employment is available through the Director of Career Planning, Placement and Cooperative Education.
For more information on course requirements, see the course descriptions section of this catalog. Additional
information is available from the Director of Career Planning, Placement and Cooperative Education, 393-1610.

DISCOVER

The Career Planning Office maintains a unique computer-assisted guidance program called DISCOVER.
This program allows individuals to match their interests and aptitudes to specific careers. DISCOVER is updated
annually and contains the most recent information on occupations and educational institutions. The program has
a specialized component geared to adults who are considering a career change. DISCOVER is available to
students on a walk-in basis and to other individuals by appointment. For further information contact the Career
Planning Office.
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DISABILITY SERVICES

Motlow State Community College is committed to meeting the needs of qualified students with
disabilities by providing equal access to educational opportunities, programs, and activities in the most integrated
setting appropriate. This commitment is consistent with the college's obligations under Section 504 of the
Rehabilitation Act of 1973 (Section 504) and the Americans with Disabilities Act of 1990 (ADA). Together, these
laws prohibit discrimination against qualified persons with disabilities.

All students seeking assistance through Disability Services must disclose the presence and nature of a
specific disability to the Director of Disability Services. Before receiving requested accommodations, students
are required to obtain documentation of disability. Documentation may include records or written statements
from a professional who is licensed to practice in the field appropriate for diagnosing and/or treating the disability
in question--a physician, optometrist, audiologist, physical or occupational therapist, psychologist, etc.

The Director of Disability Services coordinates services for students with disabilities at Motlow College
and serves as an advocate and liaison for disabled students attending the college. The office is located in Simon
Hall, Room S129. For assistance, call 393-1765.

NEW STUDENT ORIENTATION

A comprehensive New Student Orientation program is scheduled for all new students each semester
before registration. The program is designed to introduce new students to college life and explain the general
operation procedures of the college which affect each student. Some of the topic areas included in the
orientation program are classroom expectations, student rights and responsibilities, student activities, and
student services. The New Student Orientation program is coordinated by the Assistant Director for Student
Services at each campus.

ACADEMIC ADVISEMENT

Academic advising is accomplished through one-on-one interaction between students and their
academic advisors. Academic advising is an institutionally initiated support service designed to assist students
in meeting their short-term and long-term educational and career goals. Students are assigned academic
advisors according to their programs of study immediately after being accepted into the college. If students
change their programs of study, they should also change their advisors. Advisors are full-time faculty members
who teach in an academic subject related to or primary to their advisees’ programs. When a student’s advisor is
not available, the student should seek advice from another faculty-advisor who teaches in the same or related
subject or discipline.

Academic advisors are responsible for assisting students in interpreting, planning, and completing the
requirements for a particular program of study. Advisors maintain regularly scheduled office hours which are
prominently posted on their office doors and with their division deans or teaching site directors. Students should
consult with their advisors:

1. at the beginning of the program of study;
2. each semester during early registration periods to select courses for the upcoming term(s),
3. to get information about transferability of courses and programs to other institutions;

4, to acquire signatures on institutional forms and documents;

5. to submit Intent to Graduate forms.
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ADVISING CENTER

The Advising Center located on the Moore County campus is a well-equipped, adequately staffed facility
where faculty, students, and community members can get information and materials about college admission,
programs of study, courses, course and program transferability, and institutional policies and procedures.
Students can also receive academic advice and assistance with course scheduling and program completion.
The Center has a full-time director who coordinates advising services throughout the year including advisement
during new student orientations and early registration periods. The Center is open Tuesday through Friday from
8:00 a.m. until 5:00 p.m. and from 8:00 a.m. until 6:00 p.m. on Mondays. Students are encouraged to call for
appointments. The Director of Advisement planning with the Assistant Director for Student Services coordinates
advising services at other teaching locations in McMinnville, Fayetteville, and Smyrna.

