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Dear Prospective Student:

When you opened this catalog, you opened a door to exciting educational opportunities.

If you are interested in preparation for a high-skill/high-tech career in health sciences, business,
skilled trades, or technology, the opportunities are here. On the other hand, if you’re looking for
courses and programs that transfer to a four-year degree program, Montana State University—
Great Falls College of Technology has many options for you to pursue.

Dean’s WELCOME

The opportunities provided at this college go beyond a wide selection of educational programs.
Here you have the opportunity to learn from high-quality faculty who take pride in good teaching.
You can learn in small classes where you’ll get individualized attention. You’ll have the chance
to experience learning enhanced by high-tech equipment and extended through a wealth of
electronic resources.

Above all, here at MSU—Great Falls College of Technology, you have the opportunity to pursue
your educational goals in an environment where student success and student satisfaction are
the top priorities. Whatever our individual title, everyone here believes that, essentially, our job
is the same: to help you make the most of the opportunities that this College offers.

So on behalf of the faculty, staff, and administration, | welcome you to Montana State University—

Great Falls College of Technology. May the door to opportunity that you open today lead to
many more doors in the years to come.

Sincerely,

Fr= 7

Dr. Mary Sheehy Moe
Dean




_@UR Mission STATEMENT

Montana State University - Great Falls College of Technology, a student-centered two-year college, provides
quality educational opportunities responsive to community needs.

TYPE OF INSTITUTION

Montana State University-Great Falls College of Technology is a public postsecondary two-year educational institution affiliated with Montana
State University. The College is committed to a dual mission: providing viable technical education to prepare individuals for work in a
technologically driven global economy and providing learning opportunities to enhance educational access to the Montana University System.

DEGREES OFFERED
Montana State University-Great Falls College of Technology delivers course offerings on-campus as well as at appropriate off-campus sites and
through electronic technology. The College has an academic mission to:

award Associate of Applied Science Degrees or Certificates of Applied Science in the career areas of Health Sciences and Business and
Technology;

award Associate Degrees for transfer to bachelor degree programs;
offer general education courses reflective of the core curriculum requirements of the Montana University System;

offer courses, seminars, workshops, and customized training to meet the educational needs of individuals, businesses, and other
groups.

CONSTITUENCIES SERVED
Montana State University-Great Falls College of Technology is a teaching institution that:
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provides beneficial and accessible technical education for training or retraining in high demand career fields to meet present and
emerging employment needs;

provides quality general core transfer courses and associate degrees parallel to the first two years of a bachelor’s degree;
stresses a student-centered approach to the delivery of educational services;

promotes equal opportunity in education for all students;

engages in community service and technical assistance activities.



Mission STATEMENT_

ACADEMIC RESPONSIBILITIES
Montana State University-Great Falls College of Technology designs its programs and courses to enhance the student’s ability to:
e demonstrate competence in technical and related subject matter to attain lifelong career goals;

e demonstrate intellectual skills to realize advancement in higher education;

e acquire the knowledge and skills to live a productive life while achieving a balance between career, personal life, and service to others;
e analyze problems and identify and evaluate important information resources;

e recognize the importance of lifelong learning and gain the confidence to be a self-directed learner;

e think critically with a sensitivity to the human community and the ethics of the physical world;

e discover personal potential, and respect the uniqueness of others.

ACCESS AND PARTNERSHIPS

Montana State University-Great Falls College of Technology is committed to strengthening access to public postsecondary educational
opportunities through the administration of the Great Falls Higher Education Center; maintenance of contemporary telecommunications
resources; and expansion of collaborative relationships with secondary and postsecondary institutions as well as with appropriate business,
government, and human service entities to ensure the most effective use of resources.

COMMITMENT TO ASSESSMENT

MSU — Great Falls College of Technology prides itself on being a student-centered two-year college providing quality educational opportunities
responsive to community needs. The college is committed to the evaluation of institutional effectiveness and the assessment of student learning
outcomes. This commitment is reflected through an assortment of activities and processes that all begin with a patent expression of the
College’s mission, vision, values, goals, strategic plan, and the espousal of these principles by the academic departments, their programs and all
co-curricular divisions and departments.

MONTANA STATE UNIVERSITY-GREAT FALLS COLLEGE OF TECHNOLOGY EIGHT ABILITIES
The faculty and staff of MSU — Great Falls College of Technology have deemed the following abilities to be central to the personal and
professional success of all students:
1. Communication: The ability to utilize oral, written and listening skills to effectively interact with others.
2. Quantitative Reasoning: The ability to understand and apply mathematical concepts and models.
3. Inquiry and Analysis: The ability to process and apply theoretical and ethical bases of the arts, humanities, natural and social science
disciplines.
4. Aesthetic Engagement: The ability to develop insight into the long and rich record of human creativity through the arts to help
individuals place themselves within the world in terms of culture, religion, and society.
5. Diversity: The ability to understand and articulate the importance and influence of diversity within and among cultures and societies.
6. Technical Literacy: The ability to use technology and understand its value and purpose in the workplace.
7. Critical Thinking: The ability to demonstrate critical evaluation of an argument’s major assertions, its background assumptions, and the
evidence used to support its assertions, and explanatory utility.
8. Effective Citizenship: The ability to commit to standards of personal and professional integrity, honesty and fairness.

m s m BN
- = = = 2008-2009 CATALOG MSU-GREAT FALLS ® V



_Y@UR Community - GREAT FALLS: THE HEART OF MONTANA

GREAT FALLS HISTORY

In 1803, Thomas Jefferson commissioned Meriwether Lewis and William Clark and the Corps of Discovery to find “the most direct and practicable water
communication across this continent for the purposes of commerce.” Lewis and Clark documented their experiences on the banks of “the thundering
great falls of the Missouri” in their famous journals. You will enjoy reliving their epic expedition in a visit to the Lewis & Clark Interpretive Center.

In 1882, Paris Gibson, a Minneapolis city planner and engineer, recognized the potential in the area’s abundant resources and central location and with
the backing of railroad magnate James J. Hill, became the city’s first developer. Gibson’s legacy was a carefully planned city incorporating 56 parks, a
heritage of beauty that makes Great Falls unique today.

GREAT FALLS ... ALWAYS IN SEASON

Located in the heart of Montana, Great Falls is a progressive city surrounded by three mountain ranges, nestled in wheat fields with the Sun and Missouri
rivers converging near the center of the city. A moderate climate with clean, pure air, low humidity, and long days of sunshine is enjoyed by Great Falls
residents and visitors. Southwesterly Chinook winds make most winter days warm and pleasant.

