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ACADEMIC CALENDAR 5

This calendar is subject to change at any time prior to or during an aca-
demic 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.

FALL SEMESTER 1988

Registration . . . . ... ...ttt innnnnanas August 22, 23

Classes Begin . ... ...... ..ot nnnnsonn August 25

Last Day to Register or Add Courses. . . .. ......... August 31

Last Day to be Deleted fromRoll. . . .. ........... August 31 |
Holiday, Labor Day (campusclosed). . . .. ......... September 5 ‘
Last Day to Drop Classes and Receivea “W"" ........ October 6

Midterm Examinations. . . . . ... ..oty October 13-19

Last Day to Drop Classes with “WP’" or “WF’* Option . .October 27

Holidays, Thanksgiving {campus closed). . . . ... ..... November 24-26

Final Examinations . . .. . . . .. e v v v s nnnnnenns December 10, 12-15

SPRING SEMESTER 1989

Registration . . . .. ...ttt naooesannas January 9, 10
Classes Begin .. ... ...t ivnnnnoannnnesnnd January 12
Holiday, Martin Luther King Day (campus closed). . . . . January 16
Last Day to Register or Add Courses. . . . . .. ....... January 18
Last Day to be Deleted from Roll. . . ... .......... January 18
Intent to Graduate FormsDue. . ... ... ... ... .... February 15
Last Day to Drop Classes and Receivea “W'* . ....... February 23
Midterm Examinations. . . . .. .. e v vt v i i e i e March 2-8
SpringBreak. . . ... ... it i s e March 13-18
Last Day to Drop Classes with “WP" or ““WF"" Option . .March 23
Final EXaminations . . . ... ..ot v v v nvvnnnnonons May 4, 6, 8,9, 10
COMMENCEMENT . . . v oo v v vv oo n e s o nmmnmsnssns May 13

SUMMER SEMESTER 1989

Registrationforall Terms . . . .. ... vy June 1
Full TermClassesBegin . . . .. ... ..o nn..s June 5
Last Day to Add Full Term Classes. . . ... ....... June 9
Final Exams Full Term. . . . .. .o i v i v v v a v ann August 11
1st Half ClassesBegin. . . . . .. .. ..o iinvioneans June 5
Last Day to Add 1st Half Classes . . . ........... June 7
FinalExams1stHalf . .. ................... July 7
2nd Half Classes Begin . . . . . ... ..o vvnonnans July 10
Last Day to Add 2nd Half Classes. . . . .. ... ..... July 12
Final Exams2nd Half. . . .. ... .. ............ August 11

Holiday, Independence Day (campus closed) .. ... ... July 4



THE PROGRAMS, CURRICULA, AND FEES AS SET FORTH IN THIS
CATALOG ARE SUBJECT TO CHANGE AT ANY TIME AT THE DISCRE-
TION OF MOTLOW STATE COMMUNITY COLLEGE OR THE STATE
BOARD OF REGENTS. BECAUSE OF THE POSSIBILITY OF CHANGE
OR UNDETECTED ERROR, IMPORTANT POINTS OF FACT AND IN-
TERPRETATION SHOULD BE CONFIRMED BY THE APPROPRIATE
COLLEGE OFFICIAL.

The provisions of this catalog constitute a contract between Motlow State
Community College and a student who commences any program of study
insofar as it relates to the degree requirements for that program during the
effective period of this catalog, and the degree requirements are subject to
change during such period only to the extent required by federal or state
laws or accreditation standards. The specific courses or activities constituting
the degree requirements for any program are subject to substitution at any
time prior to completion by the student.

The remaining provisions of this catalog reflect the general nature of and
conditions concerning the educational services of Motlow State Community
College in effect at this time, but do not constitute a contract or otherwise
binding commitment between Motlow State Community College and the
student. Any fees, charges, or costs, and all academic regulations set forth in
this catalog are subject to change at any time; and all courses, programs, and
activities described in this catalog are subject to cancellation or termination
by Motlow State Community College or the State Board of Regents at any
time.

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
institution, are trained and qualified for teaching at the college level. How-
ever, the acquisition of knowledge by any student is contingent upon the
student’s degree to learn and his or her application of appropriate study
techniques to any course or program. As a result, Motiow State Community
College does not warrant or represent that any student who completes a
course or program of study will necessarily acquire any specific knowledge
or skills, or will be able to successfully pass or complete any specific examina-
tion for any course, degree, or license.
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8 MOTLOW STATE COMIMUNITY COLLEGE

LOCATION

Motlow State Community College is located on 187 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 6 miles from
Lynchburg via State Route 55, and approximately 12 miles from Shelbyville
via State Route 130.

HISTORY

The 1967 General Assembly authorized the construction of three additional
community colleges in Tennessee. At a called meeting of the Tennessee State
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 State 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.

L

PLANNING FOR THE NEW INSTRUCTIONAL FACILITY IN McMINNVILLE
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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 approximately 500 students and 25 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, an Allied Health Linkage program with the University of Alabama in
Birmingham as well as other new career programs have been added, along with a
very active program of continuing education, measurably increasing the institu-
tion’s service to students and to the community.

In January, 1975, Dr. Ingram resigned to become Commissioner of Educa-
tion and the following March, Dr. Harry Wagner, Vice President for Student
Affairs at Middle Tennessee State University, was appointed president.

In 1984 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. In that same year, 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 facil-
ity provides a 280-seat theatre/auditorium, instructional support areas for nurs-
ing and engineering, and an office complex for the Career Education 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.

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 enrollments during the 1987-88 year. Construction
of a Motlow facility in McMinnville to house a day and evening instructional
program for citizens of the counties in the northern service area progressed
effectively toward completion for a fall 1988 opening.
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MISSION

Motlow State Community College, a two-year, open-door institution, em-
braces a comprehensive concept. In addition to offering credit and non-credit
courses in liberal arts and career education, the College also serves as lead
institution for three area vocational-technical schools and is the administra-
tive entity for the Job Training Partnership Act in Service Delivery Area
Number 10. The College’s Industrial and Business Institute provides educa-
tional and training needs for the community work force.

Located in a rural setting, the College is traditionally academic and social
and offers a broad range of programs to students with varied backgrounds.
The programs are three-fold: (1) to serve students who plan to transfer to
four-year institutions; {2) to serve students who plan to pursue career oppor-
tunities through formal education beyond high school; and (3) to serve the
community through a continuing education program. Developmental courses
are provided for students who need to reach a minimum competency level to
be successful in college work. The honors program, designed to challenge the
academically talented students, is composed of courses that transfer to four-
year institutions. Further enhancement is provided through monthly honors
seminars and co-curricular events that are inter-disciplinary.

In seeking to fulfill its mission, the College has established the following
priorities:

* produce graduates who have demonstrated mastery of basic and aca-
demic skills and can serve as functional and learned citizens in the
communities where they reside;

* contribute to the economic stability and development of the service
area by assessing the employment needs of the private, public, and
service sectors and producing graduates who have demonstrated accept-
able competencies in a major field of study to become effective em-
ployees in a competitive work environment;

* improve the access to older students, working adults, and minorities
by providing instructional programs convenient to their residence and
work schedules at on- and off-campus teaching sites;

* provide short- or long-term training in credit or non-credit programs to
meet changing technical or operational needs of area businesses and
industries; and

* provide a variety of support services to enhance the effectiveness of
instructional programs and activities.
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A faculty that is dedicated to teaching excellence is one of the College’s
most valuable assets. The educational credentials and work experience of the
faculty exceed the regional and national averages for community colleges.
The faculty’s primary functions are teaching and academic advising of stu-
dents. Subject matter is to be taught effectively, with no abridgement of
academic freedom, and with an adherence to the responsibilities concomitant
with that freedom. Research and publication are encouraged but are of
secondary importance to instruction and advisement.

Various physical resources support the College’s priorities. Through the
use of computer facilities, from micros to mainframe, the College attempts
to meet required academic, literacy, and general interest needs. The Learning
Center serves the College’s academic program and the community by pro-
viding access to a large collection of books, periodicals, audio-visual materials,
and an on-line computer data bank. Well-equipped developmental centers
staffed by instructor/technicians are provided for students.