HEALTH SERVICES

First aid, health screening, immunizations, health counseling, health information, health awareness
activities and/or wellness workshops are available to students, faculty, and staff at all campuses at no charge.
Flu vaccine and chemzyme are offered at minimal cost. The Student Health Center is located in the Gerwe/Doyle
Health Services Complex next door to the Disability Services Office in Morris Simon Hall. A registered nurse is
available for assistance during posted hours.

Anyone with special health problems, physical disabilities, or major medical conditions should personally
contact the College Nurse at the beginning of each semester to discuss special needs. Health History Records
are requested on all students; these records will remain confidential and will be kept in the Health Services
Office. These forms may be picked up during orientation sessions from the College Nurse. Additional
information is available from the College Nurse at 393-1768.

STUDENT HEALTH AND ACCIDENT INSURANCE
Motlow offers a non-compulsory student health and accident policy which will provide protection for
students at a very competitive rate. For policy information, contact the Student Health Center or the Office of

Student Affairs and Institutional Advancement on the Moore County campus or the directors’ offices at the
Fayetteville and McMinnville Centers and the Smyrna site.

HOUSING ASSISTANCE

Motlow does not own or operate any housing facilities for students. The college does, however, compile
a list each semester of housing accommodations available in close proximity to the college. Contact the Office of
the Vice President for Student Affairs and Institutional Advancement at 393-1690.
EMERGENCY MESSAGE SERVICES

On occasion when an emergency message needs to be delivered to a student, who is at one of the
college locations, that message should be directed as follows:

Moore County Campus Community Relations (Day Only) 931-393-1546
Moore County Campus Extended Services (Evening Only) 931-393-1751
Fayetteville Center Director's Office (Day and Evening)  931-438-0028
McMinnville Center Director's Office (Day and Evening)  931-668-7010
Smyrna Site Director’s Office (Day and Evening)  615-220-7800

TDD users should call 931-393-1621. An effort will be made to deliver the message.
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LOST AND FOUND

Information concerning lost articles should be directed to the Office of Community Relations in Simon
Hall (or Extended Services office after 4:30 p.m.) on Moore County Campus and the directors’ offices at the
Fayetteville and McMinnville Centers and the Smyrna Site. Any article found should be turned in to the
respective office.

TESTING SERVICES

The Counseling and Testing Office provides a wide range of services to both the College and the
community. As a service to Motlow students, to other local students, and to residents of the community, the
Counseling and Testing Office participates on a regular basis in the testing programs described below.

AMERICAN COLLEGE TESTING PROGRAM (ACT)

Motlow State Community College serves as a residual test center of the American College Testing
Program (ACT). Tests are given twice per semester prior to registration and monthly during the summer.
Applications, a listing of scheduled testing dates, and the test fee, are available from the Counseling and Testing
Office. A general interest course entitled “ACT Preparation" is scheduled fall and spring semesters. Information
concerning this course may be obtained from the Office of Community Services.

COLLEGE LEVEL EXAMINATION PROGRAM (CLEP)

The College Level Examination Program (CLEP) gives students the opportunity to obtain college credit
by examination. CLEP is computer-based and scores are returned immediately after testing. The maximum
amount of advanced credit allowed is one-fourth of the total number of credit hours required for graduation.
Motlow has been approved as a limited CLEP testing center that administers only subject area tests. Thereis a
fee for each subject test. An additional fee for all CLEP tests is charged for anyone who is not a Motlow student.

Students planning to take a CLEP test must submit a completed registration form with the fee to the Counseling

and Testing Office at least four weeks prior to the test date. The testing dates for the CLEP examination are
arranged between the Director of Counseling and Testing and the individual students. Further information
concerning CLEP is available from the Counseling and Testing Office. A listing of CLEP subject areas which
may be tested at Motlow appears in section entitled “College Level Examination Program Credit.”

GENERAL EDUCATION DEVELOPMENT TEST (GED)

Adults who have not received a high school diploma and wish to apply for a certificate of equivalency
may take the General Education Development test. Motlow has been established as an official GED testing
center. The GED test is administered twice each month at Motlow. Applications and a listing of scheduled
testing dates are available from the Counseling and Testing Office, 393-1762. There is a nonrefundable test fee.

