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On January 21, 1994, the Montana Board of Regents voted unanimoudy to
resructure the Montana University System.  Under the plan, Eastern Montana
College (Billings) and Northern Montana College (Havre), as well as the vocation-
technical centers in Great Fals and Billings were renamed and consolidated with
Montana State University in Bozeman.

The Regents assigned new names to al units. MSU-Bozeman, MSU-Billings
which now includes the Billings College of Technology, MSU-Northern, and MSU-
Great Fdls College of Technology.

Since the consolidation, the MSU campuses have emphasized course transferability,
sharing resources, telecommunications, and providing more and better services to
students everywhere.
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Montana State
University — Great Falls
College of Technology

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 alied health, business, 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.

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 individua 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 doorsin the years to come.

Sincerely,

7o Sy 7

Dr. Mary Moe
Interim Dean




Mission of the College

Montana State University-Great Falls College of Technology is a public postsecondary two-year
educational ingtitution affiliated with Montana State University-Bozeman. 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.

Montana State University-Great Falls College of Technology, utilizing the delivery of course
offerings on-campus as well as at appropriate off-campus sites and through electronic technology,
has an academic mission to:
e award Associate of Applied Science Degrees or Certificates in the career areas of Allied
Health and Business and Technology;
o award Associate Degrees for transfer to four-year programs;
e offer general education courses reflective of the core curriculum requirements at Montana
State University-Bozeman as well as those of the Montana University System;
e offer courses, seminars, workshops, and customized training to meet the educational needs of
individuals, businesses, and other populations.

Montana State University-Great Falls College of Technology is ateaching institution that:

e provides beneficia and accessible technical education for training or retraining in high
demand career fields to meet present and emerging employment needs,

e provides quality general core transfer courses and associate degrees paralel to the first two
years of afour-year degree;

e stresses a student-centered approach to the delivery of educational services,

e promotes equal opportunity in education for all students;

e engagesin community service and technical assistance activities.

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 skillsto 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 anayze 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.

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 a contemporary telecommunications complex; 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.




About Great Falls.....

Serving as Centra Montana's
educational, financial, medical, and
retail trade center, Great Falls high-
tech environment is complemented by
the friendly attitude of its people.
Great Fals is in the heart of some of
the finest farmland in the country
making agriculture a maor part of the
local economy. Mamstrom Air Force
Base, the Montana Air National Guard
and reserve units of the U.S. Army,
Navy, and Air Force are headquartered
here and are a respected, integral part
of the community.

Welcoming and prosperous, Great Falls is situated in central Montana between Glacier and
Y ellowstone National Parks. Its population of approximately 60,000 enjoys a moderate climate
with clean, pure air, low humidity, and long days of sunshine. “Chinook” winds make most
winter days warm and pleasant.

Surrounded by three mountain ranges and with the confluence of the Missouri and Sun riversin
the heart of town, some of the finest, readily accessible hunting and fishing opportunities in the
country lie near Great Falls. There are unexcelled opportunities for campers, hikers, skiers,
sportsmen and outdoor enthusiasts.

The present Great Falls townsite was first noted in the journals of Lewis and Clark in 1805 as
they portaged around “the thundering great falls of the Missouri.” 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.

The city’s natural beauty is enhanced by the artistic flavor of the world-famous C. M. Russell
Museum, a well-established symphony and symphonic choir and professional theater groups.

The Great Falls school system is known for its high standards and quality education. The
Montana State School for the Deaf and Blind is located here. Along with Montana State
University-Great Falls College of Technology, other higher education opportunities include the
University of Great Falls, a four-year libera arts institution, Mamstrom Air Force Base
Education Center, and Montana State University-Northern at Great Falls. The campus of
Montana State University-Great Falls College of Technology serves as the site for the Montana
University System Higher Education Center in Great Falls and coordinates courses and programs
to be delivered in Great Falls by Montana’ s four-year campuses.
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Academic Calendar

FALL SEMESTER 2002

Early Bird Orientation/REQISITLION ...........ooiiiierieieee ettt be et st be b bt se e ee e seesnas July 9
Allied HEAIth OFENTALION ..o August 29
(= oTo g - A (o] o - Y S September 2
O =S =] 2] o ] o USRI September 3
Last DAy tO AQd ClaSSES......cceiuecuecieiesiesiesiesesteseeeesee e e saestessessesseeneesteseentesressesseeseesesnsansessessessessens September 16
Last Day to change Credit to Audit/Audit t0 Credit.........ccccvvci i September 16
Last Day t0 DIOP/DEIELE ... September 23
Graduation APPIICALIONS DUE.........ciiiiieiecic et October 25
1= ot (o] 1 I R November 5
Veterans Day HOIAAY ........coeiiieee ettt st e et ene s November 11
ThankSgIVING HONIAAY .......ccveiiiieeiiiereiee et et November 28-29
Last Day t0 Drop ClasseS With @“ W ..ottt sre e December 6
Last Daly OF ClASSES.........ccuiuiiiiiiiie e b bbb s December 13
FINBISWEEK.......ceeeeeeee ettt sttt et et e e e e see st e seeebesneeneeneeneeneenes December 16-19
Grades AVailable ONWED .........ciii et December 26
SPRING SEMESTER 2003
Allied HEaIth OFiENtalioN........ccccieiiie ettt e e et esae s aesbesaesne e e e s eeeneeneenes January 13
ClassesBegin.......ccccceeeevienene .. January 15
Martin LUtRer KiNG HOLITAY ......ccoiveiieieiie sttt st January 20
(=Sl D= Y (o AN (o 8 =P January 29
Last Day to change Credit to Audit/Audit t0 Credit...... oo e January 29
Last Day to Drop/Delete.......... OO OSSR February 5
Presidents Day (N0 Classes; OffiCES OPEN) ..cuvevviiiie i sre e February 17
Graduation APPIICALTIONS DUE.........ccueieieieieeee ettt s b e bbb e e e e e b e March 7
SPIING BIEAK ...veiceiitiieeiet e bbb bbb bt s e bt et h e h R n b nenenn March 10-14
Last Day t0 Drop ClasseS With @ “ W ..ottt st a e e s April 25
IS B T o O =SSOSR May 2
FINAIS WEEK ...ttt bt bt b e bt e bt b e bt e et b e bt bt b e b e s bt r e ens May 5-8
COMMENCEIMENT ...t bbb bbb bbb May 9
GradesS AValabhl@ ONWWED ........coo ettt e b sr e besae st e e neeaseneennenteseens May 15
SUMMER TERM 2003
Graduation APPIICATIONS DUE. ........cceieeieieiese sttt e e st s te s re e e e e tesaesbesaestesseeneesse e e teseesrenrenns March 7
Allied HEalth CliNICAIS BEOIN ......ccuiiiiieiiriiietesieei ettt sttt b b May 21
8-WeeK SUMMEr SESSION BEJINS ....c.veivieieiieieeceeeeeestes e te st s e e e e s e e sae st sseeseesee e snteseestesaesseeseeneensesaessesseses June 9
=S D= Y (o AN (o O =SSO June 13
Last Day to change Credlit to AUdit/AUdit 10 Credif...... oo e June 13
Last Day 10 DIOP/DEIELE .........coooeieeiiciccceee et
INdePENdenCe Day HOLIQAY .........c.coueceiiiiiecececce ettt a e st st sre s re e enaeaenaeneesnens
Last Day to Drop Classes with a“W”
Summer Session Ends........ccocccveninene

Grades Available on Web ..
* Dates subject to change. Check the term class schedule for the most up-to-date calendar.

TELEPHONE DIRECTORY

MSU — Great Falls College of Technology .. ..800-446-2698 or 406-771-4300

Allied Health Department...........c.ccoceevreennne. ettt ettt be et e e 406-771-4350
L2 T00 1 0] (=SSP 406-771-4367
Business & TechnolOgy DEPArTMENT ..........cccivieierereeiereesesestestesesresseeees e sees e sresresresneeseeeesseseessensensens 406-771-4391
BUSINESS OFfICE ..ttt et sttt ettt se st st e e st s be e e be s be e ebeseenesbe e nnenbens 406-771-4315
L= o - N o SRS 406-771-4334
o= 406-771-4318
Outreach/Distance Ed. DEPAtMENT .........cccoueiieieiie et eae e e e st e st s e e seess e tesresresresneeresneenens 406-771-4440
PlaCEMENE OFFICE ... .iiviitiiieiie et b ettt et b e bt bt e st et e e e se e besbesbesbesaeebesae e 406-771-4323
StUdENnt SErVICET ATMISSIONS.........ciiiiieiieiteecee ettt e eteetesae s este e teeeteseesaeesseesbeebeentesseesbeentesaresseenes 406-771-4420
Student SerViCETCOUNSEIOIS ........oeeiirieieie ettt sttt st et besee e ebeseeseebesaesesbeseesesseneebeneas 406-771-4414
StUAENT SEIVICES TIANSCIIPLS ....eeeeutertesteste sttt ettt et be b e e e e e ee e e beseesbesbesaeebe et eneeneeneesaesnesbesneaneas 406-771-4423
A K ettt e e e e e et e e e e —eeeaa——eeeaateeeeaaateteaa——eeeateeeeaanteeeaaaneeeanreeeeaneeeeaneeeeanrereen 406-771-4317




Programs

ALLIED HEALTH
Associate of Applied Science Degree

Bioscience Technology
Animal Laboratory Technician
Instrumentation Technician
Research Laboratory Technician
Dental Hygiene
Emergency Services
EMT Paramedic
Fire & Rescue Technology
Health Information Technology
Medical Assistant
Physical Therapist Assistant
Practical Nurse
Respiratory Care

Certificate

Dental Assistant
Health Information Coding Specialist
Surgical Technology

BUSINESS AND TECHNOLOGY
Associate of Applied Science Degree

Accounting
Business M anagement/Entrepreneurship
Computer Technology
Microcomputer Support
Network Support
Web Development
Computerized Office Technology
Administrative Assistant
Attorney's Assistant
Medical Administrative Assistant
Design Drafting Technology
Interior Design
Medical Transcription

Certificate

Accounting Assistant
Auto Body Repair & Refinishing
Computer Assistant
Fundamental s of Business
Medical Transcription
Network Architecture
Office Support

General Office Assistant

Legal Receptionist

Medical Receptionist

TRANSFER
Associate of Science Degree
General Program of Study

Montana State University-Billings
College of Business
Economics
Finance
Management
Marketing

Montana State University—Bozeman
College of Business
Accounting
Finance
Management
Marketing

Montana State University—Northern
Elementary Education
Accounting/Finance
Business Technology
Marketing
Small Business Management