The College has identified means to improve responsibilities to consti-
tuencies. Career Education programs are developed in conjunction with the
Lead Institution Job Coordination Plan to enable graduates to become highly
marketable. To better assure quality employability, minimal exit level com-
petency-based performance tests will be administered in all career education
programs,

Motlow State Community College is committed to education of a non-
racially identifiable student body. Serving the educational needs of older stu-
dents, working adults, and minorities is of paramount importance. An office
will be identified which will oversee special support services for these stu-
dents. Orientation sessions will be implemented at each registration location,
and specialized courses, both on and off campus, will be conveniently sched-
uled. Advisement workshops which address needs unique to these students
will be held during orientation and later in the semester.

The College’s leadership seeks diversity in the decision-making process.
Collegiality and shared authority are demonstrated through the contributory
roles of an Administrative Council, Faculty Council, and Student Govern-
ment Association. Students influence the governance of the institution
through membership on each standing campus committee, and advisory
groups composed of community and industrial representatives participate in
the planning process. The combined expertise and effort of College and
community contribute to the positive and vital impact of Motlow State
Community College on the growth and development of its service area.



12 Motlow State Community Coliege
JOB TRAINING PROGRAM

The Job Training Partnership ACT (JTPA) was established in October,
1982, for the purpose of providing training and employment for economi-
cally disadvantaged and unemployed persons. Motlow College was designated
as the administrative entity and grant recipient in July, 1983, for service
delivery area 10. The area includes Bedford, Coffee, Franklin, Lincoln,
Moore and Rutherford counties. A significant shift in former federal man-
power programs, the Job Training Program stresses quality training resulting
in placement in the private sector.

The program receives policy guidance from a duly appointed Private
Industry Council (PIC). The majority of Council members are private busi-
ness and industry representatives. Other groups represented include educa-
tion, planning, and related state agencies. In addition to the Council, all
county executives and mayors of incorporated cities in the area comprise a
Consortium of Local Elected Officials (LEO) which must review and approve
the Council’s action. Through the Council (PIC) and Consortium (LEO),
policy guidance and program oversight are maintained. The primary com-
ponents of JTPA include basic employability training, classroom training,
on-the-job training, dislocated worker training, individual referrals, and a
youth program,

All services provided under the Job Training Program are free to certified
eligible participants. The first step for enrollment in the program is to be
certified eligible to participate through local Job Service offices located in
Tullahoma, Winchester, Fayetteville, Shelbyville, Murfreeshoro.  After
certification, eligible participants will be referred to one of six training
sites for assessment and counseling. Once it is determined that an individual
can benefit from the program, he or she will be officially enrolled and re-
ferred to one of the training programs. The emphasis of the program is on
quality training. Hourly stipends will not be paid. Participants may, however,
qualify for transportation, child care assistance, or limited work experience.

BASIC EMPLOYABILITY TRAINING PROGRAM (including Basic Skills)

The Basic Employability Training Program is designed to provide coun-
seling and classroom training in basic and pre-employment skills for JTPA
participants. Training activities include basic skills, job preparation and
orientation, job search, and placement for job-ready individuals.

CLASSROOM TRAINING

Traditional classroom training is provided through the program. General
overview components, as well as industry-specific skills training, are available.
All classroom training must be geared to demonstrated industry and business
needs in the area, Often limited work experience and on-the job training are
combined with classroom training to give the participant both a theoretical
and practical application.
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ON-THEJOB TRAINING

On-the-job training provides vocational training for individuals who have
the potential to master the required job skills. Participants usually start at
entry-level and learn the job fundamentals. This can mean a fair opportunity
to gain the valuable work experience record required by most employers.
The advantages of on-the-job training are realized when fifty percent of the
worker’s wages are paid during training to offset the employer’s training cost.

Specific on-the-job training will be developed and monitored through the
OJT Coordinator. Counseling and additional assistance may be provided as
they are needed. Thus, the primary purpose of OJT is to provide the exper-
tise and the means to help willing individuals become skilled productive
workers,

YOUTH PROGRAMS

The youth program is composed of two primary components for youth,
ages 16 to 21. The Exemplary Youth Program is comprised of in-school
dropout prevention, remedial education, and job seeking skills. This also
includes recruitment for those youth who have recently quit school. The
second component is the Summer Youth Program aimed at youth, ages 14 to
21. Youth, ages 14 to 16, are eligible for a six-week residential experience on
a university campus where they receive the combined activities of academic
and personal counseling, work experience and cultural enrichment activities.
Youth, ages 16-21, can receive career exploration work experience and GED
preparation.

INDIVIDUAL REFERRALS TO EXISTING EDUCATIONAL FACILITIES

Through JTPA, program participants may enroll in existing educational
programs at Motlow College, Murfreesboro AVTS, McMinnville AVTS, and
Shelbyville AVTS. Enroliment at other colleges and universities is possible
for career programs of two year’s length or less. The Job Training Program
pays maintenance fees, books and supplies, transportation, and child care
cost.

DISLOCATED WORKER TRAINING

This program is offered to retrain people who have been terminated or laid
off by an employer or have received notice of termination resulting from a
plant or facility permanently closing. Participants will be provided counseling,
training, and assistance in locating a job. Participants do not have to be
economically disadvantaged to qualify for program entry.
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THE ROLE OF THE LEAD INSTITUTION

The lead institution concept, developed by the State 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 lead institu-
tion role 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, in its planning efforts, will seek to serve
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

It is the intent of Motlow State Community College to fully comply with
all parts of the Executive Order 11246 as amended, all subsequent amend-
ments thereto, and any Executive Order superseding each order. Further-
more, it is the intent of Motlow State Community College to comply with
Title VI of the Civil Rights Act of 1964 as amended, Title IX of the Educa-
tion Amendments of 1972, Section 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, subsequent
amendments to these acts, and all other current state and Federal laws and
regulations regarding equal employment opportunity and/or affirmative action.

It is the policy of Motlow State Community College that a qualified individ-
ual will be assigned overall responsibility for equal employment opportunity/
affirmative action. This responsibility is currently assigned to the Director of
Human Resources. Questions regarding these policies and/or other matters
relative to equal employment opportunity/affirmative action should be ad-
dressed to the Affirmative Action Officer (Director of Human Resources).
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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 demon-
strate 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 which he/she will be
when entering the college. The student types identified for admission pur-
poses are given on the following pages. Each type is defined; specific require-
ments 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 Director
of Admissions and Records, Motlow State Community College, P. O. Box
88100, Tullahoma, TN 37388-8100.

FINAL ACCEPTANCE

When all admission requirements have been met, the applicant will be sent
a letter indicating 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 atten-
dance, the student will not receive a grade report for that semester, the stu-
dent 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 Director of Admissions and
Records according to the policy set forth by the State Board of Regents.
Copies of these policies are available from the Office of Admissions and
Records upon request.

NON-CREDIT COMMUNITY SERVICE STUDENTS

A non-credit community service student is enrolled in non-credit contin-
uing education courses. Enrollment requires completion of forms in the Non-
Credit Community Service (NCCS) packet during the registration process and
payment of the fee appropriate to the selected course(s).
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REQUIREMENTS FOR SPECIAL PROGRAMS

Certain instructional programs of the college are subject to special admis-
sion requirements which are in addition to the general admission require-
ments and are subject to change due to the availability of institutional re-
sources.

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 Academic Assessment Placement Program (AAPP).
For information concerning testing dates, contact the Director of Nursing.
Final selection of successful applicants will be made by a committee com-
posed of the nursing faculty and the Director of Nursing.

One 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 recom-
mended to plan an appropriate program of study,

Transfer students who wish to enter the nursing program must have a five-
year currency credit in nursing, mathematics, nutrition, and required 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 Com-
munity 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 Totally Disabled Student

Special Student for Credit Foreign Student

Pre-Freshman Student
Academically Talented/Gifted Student

On the following pages, each of the student types named above is defined;
the specific requirements for admission are listed; and, additional informa-
tion appropriate to that type is given. A prospective student seeking admis-
sion 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.
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NEW FRESHMAN STUDENT

A new freshman student is a student who is pursuing a degree or certifi-
cate 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.

2,

Submit a completed Application for Admission Form and a $5.00 non-
refundable application fee to the Office of Admissions and Records.
Request that the high school from which the applicant graduated for-
ward 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
or who has graduated from a non-accredited or non-approved high
school may be admitted on the basis of GED scores. 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 comple-
tion of the examination with a comprehensive score of 45 or more.
The high school transcript or GED examination results must be sent
directly to Motlow from the high school or testing center.