Persons who feel inadequately prepared to take the GED test can obtain assistance from their local
superintendent's office or Adult Basic Education Supervisor.

PRAXIS: PRE-PROFESSIONAL SKILLS TEST (paper-based PPST) and COMPUTER-BASED
ACADEMIC SKILLS ASSESSMENTS (CBT) The Counseling and Testing Office provides registration
forms only.

Students seeking entrance into Teacher Education Programs at transfer institutions are encouraged to
take the PPST/CBT during their sophomore year. The Counseling and Testing Office provides registration
forms. The Computer-Based Academics Skills Assessment (CBT) is offered by appointment through a national
network of Sylvan Technology Centers (those nearest to Motlow College located in Franklin, TN and in
Chattanooga, TN), selected institutional sites, and Educational Testing Service Field Offices. Middle Tennessee
State University, Tennessee Technological University and some Sylvan Learning Centers administer the test.
Students may order PPST/CBT study guides through the Tipps (Motlow College) Bookstore.
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MEASURE OF ACADEMIC PROFICIENCY AND PROGRESS (MAPP)

For information concerning this exam, contact the Testing Office.
BUSINESS TECHNOLOGY MAJOR FIELD TEST

For information concerning this exam, contact the Testing Office.
COMPASS

For information concerning this exam, contact the Testing Office.
NURSE ENTRANCE EXAMINATION

For information concerning this exam, contact the Testing Office.

STUDENT CENTER FACILITIES

Forrester Student Center on the Moore County campus houses the Tipps Bookstore, the cafeteria, and
the Office of Financial Aid. Commercial television viewing is available in the cafeteria. A cafeteria, located in
Forrester Student Center, is operated by a private vendor. Complete breakfasts and lunches, as well as short
order snhacks, are served. Drink and vending machines are located in all buildings on all campuses.
Arrangements for the use of any of the facilities on the Moore County campus after regular hours of operations
should be made through the Office of the Human Resources Office.

BOOKS AND SUPPLIES

Students attending Motlow State Community College have several options when purchasing textbooks
and supplies. Motlow College Bookstore, operated by Follett Higher Education Group, Inc., carries all required
textbooks and student supplies which are selected and officially approved by the faculty. Motlow College
Bookstore locations include the Tipps Bookstore on the Moore County Campus, the McMinnville Campus
Bookstore at the Tennessee Technology Center in McMinnville, the Fayetteville Campus Bookstore at the
Fayetteville Center, and at the Smyrna Campus Bookstore. All students' academic needs may be served by
ordering textbooks and supplies online at www.motlow.bkstr.com using a credit card. A nominal fee is charged
for shipping. Students may also reserve textbooks and supplies at this same online address.

BUY BACK POLICY. Cash is paid for used books throughout the year. Prices paid depend on future
class use at Motlow State Community College and Tipps Bookstore inventory levels. Up to 50% is paid on all
textbook editions which have been adopted for the next term (as long as the demand equals or exceeds the
supply.) Textbooks should be sold as soon after the last class as possible for maximum value. This is when
inventories will be most depleted and the need is the greatest. For example, by the first day of class a book may
not be worth 50% because the inventory level may be adequate. As an additional service, non-adopted
textbooks which are current editions and in good condition will be purchased at the current market value based
upon a national college textbook market guide.

REFUND POLICY. Textbooks may be returned for full credit if the book is (1) accompanied by a sales
receipt; (2) unmarked (if purchased new); and (3) returned within specified time. Regular term textbooks may be
returned for full credit up to 15 calendar days from the opening day of classes (or within 2 days if purchased
hereafter). Summer term textbooks may be returned for full credit within 7 calendar days from the opening day
of classes. All textbooks of defective publication will be replaced throughout the term. There are no refunds for
textbooks purchased during the last week of classes or during final exam week.