Associate of Applied Science Degree

Montana State University—Northern
Business Technology
Small Business Management

General Education Core
Montana University System Units

Specialized Endor sement

Business Management

Computerized Accounting

Health Information Coding Specialist
Legal Information

Microcomputer Applications
Microcomputer Word Processing
Professional Communications
Resource Interpretation




Estimated Program Cost

Resident Tuition and Feesare Listed

ALLIED HEALTH

Health Information Technology

Tuition and Fees $5749
Bioscience Technology Application Fee 30
Animal Laboratory Technician Lab Fees 190
Tuition and Fees $4313 Books 1180
Application Fee 30 Liability Insurance 24
Lab Fees 235 $7173
Books 1405
$5983 Health Information Coding Specialist (Certificate)
Tuition and Fees $3427
Instrumentation Technician Concentration Application Fee 30
Tuition and Fees $5227 Books/Supplies 1400
Application Fee 30 $4857
Lab Fees 160
Books 1405 Medical Assistant
$6822 Tuition and Fees $6300
Application Fee 30
Research Laboratory Technician Lab Fees 110
Concentration Books/Supplies 1250
Tuition and Fees $5159 Liability Insurance 30
Application Fee 30 $7720
Lab Fees 275
Books 1405 Physical Therapist Assistant
$6869 Tuition and Fees $6025
Application Fee 30
Dental Assistant Lab Fees 290
Tuition and Fees $3059 Books 500
Application Fee 30 Liability Insurance 30
Books/Supplies 795 $6875
Uniforms/Lab jacket 150
Shoes 50 Practical Nurse
Lab fees 185 Tuition and Fees $5100
Liability Insurance 18 Application Fee 30
$4287 Lab Fees 225
Books 1850
Dental Hygiene Liability Insurance 18
Tuition and Fees $7259 Uniforms 221
Application Fee 30 $7444
Lab Fees 150
Books/Supplies 1400 Respiratory Care
$8839 Tuition and Fees $6400
Application Fee 30
Emer gency Services Books/Supplies 1200
Tuition and Fees $5711 Uniforms 63
Application Fee 30 Lab Fees 375
Lab Fees 230 Liability Insurance 30
Liability Insurance 75 $8098
Books/Supplies 1350

$7396

Vi



Estimated Program Cost

Resident Tuition and Feesare Listed

Surgical Technology

Tuition and Fees $4020
Application Fee 30
Insurance 70
Lab Fees 100
Books/Supplies 1200

$5420

BUSINESSAND TECHNOLOGY

Accounting Assistant

Tuition and Fees $2900
Application Fee 30
Books/Supplies 800
$3700
Accounting
Tuition and Fees $5342
Application Fee 30
Books/Supplies 1595
$6967
Auto Body Repair and Refinishing
Tuition and Fees $5526
Application Fee 30
Books/Supplies 500
Tools 1600
Clothing 104
Lab/Materia Fees 275
$8035

Computerized Office Technology
Administrative Assistant

Tuition and Fees $5158
Application Fee 30
Books/Supplies 1290
$6478
Attorney’s Assistant
Tuition and Fees $5158
Application Fee 30
Books/Supplies 650
$5838
Medical Administrative Assistant
Tuition and Fees $5342
Application Fee 30
Books/Supplies 1250

$6622

Business M anagement/Entrepreneur ship
Concentration

Tuition and Fees

Application Fee

Books/Supplies

Computer Assistant
Tuition and Fees
Application Fee
Books/Supplies

Computer Technology
Microcomputer Support
Tuition and Fees
Application Fee
Books/Supplies

Network Support
Tuition and Fees
Application Fee
Lab Fees
Books/Supplies

Web Development
Tuition and Fees
Application Fee
Lab Fees

Books/Supplies

Fundamentals of Business
Tuition and Fees
Application Fee
Books/Supplies

Design Drafting
Tuition and Fees
Application Fee
Books/Supplies

Interior Design
Tuition and Fees
Application Fee
Books/Supplies

$5932
30
1450
$7412

$3058
30
650
$3738

$5700
30
1353
$7083

$3058

700
$3788

$5158
30
1150
$6288

$5656
30
1150
$6836

vii



Estimated Program Cost

Resident Tuition and Feesare Listed

Medical Transcription (AAS) M S#J-_BozemgnFAssociate of Science 45158
- uition and Fees
Tuition and Fees $5526 Application Fee 20
Application Fee 30 Books/Supplies 1330
Lab Fees 90 $6518
Books/Supplies 1260 . .
$6906 M SU-Northern Associate of Science
Tuition and Fees $4568
) o . Application Fee 30
Medical Transcription (Certificate) Books/Supplies 1330
Tuition and Fees $3242 $5928
Application Fee 30
Books/Supplies 900 M SU-Northern Elementary Education
$4142 Tuition and Fees $4794
Application Fee 30
Network Ar chitecture Books/Supplies %
Tuition and Fees $3058
Application Fee 30
Material Fees 120
Books/Supplies 650
$3858

Office Support
General Office Assistant

Tuition and Fees $2874
Application Fee 30
Books/Supplies 670
$3574
L egal Receptionist
Tuition and Fees $2966
Application Fee 30
Books/Supplies 560
$3556
Medical Receptionist
Tuition and Fees $2966
Application Fee 30
Books/Supplies 670
$3666

TRANSFER DEGREES

General Education Core

Tuition and Fees $2690
Application Fee 30
Books/Supplies 780

$3500

M SU-Billings Associate of Science

Tuition and Fees $4974
Application Fee 30
Books/Supplies 1330

$6334

viii



General Information

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
fina decision as to their 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 ingtitution for purposes
of ingtitutional accreditation, budget, personnel,
and management, since July 1, 1994, Montana
State  University-Great Falls College of
Technology has been affiliated with Montana
State University-Bozeman.

ACCREDITATION

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

In addition, the Dental Assistant, Emergency
Medical Technician, Hedth Information
Technology, Medica Assistant, Physical
Therapist Assistant, Practical Nurse, and
Respiratory Care programs are fully 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 Veteran's Affairs, and

Montana Department of Vocational
Rehabilitation Services.
IMPORTANT COLLEGE

REGULATIONS AND POLICIES

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
manufacture, distribution, sale, possession, use,
and/or abuse of illicit and/or prescription drugs
or the inappropriate use of alcohol at the College
or in any of its activities 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 referra  for
prosecution. At the discretion of the Dean of the
College of Technology, a student violating the
policy may be required to satisfactorily complete
adrug or acohol abuse rehabilitation program as
an adternative to expulson or prior to
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.



General Information

The Great Falls community has a number of
excellent resources available to assist an
individua who is having difficulty with drug
and/or alcohol abuse. Counselors at the 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 acohol abuse. If an
individual is reluctant to approach College
personnel, information about assistance
programs may be obtained by caling the
Community Help Line--761-6010.

Crime Awar eness and
Campus Secur ity

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 crimina activity, by
securing personal possessions, and by being
aware of persona safety when entering or
exiting the campus. A brochure which provides
campus crime prevention information as well as
statistics on the incidence of campus crime is
available from the Main Office.

Firearms, M unitions, Explosives

Possession, use, or threatened use of firearms,
ammunition, explosives, chemicals, and/or any
other object as weapons in the building or on
campus are prohibited. Concealed weapons are
prohibited. Violations of this policy will result
in disciplinary action up to and including
dismissal and/or referral for prosecution.

Equal Opportunity Policy

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

The College's Affirmative Action Officer is the
Registrar, 2100 16th Avenue South, Great Falls,
MT 59405. Telephone: 406-771-4300.

Sexual Harassment Policy

The College reaffirms its commitment to create
a learning environment for all students that
supports, nurtures, and rewards educational and
career goas on the basis of ability and
performance, regardless of gender. Sexud
harassment not only undermines such an
environment but also violates Title VII of the
Civil Rights Act and Title IX of the Educational
Amendments Act of 1972.

The College's procedures afford students the
opportunity for prompt, far, and impartial
consideration of all concerns based on the Equal
Education Policy and Sexual Harassment Policy.
Any such complaints may be initiated with the
College's Director of Student Services, who is
the Affirmative Action/Equal  Education
Opportunity Program Coordinator.

Computer & Network Usage Policy

This Campus is pleased to be able to offer
students a wide variety of computer facilities,
services, equipment, and software. Students are
encouraged to use them within the guidelines
published here in. A more detailed policy is
posted on the web or can be obtained from the
Associate Dean for Academic Affairs. Failure
to comply with these guidelines may result in
disciplinary action, including expulsion from the
campus and criminal prosecution.



General Information

Access

Students have access to computers at MSU-
Great Falls Campus at severa locations — in
computer labs, in the library, in computer
classrooms, and at the computer kiosk outside
the bookstore. Students and non-students are
welcome to use the computer kiosk, but are
asked to share that resource with others who
wish to use it. Similarly, students and non-
students may use the computers in the library to
meet their informational needs, although
students currently enrolled at the Campus are
given priority for computer use in that setting.
The library’s computers may not be used for
communicative purposes — for instance, e-mail
and chat rooms.

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
should not be in computer labs or classrooms
without the approval and presence of the
appropriate instructor, assistant or technician.

Privacy of Information

MSU-Great Falls Campus computer systems and
networks are public and subject to Montana
State laws. Files of persona information,
including programs, regardless of the medium
on which they are stored or transmitted, may be
considered public information if stored on MSU
Great Falls Campus's 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 on this Campus, 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 of that individual, unless authorized
by the Dean of the College in compliance with
law or regulation.

Libel, Slander, and Har assment

No member of the Campus community may,
under any circumstances, use MSU Great Fals
Campus's computers or networks to libel,
dlander, 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 lega right
to communicate, once the recipient has provided
reasonable notice that he or she desires such
communication to cease; and disrupt or damage
someone's academic, research, administrative,
or related pursuits.

Responsible Use of Resour ces

Students are responsible for knowing what
information resources (including networks) are
available, remembering that the members of the
campus community share them, and refraining
from all acts that waste these resources or
prevent others from using them. Details
regarding available resources can be abtained by
consulting with the Campus Computer Services
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
the MSU-Great Falls Campus may not be used
for compensated outside work or work for the
benefit of organizations not related to the M SU-
Great Falls Campus without written permission
from the Dean. Electronic gambling, stock
trading, or any other financial gain method
conducted on Campus computers, services, or
networks is forbidden. State law also restricts
the use of Campus computer systems for
politicalk advocacy or for commercial
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advertising.
System Security

Students are prohibited from attempting to
circumvent or subvert any system's security
measures, degrading the performance of a
computer system or network, or depriving
authorized personnel of resources or access to
any campus computer system or network are
prohibited.

The following harmful activities are aso
prohibited: creating or propagating viruses;
disrupting services, unauthorized deletion or
damaging of files; intentional destruction of or
damage to equipment, software, or data
belonging to the MSU-Great Falls Campus or
other users; and the like.