- Provide an official American College Testing Program (ACT) report if

the applicant is under 21 years of age. (This ACT report is not required
of applicants who are 21 years old or older.) ACT scores on the high
school transcript 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 414, lowa City, lowa
52240 and including a $4.50 fee. The score report is to be sent di-
rectly to the Office of Admissions and Records at Motlow.

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 an ap-
proved college or university. (A student who has previously attended Motlow
and transfers from another institution is a “‘readmit” student.) To be ad-
mitted as a transfer student, a person must do the following.

1.

2

Submit a completed Application for Admission Form and a $5.00 non-
refundable application fee to the Office of Admissions and Records.
Request that an official transcript be forwarded directly to the Office
of Admissions and Records at Motlow from each college or university
previously attended by the applicant.
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Students who wish to transfer from another college or university to Mot-
low 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 five-year currency credit in nursing, mathematics,
nutrition, and required natural sciences.

All work taken for credit at an approved institution will be accepted at
Motlow State Community College. Each degree or certificate of credit seek-
ing transfer student’s previous work will be evaluated and included on his/her
transcript. All transfer grades will be used in computing the cumulative grade
point average. A copy of Motlow’s evaluation will be mailed to the student as
soon as the evaluation is complete. When credit is transferred from an un-
approved institution, validation of that credit is necessary. The Director of
Admissions and Records is to be contacted for information about the valida-
tion procedure.

A transfer student who is not eligible to re-enter the institution from
which he/she is transferring may appeal the suspension to the Student Affairs
Committee at Motlow 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.

An appeal must be presented in writing and in duplicate to the Associate
Dean of Student Services prior to the first day of classes as indicated in the
official college calendar for the semester which the student wishes to enter.
Appeals will be heard by the Committee on the first day of classes of each
semester at 2:00 p.m., including summer. The student should report to the
office of the Associate Dean of Student Services in the Student Center. The
Student Affairs Committee reserves the right to alter the date for appeals
based upon the number of appeals to be heard.

The Associate Dean of Student Services may remove the suspension status
for a student when recommended by the Student Affairs Committee or when
satisfactory progress is clearly indicated.

READMIT STUDENT

A readmit student is a student who has previously taken credit classes at
Motlow College. A student who has attended another college or university
since last attending Motlow College will re-enter as a transfer student and is
subject to admission requirements for transfer students. 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.



20 Student Affairs
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. A student who attends a class with
audit status will receive no credit and no grade. Enrollment with audit status
is reflected on the permanent record as NC for “no credit.”” 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 do the
following.

1. Submit a completed Application for Admission Form and a $5.00 non-
refundable application fee to the Office of Admissions and Records.

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 audi-
ted 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. Enroll-
ment for audit may be subject to space available.

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 pro-
gram. 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 $5.00 non-
refundable application fee to the Office of Admissions and Records.

2. Request that 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 Depart-
ment of Education or an official report of a comprehensive GED
score of 45 or more

b. an official transcript from the last college attended

3. Provide an official ACT report if the applicant is under 21 years of age.
ACT scores on the high school transcript are acceptable.

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 trans-
ient student, a person must do the following.
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1. Submit a completed Application for Admission Form and a $5.00 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 Admis-
sions 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.

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. Enroll-
ment 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 $5.00 non-
refundable 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 $16.00 per semester credit hour up to a maximum
of $45.00 per semester. Enrollment without payment of the full mainte-
nance fee will be subject to the availability of space in the class being re-
quested. 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 $5.00 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 high school transcript or other proof of graduation from

high school, or

b. an official report of a comprehensive GED score of 45 or more, or
¢c. 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 State Board of Regents. This student type may
audit credit courses without payment of a maintenance fee and may enroli
for credit courses without payment of the full maintenance fee but will be
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assessed a service fee of $16.00 per semester hour up to a maximum of
$45.00 per semester. Enrollment 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 $5.00 non-
refundable application fee to the Office of Admissions and Records.
2. Submit certification of disability, as defined by the State 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, or

b. an official report of a comprehensive GED score of 45 or more, or

c. evidence of graduation from a college or university.

4. Provide an official ACT report if applicant is under 21 years of age.

ACT scores on the high school transcript are acceptable.

FOREIGN STUDENT

A foreign student is a student who is a citizen or a permanent resident of a
country other than the United States. To be admitted as a foreign student, a
person must do the following.

1. Submit a completed Application for Admission Form and a $5.00 non-
refundable application fee to the Office of Admissions and Records.

2. Request that an official TOEFL (Test of English as a Foreign Lan-
guage) report with a score of at least 500 be forwarded to the Office of
Admissions and Records at Motlow. (The TOEFL is not administered
at Motlow.)

3. Submit a completed financial statement form,

4. Submit evidence of high school graduation or the equivalent or an offi-
cial report of a comprehensive GED score of 45 or more or graduation
from a college or university.

5. Request that transcripts be forwarded to the Office of Admissions and
Records from each educational institution previously attended. Appli-
cants 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.

6. Provide an official ACT report if the applicant is under 21 years of age.
ACT scores on the high school transcript are acceptable.

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

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

EARLY ADMISSION

Motlow State Community College provides for admission of select stu-
dents who are still involved in an educational program in grades 9, 10, 11, and
12. Two categories, pre-freshman and academically talented/gifted, are
defined to provide opportunity for early admission.

PRE-FRESHMAN STUDENT

The pre-freshman early admission category is for the student who has
completed the junior year in an accredited or approved 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 pre-freshman
student.

1. The junior year has been completed.

2. The cumulative grade average (excluding deportment grades) beginning
with the sophomore year and including all high school work completed
at the time of enrollment at MSCC is equivalent to A or B as deter-
mined by high school principal or counselor.

3. When a content area in the high school curriculum corresponds to the
coursework to be completed at MSCC, the grade average in that content
area is equivalent to A or B as determined by high school principal or
counselor.

4, The high school principal must approve the student for pre-freshman
enrollment and submit a letter of recommendation to the Director of
Admissions and Records at MSCC.

5. Provide an official ACT report. ACT scores on the high school tran-
script are acceptable.

When the above conditions have been met, the prospective pre-freshman
student must do the following.

1. Submit a completed Application for Admission Form and a $5.00 non-
refundable application fee to the Office of Admissions and Records.

2. 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.

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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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 recom-
mendation 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 equivalent to 3.2 on a 4.0 maximum
basis and if such a placement is a part of the student’s planned Individ-
ual 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 enroliment at MSCC as an academically talented/
gifted student:

1.

2,

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

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.

. Enrollment in coursework at MSCC is part of the student’s planned

Individual Education Program (IEP) as established by the multidis-
ciplinary team process.

. The high school principal must approve the student for academically

talented/gifted enrollment at MSCC and submit a letter of recommen-
dation, a transcript, and a copy of the student’s Individual Education
Program to the Dean of the College. Courses to be taken are to be
identified to the IEP.

The school principal will be notified of action taken on the recommenda-

tion.

If the proposed enrollment is approved by the Dean of the College, the

prospective student should submit a completed Application for Admission
Form and a $5.00 nonrefundable 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 to-
ward 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
BACKGROUND

In December, 1982, the Board of Regents (SBR) 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 sub-
jects’”” 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 instruction-
al programs. Section 99 of that Act states:

SECTION 99. Within five (5) years after passage of this act it is the legi-
slative intent that the instructional program shall be improved to provide
measurable improvement in the subjects of Chapter Il “The Basic Aca-
demic Competencies,’”” Chapter |1l “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 SBR asserted the position that college-level work should pre-
sume the College Board competencies and that admitted students unable to
pursue studies at that level are by definition underprepared.

PROFICIENCY IN BASIC ACADEMIC SUBJECTS

Acceptable preparation for postsecondary education may be defined as
that preparation which improves the statistical likelihood that a student will
succeed in achieving his or her academic goals, that those goals are consistent
with accepted levels of quality, and that the likelihood is appropriate to the
institution in which the student seeks that study. That preparation includes
preparation in both basic academic competencies and subjects. The College
Board’s Academic Preparation for College describes the basic academic com-
petencies as “broad intellectual skills essential to effective work in all fields of
college study.”’ In addition to these general competencies, outcomes acquired
from specific subjects in the high school curriculum provide, as the College
Board document asserts, “detailed knowledge and skills necessary for effec-
tive work in college.” In addition, specific majors at universities may pre-
sume additional subject knowledge. In short, there is an implicit assumption
in the role and scope of all collegiate institutions that their curricula will
build from rather than merely replicate expectations of previously acquired
competencies. The assurance that this assumption is true constitutes the
standards of an institution.