ALL ABOUT GREAT FALLS AND CASCADE COUNTY

POPULATION ATTRACTIONS
Great FallS ....c.iveieieiieeecc s 56,338 e Children’s Museum e CM Russell Museum
Cascade County .... ... 79,401 e Giant Springs Heritage Park e Gibson Park
EI@VATION ..ottt 3,300 e Great Falls Symphony ¢ The History Museum
FOUNDEA ..ot 1882 e Lewis & Clark Interpretive Center e Montana Expo Park & State Fair
e Paris Gibson Square Museum of Art e Rivers Edge Trail
e Showdown Ski Area e Ulm Pishkun Archaeological Site
FINANCES
Per capita iNCOME......cocviiiiiiiiiicc e $21,724 OUTDOOR RECREATION
SHATE i e s e e $19,338
e Biking e Camping
e Cross-Country Skiing e Downbhill Skiing
RESIDENTIAL REAL ESTATE * Fishing * Hiking
Median sales price (2006) ......c..covverveevreerreeseeeeeeireeereeseeeneens $138,000 ‘ Huthlng * National Forests
¢ National Parks e And much more.. ..
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_Y@UR Academic CALENDAR & DIRECTORY

FALL SEMESTER 2008
Continuing Student Registration Begins fOr FAll 2008.........cccciiiiiiiiiiiiie ettt e e e te e e et e e e ta e e sbaeeeaseeseaseeeasaeeeasseeesaseeeasseeennreas April 2
New Student Registration Begins for Fall 2008 ....... ettt e e —ee e —ee e ——e e —ee e ——e e —eeeatbaeea bt e e ebeeeantaeeaaees May 13
Bozeman Only — Freshman Orientation.... ...June 9-11
Bozeman Only — Freshman Orientation.... e ——— July 7-9
Bozeman Only — FreShmMan OriENTAtION .....cuiii ittt ettt ettt e et e e e ta e e s tb e e sbae e e baeeetbeeebbeeesbeeesbeeesbeeeasseeessbeeessbeasansneennses July 14-16
INtersession- NO Classes, OffiCES OPEN....c.cuicierieiiieeiee ceteettesee st e et et e st e et e et e e teeseessteeseesseesseeenseeseesssaanseenseesseenneeensenn July 28 — August 29
HEAITN SCIENCE OIIENTATION ..eiiiuiiiiiiiee ettt ettt ettt e ettt e et e et e e e s ta e e e etaeeeeaaeeeasbeeeasseeeaaseeeasseeeaabeeessseeaassseeasbeeesaseeeansseeassseesaseeesnsaeennses August 21
Bozeman Only — Freshman Orientation.... ... August 27-29
Great Falls Only - Orientation Day fOr NEW STUGENTS ....cc.uiiiieieeciiesie sttt te sttt e e te e st e e teeteesseesseessseenseesseesseeenseenseesseennseensennsannns August 27
CNAllENEE EXAIMS ..ottt ettt e ettt e ettt e et e e ettt e e e aaee e eabeeeeabaeeassseeeabeeeeasaeeaasseeeaseeeeasaeeansaeeeasseeeassaeansseeensseeesseessseeeassesessseesanseeennes August 27
Keyboarding | & II; Intro to Computers; Medical Terminology
(507N D 1YL OO UPOPPPPUPTN August 19-29
PAYMENT DEAGIINE ...eiieiieiiiie ettt et e e e e et e e e te e e e teeeebeeesbaeeetseeeasseeeasaseaasseeensbeeeassee e sseeesbeeeaabeeesaeeeanbeeeaabeeeanraeeanneas August 29
Labor Day Holiday (N0 classes; OffiCES ClOSEA).......uiiiiiiiieiiecie ettt ettt et e s e e eesbeesaeesrbeebe e seesraesrseeseesseesaseanes September 1
100% Tuition Refund for Classes Dropped DEFOIE..........oiui ittt ettt b e s bt e e e e September 2
(O T =T 21T =41 TSR PSPPSR PP UPRUPPTRPPPPRRIRt September 2
90% Tuition Refund for Classes Dropped between . September 2-8*
Last DAY 10 AT Class 0N WD ......eecuiieieeiieetiese ettt sttt e st e e e et e e teesseeesaeeaseeseesseeesseanseesseeeseeanseenseenseeaneesnseenseenseesseennseenses September 8
75% Tuition Refund for Classes Dropped DEEWEEN ........cccuuiiiiiiii ettt e et ete e e et e e st e e e aaeesaaee e eaaeeeaaeaenaree s September 9-15*
Instructor approval needed for adding class............ ... September 9-22
Bozeman Only — last day to drop class on Web ....... ettt eea—e e et e —ee—eeaee e —e et ete et earaeaaeereenreennes September 15
50% Tuition Refund for Classes Dropped between............... et September 16-22*
Last Day to Withdraw/Drop Classes With @ Partial REFUNG............ecieiiiieeiiiiceeie ettt ettt re et eb e eveere s besaseasesreereens September 22*
Great Falls Only — last day t0 drop Class 0N WED .........cccuieiieiieeiesee ettt e st e e e et esraeenteenseesseesneeeseeenseenneenneas September 22
Instructor approval needed for dropping class........ ..September 23 — December 5
Columbus Day — Classes in session, offices open et e e beeertaeenreas October 13
Graduation Applications DU€ ........ccccvereerveenenne. ....October 17
IMIIA-TEIM GIadES DUE .....eeeeieiieetiesite sttt et s ittt et e st sat e e st e bt e saeesate e s be e bt e ssaesabeease e beesat e e ase et e e saeeeaeeen b e enbeesaeesnbeenbeesaesanesaseenseenananns October 27
Continuing Student Registration for SPring 2009 BEEINS .....eevuieriiiieritieriiesite ettt st sttt st e st e st ebe e bt e sstesabesbeenbeesasesaneenseenanenas November 3
Election Day (No classes; offices closed) ..November 4
Veteran’s Day (NO Classes; OffiCES ClOSEA) .....ccuiiiiiuiieeiiie ettt et e et e st e e s be e e e baeeetaeesaaeeeabeeesseeesbeessseaesreas November 11
New Students’ Registration Begins (SPring 2009) ........ccererieriirieiierierieeeestesteeitestesiesseesesae et e besbeestesbesbeessesbesbeeseensesbeessesessesneens November 24
Thanksgiving Holiday (No classes; offices closed).... ..November 27-28
Last Day to Withdraw with a "W” ...... ... December 5*
Last Day of Classes ......cccceevvverevennnen. ... December 12
LT TS AT =TSSR December 15-18
Intersession — NO Classes, OffiCES OPEN .....ciiuiiiiiiieciie et et e e e et e et e e e eba e e e taeeebbeeeabeaenareeas December 19 —January 13
FOA DAYS .evvieiiiiriieeiiccccc e e December 19, 22

Grades Due ... December 22
Grades Available on the Web.........ccccocvveveenen. ... December 25
Christmas Holiday (N0 classes; OffiCeS ClOSEA).....ccuiruiiiiriiiiiieeee ettt sttt st e st b s enbe b ene December 25-26
SPRING SEMESTER 2008
Continuing student registration begins for SPring 2009 ...........iiiiiiiiiiiee ittt et e e e b e e s tae e e stb e e e eaaeeeaabaeesbeeesbeeeaaaaeanns November 3
New student registrations begins for SPring 2009 .......c.uiiuiiriieriiriiete ettt sttt sb e e st b e sbeesas e e bt e beesaeesareebeenneenane s November 24
INtErsession — NO ClasSEs; OffiCES OPEN .....uii ittt ettt e st e e e e teesaee e s eeeseenseesseessseenseesseesnseenseeseenseennen Dec 19-Jan 13
Christmas Holiday (No classes, offices closed)...... .. December 25-26
New Year’s Holiday (No classes; offices closed)..................... e heee e teee e —ee e —ee e tee e bee e bee e bee e e beeenbaeeataeeans January 1
Payment deadline - $40 Late Payment Fee after this date.... ... January 13
OrieNTatioN fOr NEW STUENTS .....viiiiiiieciiee ettt ettt e et e e e st e e e sateeeesbeeesabeeesataeeastseeeabeeesasaeeaasseesaseeeenbaeeassseeensseesasbeassseeanns January 9
(O E Y1 oo o T o LTSS TP PRSP PR UUPOPRUPRRRPRINt January 9

Keyboarding | & 11 9:00-10:00 B126
Intro to Computers 10:15-11:45 B127
Medical Terminology 2:30-4:00 B136