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

As an open admission institution, Montana State
University-Great Falls College of Technology
will attempt to admit all persons who complete
admission requirements. We reserve the right to
deny or conditionally admit, readmit, or cancel
the enrollment of any individua who in the
judgment of the college presents an
unreasonable risk to the safety and welfare of
the campus community. Applicants/current
students may be asked to complete the Inquiry
into Student Disclosure form before an
admissions decision is made or changed.

Notification of admission decison will be
mailed. Individuals accepted for admission into
a program with limited enrollment who do not
enroll in that program on its starting date must
reapply. 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 programs information
packet or timely completion of the admission
reguirements for each program.

All applicants will be considered regardliess of
race, color, religion, national origin, marita
status, age, gender, disability, or disadvantage in
accordance with the following guidelines:

Degr ee 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-degr ee 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 then the additional
admission requirements will have to be met.

Undeclared Applicant

An undeclared applicant is one who is
degree/certificate seeking but is undecided about
higher field of study.

Full-time Student

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

Allied Health Applicants

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

Residency Requirements

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

e 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.

o 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.

Questions regarding residency status should be
addressed to the Admissions & Records Office.
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Admission Requirements

1. Complete and Submit Application for
Admission

Applications for admission may be obtained
from the Admissions & Records Office at the
College, on the colleges  website
www.msugf.edu, other units of the University
System, and most high schools in the state.
Prospective students are encouraged to consult
with an advisor 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 an advisor.

A one-time non-refundable $30 application fee
must accompany the Application for Admission.

2. Furnish High School and College
Transcripts

Applicants to any program must submit copies
of high school transcripts or GED scores and
official college transcripts (for transfer students)
to the Admissions & Records Office for
evaluation. High schools must be fully
regionally accredited by the appropriate state
office of public instruction. Official college
transcripts must be sent directly to the following
address 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 issuing institution.

Admissions

MSU- Great Falls COT

2100 16" Ave S

Great Falls, MT 59406-6010

3. Complete Admission Assessment

All applicants are required to take the ASSET
placement test or submit their American College
Test (ACT) or Scholastic Aptitude Test (SAT)
scores. The ASSET is a standardized test that is
diagnostic in nature and measures an applicant’s
proficiency in English, reading and mathematics.

The results are used to determine placement in
courses. Specia arrangements can be made for
those applicants who have a documented or
temporary disability or who are working and
unable to complete the assessment during the
day. Arrangements for taking the ASSET can be
made by contacting the Information Desk at
(406) 771-4414 or 1-800-446-2698 (in
Montana).

Students may choose to have their ACT or SAT
scores sent to the College to determine
placement if the test was taken within the past
three years. Please have scores sent to the
Admissions & Records Office 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, 1A 52243-0451
319-337-1313 www.act.org

SAT Program
Princeton, NJ 08541
609-771-7600 www.collegeboard.com

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

4. |mmunization

In order to be in compliance with Montana state
law, amended in 1993, students born after
January 1, 1957, taking seven (7) or more credits
OR enrolled in a certificate/degree/transfer
program must:

e Submit proof of 2 vaccinations against
measdes and one against rubela
Immunizations must have been given after
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1967 and after the student's first birthday
and must have been administered at least 30
days apart. Current immunizations must
have been administered in the form of the
MMR vaccine. Immunizations must be
documented by a physician, registered
nurse, or school official; or

e Submit documentation of having contracted
measles and rubella. Documentation by a
physician is required including dates of
illness; or

o Fileamedical or religious exemption.
Such evidence must be submitted before

students will be permitted to register for
Cour ses.

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 high ability and achievement
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 a MSU-Great Falls
College of Technology transcript.

Special Admission

A specia admission committee reviews
applications from students who do not meet the
regular admission standards.

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
and 173 on the computer-based test. More
information about TOEFL may be obtained
from the Education Testing Service,
Princeton, NJ 08540 or at these websites,
www.ets.org and www.toefl.org;

3. Proof of completion of the equivalent of an
American high school education with
satisfactory grades. Transcripts need to 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 al 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 al of the above items and returned
the required forms, his’/her admission file will be
reviewed and a letter 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.
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Student Orientation

Student orientation/registration sessions, called
Active in the College Experience (ACE), are
conducted before each semester to acquaint new
students with academic assistance, specia
services, and academic and institutional policies
aswell asregistering for classes.

New students must have taken the ASSET, ACT
or SAT test within the last three years prior to
ACE. Please call 406-771-4414 when signing
up for ACE registration.

Credit By Examination

College credit earned by currently enrolled
students who successfully complete approved
advanced placement examinations, CLEP
examinations, and Tech Prep articulations will
have credits recorded on their academic records
without an additional fee. Credit will not be
awarded for courses which are prerequisites to
subsequent courses that have been completed or
courses that have been failed or previousy
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 the College's
Admissions & Records Office. Grades of 3, 4,
or 5 on an advanced placement examination will
be granted college credit for the appropriate
COUrses.

Challenge

The College offers challenge examinations for
some of the courses described in this catalog. If
an applicant or student feels he/she has
knowledge about a particular subject area and
wishes to take an examination to demonstrate
that knowledge, he/she may, with the approval
of faculty, take a comprehensive examination. |If
a student’ s performance is sufficient to merit the
awarding of credit, there will be a $50 charge
and agrade of “P” (generally equivalentto a“C”

or above) will be recorded on the student’s
academic record. A course may not be
challenged which is a prerequisite to a second
course that has been completed or a course that
has been failed or previously audited.

A schedule of challenge exams offered at
Montana State University — Great Falls College
of Technology is published each semester in the
Schedule of Classes under Calendar of Events.

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.

M SU-Great Falls College of Technology
Test Identification Numbers

CLEP 7691 DANTES 9472

ACT 2432 SAT 4482

Tech Prep Credit  =/Eg/7 2260

Tech Prep provides high school students an
opportunity to earn credits toward one- or two-
year certificates or degrees at Montana State
University-Great Falls College of Technology
while still in high school. It is a cooperative
program carried out under articulation
agreements between secondary and
postsecondary ingtitutions that have made a
commitment to the program. Counselors and
instructors at participating high schools have
information available for interested students.
Courses that have been approved for Tech Prep
credit with at least one high school are identified
with the Tech Prep logo (see above) in the
course descriptions section of this catal og.
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Transfer From Other Institutions

Credits from other regionally accredited
postsecondary ingtitutions 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 Thetransferring student must initiate the
request for evaluation of credit during
the admission procedure by furnishing
an officia transcript from the
transferring  institution(s) and the
necessary materials, including copies of
the appropriate catalog descriptions or
course syllabi, to the Admissions &
Records Office.  Officia transcripts
must be sent directly by the issuing
institution to the following address:

Admissions & Records Office
MSU-Great Falls COT

2100 16" Ave S

Great Falls, MT 59406-6010

e It is the responsibility of the student to
pursue the status of that evaluation upon
enrollment.

e Grades less than a “C” (2.00 GPA) 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.

e To receive a certificate/degree, a student
must complete 51 percent of the course
work required by his’her program at the
College.

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).

Transfer to Other Institutions

Montana State University-Great Falls College of
Technology is fully accredited by Northwest
Association Commission on Colleges. Students
can expect to transfer to other colleges and
universities with ease. A listing of websites
providing transfer equivalencies within Montana
may be found a the following website:
www.montana.edu/mus/transfer.htm. For more
information regarding transferability of courses,
contact the institution you are planning to attend.

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 2 consecutive semesters, excluding
summer. Readmit applications are available in
Student Services or by request.

Returning students must follow the graduation
requirements for the catalog in 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.

Advisors

Students will be assigned academic advisors
when they are accepted. Advisors are generally
faculty members who must be consulted, will
assist in course scheduling each term, and be
available to provide information regarding
courses and/or academic progress as heeded.
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The Montana Board of Regents of Higher Education has approved the following tuition and fees schedule for the 2002-2003 academic

TUITION AND FEES
2002-2003

year beginning Fall Term 2002. Tuition and fees are based on credit hours and are paid by the student each semester. Tuition may
increase by Board of Regents action at a future date

Semester Registration Resident |Building Fee] Computer | Equipment | Network |Library Fee| Student Total Additional Total
Credit Fee Tuition Fee Fee Services Fee Government |Resident Feel Nonresident | Nonresident
Hours non-refundable Fee Tuition

1 $30.00 $78.06 $4.67 $3.23 $2.34 $2.49 $1.22 $8.00 $130.01 $170.79 $300.80
2 $30.00 $156.12 $9.34 $6.46 $4.68 $4.98 $2.44 $8.00 $222.02 $341.58 $563.60
3 $30.00 $234.18 $14.01 $9.69 $7.02 $7.47 $3.66 $8.00 $314.03 $512.37 $826.40
4 $30.00 $312.24 $18.68 $12.92 $9.36 $9.96 $4.88 $8.00 $406.04 $683.16 $1,089.20
5 $30.00 $390.30 $23.35 $16.15 $11.70 $12.45 $6.10 $8.00 $498.05 $853.95 $1,352.00
6 $30.00 $468.36 $28.02 $19.38 $14.04 $14.94 $7.32 $8.00 $590.06 | $1,024.74 | $1,614.80
7 $30.00 $546.42 $32.69 $22.61 $16.38 $17.43 $8.54 $8.00 $682.07 | $1,195.53 | $1,877.60
8 $30.00 $624.48 $37.36 $25.84 $18.72 $19.92 $9.76 $8.00 $774.08 | $1,366.32 | $2,140.40
9 $30.00 $702.54 $42.03 $29.07 $21.06 $22.41 $10.98 $8.00 $866.09 | $1,537.11 | $2,403.20
10 $30.00 $780.60 $46.70 $32.30 $23.40 $24.90 $12.20 $8.00 $958.10 | $1,707.90 | $2,666.00
11 $30.00 $858.66 $51.37 $35.53 $25.74 $27.39 $13.42 $8.00 $1,050.11 | $1,878.69 | $2,928.80
12-25 $30.00 $936.72 $56.04 $38.76 $28.08 $29.88 $14.64 $8.00 $1,142.12 | $2,049.48 | $3,191.60
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Deferred Payment Plan

The deferred fee payment plan is an installment
loan available 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 the Business Office.
Installment payments and applicable fees are
collected and processed by the Business Office.

Fee Refunds

Withdrawal From the College

Unless otherwise required by the Higher
Education Act of 1965, as amended, 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 officia
withdrawa form must be on file in the
Registrar’s Office:

Daysof Instruction* Per cent Refunded

Registration day ........cceeeevciveeeciiiiiee e 100
LD 0
B-10 e e 75
10-05 s 50
LG o o 0

* Days of Instruction begin with the first day of
classes for aterm and conclude on the 15th day,
which is the deadline to drop/delete courses.
(Refer to the Class Schedule for these dates.)
The Registration Fee and Application Feeare
nonrefundable.