No high school curriculum can assure that a given student will acquire
desired learning outcomes; however, the absence of certain components
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greatly increases the likelihood that the student will not acquire those out-
comes and reduces the likelihood that the student will enjoy maximum bene-
fits of a college experience. The justification for colleges recommending or
requiring specific high school units for admission is to reduce the likelihood
that a student will be unprepared for effective work in college and to increase
maximum benefits a student may enjoy.

For students with the goal of a baccalaureate degree - which includes uni-
versity students and those in transfer programs at community colleges - SBR
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 on the next page for SBR universities apply to all
freshman applicants for regular admission. Undergraduate transfer applicants
for regular admission who are deficient in any of these areas must have col-
lege courses that remove the deficiency. Universities may specify different
requirements for special categories of applicants (e.g., GED, early admission,
international students, students who graduated from high school more than
five years prior to applying for college admission, adult students, and appli-
cants who attended high schools not offering the required courses). Students
admitted under alternative admissions categories will be required to remove
the deficiencies.

COMMUNITY COLLEGE TRANSFER PROGRAMS

Community colleges will remain open admission institutions admitting all
high school graduates. However, Motlow State Community College recom-
mends that students seeking admission to programs at Motlow designed for
transfer pursue the high school curriculum required for university admission.
Admitted students who have not followed the recommended curriculum will
be required to remove the deficiencies with college courses in the individual
subject areas. These courses may be used to satisfy elective credit but must
be completed prior to the awarding of an associate degree designed for trans-
fer to a university.

REQUIRED HIGH SCHOOL PREPARATION
SPECIFIC TO INDIVIDUAL COLLEGE MAJORS

It is generally recognized that certain college majors presume competencies
in specific high school subjects that are not expected of all students. For
example, an engineering major may be expected to begin study of mathema-
tics at the calculus level or a language major may be expected to have com-
pleted elementary study of the language in which he or she proposes to
major,

If a university has any major which presumes a high school background
more rigorous than that of its regular admission requirements, that university
will describe in its catalog that background and what, if any, provisions it
makes for the student who proves to be deficient. Advisors and counselors at
Motlow will assist the student in the transfer program to determine the best
selection of courses at Motlow to meet the requirements of the selected
university.
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HIGH SCHOOL UNITS REQUIRED FOR REGULAR ADMISSION
AT ALL SBR UNIVERSITIES EFFECTIVE FALL 1989

Beginning with the fall term, 1989, all SBR universities will require that
undergraduate freshmen have the high school subject units listed below for
regular admission. All SBR community colleges will recommend, but not re-
quire, the same subject units for freshmen admitted to programs designed for
transfer to baccalaureate schools. Students admitted without these subjects
must remove the deficiencies with college courses, for elective credit only, be-
fore receiving an associate degree designed for transfer.

ENGLISH ... ... ... i it ieaannans 4 Required Units
Units in this category must address reading and literature, writing, speak-
ing and listening, and principles concerning the English language. Exten-
sive experience in reading and writing should characterize all courses.

VISUAL AND/OR PERFORMINGARTS . ............ 1 Required Unit
Units in this category should include a survey of the arts (visual arts, thea-
tre, music, and dance) or active participation in one or more of the arts.
One additional unit in this category is recommended.

MATHEMATICS. . .. ... it it it it e eenn v nas 3 Required Units
Units in this category must include Algebra I, Algebra 11, 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 mathe-
matics as seniors.

NATURAL AND PHYSICAL SCIENCES. . ........... 2 Required Units
Units in this category must include mathematical skills, fundamental con-
cepts, 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.

SOCIAL STUDIES . ivi wansvas s sii ansten sie sveaias v s 2 Required Units
Units in this category may include history, government, geography, eco-
nomics, sociology, psychology, or anthropology. One unit in U.S. History
is required.

FOREIGN LANGUAGE. . ......... . 0cirinnnnnn 2 Required Units
Two units in a single foreign language are required in this category. One
additional unit in this category is recommended.

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., Courses required to remove deficiencies can be used to
satisfy elective credit only.
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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 semester is a separate unit
of operation. A student may enroll at the beginning of any semester. Regi-
stration at the beginning of each semester is not complete until all required
fees have been paid (which means all checks have cleared the bank), and no
student may be admitted to classes without having met his or her financial
obligations. All payments are to be made in cash or by check to the Busi-
ness Office.

MAINTENANCE AND TUITION FEES*

Full-time students (12 or more hours)

Residents of Tennessee. . . . .. .. vt ittt ennss $358.00
Non-residents
Maintenancefee . .................. $358.00 per semester
Tuition . . . ...ttt i e i e $1,215.00 per semester
B I ] | $1,573.00 per semester
Part-time students
Residents of Tennessee. . . . ............ $32.00 per semester hour
Non-residents
Maintenancefee . ................ $32.00 per semester hour
Tuition . . . ... it i et $107.00 per semester hour
Total. . ..o v v it $139.00 per semester hour
Age 65 or totally disabled - Residents of Tennessee (for credit enroliment)
Part-time . ... ... .. imienrnneenn $16.00 per semester hour
Maximum . ....................... $45.00 per semester hour

Enrollment without payment of the full maintenance fee will be subject
to the availability of space in the class being requested.

Persons who are domiciled in Tennessee and are 60 years of age or older
and persons domiciled in Tennessee who are totally disabled, as defined by
the State Board of Regents, may audit credit courses and/or enroll in non-
credit continuing education courses without payment of a maintenance fee.
Enrollment without payment of the full maintenance fee will be subject to
the availability of space in the class being requested. Other applicable fees
and any supply expenses are payable at the time of registration.

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 available.

Students are classified as residents or non-residents for the purpose of
assessing tuition charges. The definition of residency as determined by the
State Board of Regents will apply. Information about residence classifica-
tion may be obtained from the Director of Admissions and Records.

*The above fees reflect a 5% increase over the 1987-88 quarter fees
converted to semester. These fees and all other fees given in this catalog are
subject to change by policy of the State Board of Regents.
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OTHER FEES
Application Fee, one-time, nonrefundable . .. ................ $5.00
Campus Access Fee, each semester, nonrefundable. . . ........... $2.00

The campus access fee will be assessed each student who registers for
credit classes meeting full time on the Motlow campus and students
taking non-credit CED classes which meet for eight weeks or longer on
the Motlow campus. If a student enrolls in both credit and non-credit
classes or in"more than one non-credit class to which the fee applies, the
student will pay this fee only once during the semester.

Change of Registration Fee (drop-add), per form, nonrefundable . . . .$5.00

Computer Lab Fee, per course, non-refundable. . ............. $10.00
The computer lab fee will be assessed each student who enrolls in any
computer science or business-related class which requires use of Motlow
computer facilities.

Graduation Fee, one-time, non-refundable . . . ............... $25.00
This fee covers the cost of the diploma, cap and gown, and other grad-
uation expense. This fee must be paid by February 15 before an appli-
cation for graduation will be processed by the Office of Admissions and
Records.

Late Registration Fee, nonrefundable . . ................... $10.00
This fee will be charged during the entire period of late registration as
indicated in the official calendar for each term published in the class
schedule.

Library Fee
Overdue Books, perbook . ....... $.10 per day to a maximum $5.00
If a student voluntarily returns an overdue book prior to receiving
a notice, the fee is reduced to $.05 per day.
Overdue Reserve Books, per book. . $.25 per hour to a maximum $5.00

Nursing Entrance Examination Fee, nonrefundable . . .......... $18.00
Nursing Lab Fee, per lab section, nonrefundable . . . ............ $8.00
Returned Check Fee, per returned check, nonrefundable ........ $10.00
Student Activity Fee, each semester, nonrefundable. . . .......... $5.00

The activity fee is to be paid by students taking six or more credit
hours on campus.

Traffic Violations Fee
First and second violation,each , . . .................... $5.00
Each violation thereafter. . . .. ... ....ov vt vrieenunnns $10.00

Handicapped Parking Violation
Firstviolation. . . .. ............ i nnnnnn $25.00
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RETURNED CHECKS

There is a $10.00 charge for any check tendered for payment to the
college that is subsequently dishonored and returned by the bank. Re-
turned 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 disenroliment of the student who fails to
redeem his or her check. A late fee of $10.00 will also be assessed for any
returned check 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 tran-
script 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 recommend-
ed and approved policies of the State University and Community College
System of Tennessee.