(0o =T ={ I T I 1 1Y PSSRSO January 8
(207N D 1YL PP RRORUPPPPRRRRPPIRt January 5-9, 12-13
MSU Only — new student orientation ... January 12-13
[ 2T 1L Yo = o Lol @ T 1T o o USROS January 12
100% Tuition refund for classes dropPed DEFOIE .......cccviiiiiiiiiiii e et e b bt e e e bae e e taeeeeabeeeasbeeenneas January 14*
(O TS 21T =41 o FO TSP P RO P PR PSPPI January 14
90% Tuition refund for classes dropped between ....... January 14-21*
Martin Luther King Holiday (No classes; offices closed) . e e — e e e e e baeeaaaes January 19
Last Day t0 Add Class@s ON WD .......coiiiiiiiiiee ettt et e h e st e bt e bt e s heesab e e bt e s b e e sas e e st et e e eaeeeneeebeenneeennenaneeas January 20
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Academic CALENDAR & DIRECTORY

o
75% Tuition refund for classes dropPPEd DETWEEN.........cccuiii it et e et e e sbe e e s ba e e s teeesbaeesbaeesnsaeeenns January 22-28*
50% Tuition refund for classes dropped between.............. ...Jan 29-Feb 4*
Last day to withdraw/drop classes with a partial refund... S February 4*
Instructor approval needed fOr droPPING CIASS .....iciiii it et e et e e s bb e e e tbeeesabeeessbeeesabeeesabeeessseaenns Feb 4-April 24
President’s Day (N0 Classes; OffICES ClOSEA) ....ovviiuiiiiieiiietere ettt s h et b et e b e s bt et e st e sbe et e b e sbeeseenbesnean February 16
Graduation applications due (with $25 fee).... ettt etee ee e —e et e ee e —eate et e aate e aeeteenreeanteenreereenneas March 6
Spring break — no classes, offices open. . March 16-20
Mid-Term grades due........ccceeeervernenne FRRTTTTPRRTRRN March 23
Mid-Term grades available 0N The WED .........ooiiieee ettt s e et e et e e st e s aeeesbe e seesseessseeseessnesnseaseeseennennnen March 30
Continuing student registration fOr SUMMET 2009 ........cociiiiiiieiiie ettt ettt e e st e e sb e e e e beeeasbaeesbeeesbaeeasaseesesseesabbeeensseeessseeeasseaensres April 1
Continuing student registration fOr Fall 2009 .........coouiiiiiiiiiiiieeee sttt e ettt e et e e s tbe e e s sbee e s abeeesabaeessteeesbaeesbaeeentbeesnbeesntaeenreas April 1
STUdENt PICNiC cuvveeveeiieiiecie e et e aeeten April 10
Student Appreciation Week.................. ... April 13-17
Last day t0 WithdraWw WIth @ “W” SIate .......oceiiiieieceee ettt b e bt et b e bt a e b e s bt et e sbeeb e ea b e b e sb e e st e sbeebeeabesbesbeentenbesnean April 24
New student registration begins (SUMMEr SESSION 2009) .......eeiuieiieeiieiiesieeeee e st e seesteesteesteessaesseeesseesseessseenseenseesseeasaeeseenseesneesnseens April 27
Last day of classes May 1
FIN@IS WEEK ..ttt ettt ettt e ettt e s bt e et e e ettt e e abeeeastee e sb e e e e abeeeaa b e e e e sbe e e s abeeeenbeeeenbbee e abe e e e et e e e tbeeenbee e nbeeennbeeeentaeeanteaenn
[O0e] 0010 g =T aTel=T o g =T o | PP P PP RPPPRI
Grades Due
FOA Days......
Intersession
Grades AVAIlable 0N The WD ...ttt ettt sa e et e bt e she e e st e st e e bt e s bt e sh b e s bt e bt e sabesabeebeesbnesabeenbeenteens
New Student Registration for Fall 2009 DEEGINS ......cc.eouiiiiiiiieieieete ettt sttt sttt b et b e s bt et e st e e bt et e besbeentenbesneensene e
SUMMER SEMESTER 2009
Continuing Student Registration for SUMMEr 2009 BEEINS .......cccueeiierieeiteerieeseeseessteesseesaesseesseesseessseasseesseesseessseesseesseessssssseesseessesssseans April 1
New Student Registration Begins (Summer Session 2009) ... et e e e e e e e ee—eeea—e e e e e eabeeeareaenanes April 27
Intersession — No classes, Offices OPen..........ccccveeveervueeuenne. May 8-15
Health SCIENCES SUMMET SESSION DATES.....cccuieiiieriieeieeieeiteeseeseeete et esteestee st eteessseaseeesseeseeaseessseanseenseesssesnseenseesseesssesnsennsenns May 18 —July 24
Memorial Day Holiday (NO Classes; OffiCES CIOSEA) .....iiiuiiiiiiie ettt et e et e e e te e e et e e s ta e e e eabeeeabeeesaseeeeabeeeasseeeanneeas May 31
Payment Deadline for Summer Session May 29
REGUIAI SUMMET SESSION DATES.....ecuiieieeitieeteeiteeteesteesaeeteesteesseessteeteesseesseeaseeesseesseeaseeasseanseesseessseanseenseessseanseenseenseenseesssannsennses June 1-July 24
100% Tuition Refund for Classes DroPPed DEIOTE........ccuui it e e et e e e ta e e et e e eaae e e taeeeeaseeenbeeenareeens June 1
(01 T =T 2T =41 T RSO P PP PPRUURPPR June 1
90% Tuition Refund for Classes DIrOPPEd DEIWEEN .......oiuiiuiiiiiiiee ettt be et b e s he bbbt e e b eb e e b e nbe e bt et e ebeeas
Last Day to Add Classes
75% Tuition Refund for Classes DropPed DEEWEEN .......ccuuiiiiiiiiiiie ettt ettt e st e e st e e sste e e s abe e e sabeeessbeeessbseesabeeesbaaessaaenns
50% Tuition Refund for Classes DropPed DEIWEEN ....c..couiiiiiuiiieerte ettt sttt st e bt b et e b e s b e eseenbesbeeaeetenaeene
Last Day to Withdraw/Drop Classes with a Partial Refund....
Graduation Applications Due (with $25 fee)................
Independence Day Holiday (No classes; offices closed) .
Last Day t0 WithdraW With @ ”W” Srate ........ciiiiii ettt ettt et e e e te e e e b e e e bee e e baeeeaseeetteeesseeessseeessbeeeasteeeanseeesnsaaeanseeeans
LAST DAY OF ClASSES ..vviiiuriieiiiieiiieeeitiee ettt e et ee ettt e sstteeesabeesasaeeesbeeessseeeaaseeeasbeeeaaseeeassaeeassseesabeeeeassaeantseeeabseeeasteeensbeeeasbeesnteeensbeeesaseeennsaeannn
Grades DUE ...cocceevevieieiiieiiee e
Intersession — No classes, offices open .. ..
Grades AVAIlADIE 0N WED .....ooieiieee ettt s e e s it et e b e she e e ab e et e e bt e eb e e ea bt e bt e eh e e na bt et e e bt e nhb e e bt e beenaneenneeteenreennee

* Withdrawal and refund dates do not apply to Courses numbered 116 or 199. Please see catalog Tuition and Fees Policy section or
MSU-Great Falls Outreach for more information.