TIPPS BOOKSTORE HOURS. The hours of operation for the Tipps Bookstore are as follow: Monday
and Tuesday, 7:30 a.m. to 6:00 p.m.; Wednesday, Thursday, and Friday, 7:30 a.m. to 4:30 p.m.; Saturday and
Sunday--closed.

MCMINNVILLE CAMPUS BOOKSTORE HOURS: The hours of operation for the McMinnville Campus
Bookstore are as follow: Monday through Friday, 9:00 a.m. — 2:00 p.m.

FAYETTEVILLE CAMPUS BOOKSTORE HOURS: The hours of operation for the Fayetteville Campus
Bookstore are posted at the beginning of the semester.

SMYRNA CAMPUS BOOKSTORE HOURS: The hours of operation for the Smyrna Campus Bookstore
are posted at the beginning of the semester.

Holidays, summer hours, and extended hours will be posted at each location at the beginning of each
term.
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STUDENT ACTIVITIES

ATHLETICS

The college sponsors intramural and intercollegiate athletics under the supervision of the faculty in
health, physical education, and recreation.

The intramural program operates throughout the year and provides men and women students with
opportunities to compete in seasonal sports either as individuals or as members of teams from the various
student organizations. All students are encouraged to participate in the intramural program.

The intercollegiate program sponsors teams in men's basketball and baseball and women's basketball
and fast pitch softball. These teams compete in a regular schedule with teams from other recognized institutions
of the same scholastic levels as Motlow State Community College. To participate in intercollegiate athletics,
students must meet the eligibility requirements of the National Junior College Athletic Association and the
Tennessee Junior and Community College Athletic Association.

SOCIAL EVENTS AND ACTIVITIES

A variety of social events is an important part of the total student life experience at Motlow. Almost all
events are planned by students for their enjoyment. Many cultural and intellectually stimulating events are open
to interested area citizens. Any student interested in planning or promoting social events should contact the Vice
President for Student Affairs and Institutional Advancement.

A social event is defined as any activity planned by the college-approved student group. A social event
must be scheduled with the Vice President for Student Affairs and Institutional Advancement. A request for
approval of any proposed event shall be submitted on forms which are available in the Office of the Vice
President for Student Affairs and Institutional Advancement. The event shall not be publicized until final approval
has been granted.

All social events must have approved chaperons for each activity. These chaperons must be present
throughout the entire event.

STUDENT GOVERNMENT

Motlow State Community College is committed to the concept of student government because of its
democratic ideals and creative implications. Every student becomes a member of the student government when
he/she enrolls. Student-faculty committees provide close liaison between the student government and the
college administration.

The student government at Motlow is divided into an executive and a legislative branch. The executive
branch is composed of the President, Vice-President, appointed cabinet officials, and special committees.
Elections for the executive branch are held each spring. The legislative branch is called the Student Senate.
The Senate is composed of freshman and sophomore officials. Sophomore members are elected in the spring,
and freshmen members are elected in the fall.

The President of the Student Government Association serves as a liaison among SGA on each campus.
The Smyrna, McMinnville and Fayetteville campuses maintain a separate administrative structure for the Student
Government Association; each led by an executive vice president on the respective campus. Each addresses
issues unique to that campus including student activities, student concerns, and community projects. Officers
are elected from the freshman and sophomore classes. More information is available from the SGA advisors on
those respective campuses.
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Information regarding specific election dates and a copy of the Constitution of the Student Government
Association of Motlow State Community College may be obtained from the Office of the Vice President for
Student Affairs and Institutional Advancement. The constitution outlines the duties of each student government
official, gives procedures and regulations for elections, and includes by-laws which govern the day-to-day
activities of the SGA. Those wishing to become involved in SGA activities should contact the SGA president, the
campus vice president, or staff advisor at each campus.

STUDENT ORGANIZATIONS

A well-rounded, integrated program of student activities is provided through student organizations.
Students may choose from a variety of organizations depending upon individual interests. These organizations
include scholastic honoraries, discipline groups, service organizations, and special interest groups. Registration
with the Vice President for Student Affairs and Institutional Advancement is required for all student organizations
on the campus. Registration forms may be secured from the Vice President for Student Affairs and Institutional
Advancement.