REFUNDS

Two changes in a student’s status which may require a refund are
changes in a full-time student’s schedule which result in his or her reclassifi-
cation to a part-time student and changes in a part-time student’s schedule
which result in a class load of fewer hours. Those situations which may re-
quire a refund are dropping a course or courses, withdrawing from school,
cancellation of a class by the institution, and death of the student. All
refunds require two to three weeks for processing.

CREDIT CLASSES

1. Seventy-five percent (75%) of fees will be refunded for drops or
withdrawals for a period of 14 calendar days beginning with and
inclusive of the first official day of classes or within an equivalent
period for a short term course. Twenty-five percent (25%) of fees
will be refunded following expiration of the seventy-five percent
(75%) period, for a period of time extending twenty-five percent
(25%) of the time period covered by the term. No refunds will be
made beyond the twenty-five percent (25%) period.
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2. One hundred percent (100%) of fees will be refunded for classes can-
celled by the institution.

3. One hundred percent (100%) of fees will be refunded for drops or with-
drawals prior to official registration for the regular academic term and
prior to the beginning of summer terms.

4. One hundred percent (100%) of fees will be refunded in case of death
of the student.

Summer term refunds will be based on the above procedures with concen-
trated terms being prorated as a percentage of a regular term.

NON-CREDIT CLASSES
No refunds will be made for a non-credit class unless the class is cancelled.
BOOKS AND SUPPLIES

The Motlow State Community College Bookstore is located in the Student
Center and operated by the college for the convenience of the students. The
bookstore carries all required textbooks and student supplies. These are
selected and officially approved by the teaching staff. Since the cost of
books and supplies varies from one program of study to another and from
term to term, only the average costs can be included in the catalog. The
average cost of books and supplies is approximately $200-$300 per year,
depending upon the program of study. If courses requiring special equipment
and supplies are taken, additional cost must be added to the average yearly
cost. The majority of book and supply costs will be incurred during the fall
semester because many textbooks are used for an entire year’s sequence of
courses. Books and supplies can be purchased from the college bookstore by
cash, check, MasterCard or Visa.

Book buyback will be scheduled for the last two days of final exams at the
end of each semester. Books will be bought only on these two days. Buyback
hours will be 8:30 a.m. till 6:00 p.m. on the first day and 8:30 a.m. till 3:30
p.m. on the second day of the buyback. Notices of these dates will be posted
throughout the campus several days prior to the end of the semester.

If a class is cancelled, the full new-purchase price is refundable through
the last day to register or add courses, provided the book is in perfect con-
dition with no markings in it. If the book was purchased as a used book and
the student has the cash register receipt, the purchase price is refundable
through the last day to register or add courses.
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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 decal, valid
from August 1 through July 31 of the following year. The campus access
fee ($2.00 per term) includes the cost and processing of two decals per
academic year per student. If needed, students may obtain additional decals
at a cost of $1.00 each.

All parking decals must be placed in the rear left window. Vehicles so reg-
istered must be parked as directed. Students should park in the designated
lot and park each vehicle so that it is headed into the parking place with the
decal on the rear window exposed to the traffic lanes. No vehicles are to be
parked in the road or on the shoulders of the road. Any vehicle parked on
the lawn or sidewalk will be towed away at the owner'’s expense. Speed limits
shall be 15 m.p.h. on campus. Pedestrians are entitled to right of way but
should exercise caution and courtesy so as not to impede the orderly flow of
traffic,

Special parking areas are provided for handicapped students. A special
parking decal for handicapped students is available from the College Nurse
upon the recommendation of a physician or based on an evaluation of the
handicapping condition by the 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
Associate Dean of Student Services in order not to be subject to a charge
for parking violation. This means even for one day.

The first and second parking violation, except handicapped parking viola-
tions, 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 $25.00 charge will be assessed for the first handicapped parking
violation and $50.00 for each violation thereafter. 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 REGULATIONS

Any student may appeal his or her notice of a vehicle registration/parking
violation to the Associate Dean of Student Services. Appeals must be made
within one week of the date of the citation for the violation. Ignorance of
parking regulations will not be considered as a reason for appeal.
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STUDENT FINANCIAL AID

The primary purpose of financial aid is to provide assistance to students
who, without such aid, would find it difficult to attend college successfuily.
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 is available. All students are encouraged to apply for aid if they
feel they have the need. To determine if there is need for assistance, Motlow
College uses the Financial Aid Services of the American College Testing Pro-
gram which takes into consideration the factors which affect a family’s
financial status.

The Financial Aid Office is located in the Administration Building. The
Director of Financial Aid is available during posted hours to discuss any
student’s financial need with him/her and to help with the necessary aid
application. The application can be obtained in the Financial Aid Office,
Continuing Education and Evening Instruction Office, or in the local high
school Guidance Office. All information received in this office is kept in
strictest confidence.

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 bene-
fits, a student must maintain satisfactory progress in the course of study he/
she has selected. More detailed information on aid programs and student
rights and responsibilities is available in the publication, ““Student Consumer’s
Guide to Financial Aid,” available in the Financial Aid Office.

The following sources of financial assistance are discussed on the follow-
ing pages.

Employment: College Work-Study Program
Campus Work Program

Grants: Pell Grant
Supplemental Educational Opportunity Grant
Tennessee Student Assistance Award
Athletic Grant-in-Aid
JTPA Individual Referral

Loans: Guaranteed Student Loans
Nursing Student Loans
Emergency Loans
PLUS/SLS Loans

Scholarships: Valedictorian/Salutatorian Workships
Leadership Workships
Academic Workships
Motlow College Undergraduate Scholarships
Other Scholarships
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EMPLOYMENT
COLLEGE WORK-STUDY PROGRAM

The College Work-Study Program provides jobs on campus for students
who need financial assistance as determined from information on the ACT
Family Financial Statement. This program gives students a chance to work
up to 20 hours per week and earn a part of their educational expenses. The
hourly pay rate is the current Federal minimum wage. Students are paid
monthly by check.

CAMPUS WORK PROGRAM

A limited number of campus jobs are available to students who normally
do not qualify for the Federal College Work-Study Program. The student
must be enrolled full time in a degree program. 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.

GRANTS
PELL GRANTS

The Pell Grant Program, a Federal aid program, provides money to help
undergraduates pay for their education after high school. Eligibility is
determined by the Department of Education using a standard formula to
evaluate the information provided on the student aid application. These
grants provide the ““foundation” of financial aid to which other aid may be
added; therefore, all students needing assistance should apply for this grant.
Students must be regular, degree-seeking undergraduates and be enrolled or
planning to enroll for at least 6 credit hours per semester.

SUPPLEMENTAL EDUCATIONAL OPPORTUNITY GRANT

The Supplemental Grant is a Federally funded, but institutionally-con-
trolled, grant program. Eligibility is based upon financial need. Application
for financial assistance through the American College Testing Family Finan-
cial Statement automatically places a student in consideration for this grant.

MINORITY GRANTS

A grant awarded through the Financial Aid Office to minorities who have
exceptional need.

TENNESSEE STUDENT ASSISTANCE AWARD

A Tennessee Student Assistance Award is a nonrepayable grant to assist
students in financing a postsecondary education. Funds are appropriated
annually by the Tennessee General Assembly and administered by the Ten-
nessee Student Assistance Corporation. Any Tennessee resident who is en-
rolled or will be enrolled as an undergraduate student in an eligible post-
secondary institution may apply.
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ATHLETIC GRANT-IN-AID

Athletic grants-in-aid are available for qualified students participating in
varsity athletics. A student who is interested and who needs more informa-
tion should contact the Director of Athletics or the coach of the sport in
which he wishes to participate.

JTPA INDIVIDUAL REFERRALS

JTPA Individual Referrals are available to eligible individuals who want to
pursue training in areas of high labor market demand. Eligibility is based on
poverty level economic guidelines or displacement from loss of a job due to a
layoff. Students interested in financial assistance should contact the Job
Training Office.