TELEPHONE DIRECTORY

MSU — Great Falls College of TECHNOIOZY .......iiiuiiiiiiieiiiie ettt e st e et e b e e ebaeaenaeas 800-446-2698 or 406-771-4300
Admissions & Records........ccocoueerviveennns 406-771-4420
Arts & Sciences Department .. 406-268-3705

Business & Technology Department .. .. 406-771-4391
2T Ty =YY 33 o U 406-771-5129
COTLAZE BOOKSTOIE. .. .eiieiieiiiie ettt ettt ettt e et e e et e e et e e e ba e e e taeeeeabeeeabaee e abee e aseeeaasee e sseeeasseeeensaeeassseeeasseesasaseanseeeensseesseaessseeans 406-771-4367
Distance Education Department .. 406-771-4440
LT Lot = A L U 406-771-4334
HEAITh SCIENCE DEPAITMENT ... .iiiiieiie ettt et et et e e et e e e e be e e ebeeeetbaeeeataeesabaseassaeeessseeesseeasseeessseeesseesasseeeasseeesnsesensseeannns 406-771-4350
HEIP DESK ..ttt ettt ettt ettt ettt e ettt e e bt e e e at e e e e abe e e s abeeeestseeeabaeesabaeeantaeeessseeeabaeeaabbeeeas b e e eaab e e e st e e e nbeeeenbee e nbeeeenbeeeenbaeeanteeeannee 406-771-4433
[T oYL a V= 6= o1 =T TP OPPPPPPRION 406-771-5127
Library .. 406-771-4398
Outreach and WOrKforce DEVEIOPMENT ......ciuiiiiiiieeiiie ettt ettt e st e e sib e e e saae e e s sbee e sabeeessbaeeasteeesabeeesnsaeeansseesnsaeesnssaesnsseens 406-771-4303
L] 0T LT 0T o - PR 406-771-4414
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NOTICE CONCERNING MATERIALS DESCRIBED IN THIS CATALOG: All
provisions within this catalog are subject to change without notice.

While the College will make every effort to provide all described courses
and programs, the final decision regarding availability will be determined
by enrollment, available faculty, funds, and employer training needs.

GOVERNANCE

Montana State University-Great Falls College of Technology is a two-year
technical/community college within Montana’s public university system.
Central administrative control of the College is vested exclusively in the
Montana Board of Regents. The Regents have full power, responsibility,
and authority to supervise, coordinate, manage, and control the colleges
and universities within the Montana University System.

Although a stand-alone institution for purposes of institutional
accreditation, budget, personnel, and management, Montana State
University-Great Falls College of Technology has been affiliated with
Montana State University since July 1, 1994.

ACCREDITATION

Montana State University-Great Falls College of Technology is accredited
by the Northwest Commission on Colleges and Universities, a regional
postsecondary accrediting agency. Regional accreditation assures the
quality of the educational experience and facilitates the transfer of credit
to state and national colleges and universities.

In addition, the Dental Assistant, Dental Hygiene, Emergency Medical
Technician, Health Information Technology, Medical Assistant, Physical
Therapist Assistant, Practical Nurse, Respiratory Care, and Surgical
Technology programs are accredited and/or approved by their respective
state and/or national agencies.

All educational programs offered by the College are approved by the
Montana Board of Regents, United States Department of Education,
United States Department of Veterans Affairs, and Montana Department
of Vocational Rehabilitation Services.

IMPORTANT COLLEGE REGULATIONS AND POLICIES
COMPUTER & NETWORK USAGE POLICY

This college is pleased to offer students a wide variety of computer
facilities, services, equipment, and software. Students are encouraged

to use them within official guidelines. The Montana University System
Board of Regents has implemented information technology policies that
apply to all public institutions of higher education within the state of
Montana. These policies may be reviewed at: http://www.bor.montana.
edu/borpol/bor1300/1304-1.htm. Additional college policies can be found
at www.msugf.edu Failure to comply with these guidelines may result

in disciplinary action, including expulsion from the college and criminal
prosecution.

e Access

Students have access to computers on the MSU — Great Falls campus at
several locations — in computer labs, the library, computer classrooms,
and at the computer kiosks outside the bookstore. Students currently
enrolled for classes also may have access to wireless networking but must
first sign an agreement with the Information Technology Department
when using personal computers for such use and comply with the Network
Attached Device Policy and Standards. Students and non-students are
welcome to use the computer kiosks, but are asked to share that resource
with others who wish to use it. Similarly, students and non-students may
use the research computers in the library to meet their informational
needs. Computers in the library dedicated as computer lab workstations
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will require a current student identification card. Library computer
workstations dedicated for research are available to the general public;
however, priority for these machines will be given to students enrolled at
the college. The library’s computers (both student lab workstations and
research stations) may not be used for communicative or leisure purposes
- for instance, personal email, chat rooms, blogging and online or personal
gaming. Because access to computer labs and classrooms is purchased

by students through their computer fees, computer labs and classrooms
may be used only by students currently enrolled in classes, workshops, or
seminars at the College. Students are allowed access to open computer-
equipped classrooms when the building is open, Monday - Friday. On
weekends, in the event of an overflow from the Library Computer Lab, a
classroom may be unlocked for student use.

e  Privacy of Information

MSU — Great Falls campus computer systems and networks are public

and subject to Montana State laws. Files of personal information,
including programs, regardless of the medium on which they are stored or
transmitted, may be considered public information and are stored on MSU
— Great Falls College of Technology computers. However, simply being able
to access a file or other information does not imply permission to do so.
The preservation of individual privacy is given high regard at this College,
and students may not use electronic and other technological methods

to infringe upon another’s privacy. No one should look at, copy, alter, or
destroy any individual’s personal files without explicit permission from
that individual, unless authorized by the Dean of the College in compliance
with law or regulation.

e Libel, Slander, and Harassment

No member of the College community may, under any circumstances, use
MSU — Great Falls College of Technology computers or networks to libel,
slander, or harass any other person. Harassment includes intentionally
using the computer to threaten or sexually harass another person; contact
another person repeatedly regarding a matter for which one does not have
a legal right to communicate once the recipient has provided reasonable
notice that he or she desires such communication to cease; and/or disrupt
or damage someone’s academic, research, administrative, or related
pursuits.

e Responsible Use of Resources

Students are responsible for knowing what information resources
(including networks) are available, remembering that the members of the
College community share them, and refraining from all acts that waste
these resources or prevent others from using them. Details regarding
available resources can be obtained by consulting with the Information
Technology department.

Students are discouraged from using campus computing and network
services for non-academic purposes such as game playing and non-
academic chat rooms. A student using a computer for non-academic
matters must give it up when someone who wishes to use the computer
for academic purposes is waiting.

State law restricts the use of state facilities and equipment for personal
gain or benefit. Computing facilities, services, and networks at MSU —
Great Falls may not be used for compensated outside work or work for the
benefit of organizations not related to MSU — Great Falls without written
permission from the Dean. Electronic gambling, stock trading, or any
other financial gain method conducted on College computers, services, or
networks is forbidden. State law also restricts the use of College computer
systems for political advocacy or for commercial advertising.

e System Security

Students are prohibited from attempting to circumvent or subvert any
security measures, degrade the performance of a computer system or
network, or deprive authorized personnel of resources or access to any
College computer system or network.
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The following harmful activities are also prohibited: creating or
propagating viruses; disrupting services; deleting or damaging files without
proper authorization; intentionally destroying or damaging equipment,
software, or data belonging to MSU — Great Falls or other users; and the
like.

No software may be installed, copied, or used on College resources except
as permitted by system administrators.

CRIME AWARENESS AND CAMPUS SECURITY

It is the policy and commitment of the College to afford its students,
employees, and visitors a campus and educational environment that is

as safe and free of crime as possible. Students, employees, and visitors
contribute to overall campus safety by reporting criminal activity, by
securing personal possessions, and by being aware of personal safety
when entering or exiting the campus buildings. A brochure which provides
campus crime prevention information as well as statistics on the incidence
of campus crime is available from the Welcome Desk.