The following information must be provided for official registration of student organizations:

Name of organization

Name of faculty sponsor(s)

List of current officers

Statement of purpose

Copy of constitution, charter, or by-laws, as applicable

Letter verifying receipt of registration materials by the Vice President for Student Affairs and Institutional
Advancement.

oD~

The college shall require an annua! written report of each officially registered student organization
evaluating its activities. Continued recognition of the organization will depend on the receipt and approval of
such an annual report in addition to compliance with college rules and regulations affecting student
organizations.

Many clubs and other organizations, in addition to the Student Government Association, sponsor a
variety of worthwhile cultural and intellectual assemblies. Students, staff, and interested area citizens are
encouraged to attend on such occasions. The following organizations are chartered on the various Motlow
campuses:

Art Club Outing Club (Fayetteville)

Baptist Collegiate Ministries Outing Club (Moore Co)

Biology Club (Smyrna) Phi Theta Kappa Honor Society (Fayetteville)
Circle K Club (McMinnville) Phi Theta Kappa Honor Society (McMinnville)
Communications Club (Fayetteville) Phi Theta Kappa Honor Society (Moore Co)
Communications Club (Moore Co) Phi Theta Kappa Honor Society (Smyrna)
French Club Psychology Club (McMinnville)

Law and Government Club Tennessee Association of Student Nurses
Literary Club Student Tennessee Education Association
Motlow Philhellenic Society Wiser Older Learning Folks Association (WOLF)
Muiti-Cultural Student Organization Young Democrats Club

Non-Traditional Student Association (Fayetteville)  Young Republicans Club

A special event, Club Day, is set aside at the beginning of the fall semester for new students to become
acquainted with campus organizations. In addition, organizations and meetings are advertised on campus
bulletin boards and on Stall News. For more information about specific organizations, contact the Office of the
Vice President for Student Affairs and Institutional Advancement.
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STUDENT PUBLICATIONS

The following constitutes the operating procedures of all student publications.
Purpose of Student Publications

Motlow Monitor, the student newspaper, is edited and published by students during the year to inform
students and staff of pertinent upcoming events, to provide students with an expression of opinions and
views, and to increase student awareness of campus life. The student newspaper is assisted financially by
the college and is provided at no charge to the student body.

The Mosaic, the student literary magazine, is organized and assisted financially by the college and the
Literary Club to promote interest in the literary efforts of the students of Motlow College (only student writing
is in The Mosaic).

All publications produced by students at Motlow College may serve as forums for expression of ideas
concerning issues and events of interest. Views expressed in the publications are not necessarily the views
of the student body as a whole, the college, or the Tennessee Board of Regents.

Organization and Governance

The editor and associate editor of the Motlow Monitor are appointed from applicants by the Motlow Monitor
advisor and the Vice President for Student Affairs and Institutional Advancement. Other staff members are
appointed by the editor from the applicants. The editor and the advisor have administrative responsibility
for publication of the newspaper, with the Vice President for Student Affairs and Institutional Advancement
acting as consultant.

All college and Tennessee Board of Regents’ financial and administrative policies and procedures shall be
followed in establishing and maintaining the operation of the Motlow Monitor.

The Mosaic shall be published as a project of the Literary Club. This club must have at least one Motlow
College faculty/staff advisor-editor. Students for staff and editorial positions will be selected by the literary
magazine's advisor(s).

The Tennessee Board of Regents and the college administration recognize that all student publications at
Motlow College are guaranteed First Amendment freedom and that student editors have control of the
content of student publications. However, the editor also has responsibility to be knowledgeable of the
meaning of First Amendment freedom and to work closely with the advisor.