LOANS
GUARANTEED STUDENT LOANS

The Tennessee Student Assistance Corporation is an agency created by
the 83rd General Assembly of the State of Tennessee which guarantees long-
term personal loans made to Tennessee residents by participating lending in-
stitutions. The interest on these loans is paid by the federal government
until the student’s repayment period begins, which is no less than six months
after graduation or withdrawal from college. Interest rates and other pro-
visions are subject to change by legislative action. Applications are available
at participating lending institutions or the Financial Aid Office.

NURSING STUDENT LOANS

This Federally-funded program is available to assist students who need
financial aid in order to complete their course of study in nursing. The
maximum loan a student may receive is $2,500 per academic year, not to
exceed the amount of the student’s financial need. These loans bear interest
at the rate of 6% per year on the unpaid balance. However, there are no
interest charges while the student is enrolled in the nursing program. Repay-
ment of principal and interest begins nine months after the student ceases to
be at least a half-time student in the nursing program. Interest rates and
other provisions are subject to change by legislative action.

EMERGENCY LOANS

Motlow College has a small loan fund which is available for short-term
loans to full-time students who encounter sudden financial distress.
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PLUS/SLS LOANS

PLUS Loans are for parent borrowers; SLS’s are for students. Parents may
borrow up to $4,000 per year, to a total of $20,000 for each child who is
enrolled at least half time and is a dependent student. Under SLS, graduate
students and independent undergraduates may borrow up to $4,000 per year,
to a total of $20,000. SLS and PLUS loans disbursed on or after July 1,
1987 will have a variable interest rate, adjusted each year. For specific
details on the program, contact your local bank, credit union, other eligible
lenders or the Financial Aid Office staff. Provisions of this program are sub-
ject to change by legislative action.

SCHOLARSHIPS
VALEDICTORIAN/SALUTATORIAN WORKSHIPS

Motlow College makes available, on an annual basis, academic workships
to each valedictorian/salutatorian representing service area high schools.
These workships cover the maintenance fees and involve a work obligation of
60 hours per semester. The applicant must be a Tennessee resident and plan
to enroll as a full-time student. Awards of academic workships are made on a
semester basis. Renewal of the workship after the first semester shall require
a minimum grade-point average of 2.5. All subsequent renewals shall require
a minimum semester grade-point average of 2.5 and a cumulative grade-point
average of 2.8. The workship can be used during the academic year only.
Applications are available in the high school counseling office.

LEADERSHIP WORKSHIPS

Outstanding area high school students may apply for the Motlow College
Leadership Award. The award covers the maintenance fees and includes a
work obligation of 60 hours per semester. The number of workships awarded
each year is dependent upon availability of funds. Applicants must be Ten-
nessee residents and plan to enroll as full-time students. Awards shall be
limited to students who are graduating from high school in the upper twenty-
five percent of their class with a minimum high school average of 2.9 or the
equivalent. These awards are made on a semester basis. Renewal of the work-
ship after the first semester shall require a minimum semester gradepoint
average of 2.6. All subsequent renewals shall require a minimum semester
grade-point average of 2.5 and a cumulative grade-point average of 2.8. The
workship can be used during the academic year only.
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ACADEMIC WORKSHIPS

Academic workships are offered to service area high school students who
have a composite score of 22 or above on the American College Test and will
be graduating in the upper twenty-five percent of their class with 8 minimum
high school average of 2.9 or the equivalent. The applicant must be a resident
of Tennessee and plan to enroll as a full-time student. The award covers the
maintenance fees and includes a work obligation of 60 hours per semester.
The number of academic workships awarded each year is based upon the
availability of funds. Therefore, students should apply early because the
awarding of these workships will be based upon the date they are received in
the Financial Aid Office. Awards of these workships are made on a semester
basis. Renewal of the workship after the first semester shall require a mini-
mum grade-point average of 2.5. All subsequent renewals shall require a mini-
mum semester grade-point average of 2.5 and a cumulative grade-point aver-
age of 2.8. The workship can be used during the academic year only. Appli-
cations are available in the high school counseling office.

MOTLOW COLLEGE UNDERGRADUATE SCHOLARSHIPS

The Motlow College Undergraduate Scholarships are awarded to outstand-
ing minority students. The number of scholarships and amount of the award
are determined annually. For more information, contact the Financial Aid
Office.

OTHER SCHOLARSHIPS

The Motlow College Foundation provides funds for the scholarships listed
below. Some of these require a campus work obligation. For information,
contact the Director of Financial Aid.

COLLEGE BOWL SCHOLARSHIP-awarded to an outstanding student who
is interested in becoming a member of the Motlow College Bowl team.

MOTLOW MONITOR SCHOLARSHIP--awarded to a student majoring in
journalism,

HARRY D. WAGNER SCHOLARSHIP-awarded to an outstanding incoming
freshman intending to graduate from Motlow State Community College with
a university parallel major and pursue a baccalaureate degree.

STUDENT GOVERNMENT ASSOCIATION SCHOLARSHIP--awarded to the
SGA president.

ACADEMIC SCHOLARSHIPS-awarded to outstanding entering Freshmen.
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ENROLLMENT AND STUDENT RECORDS

REGISTRATION FOR COURSES

The academic year begins in August and is divided into three semesters.
Students may enter at the beginning of any semester. Official dates, times,
and locations for registration for a given semester witl be announced prior to
the opening of that semester. All students are expected to complete registra-
tion 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 time. Students not receiving a registration time should check
the time in the current schedule of classes or contact the Office of Admis-
sions and Records for information. Each student will be assigned an aca-
demic advisor who will provide academic advisement prior to registration and
who 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 registra-
tion 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. Registration delayed beyond the date described in the
official college calendar as the last day to register or add a class requires
special permission from the Director of Admissions and Records and may
result in a reduction of course load for the semester.

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 enrollment to audit enrollment. There
is a 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,
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The following procedures are followed in adding a class:

. Obtain a Change of Registration Form from the Office of Admissions

and Records.

. Complete the form with the assistance of the advisor and have the

advisor sign the completed form.

. Check with the appropriate division office on the status of the class to

be added.

. Return with the completed form to the Office of Admissions and Re-

cords for checking and data entry.

. Submit the completed form with the appropriate fee 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 Continuing Education and
Evening Instruction.

DROPPING A CLASS

When a student no longer wants to be enrolled in a given class, that stu-
dent may officially drop that class. 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:

1.

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

. Complete the Change of Registration Form with the assistance of the

advisor and have the advisor sign the completed form.

. Obtain the signature of the instructor of the class being dropped.
. Return with the completed form to the Office of Admissions and

Records for checking and data entry.

. Submit the completed form with the appropriate fee to the Business

Office.

Students who are attending only evening classes may receive assistance in
completing the above procedure in the Office of Continuing Education and
Evening instruction.

Officially dropping a class will affect the permanent record of a student at
Motlow in one of the following ways.
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1. 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 permanent record that
the student was enrolled in the class that semester.

2. Dropping a class after the last day to be deleted from the class roll and
no later than one week prior to midterm examinations will result in a
“W” on the permanent record for the class(es) dropped. The “W"
which indicates “withdrew” is not used in computing the grade point
average,

3. Dropping a class within the three weeks following the last day to re-
ceive a “W* will result in a “WP"* or “WF" for the class(es) dropped.
The “WP” indicating “‘withdrew passing” is not included in computing
the grade point average; however, the “WF" indicating “withdrew fail-
ing”” is computed in the grade point average in the same manner as an
g

4. Dropping a class after the last day to have the “WP” or “WF” option
will result in a “WF" for the class(es) dropped, except for unavoidable
circumstances, which should be appealed to the Dean of the College
through the Associate Dean of Student Services as described on page
42,

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 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.

The following procedures are followed in changing to or from audit status:

1. Obtain a Change of Registration Form from the Office of Admissions
and Records.

2. Complete the Change of Registration Form with the assistance of the
advisor and have the advisor sign the form.

3. Obtain the signature of the instructor of the class for which enrollment
status is being changed.

4. Return with the completed form to the Office of Admissions and Re-
cords for checking and data entry.

5. Submit the completed form with the appropriate fee to the Business
Office.

Students who are attending only evening classes may receive assistance in
completing the above procedure in the Office of Continuing Education and
Evening Instruction.
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WITHDRAWAL FROM THE COLLEGE

Students finding it necessary to withdraw from the college should do so
officially to maintain good standing. The withdrawal process is not complet-
ed 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 cannot come to the campus and
does not have a person to designate to complete the withdrawal process for
him/her, should call the Associate Dean of Student Services, explain the
circumstances, and ask that the withdrawal process be completed for him/her.