Changes in Credit Load After Payment of
Fees

Students adding ®urses after payment of fees
are required to pay additiona 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. If a student drops a course or courses and
then withdraws, al dropped courses will fall
under the withdrawal/refund policy.

Summer term(s) are pro-rated. Please see the
class schedule for the deadline dates.

Fee refunds are processed approximately 5
weeks after the start of a semester and mailed to
the student’ s permanent address.

Returned Check Policy

A student will be responsible for fees charged on
areturned check. The charge will reflect the
current bank rates.

Seminars

A modified refund policy is in place for

seminars. Please contact the Business Office
regarding seminar fee refunds--406-771-4315.

Students Owing Debts

The College reserves the right to deny
registration access to a student who has an
overdue debt to Montana State University.
Transcripts, certificates, and degrees will be
withheld from any student owing tuition, fees, or
charges to MSU. In the event a student has not
returned books and/or materiads belonging to
this College or any other Montana University
System unit, transcripts, certificates, and degrees
may be withheld.

1



Academic Infor mation

Academic Proqgress

Academic progress standards are as follows:

12

Full- and part-time students enrolled at
Montana State University - Great Falls
College of Technology are required to
maintain a 2.0 cumulative grade point
average (CGPA). Students with less than
a 2.0 CGPA at the end of any academic
term  will be placed on academic
probation for the following academic
term and notified by the Registrar's
Office. If they later meet the required 2.0
cumulative GPA, they are removed from
academic probation. The effect of the
academic probation is to serve notice to
students that the quality of their work is
below an acceptable level and the
continuation of unsatisfactory work
during their next semester of enrollment
will result in academic suspension.
Students on probation should not carry
more than 12 credits in the probationary

period.

Full- and part-time students receiving
less than a 2.0 GPA for the second
consecutive academic term will be
suspended from the College and notified
by the Registrar’' s Office. Exceptions are
made for students who earn at least a 2.0
grade average for the semester without
raising their cumulative grade average to
the required minimum. In such cases,
students remain on academic probation.

Following suspension, students will not
be considered for reinstatement until at
least one semester (excluding summer)
has passed. Readmission must be
initiated through the Admissions &
Records Office by completing the
Application for Re-admission and
submitting a written appeal. Current
catalog admission requirements will be
followed, and re-enrolled students will
enter on probationary status.

o Transfer applicants may be admitted on
academic probation based upon their
academic  standing a  previous
institution(s).

e Readmitted applicants may be admitted
on academic probation based upon their
cumulative grade point average (CGPA)
and/or academic standing when last in
attendance.

Students who have been placed on academic
probation or suspension may appeal in writing to
the Admissions & Records Office for review of
circumstances.

Course Numbering System

Zero (0)-numbered courses cannot be used to
satisfy core requirements or genera elective
requirements and do not count toward
graduation requirements, except when required
in certificate programs. They do count as credits
required to meet financial aid satisfactory
academic progress requirements if enrollment is
required based on placement test scores. The
remainder of the College’'s courses are
numbered 100 to 299.

Attendance

Absences are handled exclusively within the
purview of the faculty. When a student enrolls
in a course, he/she enters into a contractua
agreement with faculty for the duration of the
course, and both the student and the faculty are
expected to honor the specified terms of that
agreement. It is important, therefore, for the
student to understand the particular attendance
requirements in each course. Generally, faculty
communicate these requirements to students
through the course syllabi and verbally during
the first or second class meeting.
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Reqistration

Registration for continuing students is available
via “Banner Web” on the Internet. Registration
information and dates for new and continuing
students will be published in each semester's
Schedule of Classes.

Release dates for the Schedule of Classes are
determined term by term. Once determined, this
information is available at the Information Desk
or from Student Services.

The College reserves the right to deny
registration access to a student who has an
overdue debt to Montana State University.
Transcripts, certificates, and degrees will be
withheld from any student owing tuition, fees, or
charges to MSU. In the event a student has not
returned books and/or materials belonging to
this College or another Montana University
System unit, transcripts, certificates, and degrees
may be withheld.

L ate Reqgistration

Registration at times other than before the
beginning of a term may be granted upon the
approval of faculty and available classroom
space. A late registration fee of $40 may be
charged.

Adding and Dropping Cour ses

Students may add courses with faculty approval
up to the end of the 10th day of the semester.

All students may drop one or more courses with
no grade up to the end of the 15th day of the
semester. Although no refund will be given,
students may continue to drop one or more
courses with a grade of a“W” prior to the end of
the published deadline. See the tuition and fees
section of the catalog for further information.

These deadlines are pro-rated for the summer
term(s). Please see the class schedule for the
deadline dates.

In al courses for which a student fails to
complete all requirements and for which no
formal drop (withdrawal) has been filed in the
Admissions & Records Office, the fina grade
will be the grade the student has earned at the
end of the course.

The procedure for adding/dropping a course
after the term has begun is:

1. Obtain an official drop/add card from the
Admissions & Records Office;

2. Complete the card and secure the necessary
faculty signature(s). Note: No signature is
required for dropping; and

3. Return the card to the Admissions &
Records Office.

Web Services: Banner Web
www.msugf.edu

To register, check grades, transcripts, course
schedules, go to "Banner Web."

Login to Secure Area
User ID Social Security Number
(typically)
PIN 6 numeric digits
Student Services
< Registration
Add/Drop Classes
Look Up Classes
Fee Assessment
% Student Records
View Student Holds
Final Grades
Unofficial Transcript
Account Summary
Personal I nformation
Change PIN
View/Update Address Information

Please contact Student Servicesif you experience
any problems accessing or using Banner Web.

13
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Withdrawal from the College

Any student who is considering withdrawing
from the College should consult a counselor in
Student Services. An official withdrawal is
important, since it may affect financia aid
eligibility, tuition refunds, readmission to the
College, and grade point average. Courses in
which the student is enrolled at the time of
withdrawal from the College will be entered on
the student's transcript in accordance with the
grading policy applied to dropping from courses.

Evaluation of Courses

Students are provided the opportunity to
evaluate each of the courses they complete at the
College during the final 4 weeks of each course.

Students are asked to approach the serious task
of course evauation professionally and
positively. All faculty look forward to input
from students who complete a course. Faculty
utilize the input from their students to improve
or modify courses.

Grading

The following is an explanation of grades used
at Montana State University-Great Falls College
of Technology:

Quality Grade Paints
Grades of Work  for Each Credit
A, Excellent ........ccoveevvenenen. 4.0
2 Above average........coevuennene 3.0
Carrerrer AVEIrage ....cevvvviiriieeiiens 2.0
D Passing.......ccoeeereeieeinnns 1.0
P o PasS ....coeeeeeereseeen 0
AU e AUdit oo 0
CR. e, Credit...cooeeeeeeeeceee, 0
Wi, Withdraw .......ccceeevvvveenen. 0
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Quality Grade Points
Grades of Work  for Each Credit
F o Failing...cccooovevveveevencene, 0
[PPSR Incomplete.........covveviiiennnne. 0
LP i Limited Progress..........cccceeeeneee 0
NC..ooierrreee No Credit......cocevvreeniienen. 0
V] 2 Not Recorded.........cocoverveennnns 0
Audit

Registered students may, with the permission of
faculty, enroll in a course as an auditor for no
credit. A student must decide to audit a course by
the Add deadline of the term. Auditors pay the
same fees as students enrolled for credit and are
expected to follow the attendance guidelines set
forth in the course or may be subject to a failing
grade.

Incomplete

An incomplete grade is given at the discretion of
faculty when the course work of a student has
been satisfactory, but for some unavoidable
mitigating circumstance the student was unable to
complete the work by the end of the term. After
consulting with the instructor of the course, a
student must make a formal request for an
incomplete grade by completing the Request for
an Incomplete Grade form, stating what
unavoidable  mitigating  circumstance  or
circumstances prevented completion of the work
and proposing the conditions under which the
work will be completed. If a request form does
not accompany the final grade roster, the student
will be issued a not recorded (“NR”) grade until
the proper paperwork is completed and submitted
to the Records Office. If the faculty member
approves the request, the student will have until
the end of the following semester to make up the
incomplete. If a student fails to make up an
incomplete within the allotted time, the
incomplete grade will be converted to an "F".
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Pasg/Fail Policy

As a general policy, courses at Montana State
University-Great Falls College of Technology
are graded with the letter grades A, B, C, D, and
F. However, certain courses, as indicated in the
catalog, are offered only on a pass/fail basis for
ALL students registered in the course. A
passing (P) grade is equivalent to a grade of “C”
or better. Studentsreceiving “P’ grades may not
reguest a change to aletter grade.

Course Repeat

Courses may be repeated to increase one's
knowledge and/or grade point average. The
original grade, as well as subsequent grade(s) in
the course, is reflected on the academic transcript.
However, the grade and grade point value for the
repeated course will replace the earlier grade and
grade point value in the cumulative totals. The
grade and accompanying information for a
repeated course will be posted on the student's
academic transcript for the semester during which
the repeated course was completed. Course
repeats will not affect academic progress as it
relates to recipients of Federal and State financial
ad.

Grade Point Average (GPA)

A student's level of academic performance is
determined by the grade point average (GPA).
To caculate the GPA the total number of grade
points is divided by the total number of credits
that have grade point values. Grades of A, B, C,
and D have grade point values.

Grade Reports

Grades are available one week after the end of
Finals Week on Banner Web (please see page 13
for more details).

Change of Grade

A change of grade may be submitted to the
Registrar's Office for a variety of reasons but
must come from the instructor or department
chair. If after consulting with the faculty

member questions still remain about the
changing of a grade, please refer to the
Academic Complaint Procedure.

Course Waiver

A course may be waived if the student has
previousy completed equivalent work.  All
waivers must be approved by the department
responsible for the requirements of the course in
guestion and must be approved by the
department chair, lead faculty for the program,
and the registrar. College credit will not be
given for awaiver.

Cour se Substitution

Students may request a substitution for any
stated course if they have previously completed
a college course in which the subject matter
closely parallels that of the course for which
they request the substitution. The department
chair, lead faculty and the registrar must approve
all substitutions. In no instance will a reduction
be made in the number of credits required for
completion of aprogram.

Honors

Montana State University-Great Falls College of
Technology recognizes students academic
achievements according to the following
standards:

Honor Roll

The honor roll includes students who earn 12 or
more credits with no Incomplete grades in Non-
Pass/Fail courses at the 100 level or above and
who have a grade point average of 3.25-3.49 for
that semester.