The Student Affairs Committee, consisting of two (2) faculty members from the Humanities and Social
Science Division; two (2) faculty members from the Mathematics, Science, and Education Division; two (2)
faculty members from the Career Education and Workforce Development Division; one (1) staff member
from the Library; and two (2) students representing the Student Government Association, will hear and
review plans, requests, or grievances and recommend appropriate action regarding student publications.
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STUDENT RIGHTS AND RESPONSIBILITIES

. PREAMBLE

Academic institutions exist for the transmission of knowledge, the pursuit of truth, the development of
students, and the general well-being of society. Free inquiry and free expression are indispensable to the
attainment of these goals. As members of this academic community, students are encouraged to develop the
capacity for critical judgment and to engage in a sustained and independent search for truth.

Freedom to teach and freedom to learn are inseparable facets of academic conditions in the classroom,
on the campus, and in the community. Students should exercise their freedom with responsibility.

fl. STUDENT RIGHTS

A.

Freedom of Access to Higher Education

Motlow State Community College is open to all students who are qualified according to its
admissions standards.

Evaluation in the Classroom

Students are free to pursue their educational goals. Appropriate opportunities for learning in the
classroom and on the campus are provided by the college. Student performance will be evaluated
solely on an academic basis, not on opinions or conduct in matters unrelated to academic
standards.

Protection of Freedom of Expression

Students are free to take reasoned exception to the data or views offered in any course of study and
to reserve judgment about matters of opinion, but they are responsible for learning the content of
any course of study in which they are enrolled.

Protection Against Improper Academic Evaluation

Students have protection through orderly procedures against prejudiced or capricious academic
evaluation. At the same time, they are responsible for maintaining standards of academic
performance established for each course in which they are enrolled.

Protection Against Improper Disclosure

The Family Educational Rights and Privacy Act of 1974 provides safeguards regarding the
confidentiality of and access to student records, and this Act is adhered to by the college.

PRIVACY RIGHTS OF STUDENTS

The education records of current and former students at Motlow State Community College are
maintained as confidential records pursuant to The Family Educational Rights and Privacy Act (FERPA) of 1974
as amended. Students have the right of access to their own education records as hereinafter set forth, and
personally identifiable education records of students are not released to persons, agencies, or organizations
without the consent of the student unless release is authorized by law and by this institution.
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Directory information concerning students is treated as public information and is released to the public
unless otherwise requested by the student. “Directory information” includes the following: the student’s name,
address, email address, telephone listing, date and place of birth, class schedule, full-time/part-time status, major
field of study, participation in officially recognized activities and sports, weight and height of members of athletic
teams, dates of attendance, the most recent previous educational agency or institution attended by the student,
and the degrees and awards received by the student. Directory information is released to other students for car
pool purposes. At the time a student registers for courses, the student may request in writing that any or all
directory information concerning the student not be released as public information. This request shall be
effective for the remainder of the academic year unless revoked by the student. If the student does not wish
directory information to be released, the student’s name will not appear in public listings released by the college
such as Dean’s List, Honor Roll list, or Graduation list.

A student’s right to access his/her education records includes the right to inspect and review content of
such records. A request by a student for access to his/her education records should be directed to the Vice
President for Student Affairs and Institutional Advancement and will be granted within a reasonable period of
time not to exceed forty-five days after the request has been made. The student has the right to seek
amendment of the records that the student believes to be inaccurate, misleading, or otherwise in violation of the
student’s privacy rights.

The student has the right to file a complaint with the U.S. Department of Education concerning alleged
failures by the College to comply with the requirements of FERPA. The name and address of the Office that
administers FERPA are:

Family Compliance Office

U.S. Department of Education
600 Independence Avenue, SW
Washington, DC 20202-4605

Any student who believes that information contained in the education records is inaccurate or misleading
or violates the privacy rights of the student may request that the records be amended. After a reasonable period
of time, if the institution decides to refuse to amend the education records, the student shall be informed in
writing and shall be advised by the Vice President for Student Affairs and Institutional Advancement of his or her
right to a hearing and the procedures for the hearing. Following a hearing, if the institution decides that the
records should not be a