The following procedures are followed in withdrawing from the college:

1. A Withdrawal Form is obtained from the Office of the Associate Dean
of Student Services.

2. Necessary signatures indicated on the form are obtained to indicate
clearance of any obligation to the College.

3. The completed form is taken to the Business Office.

The Business Office will verify clearance of all obligations to the college,
will initiate steps for any appropriate refund of fees, and will officially notify
the Office of Admissions and Records that the withdrawal process has been
completed. 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 Continuing Education and
Evening Instruction. g

Official withdrawal from the collg,ge will affect the permanent 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 permanent record
of attendance during that semester.

2. Withdrawal after the last day to be deleted from the class roll and no
later than one week prior to midterm examinations will result in a
W on the permanent 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. Withdrawal within the three weeks following the last day to receive a
“W* will result in a “WP” or “WF"” for each class in which the stu-
dent is enrolled at the time of withdrawal. The “WP” is not included
in computing the grade point average; however, the “WF" is computed
in the grade point average in the same manner as an “F.”
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4. Withdrawal after the last day to have the WP’ or “WF"’ option will
result in a “WF” for each class in which the student is enrolled at the
time of withdrawal, except for unavoidable circumstances, which
should be appealed to the Dean of the College through the Associate
Dean of Student Services as described below.

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.

APPEAL OF THE MANDATORY “WF” GRADE

A student may appeal to have the WP/WF option extended if there are cir-
cumstances which were beyond the student’s control. These circumstances in-
clude illness of the student or a member of the student’s immediate family,
death of a member of the student’s immediate family, major alteration in the
student’s work schedule, financial calamity, or institutional procedure.

All appeals should be submitted in writing to the Associate Dean of Stu-
dent Services. After an investigation of the circumstances surrounding the
appeal, the appeal will be submitted to the Dean of the College. The Dean
will reserve the right to question the student who has appealed. The Dean
will grant an exception to the policy on the merit of each case. The student
will be notified in writing of the response to the appeal.

If the Dean authorizes extension of the WP/WF option for the student
who appeals, the Associate Dean of Student Services will notify the Office of
Admissions and Records. This extension of the WP/WF option gives the in-
structor the option of assigning “WP’* or “WF"’ for the student who appealed.

CLASS ATTENDANCE

Unless prevented by circumstances beyond his control or absent on the
basis of an institutionally approved absence, a student is expected to attend
regularly all classes for which he is registered. Regardless of the cause or
nature of the absence, the student is responsible for the material covered or
assigned during the absence.

Each faculty member is responsible for explaining, in writing, at the
beginning of each course his practice in the treatment of absences. When
regular attendance is a definite part of the total performance expected for
the satisfactory completion of a course, an unsatisfactory attendance record
may adversely affect the final grade recorded for the course.

Students may be given an institutional excuse for absence on the basis that
the student represents the college at a public event in the interest of the
college or is engaged in an activity such as a field trip, which contributes to
the education of the student. In granting an institutional excuse for absence,
the college does not excuse the student from the responsibility for material
covered or assigned during the absence.
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CREDIT IN RESIDENCE

Credit classes are scheduled by Motlow on the campus and at off-campus
locations. All credit earned in classes scheduled by Motlow, whether on
campus or off campus, is defined as credit in residence. The last 24 semester
hours of credit granted toward a degree from Motlow must be earned in
residence at Motlow.

TRANSFER CREDIT

Generally, all credit granted by an accredited higher education institution
will be accepted at Motlow. Credit from an institution of higher education
which is not fully accredited may be accepted provisionally. The Director of
Admissions and Records should be contacted concerning validation of credit
from institutions not accredited by appropriate regional accrediting agencies.

Official transcripts of all previous records, regardless of the period of time
since completion, should be mailed from the granting institution to the Office
of Admissions and Records at Motlow for evaluation.

Transfer credits are evaluated in the Office of Admissions and Records for
course equivalency or for elective credit. Credits for courses at another insti-
tution not corresponding with courses at Motlow will be entered on the
transcript as elective credit when the area of study relates to the course
offerings at Motlow. Each degree or certificate of credit seeking student’s
transfer credit will be evaluated, and a copy of the evaluation will be mailed
to the student and the advisor as soon as the evaluation is complete.

Individual transfer credits and grades are recorded on the student’s perma-
nent record. All approved transfer credits become part of the cumulative
hours attempted, and grade points earned at the previous institution(s) be-
come part of the cumulative grade points. The cumulative grade point aver-
age, including transfer credit, must be at least 2.00 for graduation.

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 educa-
tional 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 page 47 con-
cetning confidentiality of records and privacy rights of students.

CHANGE OF NAME OR ADDRESS

The Office of the Associate Dean of Student Services and 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. During registration, all changes must also be
written on the Personal Data Form (PDF), 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.
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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. If conditions prohibit the issuance of a
picture ID card for a student, that student will receive an official library card
which will serve as an identification card for the above purposes. Information
about obtaining or replacing an ID card is available from the Office of the
Director of Public Information.

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 attempt-
ed at another institution be mailed to the Office of Admissions and Records
at Motlow. When the transcript is received by Motlow, it will be evaluated
and included on the student’s Motlow transcript; and a copy of the evaluation
will be sent to the student for review. Additional information on concurrent
enrollment is available in the Office of Admissions and Records.

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
Armed Services Credit

Certified Professional Secretary Rating
Challenge Examination Program

College Level Examination Program
Correspondence Courses

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

ADVANCED PLACEMENT EXAMINATION PROGRAM CREDIT

Motlow College participates in the Advanced Placement Examination Pro-
gram (APEP) of the College Entrance Examination Board (CEEB). A maxi-
mum of 16 semester hours of credit may be given to qualified students on the
basis of performance in the Advanced Placement Examination Program in any
two of the following subject areas.

TEST AREAS MOTLOW COURSES MAXIMUM HOURS
American History HIS 211, 212 6 credit hours
Biology BIO 141, 142 8 credit hours

Chemistry CHE 101, 102 8 credit hours
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To be eligible for credit, a student must score at the three, four, or five
level on the CEEB Advanced Placement Tests. Each applicant, under this
plan, is required to take the Advanced Placement Test of the CEEB during
his/her senior year in high school. The test is scored by the CEEB and re-
sults sent to Motlow on request of the student.

ARMED SERVICES CREDIT

Veteran students can receive a maximum of six (6) semester hours credit
(4 hours physical education and 2 hours health) for military service time
based on the minimum of one year, eleven months and twenty days of active
military service in the Armed Forces of the United States. The Veteran
must present a certified copy of the DD 214 Form {if not on file at Motlow)
to the Office of Admissions and Records and file a petition for this credit.

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 Director of Admissions and Records for additional information.

CERTIFIED PROFESSIONAL SECRETARY RATING CREDIT

After successfully completing 12 semester hours at Motlow State Commu-
nity College, a Certified Professional Secretary (CPS) may receive a maximum
of 18 semester hours credit from the following courses for which college
credit has not already been received:

ACT 231 Principles of Accountingl . ................. 3 credits
BUS 121 Introductionto Business . . .. ... .ccv v v i 3 credits
BUS 261 Legal Environment of Business . . . . .. ......... 3 credits
ECO 201 Principles of Economics 1. . . ... ............. 3 credits
*OST 102 College TypewritingIl. . .. ................. 3 credits
*OST 112 Intermediate Shorthand. . . .. ............... 3 credits
OST 203 Office Management. . .. ... ...covnvunsnenas 3 credits
OST 213 Office Procedures . . . ... ... v vevnsnnenss 3 credits

*College credit awarded only if the CPS exam was passed prior to the
May, 1984, examination.

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 application for credit is
available in the Office of the Division of Career Education.

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.
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CHALLENGE EXAMINATION PROGRAM CREDIT

Students who have achieved competence equivalent to that offered in a
course through on-thejob training, previous instruction, or other methods
may receive credit for selected courses as designated by the associate deans
by challenge examination. To receive credit by challenging a course the stu-
dent must:

-—h

. Enroll in the course.

2. Apply for credit by examination by completing the upper portion of
the Proficiency Examination Application. This form and further in-
structions may be secured in either division office.

3. Take an examination during the first two weeks of classes on major
aspects of the course as determined by the faculty member.