Dean'sList

To be eligible for the Dean's List, a student must
earn 12 or more credits in Non-Pass/Fail courses
a the 100 level or above in one term; have a
semester grade point average of 3.5 or above,
and not have any Incomplete grades. If
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Incomplete grades are changed to passing
grades, thereby affecting Dean's List digibility,
the student may request a letter noting Dean's
List recognition.

The names of full time students who earn a 4.0
GPA will be submitted to the local newspaper
each semester.

Phi Theta Kappa

A chapter of Phi Theta Kappa, an international
honor society for two-year colleges, was
chartered a MSU-Great Falls College of
Technology in 1998. Membership is based
primarily on academic achievement, and
students who meet the criteria are invited to join
each semester. To be €eligible, students must be
full-time, must have completed 12 semester
credits, and must have a cumulative grade point
average of 3.5.

Membership in Phi Theta Kappa offers much
more than a mere certificate of membership.
The organization offers opportunities for
scholarships, intellectual enrichment and
persona development through programs based
on the four hallmarks of Scholarship,
L eadership, Service and Fellowship.

For further information, contact the chapter
advisors. Teri Dwyer or Theresa Busch.

Graduation Honors

Upon successful completion of  program
regquirements, a graduating student with a GPA of
3.75 or higher will receive highest honors, and a
graduating student with a GPA between 3.5 and
3.749 will receive honors.

Graduation

Montana State University-Great Falls College of
Technology students may follow the catalog in
effect when they began their enrollment at the
College or may elect to follow any subsequent
catalog if there has not been a break of more
than one academic year in their attendance. If
absent for 2 or more semesters, the catalog they
re-enroll under is in effect. Students must pass
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all required courses and have an overall grade
point average of 2.0 to graduate from Montana
State  University-Great Falls College of
Technology.

Each program in the Allied Health Department
has specific requirements for matriculation and
graduation. Enrolled students must pass all
courses with a minimum grade of "C" and are
informed of other specific program policies and
requirements at the time of orientation and
throughout their educational experience.

Identified programs in the Busness and
Technology  Department  have  specific
requirements for matriculation and graduation.
Courses that require a grade of “C” or above are
designated for each program in the program
section of this catalog.

A student must submit a formal application for
graduation by the published term deadline.
Applications can be obtained in the Main Office.
A $15 non-refundable graduation fee is due
upon submission of the application to the
Business Office. Application deadlines are
published on page iv of this catalog, in the
Schedule of Classes, and on the College's
website. Students who fail to submit an
application for graduation will not receive a
certificate/degree.

Upon satisfactory completion of program
requirements, a student will be awarded a
certificate/degree for hisher declared program
of study. To receive a certificate/degree
students must complete 51 percent of the
coursework required for their program at the
College.

Commencement is held in May at the conclusion
of the Spring semester. Caps and gowns can be
purchased through the Bookstore for a fee of
$20.  Graduation announcements are aso
purchased through the Bookstore.

Diplomas can be replaced at the request of the
student. The cost of replacing a certificate,
diploma, or cover is $10.
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Transcript of Record

Walk-in requests for transcripts should be turned
in to the Business Office. If the student
requesting a transcript has an unpaid financial
obligation to any Montana State University
campus, the request will not be processed until
the bill has been paid and the student has
notified the Registrar's Office of payment.

Under normal conditions, requests for transcripts
will be processed within three to five working
days after being received by the Registrar's
Office. Requests received during the last week
of a semester will be held until final grades are
processed.

Transcripts are sent only at the written request of
the student. The request must include a
signature, and can be paid with cash, check,
money order, or credit card. Please send your
request to:

Registrar's Office-Transcripts
MSU-Great Falls COT

2100 16" Ave S

Great Falls, MT 59405

The first request for an official transcript will be
processed without a fee thereafter the
processing fee for each transcript is $3.00.

Transcripts/records  submitted from  other
ingtitutions/agencies cannot be released or
duplicated, as they remain the property of the
issuing institution/agency.

Students attending Montana State University
— Great Falls College of Technology after
1987 can access an unofficia transcript at
our website:  www.msugf.edu by clicking
"Banner Web" and logging onto the secure
area. For more complete instructions, please
see page 13.

DEGREES OFFERED

Associate of Applied Science (A.A.S.)

The Associate of Applied Science (A.A.S)
degree is awarded in specific technical career
fields. This degree is designed to prepare
students for immediate entry into employment
but may be fully or partially transferable to
programs at selected four-year ingtitutions.

Montana State University-Great Falls College of
Technology offers A.A.S. degrees in the program
areas of business and technology and allied
health. Specific requirements for each program
are listed in the program section of this catalog.

Associate of Science (A.S.)

The Associate of Science (A.S.) degree is a
general transfer degree awarded without major
designation. This degree indicates that a student
has completed a course of study essentialy
equivalent to the first two years of a four-year
degree.

Associate of Science degree concentrations and

requirements are set out in the program section
of this catalog.
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MONTANA UNIVERSITY SYSTEM
HIGHER EDUCATION CENTER IN
GREAT FALLS

The campus of Montana State University-Great
Falls College of Technology serves as the site for
the Montana University System Higher Education
Center in Great Fals. The Higher Education
Center coordinates courses and programs to be
ddivered in Great Falls by Montana's four-year
campuses. Degree programs and courses offered
through the Higher Education Center are
primarily designed for area residents who are
interested in enrolling in a gaduate or four-year
degree program not currently available in Great
Fals. Recent examples include an MBA offered
by the University of Montana and Bachelor
degrees offered by MSU-Bozeman and MSU-
Northern. Further information about the Higher
Education Center in Great Falls can be requested
from Montana State University-Great Falls
College of Technology Main Office or by calling
the College at 406-771-4300 or 1-800-446-2698.

EVENING & INTERNET CLASSES

The College offers evening and Internet courses
which are an extension of the daytime course
offerings. In Fall and Spring semesters over 60
evening and Internet courses are offered in
general  education, computer technology,
business, alied hedlth, and office technology.
During summer term emphasis is placed on
offering evening and Internet courses which
support programs at the College of Technology
as well as on other Montana State University
campuses.

Courses for two Associate of Applied Science
Degree programs, Business and Computer
Technology, are now offered in their entirety on
a three- to four-year cycle during the evening.
Please consult with an advisor for more
information as to when courses for these
programs are offered.
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PROGRAMS OFFERED VIA INTERNET

Medical Transcription-Certificate
Health Information Programs—AAS, Certificate,
Specialized Endor sement

OUTREACH DEPARTMENT

The Outreach Department of Montana State
University-Great Falls College of Technology is
committed to providing access to training
opportunities for Montanans through the Centers
for Extended Studies, Continuing Education, and
Customized Training.

Center for Extended Studies

The Center for Extended Studies provides
courses and programs to off-campus sites as well
ascredit-bearing seminars on campus.

The Center uses a variety of delivery methods to
best accommodate students in each sSituation of
course ddlivery, such as hiring qualified faculty
in the community or electronicaly delivering
courses. Courses may be delivered via internet,
interactive video, and cable televison. The
Center plans distance learning opportunities and
coordinates their delivery along with serving as a
liaison for student support services.

Annually, approximately 75 computer seminars
provide participants with the latest technology in
word processing, spreadsheets, database, multi-
media, and accounting applications. These one-
credit seminars are offered each semester on the
MSU-Great Falls campus and at the Bozeman
Tech Center during the evening hours.

Those interested should call the Main Office at
406-771-4300 or 1-800-446-2698 to request a
schedule for various computer application
seminars and off-campus courses and programs.
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Internet Cour ses

Advantages. You can—

- Take courses from the comfort of your
home
Log in and complete assignments any
time of day — or night.
Save on travel costs.
Blend a course with your work
schedule.
Save on babysitting costs.
Enjoy learning through atext format.

Pitfalls: You must —
- Beware of procrastination.

Be self-motivated.
Wrestle with the technology along with
the content of the course.
Own a Pentium computer connected to
the Internet.
Purchase the correct software and a
personal computer for microcomputer
application courses.
Install a sound card required for some
COUrses.

Contact the Outreach Department each semester
at 1-800-446-2698 or 771-4440 for a new
schedule of distributed learning courses and
programs or check the semester class schedule at
www.msugf.edu.

Continuing Education Center

The Center for Continuing Education provides
non-credit workshops that train and upgrade
participants  skills in health, microcomputer
management, general education, and technology
fields.

Workshop fliers on a variety of training topics
are mailed to those interested. Please call the
College at 406-771-4300 or 1:800-446-2698 to
request that your name be added to the mailing
list.

Customized Training Centers in Great
Falls and Bozeman

The Customized Training Center assists
businesses, including those located in rurd
communities, to maximize their ability to make
a profit. It brings together groups of business
people for effective exchange of knowledge and
develops and provides specidized, effective
training for all areas of business. Examples of
training currently being offered include:
Customer Service, Telephone Etiquette, Sales
Training, Train the Trainer, Supervisory Skills,
Records Management, Communication Styles,
Time Management, Business Plans, Cash Flow
Management, Computer Skills, Marketing on the
Internet, ECommerce, Advertisng, Successful
Business Writing, Innovation and Creativity,
Conflict Management, and Professional Image,
among other topics.

The College takes pride in its faculty who are
skilled in various insgtructional areas. They are
prepared to provide training for business and
industry and to develop workshops fitting the
special needs of a particular company.

Customized Training Representatives
Bozeman 406-522-0830
Great Falls 406-454-3217
MSU-GF Campus 40€-771-4300; 800-446-2698
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SPECIALIZED ENDORSEMENTS

The College's academic departments offer
Specialized Endorsement programs which
provide the student with the opportunity to move
rapidly into the job market with a core of sKills.
The Specidized Endorsement programs are
offered during the day, late afternoon, and
evening as well as online to afford individuals
the opportunity to earn credits while working.

Serving as pivotal courses in many degree and
certificate programs, these courses provide
students the opportunity to utilize the credits to
earn a Degree or a Certificate at alater date.

Students seeking a Specialized Endorsement are
not eligible for Financial Aid.