DRUG-FREE CAMPUS PoLICY

In compliance with the Drug Free Workplace Act of 1988, Public Law
101-690, Montana State University — Great Falls College of Technology

is committed to a good faith effort to provide a drug-free campus.
Therefore, the manufacturing, distribution, sale and/or abuse of illicit and/
or prescription drugs, or the inappropriate use of alcohol at the College
or in any activity affiliated with the College is prohibited. In addition, the
College will enforce the Board of Regents’ policy, Section 503.1, of the
Policy and Procedures Manual regarding alcoholic beverages. Students
must comply with this policy as a condition of attendance. Violations of
this policy will result in disciplinary action up to and including expulsion
and/or referral for prosecution. At the discretion of the Dean of the
College of Technology, a student violating the policy may be required to
satisfactorily complete a drug or alcohol abuse rehabilitation program as
an alternative to expulsion or as a condition for readmission.

According to information provided by the U.S. Department of Education,
drug and alcohol abuse may cause personal health problems, as well as
interfere with work, school and daily living performance.

The Great Falls community has a number of excellent resources available
to assist an individual who is having difficulty with drug and/or alcohol
abuse. Student Central Advisors at the MSU - Great Falls College of
Technology are familiar with community resources and are available to
refer individuals for assistance and/or treatment to overcome the problem
of drug or alcohol abuse. If an individual is reluctant to approach College
personnel, information about assistance programs may be obtained by
calling the Community Help Line--761-6010.

EQUAL OPPORTUNITY PoLicy

Montana State University — Great Falls College of Technology is commited
to the provision of equal opportunity for education, employment, and
participation in all College programs and activities without regard to race,
color, gender, marital status, disability, age, disadvantage, religion, political
affiliation and/or national origin.

The College’s Equal Opportunity Officers are the Executive Director of
Human Resources and the Assistant Dean of Student Services, 2100 16th
Avenue South, Great Falls, MT 59405. Telephone: 406-771-4300.

FIREARMS, MUNITIONS, EXPLOSIVES

Possession, use, or threatened use of firearms, ammunition, explosives,
chemicals, and/or any other weapons are prohibited. This applies to

all campus locations, including campus grounds and parking facilities.
Violations of this policy will result in disciplinary action up to and including
dismissal and/or referral for prosecution.

i
SEXUAL HARASSMENT PoLIcY

Title VII of the Civil Rights Act of 1964 prohibits discrimination on the basis
of gender. Sexual harassment is a form of gender-based discrimination.
Montana State University-Great Falls College of Technology prohibits

and will not tolerate sexual harassment on its premises, within any of its
programs, services or other College-sponsored activities, or by anyone
acting as an agent of the College.

MSU — Great Falls College of Technology uses the definition of sexual
harassment set forth by the U.S. Equal Employment Opportunity
Commission which states:

Unwelcome sexual advances, requests for sexual favors, and other verbal
or physical conduct of a sexual nature constitutes sexual harassment when
submission to or rejection of this conduct explicitly or implicitly affects

an individual’s employment, unreasonably interferes with an individual’s
work performance or creates an intimidating, hostile, or offensive work
environment.

Title IX extends these protections to include students. Other consumers
and members of the general public who come into contact with the
College or its agents are covered by this policy as well.

Any employee who believes her or she is experiencing sexual harassment
should immediately contact the College’s Executive Director of Human
Resources to discuss options for resolving the issue. Students should
contact the Assistant Dean of Student Services and anyone else should
contact the College’s Dean. Individuals are generally encouraged to
attempt to resolve the issue informally by discussing their concerns with
the alleged harasser, his or her supervisor, or both. However, the College
recognizes that sexual harassment is a sensitive and potentially volatile
issue, and if it is not feasible for the harassed individual to follow this
recommended procedure, the appropriate agent should be contacted
initially to begin an investigation. All complaints will be handled with
discretion and information provided in the initial complaint and during
the course of the investigation will remain as confidential as possible.
The identity of both the complainant and the alleged harasser will be
protected.

Any individual found to be guilty of violating the College’s sexual
harassment policy will be subject to discipline commensurate with the
nature of the offense. Disciplinary action up to and including termination
(or dismissal in the case of a student, termination of a contract in the case
of a contractual relationship, or restricted access to the College in the case
of a member of the general public) may be implemented.

Individuals who submit complaints and/or participate in the investigation
process are protected from retaliation due to their participation. Anyone
engaging in retaliatory behavior will be in violation of the College’s sexual
harassment policy, and therefore subject to appropriate disciplinary action
as outlined above.

MSU — Great Falls College of Technology is committed to providing
and ensuring a safe, positive learning environment that is free from
harassment. A complete version of this policy may be obtained from
Human Resources or online at www.msugf.edu
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Student Central is a type of “One Stop Student Shop” for students at MSU
- Great Falls College of Technology. Located at the north end of campus,
just inside the big atrium entrance, students can have confidence that
everything they need in terms of services and information will be right
there. Student Central contains the following services and functions for
the College’s students:

e Recruitment

® Registrar

e Student Accounts

e Student Assistance Foundation
¢ TRIO/Educational Opportunity
® \eteran’s Services

e Academic Advising

e Admissions

e Assistant Dean of Student Services
e Career Pathways

e Career Service

e Facilities Director

e Financial Aid

Admissions

APPLICANTS

As an open admission institution, Montana State University-Great Falls
College of Technology will attempt to admit all persons who complete
admission requirements. The College reserves the right to deny or
conditionally admit, readmit, or cancel the enrollment of any individual,
who in the judgment of the College presents an unreasonable risk to the
safety and welfare of the College community, or who has failed to maintain
satisfactory academic progress. Applicants/current students may be asked
to complete either a Safety and Security Questionaire or an Admissions
Academic Appeal form before an admissions decision is made or changed.

Notification of an admission decision will be mailed to the applicant.
Admission to the College does not guarantee admission to a specific
program. Students must contact the program advisor for individual
program admission requirements. For students choosing to apply for
financial aid, documentation may be required. Admission decisions may
be appealed, in writing, to the Dean of the College.

In the case of programs with limited enrollment, acceptance of individuals
will be based on the criteria described in the program’s information packet
or timely completion of the admission requirements for each program.

All applicants will be considered without regard to race, color, religion,
national origin, marital status, age, gender, disability, or disadvantage in
accordance with the following guidelines:

DEGREE SEEKING

A degree seeking applicant is one who possesses a high school diploma or
its equivalent and will enroll in a specific program to earn a certificate or
degree.

NON-DEGREE SEEKING

A non-degree seeking applicant is one who will not enroll in a specific
program to earn a certificate or degree. If status changes at a future date
to degree seeking, additional admission requirements will have to be met.
Non-degree seeking applicants are not eligible for financial aid.

UNDECLARED APPLICANT

An undeclared applicant is one who is degree/certificate seeking but
has not declared a specific field of study. Undeclared applicants are not
eligible for financial aid.

FULL-TIME STUDENT

A full time student is one who is enrolled in 12 or more credit hours per
term. Students who do not meet the criterion for full-time classification
are part-time students.
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PROGRAM REQUIREMENTS

Some licensing or certification boards have varied restrictions, which may
affect persons with a history of felony conviction. The College assumes no
responsibility for the denial of licensure or certification by such boards.
Prospective students are responsible for contacting the appropriate
boards concerning any questions regarding their eligibility for licensure or
certification.