4. Attend class regularly until the proficiency examination is given.

If the examination is successfully completed, the student will not be re-
quired to attend the class for the remainder of the term. The student will
receive the credit hours with a grade of ““CR’’, which will not be used in
computing grade point average. If the examination is not successfully com-
pleted, 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 “l”’ or an *‘F’" grade or to improve a
grade already earned.

Contact the appropriate associate dean for additional information con-
cerning challenge of specific courses. Procedure for challenge of selected
nursing courses is given on page 126.

COLLEGE LEVEL EXAMINATION PROGRAM CREDIT

Students may earn a maximum of 17 semester hours of college credit by
examination for an acceptable score of at least 50 on the College Level
Examination Program (CLEP). Motlow has been approved as a limited
CLEP Testing Center. An application and a fee must be submitted through
the Office of the Coordinator of Guidance and Testing at least four weeks
prior to the test date. This office should be contacted for any additional
information.

Listed on the following page are the CLEP subject examinations admin-
istered at Motlow State Community College. Opposite the examinations are
the Motlow State Community College course equivalents.
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CLEP SUBJECT AREA Credit Hours Motlow Courses
Introductory Accounting 6 ACT 231, 232
Biology 8 BIO 141, 142
Introductory Business Law 3 BUS 261
Intro. to Business Management 3 BUS 271
Chemistry 8 CHE 101, 102
Computers & Data Processing 3 CST 120
Micro/Macro Economics 6 ECO 201, 202
Human Growth & Development 3 EDU 131
Western Civilization 6 HIS 111, 112
American History 6 HIS 211, 212
College Algebra 3 MAT 151
Trigonometry 3 MAT 152
Calculus 5 MAT 251
Introductory Marketing 3 MKT 281
American Government 3 POL 111
General Psychology 3 PSY 131
Introductory Sociology 3 SOC 211

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.

PRIVACY RIGHTS OF STUDENTS

The education records of current and former students at Motlow State
Community College are maintained as confidential records pursuant to State
and Federal laws. (T.C.A. -- 15-305 and 20 U.S.C. - 1232g). 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 per-
sons, agencies, or organizations without the consent of the student unless
release is authorized by law and by this institution.

Directory information concerning students is treated as public information
and is released to the public unless otherwise requested by the student, "“Di-
rectory information” includes the following: the student’s name, address,
telephone listing, date and place of birth, 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 degrees and awards re-
ceived by a student. At the time a student registers for courses, the student
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may request in writing that any or all directory information concerning the
student not be released as public information, which request shall be effective
for the remainder of that academic year unless revoked by the student.

A student’s right of access to his or her education records includes the
right to inspect and review the content of such records and obtain copies
thereof at a reasonable cost. A list of the types of education records which
are directly related to students and maintained by the institution is available
for inspection in the Office of the Associate Dean of Student Services. A re-
quest by a student for access to the education records of the student should
be directed to the Associate Dean of Student Services and will be granted
within a reasonable period of time not to exceed forty-five days after the re-
quest has been made. The right of access of a student does not include access
to:

1. Financial records of the parents of the student or any information
contained therein;

2. Confidential letters and statements of recommendation concerning
admission, employment, or the receipt of an honor, which were placed
in the records prior to January 1, 1975 or concerning which the student
has signed a waiver of access;

3. Records of instructional, supervisory, and administrative personnel, and
educational personnel ancillary thereto, which are in the sole possession
of the maker thereof and which are not accessible to any other person
except a substitute;

4. Records of law enforcement personnel not available to persons other
than law enforcement officials;

5. Records relating exclusively to a person’s employment at the institution
when the person is not in attendance as a student of the institution; and

6. Records maintained by professional or paraprofessional health-related
personnel which are made in connection with the provision of treat-
ment of a student and not available to persons other than health-related
personnel.

7. Federal and state officials responsible for auditing and evaluating pro-
grams supported in whole or in part by federal funds.

A record of access shall be maintained by the institution reflecting all of
the above individual agencies or organizations which have requested or
obtained access to a student’s education records, which shall specify the
legitimate interest of the party if obtaining the information, and which shall
be available to the student. Personally identifiable information may also be
released to appropriate persons if the knowledge of such information is
necessary to protect the health and safety of the student or of other persons.

Copies of federal and state laws and regulations concerning student records
are available for review in the Office of the Associate Dean of Student Ser-
vices and shall be controlling as to the rights of students described herein.
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Any student who believes that information contained in the education
records is inaccurate or misleading or violates the privacy or other 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 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 amended,
the student shall have the right to place a written statement in the records
concerning the contested information, which statement shall be maintained
by the institution as long as the contested information is maintained and
which shall be disclosed to any party to whom the contested information is
disclosed.

Information concerning education records which is personally identifiable
with a particular student, other than directory information, shall not be
released to persons, agencies or organizations other than those hereinafter
described unless:

1. There is written consent from the student specifying the records to be
released, the reason for the release, and to whom the information is to
be released, with a copy to the student if requested; or

2. Such information is furnished in compliance with a judicial order or a
subpoena, provided that advance notice of the receipt of the order or
subpoena shall be provided to the student prior to compliance if pos-
sible. Personally identifiable education records may be released to
other school officials of the institution, including members of the
faculty, who have legitimate educational interest.

In addition, such information may be released to the following described
persons, agencies and organizations:

1. Officials of other schools in which the student seeks or intends to
enroll;

2. Representatives of the Comptroller General of the United States, the
Secretary of the Department of Health, Education, and Welfare, educa-
tional agencies and state educational authorities;

3. Those involved in connection with a student’s application for or receipt
of financial aid;

4. State and local officials to whom information was required to be
reported prior to November 19, 1974;

5. Organizations conducting studies for or on behalf of educational
agencies concerning tests, student aid programs, or the improvement of
instruction;

6. Accrediting organizations in order to carry out their accrediting func-
tions.
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STUDENT SERVICES

COUNSELING

Guidance and counseling services are available for enrolled and prospective
students through the Office of Guidance and Testing and the Office of Career
Counseling and Placement. The staff is committed to serving all Motlow stu-
dents as an integral part of the college program, and the ultimate aim is to
provide necessary academic and career counseling, and personal guidance
to help each student make a successful adjustment. Peer counselors are
selected and trained to help fellow students with their academic or col-
lege-related social problems. They work very closely with the freshmen stu-
dents during orientation and continue to work with them during the fall
semester. Services offered in support of the college program include orien-
tation of new students, administering various tests and interest inventories,
visiting area high schools, and promoting student activites,

FRESHMEN ORIENTATION

A comprehensive Freshmen Orientation program is scheduled for all new
students each semester before registration. The program is designed to intro-
duce new students to college life and explain the general operation proced-
ures of the college which affect each student and to administer the placement
assessment program. Some of the topic areas included in the orientation pro-
gram are: 1) testing, 2) introduction of faculty and staff, 3) academic advise-
ment, and 4) student services. The Freshmen Orientation program is coordi-
nated by the Associate Dean of Student Services.

TUTORIAL STUDY CENTERS

Academic assistance is provided by the College for students in the areas of
writing and mathematics in the Writing Center and the Mathematics Lab.
These study centers are staffed by professionals in the discipline areas and are
equipped with media materials selected to compliment the academic program
at Motlow. Students are encouraged to seek assistance, through individual-
ized 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 if there is need.

Qualified students are recommended by faculty members to assist other
students that need help in areas that professional tutoring is not available.
Students desiring to tutor or to be tutored should contact Guidance Per-
sonnel in the Counseling Office. Student tutors are paid minimum wage.
Applications for tutoring can be obtained in the Counseling Office.
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TESTING

The Guidance and Testing Office participates on a regular basis in the test-
ing programs described below. Test results are kept confidential.

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
and monthly during summer. Applications and a listing of scheduled testing
dates are available from the Office of Guidance and Testing. There is a test
fee.

There is a non-credit course entitled “ACT Preparation”. Information
concerning this course may be obtained from the Office of Continuing Educa-
tion and Evening Instruction.

COLLEGE LEVEL EXAMINATION PROGRAM (CLEP)

The College Level Examination Program (CLEP) gives students the oppor-
tunity to obtain college credit by examination. Students may apply a maxi-
mum of 17 hours of credit toward meeting degree requirements at Motlow by
completing the CLEP examination in selected areas with an acceptable score
of at least 50. Motlow has been approved as a limited CLEP testing center.
There is a fee for each subject test. Students planning to take a CLEP test
must submit a completed registrati