Business Management

Course No. Title Credits
BM 106 Introduction to Business 3
BM 255 Lega Environment 3
BM 240 Advertising 3
BM 230 Management 3
BM 235 Marketing 3
COMM 130 Public Speaking OR 3
COMM 135 Interpersonal Communications 3

Total 18

Computerized Accounting

Course No. Title Credits
ACCT 101 Accounting Procedures | 3
ACCT 102 Accounting Procedures|1 3
ACCT 190 Payroll Accounting 3
Cs 110 Introduction to Comp uters 3
Cs 220 Electronic Spreadsheets 3
MATH 104 Business Mathematics 4
(00 173 Computer Calculators 1

Total 20

Health Information Coding Specialist

Course No. Title Credits
AH 101 Health Care Delivery 2
AH 185 Medical Terminology 3
AH 194 Pharmaceuticals 1
AH 201 Medical Science 3
BIO 105 Fund of Human Biology 3
BIO 106 Fund of Human Bio Lab 1
(O 110 Intro to Computers 3
HI 132 Health Info Processes 3
HI 150 Prof Practice Exper Coding 2
HI 236 Inpatient Coding 3
HI 237 Outpatient Coding 3
0/0) 111 Fund of Health Insurance 3
00 250 Computersin Med/Dent Office 1

Total 31

Legal Information

Course No. Title Credits
Cs 110 Introduction to Computers 3
ENGL 120 Introduction to Composition OR 3
ENGL 121 Composition | 3
00 107 Keyboarding | OR 3
00 108 Keyboarding Il 3
00 180 Legal Studies| 4
00 260 Machine Transcription 3
0/0) 265 WordPerfect OR 3
00 266 Microsoft Word 3
0/0) 287 Legal Transcription 4

Total 23

Microcomputer Applications

Course No. Title Credits
Ccs 110 Introduction to Computers 3
Cs 120 Internet Basics 1
Cs 166 Computer Operating Systems 3
Cs 205 Database M anagement 3
Cs 220 Electronic Spreadsheets 3
Cs 240 Software Integration 2
MATH 101 Introductory Algebra 4
00 265 WordPerfect OR 3
(00 266 Microsoft Word 3

Total 2
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Microcomputer Word Processing

Course No. Title Credits
Ccs 110 Introduction to Computers 3
CSs 120 Internet Basics 1
ENGL 120 Introduction to CompositionOR 3
ENGL 121 Composition | 3
0] 107 Keyboarding | 3
/0] 108 Keyboarding 1 3
/0] 265 WordPerfect OR 3
0/0) 266 Microsoft Word 3
(ee] 295 Administrative Office Proc 3

Total 19

Professional Communications

Course No. Title Credits
COMM 130 Public Speaking 3
COMM 135 Interpersonal Communications 3
Cs 110 Introduction to Computers 3
ENGL 120 Intro to Composition OR 3
ENGL 121 Composition | 3
ENGL 124 Business & Prof Comm OR 3
ENGL 228 Strategies of Business Comm 3
00 107 Keyboarding | OR 3
00 108 Keyboarding |1 3
0/0) 265 WordPerfect OR 3
(00 266 Microsoft Word 3

Total 21

Resource | nterpretation

Course No. Title Credits
COMM 130 Interpersonal Communications 3
ENGL 121 Composition | 3
HIST 170 History of Western US 3
PHYS 180 Natural History of WesternUS 3
SOSC 184 Fund of Bio & Cultural Adapt 3
TOUR 116 Essential of Interpretation 4
TOUR 242 Interpretive Media Techniques 4
TOUR 260 Interpretive Program Techniques 4
TOUR 280 Internship in Interpretation 4-6

Total 31-3

INDUSTRY STANDARD
CERTIFICATIONS

Montana State University — Great Falls College
of Technology offers courses that lead to
Industry Standard Certification. They are as
follows:

CompTIA Network+

Crse _ No. Title Credits
Cs 126 Networking Fundamentals 4
Cs 176 Intro to Router Technology 4
Cs 226 Routing & Switching— Ciscolll 4
Ccs 276 Network Design— Cisco |V 4

Note: Information provided in all four semesters of
the Cisco courses is designed to cover the ComTIA
Network+ objectives.

CompTIA A+
Crse  No. Title Credits
Cs 270 PC Troubleshooting/Main | 3
Cs 271 PC Troubleshooting/Main |1 3

Note: The PC Troubleshooting courses are divided
into two separate courses so that both portions of the
A+ exam can be covered.

Cisco Certified Networking Associate

(CCNA)
Crse  No. Title Credits
Ccs 126 Networking Fundamentals 4p
Ccs 176 Intro to Router Technology 4p
Ccs 226 Routing & Switching 4p
Ccs 276 Network Design 4

Note: If the student completes each of the above
Cisco courses with a final exam score of 80% or
better, the student is eligible for a Cisco voucher
worth 40% off the cost of the Certification exam at a
Silvan Testing Center (cost with voucher is
approximately $60. The voucher discount is available
at the discretion of Cisco systems.)

a2 A gradeof “C” or above must be achieved in each course to
continueto the next level.
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Cisco Certified Networking Professional

(CCNP)
Crse  No. Title Credits
Cs 278 Adv Router Configuration 4
Cs 279 Remote Access 4
Cs 281 Internetworking Switching 4
CSs 282 Internetworking Troubleshooting 4

Successful completion of four examinations is
required for the CCNP industry certification. At the
completion of each of the above courses the student
is prepared to take the corresponding examination.

Microsoft MCP and MCP +1

Crse  No. Title Credits
Cs 211 Network Operating System |1 4

Note: After completing CS 211, students can take
the MCP Exam. If they then take CS 212 and CS
213, they can take the TCP/IP exam and the 1S4
exam. If they pass all three exams, they become MCP
+1 certified.

Microsoft Office User Specialist (MOUYS)
Microsoft Word 2000

Crse No. Title Credits
00 266 Microsoft Word 3

Note: After successfully completing the course listed
above, students are prepared to take the MOUS Word
2000 Core or Expert industry certification (depending
on the student's consideration of readiness)
examination at the local Silvan Testing Center.

Microsoft Office User Specialist (MOUS)
Microsoft Power Point 2000

Crse No. Title Credits
CS 140 PowerPoint 1

Note: After successfully completing the course listed
above, students are prepared to take the MOUS
PowerPoint industry certification examination at a
local Silvan Testing Center.

Microsoft Office User Specialist (MOUYS)
Microsoft Excel 2000

Crse  No. Title Credits
Ccs 220 Electronic Spreadsheets 3

Note: After successfully completing the course listed
above, students are prepared to take the MOUS Excel
2000 Core or Expert industry certification (depending
on the student’s consideration of readiness)
examination at alocal Silvan Testing Center.

Microsoft Office User Specialist (MOUYS)
Microsoft Access 2000

Crse No. Title Credits
Ccs 205 Database Management 3

Note: After successfully completing the course listed
above, students are prepared to take the MOUS
Access 2000 Core or Expert industry certification
(depending on the student’s consideration of
readiness) examination at a local Silvan Testing
Center.

Microsoft Certified System Administrator
(MCSA)

No. Title Credits
126 Networking Fundamentals 4
176 Intro to Router Technology 4
211 Network Operating Systems|l 4
212 Network Operating Systems 11l 2
2
3
3

213 Network Operating Systems IV
270 PC Trbleshting/Maintenance |
271 PC Trbleshting/Maintenance ||

BRERBRHE

The MCSA is a new Microsoft Exam that combines
Microsoft industry examinations with CompTIA
certification examinations. Please inquire with the
computer technology faculty for specifics on the
certification and for a schedule of semester classes to
meet your certification and educational goals. Not
al courses are offered every semester. Note: After
successfully completing the courses listed above,
students are prepared to take the MCSA industry
certification examination (depending on the student’s
consideration of readiness) at a local Silvan Testing
Center.
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Eligibility Requirements

All recipients of Federal financial ad at
Montana State University-Great Falls College of
Technology must meet the following general
eligibility requirements:

e Have financial need as determined by a
need analysis formula provided through
information on the Free Application for
Federa Student Aid (FAFSA);

e BeaU.S. citizen or an igible noncitizen;
e Have ahigh school diploma, or GED;

e Be enrolled as a regular student in a
financial aid eligible certificate or degree
program generally a least haf time
(specialized endorsements are not eligible
for financial aid);

o Maintain Satisfactory Academic Progress
in accordance with the policy of the Office
of Financia Aid;

¢ Not owe arefund on a Federal grant or be
in default on any Title IV loan,

e Register with Selective Service, if
required,

e Agree to use any Federa student ad
received solely for educational purposes;

o Comply with the requirements of the Anti-
Drug Abuse Act.

The Office of Financia Aid may not award
financial assistance in the form of loans, grants,
scholarships, specidl funds, subsidies
compensation for work, or prizes to vocational
education students on the basis of races, color,
national origin, sex, or handicap, except to
overcome the effects of past discrimination. The
Office of Financial Aid may administer sex
restricted financial assistance where the
assistance and restriction are established by will,
trust, bequest, or any similar legal instrument, if

the overal effect of al financia assistance
awarded does not discriminate on the basis of
sex. Materials and information used to notify
student of opportunities for financial assistance
may not contain language or examples that
would lead applicants to believe the assistance is
provided on a discriminatory basis. If the Office
of Financial Aid's service area contains a
community of national origin minority persons
with limited English language skills, such
information must be disseminated to that
community in its language.

Assistancein Applying for Financial Aid

Assistance is available to prospective students
applying for financial aid. In addition, financial
aid counseling for new studentsis an integral part
of the admissions and orientation process. Once
enrolled, students may receive counseling and
assistance as needed. For assistance, please call
406-771-4334 or 1-800-446-2698 (in Montana),
or write Office of Financia Aid, Montana State
University-Great Falls College of Technology,
PO Box 6010, Great Falls, MT 59406.

Priority Deadlines

Priority deadlines are set to inform students
when they need to apply for financial aid each
year. REMEMBER: Every student must re-
apply for financial aid each academic year.

ThePriority Application Dateis
March 1
for al students attending in the Fall, Spring or
Summer Terms.

New students beginning their attendance in the
Fall Semester should apply for financial aid by
July 1. New students beginning their attendance
in the Spring Semester should apply for financial
aid by November 1. All students attending the
Summer Semester should apply by March 1.

Although the deadlines for Fall, Spring and

Summer are set in July, November, and March,
some of the Federal and State financia aid
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programs with limited funding may aready be
fully expended for the award year. An applicant
should apply by the March 1 priority date to
ensure consideration for all Federal funding
available for the award year.

Students may apply after these deadline
dates; however, they may not have their
financial aid awarded in time for the beginning
of that semester. If astudent’said processis not
complete when institutional charges are due, the
student must pay hisher institutional charges
and be reimbursed with hig/her financia aid
eigibility once the financial aid process has
been completed and aid is received.

** Application Deadlines**

March 1 Fall, Spring, Summer
July 1 Fall
November 1  Spring

Application Process

Students seeking Federal financial aid (which
includes grants and loans) must complete the
Free Application for Federal Student Aid
(FAFSA) which is available at the Office of
Financial Aid, Add: or online at
www.fafsa.ed.gov. If the applicant completes
the paper form, it will need to be mailed in the
envelope provided. |f the applicant submits an
electronic FAFSA they will either mail in a
signature page or sign the application with a PIN
number. A pin number from the Department of
Education for financial aid purposed may be
obtained by going to this website
www.pin.ed.gov. As a result of this form, an
applicant will receive a Federal Student Aid
Report (SAR) in the mail. Students should
submit the SAR to the Office of Financial Aid as
quickly as possible.