Program directors may deny admission to a specific program based upon
individual program admission criteria. In addition, program directors
may dismiss a student from a specific program and withdraw that student
from applicable courses in the case of student misconduct as defined by
program and/or standards.

RESIDENCY REQUIREMENTS

Under policies established by the Board of Regents, in accordance with
Montana statutes regarding residency, all applicants for admission and all
students at the units of the Montana University System shall be classified
as in-state or out-of-state for fee purposes.

In-state vs. Out-of-state: A person may be classified as in-state following a
12-month continuous period of domicile in Montana with a documented
and dated intent to become a resident of Montana as outlined in the
Montana University System Guide to Montana’s Residency Policy, provided
that the person is not registered for more than one-half of a full-time
credit load at any post-secondary institution during the 12 month waiting
period. Members of the United States Armed Forces assigned to active
duty in Montana, their spouses, and dependent children during the
member’s tour of duty may be granted in-state residency for fee purposes.

In-State completely online: A person classified as in-state and taking ONLY
online courses is able to receive adjusted tuition and mandatory fees.

Out-of-State completely online: A person classified as out-of-state
and taking ONLY online courses is able to receive adjusted tuition and
mandatory fees.

Western Undergraduate Exchange (WUE): The Western Undergraduate
Exchange (WUE) is a program of the Western Interstate Commission for
Higher Education (WICHE). Through WUE, students in western states may
enroll in many two-year and four-year college institutions at a reduced
tuition level: 150 percent of the institution’s regular resident tuition.

Visit the WICHE website at: http://www.wiche.edu/ or visit http://wue.
wiche.edu for more specific WUE information. MSU-GF COT has a limited
number of WUE positions available per year. Please contact Admissions e
for requirements and application materials.

Questions regarding residency status should be addressed to Admissions &
Records in Student Central.

ADMISSION REQUIREMENTS

Please note that any documents submitted to the College during
the admissions process become the property of MSU - GF COT, and
must remain as part of the student’s admission and/or conduct file.

1. Complete and Submit Application for Admission: Applications
for admission may be obtained from Admissions & Records at the
College or on the College’s website at www.msugf.edu. Prospective
students are encouraged to consult with the Recruiter for
information about selection of a program and financial aid before
submitting their applications. Call 406-771-4414 or 1-800-446-2698
(in Montana) to arrange for an appointment with the Recruiter.
Per Montana Board of Regents of Higher Education Policy 940.2
Each campus of the Montana University System shall charge a non-
refundable application fee of S30 to each applicant for admission to a
graduate or undergraduate program.
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Furnish High School and College Transcripts: Applicants to any
program must submit copies of high school transcripts, high school
diploma, or GED scores to Admissions & Records. High schools must
be accredited by the appropriate state office of public instruction. In
order to receive transfer credit, official college transcripts must be
sent directly to the College from each regionally accredited college
or university attended. College transcripts submitted from other
institutions cannot be released or duplicated, as they remain the
property of the institution.

Furnish Immunization Records: In order to be in compliance with
Administrative Rules of Montana, updated June 2007, students born
after January 1, 1957, taking seven (7) or more credits OR enrolled
in a certificate/degree/transfer program must: Submit proof of TWO
vaccinations against measles (rubeola) AND TWO against rubella
(German measles). Immunizations must have been after 12 months
of age, the second no earlier than 28 days after administration of the
first dose. No measles vaccination given before 1967 is valid and no
rubella vaccination given before 1969 is valid. Immunizations must
be documented by a physician, registered nurse, or school official;
or submit blood draw (titer test) results proving immunity for BOTH
measles and rubella ; or Submit documentation of having contracted
measles and rubella. Documentation by a physician is required
including dates of iliness; or documentation of a file for a medical or
religious exemption; or show proof of age, if born prior to
January 1, 1957. Such evidence must be submitted before students
will be permitted to register for courses. For more information about
the Administrative Rules of Montana regarding immunizations, visit
the links below:

e http://arm.sos.mt.gov/37/37-28974.htm

e http://arm.sos.mt.gov/37/37-28977.htm

e http://arm.sos.mt.gov/37/37-28976.htm

3. Complete Placement Assessment: Before enrolling in a math,
English or biology course, all applicants are required to take the
COMPASS placement test or submit their American College Test (ACT)
or Scholastic Aptitude Test (SAT) scores. These tests must have been
taken within the past three years. The COMPASS is a standardized
test that measures an applicant’s proficiency in English, reading
and mathematics. The results are used to determine placement in
courses. Special arrangements can be made for those applicants
who have a documented or temporary disability. Arrangements for
taking the COMPASS can be made by contacting Student Central at
406-771-4414 or 1-800-446-2698. There is a fee for the COMPASS
test.

Students may choose to have their ACT or SAT scores sent to

the College to determine placement. Please have scores sent to
Admissions & Records directly from ACT or SAT. The College’s ACT
code is 2432, and the SAT code is 4482. The addresses and telephone
numbers for ACT and SAT are:

ACT Records

P.O. Box 451

lowa City, IA 52243-0451
319-337-1313 www.act.org

SAT Program
Princeton, NJ 08541
866-756-7346 www.collegeboard.com

For persons wishing to attend a postsecondary institution other than
Montana State University — Great Falls College of Technology, Student
Central will provide, for a $10 fee, monitoring for placement assessments.
Individuals must arrange for the assessment materials to be sent to the
College and for an assessment date through the Student Central staff. A
forwarding address to the appropriate institution must also be provided.

i
ADMISSION REQUIREMENTS FOR NON-DEGREE SEEKING STUDENTS

Non-degree seeking students must complete and submit the Application
for Admission. For students taking courses with prerequisite
requirements, an appropriate placement exam score, a challenge exam,
or official transcripts demonstrating successful completion of prerequisite
courses will be required. A one-time $30 application fee must accompany
the Application for Admission. Please note that non-degree seeking
students are not eligible for financial aid.

READMISSION TO THE COLLEGE

Students who have previously attended Montana State University-Great
Falls College of Technology must reapply when they have been absent for
one semester, excluding summer. Readmit applications are available in
Student Central or on the College website (www.msugf.edu).

Readmitted students must follow the graduation requirements for the
catalog under which they are readmitted. Previously earned credits will be
evaluated on the basis of the current degree or certificate requirements.
Credits earned 5 or more calendar years earlier will be reviewed by the
appropriate department chair, lead faculty, and/or Registrar, who may
require repetition of any course in which the content has substantially
changed.

Those students applying for readmission after serving at least one term

of academic suspension must complete an Admissions Academic Progress
Appeal Form along with the Application for Readmission. Such appeals
will be reviewed by the Registrar’s Appeal Committee before the student is
informed in writing of the readmission decision.

EARLY ADMISSION

High school students may be admitted and allowed to register for college-
level courses provided they are academically prepared. This process shall
be confined to students who present evidence of the ability and maturity
to do college work. This admission requires that the high school principal
or counselor approve participation of a student in the college level
courses. High school students may earn college-level credit to be applied
to a degree at Montana State University-Great Falls College of Technology
or to transfer to another college or university once they graduate from
high school. Course records for students will be entered and maintained
on an MSU — Great Falls College of Technology transcript.

HOME SCHOOL ADMISSION

Home school students must submit the admissions application and
application fee, a notarized copy of the home school curriculum, two
letters of recommendation from people other than family members,

a parental approval form if the student is under 18 and immunization
records if the student is degree seeking and taking more than six credits.
Home school students must complete the ACT, SAT, or COMPASS test
before enrolling at the College.