Students receiving financial aid must aso
submit copies of the proper Federal income tax
forms and any other information requested by
the Office of Financial Aid.

24

Students who have incomplete financial
aid fileswill beineligible for financial
assistance until files have been completed.

Financial Aid Programs

The following Federal and State programs are
available at Montana State University-Great Falls
College of Technology.

Federal Pell Grant

A Federa Pell grant is a form of gift aid for
students enrolled in an eligible program of study
who do not aready have a Bachelor's degree.
The amount of the Federal Pell Grant is
determined by the Estimated Family
Contribution on the Federal Student Aid Report,
the number of credits in which the student is
enrolled and the student’ s educational budget for
the award year. Federad Pell Grant
disbursements are made after the drop/add
period for each term. A student’s enrollment
status for Federal Pell Grant eligibility is based
on credits carried at the end of the drop/add
period for the term.

Federal Work-Study

The Federal Work-Study Program offers part-
time employment for eligible students. Students
seeking €eigibility under this program must
complete the FAFSA. A student’s earnings are
limited to the amount awarded through the
Office of Financial Aid. Federa Work-Study
students are paid every other week according to
the State of Montana payroll schedule. Federal
Work-Study jobs may be on campus or in an off
campus community service organization.
Funding is limited and is awarded on a first-
come, first-served basis.

State Work-Study

The State Work-Study Program offers part-time
employment for eligible students who are
Montana residents. Students seeking eligibility
under this program must complete the Free
Application for Federal Student Aid (FAFSA).
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A student’s earnings are limited to the amount
awarded through the Office of Financia Aid.
State Work-Study students are paid every other
week according to the State of Montana payroll
schedule. State Work-Study positions are all
located on campus. Funding is limited and is
awarded on afirst-come, first-served basis.

Federal Supplemental Education
Opportunity Grants (FSEOG)

Federal Supplemental Educational Opportunity
Grants are aform of gift aid. Student eligibility
is determined by completing the FAFSA.

Preference for the FSEOG is given to students
who have Federal Pell Grant ligibility and who
are early applicants. Funding is limited and is
awarded on afirst-come, first-served basis.

Montana Higher Education Grant (MTHEG)

Montana Higher Education Grants are a Federal
and State form of gift aid. Students must have
financial need and be a Montana resident.
Student eligibility is determined by submitting
the FAFSA. Students with Federa Pell Grant
eligibility and who apply early have preference.
Funding is limited and is awarded on a first-
come, first-served basis.

Montana Baker Grant (MTAP)

The Montana Baker Grant is available to
Montana students who have eaned a
predetermined amount of income the previous
year and who are not receiving a set amount of
other gift aid. Grants are between $100-$1000
depending on an individua's €ligibility.
Funding is limited and is awarded on a first-
come, first-served basis.

Fee Waivers

Fee waivers are administered by the Office of
Financial Aid. For all students, inquiries should
be directed to the Office of Financial Aid. All
fee waivers are based on financial need as a
criterion whenever possible, except for honor
scholarships for National Merit Scholarship

semifinalists, high school honor scholarships,
and faculty and staff fee waivers. Fee waivers
do not require repayment. Fee waivers are State
funded and require Montana residency status
with the exception of the faculty/staff fee
waiver.

In order to retain the fee waiver, it is
necessary to maintain satisfactory
academic progressin accordance with the
Office of Financial Aid policy.

Honorably Discharged Veterans Fee Waiver

The registration fee and tuition shall be waived
for honorably discharged persons who served
with the United States Armed Forces in any of
its wars and are currently residents of the State
of Montana according to the Board of Regents
residency policy. A provision of this policy
states that the fee waiver shal not apply to
persons who qualify under federal laws granting
educational benefits to veterans. Application
forms are available from the Office of Financial
Aid or the Financia Aid website at
www.msugf.edu/financial aid/statef eewaivers.htm.
Recipients of this fee waiver are subject to
satisfactory academic progress requirements.

Fee waivers are available for War Orphans and
dependents of prisoners of war. Direct inquiries
to the Office of Financial Aid.

American Indian Fee Waiver

This waives the registration fee and tuition each
semester and is awarded by the Office of
Financid Aid to students who submit
documentation that they are a least 1/4
American Indian, complete an affidavit stating
that they have been bona fide residents of the
State of Montana for at least one year prior to
enrollment in the Montana University System,
and demonstrate financial need by completing
the FAFSA. Applicants for this fee waiver must
file a FAFSA and complete their financia aid
file with the Office of Financial Aid or online at
www.msugf.edu/financial aid/statef eewaivers.htm.

Application forms for this fee waiver are
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available at the Office of Financia Aid.
Recipients of this fee waiver are subject to
satisfactory academic progress requirements.

Montana Senior Citizen Fee Waiver

Tuition and registration fees shall be waived for
students classified as in-state residents for fee
purposes and who are at least 62 years of age at
time of registration. To apply, students must
submit a copy of their driver’slicense or state ID
card to the Office of Financial Aid.

Surviving Dependents of Montana
Firefighter sPeace Officers Fee Waiver

Registration fee and tuition shall be waived for
the surviving spouse or child of any Montana
firefighter or peace officer killed in the course
and scope of employment. This waiver shall not
apply to the extent that any person is eligible for
educational benefits from any governmental or
private benefits program that provides
comparable benefits. To apply, please contact
the Office of Financial Aid. Recipients of this
fee waiver are subject to satisfactory academic
progress requirements.

Faculty and Staff Fee Waiver

All fees, except registration and building fees,
shall be waived for a maximum of 6 credits per
term for permanent Montana University System
employees who are employed at least 3/4-time
during the entire period of enrollment.
Application forms are available from the Office
of Financial Aid, or online at
www.msugf.edu/financial aid/statef eewaivers.htm.

Scholar ships

Institutional Scholar ships

MSU-Great Falls College of Technology has an
ingtitutional scholarship application for most
ingtitutional scholarships. The deadline for this
application is February 1% for the next academic
year. Contact the Office of Financia Aid for
this application.
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High School Honor Scholar ship

The principal of each fully accredited Montana
high school may name one or more members
from each year's graduating class to receive a
High School Honor Scholarship issued by the
Montana University System. This scholarship
(fee waiver) is applicable at any of the units of
the Montana University System and covers
registration fee and tuition for 2 semesters.
Recipients must submit a copy of their High
School Honor Scholarship letter from the
Commissioner of Higher Education to the Office
of Financial Aid one month prior to registration.

Honor Scholarship for National Merit
Scholar ship Semifinalists

Tuition and registration fee shall be waived for
National Merit Scholarship semifinalists from
Montana. This scholarship (fee waiver) will be
vaid through the first two semesters of
enrollment exclusive of any credits earned prior
to high school graduation.

Scholar ship Searches

Graduating seniors should talk with their high
school counselors. Many high schools offer
good scholarship services for little or no charge.
All students should periodically check the
financial aid website at the following address
www.msugf.edu/financialaid/scholar ships.ht
m. The Office of Financial Aid will post
scholarship information and deadlines on the
financial aid website as information becomes
available. Also, al students should check the
Montana State University - Great Falls College
of Technology Library’'s reference section for
materials on grants and scholarships.

There are many FREE scholarship searches
available on-line, the Office of Financial Aid
recommends searching a these sites
http://fastweb.com or www.finaid.org.

Remember scholarship application
deadlines are crucial!!
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Federal Family Education L oan Program

(FEELP)

Federal Subsidized Stafford/Federal
Unsubsidized Stafford/Federal PLUS

The Free Application for Federal Student Aid
(FAFSA) must be completed to determine
eligibility for all FFELP loans. The FFELP
loans offer assistance from a participating
lending institution of the borrower’ s choice.
First-year, first-time borrowers at Montana
State University - Great Falls College of
Technology will have the first disbursement
of their loan delayed for 30 calendar days
from thefirst day of classes.

First-time borrowers at MSU-Great Falls
College of Technology will be required to
attend an entrance counseling session before
their first check is released.

All  borrowers must maintain satisfactory
academic progress in accordance with the policy
of the Office of Financial Aid and be enrolled at
least half-time to qualify for any FFELP loans.
Deferments for Peace Corps or volunteer
services may be available.

Veterans Benefits

Students who are Veterans of military services
may be €ligible for Veterans Benefits.
Application for benefits should be made at least
30 days in advance of the start of the academic
term. Other educational benefits are extended to
orphans of Veterans and for the vocational
rehabilitation of Veterans. Once enrolled,
recipients must request that the Office of
Financial Aid verify their enrollment with the
Department of Veterans Affairs before benefits
will begin.

Veterans attending MSU-Great Falls COT must
maintain a 2.0 Cumulative GPA. If the student
falls below a 20 CGPA they will have one
semester to raise their GPA to a 2.0. If the
student is unable to do this, they will be placed

on suspension and will have to sit out a term
before they are able to attend. Appeals are
available for extenuating circumstances.

For information on Veterans' Benefits, contact
the Office of Financiad Aid at 406-771-4334 or
the Veterans Administration at 1-888-GIBILL 1.

State and L ocal Services

Montana Social and Rehabilitative Services
Divison, Montana Job Service, Bureau of
Indian Affairs, Project Challenge, and Rura
Employment Opportunities may offer assistance
to students who qualify for their programs. For
information regarding eligibility requirements,
contact the specific program. The Office of
Financial Aid must be notified by the student if
any assistance is received from an outside

agency.

Withdrawals/Changes in Enrollment
Status

Those students who are receiving financial aid
and completely withdraw from classes may owe
the Department of Education a prorated amount
of aid received based on class days attended in
the term. Students who owe repayment will be
ingligible for further Federa financial aid as
long as arepayment is outstanding.

Students who do not officially withdraw but stop
attending classes will be considered unofficial
withdrawals. The ingtitution will determine the
last date of attendance. Based on this date,
students may owe arepayment of aid received.

Students receiving financial aid are expected to
complete a designated percentage of the credits
for which they are funded each academic term.
The Office of Financial Aid must be notified by
the student of any increase or decrease in
number of credits. Students may be suspended
from financial aid for not completing the
designated percentage of credits.
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Return of TitlelV Funds

This policy applies to students who officialy or
unofficially withdraw, and refunds for these
students are determined according to the
following policy:

1. Theterm "Title IV Funds' refers to the
Federa financia aid programs authorized
under the Higher Education Act of 1965
(as amended) and includes the following
programs: subsidized FFEL loans,
unsubsidized FFEL loans, FFEL PLUS
loans, Federal Pell Grants, and Federd
SEOG. The state fund that may be
affected isthe MTAP grant.