NONIMMIGRANT FOREIGN STUDENTS

Montana State University-Great Falls College of Technology is authorized
under federal law to enroll nonimmigrant foreign students. Each
nonimmigrant foreign student is required to furnish the following
documents in order to be considered for admission:

1. Completed Application for Admission accompanied by a $30 non-
refundable application fee;

2. TOEFL (Test of English as a Foreign Language) scores from an
accredited testing service. A minimum score of 500 is the acceptable
standard on the paper-based test, 173 on the computer-based test
and 61 on the internet-based test. More information about TOEFL
may be obtained from the Education Testing Service, Princeton, NJ
08540 or on the featuring websites, www.ets.org and www.toefl.org;

- -
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3. Proof of completion of the equivalent of an American high school
education with satisfactory grades. Transcripts must be evaluated by
a credential evaluation service to make this determination. Please
contact Admissions & Records for a list of credential evaluation
services;

4. A Declaration of Finances or other present evidence of funds
necessary to pay all living expenses and travel to and from the
college;

5. All nonimmigrant foreign students must show a physician-validated
immunization record for measles, rubella, diphtheria, tetanus, and
skin testing for tuberculosis. The evidence must be presented before
a student will be permitted to register;

6. Evidence of an accident and sickness insurance policy or one of equal
coverage for each semester in attendance at the college.

After a nonimmigrant foreign student has completed all of the above
items and returned the required forms, his/her admission file will be
reviewed and a letter will be sent indicating either acceptance or denial of
admission. Upon acceptance, the College will issue an 1-20 Certificate of
Eligibility for non-immigrant F-1 student status.

NEW STUDENT REGISTRATION AND ORIENTATION

Degree seeking students will attend a STAR (STudent Advising and
Registration) session with a Student Central advisor to register for their
first semester of courses. These sessions are scheduled at various times
for the student’s convenience. Distance learning students can complete
these sessions online and with a follow up phone appointment with a

first semester advisor. After the student is accepted to the College they
will receive a letter directing them to call to schedule their STAR session.
Preferably the student will have completed placement testing (ACT/SAT

or COMPASS) and have those scores sent to MSU-Great Falls if tests are
taken elsewhere, prior to the STAR session. Students can call the college to
sign up to take the COMPASS test if they do not have ACT or SAT scores, or
transfer work in English and math. A New Student Orientation Day will be
held before each fall and spring semester. Additional information on the
activities of this day will be given to the students during their STAR session.

STUDENT IDENTIFICATION CARD

Each student should obtain a nontransferable identification card. The
identification card may be necessary when purchasing books, cashing
checks in the bookstore and using the library. Students can replace a lost
identification card through Student Accounts in Student Central for $5.

CREDIT BY EXAMINATION

College credit earned by currently enrolled students who successfully
complete approved advanced placement examinations, CLEP and DANTES
examinations, and Tech Prep articulations will have credits recorded

on their academic records without an additional fee. Credit will not be
awarded for courses that are prerequisites to subsequent courses that
have been completed, or for courses that have been failed or previously
audited.

COLLEGE ADVANCED PLACEMENT (HIGH SCHOOL STUDENTS)

Applicants who have taken advanced placement courses in high school
should request that the official scores be sent to Admissions & Records.
Grades of 3, 4, or 5 on an advanced placement examination will be granted
college credit for the appropriate courses.

EXPERIENTIAL LEARNING

MSU - Great Falls College of Technology (MSUGF) recognizes that learning
occurs outside of the college setting. The outcome of this learning is often
the acquisition of skills and/or knowledge which may be equivalent to
learning at MSUGF and other institutions of higher education. MSUGF may
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award credit for this learning through the MSUGF Experiential Learning
Policy. This policy is based on the Northwest Commission on Colleges and
Universities (NWCCU) Policy 2.3.

A. Credit may be granted only for documented learning which ties the
prior experience to the theories and content of the relevant academic
field(s).

B. Credit may be granted only for documented learning which falls within
the regular curricular offerings of the institution.

C. Credit for prior experiential learning may be granted only at the
undergraduate level.

D. The applicability of Experiential Learning Credit toward specific
degree program requirements is subject to departmental/institutional
approval.

E. Experiential Learning Credit will be based on the following evaluation
methods.

e Portfolio e Challenge Exams e Proof of Competency

NOTE: The department chair or faculty, delegated by the department chair,
will develop the criteria of the portfolio, challenge exams, and/or proof of
competency.

F.  Credit for prior experiential learning should not constitute more than
25% of the credits needed for a degree or certificate.

G. No assurances are made as to the number of credits to be awarded
prior to the completion of the institution’s review process.

H. Credit may be granted only to enrolled students and is to be identified
on the student’s transcript as credit for prior experiential learning.

I.  Credit for prior experiential learning cannot duplicate other credit
awarded.

J.  Experiential Credit will be treated in the same way as transfer
credit. A “P” (pass) will be assigned, and it will not count toward the
students’ GPA.

K. Materials and documents submitted for consideration of credit for
experiential learning must comply with all MSUGF and Montana
University System Policies. No experiential learning credit is
guaranteed.

L. Credits granted for experiential learning at MSUGF may transfer to
other institutions. Students should check with the transfer institution
regarding transferability.

M. All submitted materials and documents become part of the students’
academic record and will not be returned.

N. Credit awarded for experiential learning will become part of the
students’ academic transcript.

O. The student is responsible for providing the appropriate
documentation as required by the guidelines and/or criteria
established by the faculty member, program director, or department
chair for the award of credit for experiential learning.

P.  Students will be assessed an experiential learning fee for each course
substitute attempted through the award of Experiential Learning
Credit. This fee will be 1/3 of the cost for the tuition of the course had
the student enrolled in it through traditional means.

Q. Experiential learning credits do not count towards enrollments in
evaluating financial aid status.

The following checklist will help guide faculty and students through the
Experiential Learning evaluation process and the required form.
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1. Astudentinterested in earning experiential learning credit for a
particular course or courses should consult their advisor and/or
the faculty member (faculty sponsor) responsible for the courses
in question. Upon consultation and initial consent of the faculty
sponsor and the student’s advisor (if applicable), complete the
“Student Information” and “Experiential Learning Course Substitution
Information” portions of the form.

2. Next, the faculty sponsor and student will collaboratively decide
which evaluation process (portfolio, proof of competency, or challenge
exam) will be used for the evaluation of the student’s prior learning
to illustrate equivalency of the courses being substituted. Check the
appropriate box in the “Evaluation Process for Assessment of Award”
section.

3. Collaboratively the faculty sponsor and student will then identify the
criteria, components, materials, documents required, and activities
that must occur to complete the evaluation process. The faculty
sponsor will provide the student with documentation outlining
objectives, timelines, materials needed, and other pertinent
information to establish clear expectations for the process.

4. Next, print the form with the top three portions completed. The
student must sign and date in the appropriate areas.

5. The faculty sponsor and advisor (if applicable) must then confer and
agree to approve the plan for assessing the student’s prior learning for
the award of experiential learning credit. If both approve, they must
print their name, sign and date the form.

6. The faculty sponsor then submits the form to the Registrar. Upon
reviewing the form for accuracy and completion, the Registrar will
assess the student fee associated with this process, sign and date the
form, and return to the faculty sponsor.

7. Once the student completes and submits a challenge test, proof of
competency, or a student portfolio for review, the faculty sponsor
will make a determination of whether to approve the award of
credit for the student’s experiential learning. The faculty sponsor
will then confer with the department chair and they will make their
recommendation. If both are in agreement, each will print their
names, sign and date the form.

H. Next, the faculty sponsor submits the completed form, criteria for
the assessment process, and supporting documents (e.g. challenge
test score, documents for proof of competency, or portfolio) to the
Registrar. The Registrar will notify the student of the successful
award.

9. Finally, the Registrar reviews the completed form and submitted
materials. If all are in order and both the faculty sponsor and
department chair have agreed to approve the award of credit for
experiential learning, the Registrar will post the award to the student’s
academic transcript and notify the student of the completed process.

COLLEGE LEVEL EXAMINATION PROGRAM (CLEP) AND DANTES

Montana State University-Great Falls College of Technology awards

credit toward graduation for successful performance in certain subject
examinations of the CLEP and DANTES programs. Students may arrange
to take these examinations at designated centers. Passing grades and the
awarding of credit is determined by the American Council on Education
(ACE) credit recommendations.

MSU — Great Falls College of Technology

Test identification numbers:

(O] I 7691 DANTES....ccoevieveeieeienns 9472
O S 2432 SAT..ooiieieeceese e 4482

TECH PREP CREDIT

Tech Prep provides high school students an opportunity to earn credits
toward one-year or two-year certificates or degrees at Montana State
University-Great Falls College of Technology while still in high school.
This is a cooperative program carried out under articulation agreements
between secondary and postsecondary institutions that have made a
commitment to the program. Counselors and instructors at participating
high schools have information available for interested students.

TRANSFER FROM OTHER INSTITUTIONS

Credits from other regionally accredited postsecondary institutions may
be accepted as they apply to the established course requirements of
Montana State University - Great Falls College of Technology under the
following guidelines:

e The transferring student must initiate the request for evaluation
of credit during the admission procedure by furnishing an official
transcript from the transferring institution(s) and the necessary
materials, including copies of the appropriate catalog descriptions or
course syllabi, to Admissions & Records. Official transcripts must be
sent directly by the issuing institution to the following address:
Admissions and Records
MSU — Great Falls College of Technology
2100 16th Ave S
Great Falls, MT 59405

e Grades less than a “C-" for previous course work will not be
considered for transfer credit. Course work taken more than 5 years
prior to transfer request may not be accepted. If transfer credit
cannot be granted, the student has the option of challenging a course
or courses through the Experiential Learning policy.

e Transfer credit will be accepted only as it applies to the student’s
declared program of study.

e Students will be awarded a certificate/degree upon satisfactory
completion of all program requirements, provided 25% of the credits
required in the degree related program has been completed at MSU —
Great Falls College of Technology.

e Transfer credit will be posted on the transcript for accepted
transferred course work.

e Transfer grades are not figured in the grade point average (GPA).

e Students who wish to appeal a decision regarding acceptance of
transfer credit should contact Admissions & Records to receive
information on the appeal process. Students may be asked to provide
course descriptions and/or syllabi for an appeal.

TRANSFER TO OTHER INSTITUTIONS

Montana State University - Great Falls College of Technology is accredited
by Northwest Commission on Colleges and Universities. For more
information regarding the transferability of courses to other institutions,
students should contact the institution they are planning to attend.

For transfer to another Montana school, a student may complete a
Request for Transmittal of Application Materials form in order to have the
contents of his/her admission file forwarded to the transfer school. There
is an $8 fee for this service.

The College offers a number of transfer options including the Montana
University System Transferable Core and the Associate of Science and
Associate of Arts degrees. In addition, students may transfer under one of
the articulation agreements MSU — Great Falls College of Technology has
with specific colleges and universities.

- -
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ADVISING

As students are admitted or readmitted to the College, they are advised by
Student Central advisors. These advisors assist students in understanding
college policies and procedures, choosing a program of study, choosing
first semester classes, and understanding College resources.

Students continuing on to their second and subsequent semesters are
assigned a faculty advisor. Faculty advisors act as mentors, helping to guide
students through the curriculum in their program. A faculty advisor will

be a student’s main contact for academic and program advice. However,
they may refer a student to Student Central advisors at times for specific
assistance.

REGISTRATION

Registration for students is available via Banner Web/My Info on the
Internet. Continuing students are defined as students who have been
continuously enrolled (excluding summer) at MSU — GF College of
Technology.

Registration information and dates for new and continuing students is
available on the Academic Calendar posted on the College website.

Banner Web/My Info www.msugf.edu

To register, check grades, transcripts and course schedules, go to
“Banner Web/Mly Info” then Login to Secure Area

Financial aid, class schedules, term registration, billing information, and
payment options are accessible through Banner Web/My Info.

Students experiencing any problems accessing or using Banner Web/
MylInfo should contact Student Central.

TuITION AND FEES PoOLICY
DEFERRED PAYMENT PLAN

The deferred payment plan is an installment loan available, for the fall and
spring terms, for qualified applicants who are unable to make full payment
of current semester tuition, fees, and other charges on the regular fee
payment day. This plan is available to all qualifying students through
Student Accounts. Installment payments and applicable fees are collected
and processed by Student Accounts. The Student Accounts office is located
in Student Central.

LATE FEE

A $40.00 late fee will be assessed if fees are not paid by the payment
deadline each semester when there is not financial aid or a third party
contract confirmed.
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FEE REFUNDS

~ Withdrawal from the College

Per Montana Board of Regents of Higher Education Policy 940.7:

Unless otherwise required by the Higher Education Act of 1965, as
amended, refunds of fees in the event of withdrawal from school are
authorized according to the following procedures. The registration fee is
non-refundable.

Students withdrawing from Montana State University-Great Falls College
of Technology are refunded the fees paid in accordance with the following
schedule established by the Board of Regents. In order for a student to
receive a refund under the Board of Regents policy, an official withdrawal
form must be on file in the Registrar’s Office:

Fall & Spring Semester:
Days of Instruction*®

Registration day

Percent Refunded

These dates are pro-rated for the summer term(s)

* Days of instruction begin with the first day of classes for a term and
conclude on the 15th day, which is the deadline to drop/delete courses.

The Registration Fee and Application Fees are Nonrefundable per
Montana Board of Regents of Higher Education Policies 940.2 and 940.7

~ Refund Policy for Courses Numbered 116 and 199

All students wishing to drop or withdraw from courses numbered 116 and
199 are required to fill out an Add/Drop or Withdrawal Form. These forms
are available at the Office of Outreach & Workforce Development.

. If a class is dropped at least three working days prior to the first day
of class, the full amount of tuition and fees will be refunded. For
credit-bearing courses (those with a course number of 116), the $30
semester registration and $30 one-time application fee will not be
refunded.

. If a class is not dropped at least three working days prior to the
first day of class or the student enrolls and does not attend, the full
amount of tuition and fees will be assessed. In certain instances
exceptions to this policy may occur for drops occurring less than
three working days prior to the first day of class. To be considered
for an exception, an appeal stating the justification for this exception
must be made in writing to the Registrar.

. If the Division of Outreach & Workforce Development decides to
cancel a class, students will receive a 100% refund on all tuition and
fees.

See Course Descriptions section of this catalog for more information on
these courses.

CHANGES IN CREDIT LOAD AFTER PAYMENT OF FEES

Students adding courses after payment of fees are required to pay
additional fees created by the change in credit load.

Students dropping classes (but not withdrawing) will receive a 100 percent
refund on courses dropped before the end of the 15th class day. Refunds
will not be made after the 15th class day. This schedule applies only to fall
and spring semesters. For the summer withdrawal schedule, please see
the academic calendar for that term.

Refunds are processed approximately five weeks after the start of a
semester and mailed to the student’s permanent address.
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