2. A student withdrawal dateis:

e The date the student began the
ingtitution's  withdrawal process or
officially notified the institution of
intent to withdraw: or

e The midpoint of the period for a student
who leaves without notifying the
institution; or

e The students last date of attendance at a
documented  academically  related
activity.

3. Return of fund calculations:

e For the purpose of billing and calculating
return of funds the summer sessions are
part of one summer term.

¢ In accordance with federal regulations,
when financial aid is involved, return of
funds are alocated in the following
order: unsubsidized FFEL loans,
subsidized FFEL loans, FFEL Plus loans,
Federa Pell Grants, Federal SEOG, other
Title 1V assistance.

e Copies of this caculation can be
requested from the Office of Financial
Aid.

4. Institutional and student responsibilities in
regard to the return of the Title IV funds.

e MSU-Great Falls College of
Technology's responsibilities in regard to
thereturn of Title 1V fundsinclude:

o Providing each student with the
information given in this policy;
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o ldentifying students who are
affected by this policy and
completing the Return of Title IV
calculation for those students;

o Returning any Title IV funds that
are dueto the Title IV programs.

e The students responsibilitiesin regard to
the return of the Title IV fundsinclude:

o Repaying to the Title IV programs
any funds that were disbursed
directly to the student and which
the student was determined to be
ingligible for through the Return of
Title IV funds calculation

Examples of this calculation can be obtained
from the MSU-Great Fals College of
Technology Office of Financia Aid.

Transfer Students

Students who are on financial aid suspension
from another ingtitution may be placed on
financial aid probation a Montana State
University - Great Falls College of Technology.
They will have one academic term in which to
earn a 2.0 grade point average (GPA) and
complete the minimum percentage of credits
attempted. Students who are on financia ad
probation and do not earn a 2.0 GPA or
complete the minimum percentage of credits
attempted will be suspended from receiving
further financia aid until they meet satisfactory
academic progress requirements at the College.

Attendance

Attendance is mandatory to receive financial aid.
You must attend your classes on a regular basis
and complete them to continue to receive your
financial aid. If you stop attending part or al of
your classes, you may have to repay part or all
of the financial aid you have received.
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Satisfactory Academic Progress
Reguirements for Financial Aid

Recipients

Federa and State financial aid regulations
require that all financial aid recipients maintain
satisfactory academic progress in their programs
of study. Below is a brief outline of the
standards to achieve satisfactory progress for
financial aid recipients a Montana State
University-Great Falls College of Technology.
For a complete copy of the policy contact the
Office of Financial Aid.

e Students are required to maintan a
minimum 2.0 cumulative grade-point
average (C average). Students with less
than a2.0 GPA, but at least a 1.50 GPA, at
the end of each academic term will be
placed on financial aid probation for the
next academic term and placed on
financial aid suspension at the end of the
probation term if the GPA is not 2.0 or
above. If at any time a student’s GPA is
less than a 1.50, the student will be placed
on financial aid suspension;

e Students must complete 67 percent of the
number of attempted credits each term at
the end of the add/drop period;

e Students have a maximum time frame in
which to receive financial aid which is
based on 150 percent of the number of
required credits specified for each
program of study;

e Students who have been placed on
financial aid suspension and bring
themselves into good standing may be
reinstated for the payment period
following the semester in which they
regained satisfactory progress status.
Students must submit a written request for
reinstatement;

o Students will receive written notice when
they are placed on financial aid probation
or suspension; however, it is the student’s
responsibility to know if they are
maintaining satisfactory academic
progress for financial aid recipients.

Students who have been placed on financial aid
suspension because of failure to meet the
satisfactory academic progress requirements
may appeal in writing to the Office of Financia
Aid for review of circumstances. Forms to
apped are available online at
www.msugf.edu/financialaid/sap.htm or in the
Office of Financial Aid. Current Federal
regulations alow only for mitigating
circumstances and occurrences beyond the
student’ s control to constitute an eligible appeal.
All appeals must contain documentation to
verify the mitigating circumstances listed in the

appeal.

Contact the Office of Financial Aid for a
complete satisfactory academic progress policy
for financial aid recipients.

Changesto Financial Aid Policies or
Requirements

Exceptions or amendments to any of the specific
provisions regarding financial aid policies or
requirements may be made at any time, without
publication, due to changes in Federal, State,
and/or institutional regulations and palicies.
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Academic I ntegrity Policy

As an institution of higher education, Montana
State University - Great Falls College of
Technology requires its students to adhere to
high standards for academic integrity. It is a
violation of academic integrity to present the
ideas, designs, or work of another person as
one’'s own effort or to permit another person to
do so. The College will regard the following
acts as violations of academic integrity requiring
disciplinary action:

Plagiarism -Submitting an assignment-whether
written, oral, graphic, or computer-generated-
which consists wholly or partialy of the words,
work, or ideas of another individual without
giving the original author proper credit.

Copying - Using crib notes, cheat sheets, books,
or other material, resource or electronic device
as aids in an examination or any other graded
exercise, unless the instructor of the class has
given permission to use such materials.
Collaborating with another student or students
on an examination or other graded exercise,
unless the instructor has given permission, also
constitutes copying.

Contributing to Academic Dishonesty -
Knowingly assisting another student in an act of
academic dishonesty.

Violations of academic integrity will not be
tolerated a MSU-Great Falls College of
Technology. The consequence for the first such
violation is at the discretion of the instructor and
range from a failing grade for the particular
assignment/test to afailing grade in the course in
which the act of academic dishonesty occurred.
Faculty must report al violations of academic
integrity to their respective Department Chairs.
In the instance of repeated offenses, the
Department Chair will recommend disciplinary
action ranging from a failing grade for the
assignment/course up to and including expulsion
from the College. Appeals of Department Chair
decisions on academic dishonesty are made to
the Associate Dean for Academic Affairs.
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Accidentg/llIness

In the event a student incurs an injury or
becomes ill while on campus, the following
procedure will be implemented: If the student is
conscious and able to respond, and the injury or
illness is not perceived to be life-threatening or
potentially life-threatening, the student will be
asked regarding desired medical treatment
and/or an individua to transport him/her home
or to medica assistance. If the student is
unconscious, unable to respond, or the injury or
illness is perceived to be of a life-threatening
nature, Emergency Response Services (911) will
be called. Students are responsible for the cost
of transport and treatment for incidences of
accident or illness. Students will be requested to
complete an incident report form which can be
obtained from the Main Office.

Associated Students

The Associated Students organization of
Montana State University-Great Falls College of
Technology provides input to the College's
administrative staff and to the Montana Board of
Regents regarding issues and policies that
impact students, plans student and campus
activities, and prioritizes how student funds will
be expended. Associated Students' officers and
are elected at the end of each spring semester
and hold office throughout the following year.
The program senators are elected each semester.
This office also sits on various other College
academic committees.

Bookstore

The bookstore carries an inventory of required
textbooks and supplies. It also offers snack
items, postage stamps, bus passes, and a check-
cashing service.

Bookstore Hours
Monday-Thursday 8:00 am. - 8:00 p.m
Friday 8:00 am. —5:00 p.m.
Summer Hours 8.00 am —5 p.m.




Student I nfor mation

Change of Address

A current mailing/permanent address and
telephone number should be on file in the
Admissions & Records Office. A forwarding
address should be provided when a student
withdraws or graduates. A change of address
form is available at the Information Desk or
Student Services or addresses can be changed on
the web. (See page 13 for details on accessing
web information.)

Commercial ActivitiessFund Raising

The sale of goods and/or services which benefit
an individual and/or organization not associated
with the Campus is prohibited in the building, at
campus-sponsored activities, or on the Campus
grounds. Solicitation of funds by any person
and/or organization unaffiliated with the
Campus is prohibited in the building, at campus-
sponsored  activities, or on campus unless
permission has been granted in writing by the
Dean or the Dean’ s designee.

Student Responsibilities

Students attending Montana State University-
Great Falls College of Technology have a
responsibility to:

e Beinformed regarding institutional policies
and procedures that guide the educational
experience;

e Attend classes regularly and be prepared to
contribute productively to the learning
environment in classroom activities;

e Treat other students, faculty members, and
staff with courtesy and respect;

e Meet with their faculty advisors at least
twice each semester to monitor progress and
plan the program of study;

e Follow far,
noncollaborative
evaluating courses,

appropriate, and
procedures when

e Maintain academic integrity in regard to
proper acknowledgment of authorship of
written documentation and other academic
endeavors.Complaint Procedure

A student who believes that a policy of the
College has been violated may make a complaint
following the procedures outlines in this section.
When possible, a student should attempt to
resolve the complaint informally, by bring it to
the attention of the individual(s) directly
involved. However, when informal methods
fail, the College will assist in the resolution of
complaints through these formal procedures.

Types of Complaints:
The college has established procedures for each
of the following types of complaints. The

procedures for each type of complaint are
provided in this section.

Equal Opportunity Complaints

The College's policies on equal opportunity and
sexual harassment are provided in the catalog
and ae administered by the College's
Affirmative Action/Equal Opportunity Officer.
That officer is David Farrington, Director of
Student Services, 2100 16™ Avenue South, Great
Fals, MT 59405. (Telephone: 771-4312). If a
student believes that his’/her right to equal
opportunity has been violated, he/she should
take the following steps:

1. Discuss the situation with the individual(s)
immediately involved. If unable or unwilling
to discuss the matter with this individual,
discuss it with a counselor or the supervisory
staff nearest the individual directly involved,
e.g., the teacher of the class if the individual
is another student, or the department chair if
the individual is afaculty member, etc.

2. If an acceptable resolution cannot be
identified, or if such a discussion is not
possible, contact the College’'s Affirmative
Action/Equal  Opportunity Officer, David
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Farrington. To expedite an accurate
investigation and a fair resolution of the
problem at this level, the complaint should be
stated in writing and should be brought to the
Affirmative Action Officer as quickly as
possible. The written complaint should
describe the specific act(s) alleged to be in
violation of the College’s EEO policies, the
student's attempts, if any, to resolve the
grievance informally and the precise relief
sought by the student.

3. All communication with the Affirmative
Action Officer will be held in confidence;
however, the Affirmative Action Officer may
refer the investigation of the complaint to
another appropriately qualified individual and
provide that individual with access to al
documents and witnesses, with the
understanding that all communication with
the investigator will be held in confidence.

4. Either party may appeal the Affirmative
Action Officer’s resolution of the complaint
by submitting a written request for review to
the Dean of the College. The request for
review must be submitted within ten (10)
working days after the student is notified of
the resolution of the Affirmative Action
Officer. The Dean will receive and review
all evidence and render a written decision
with recommendations as to resolution within
ten (10) working days of receipt of the
reguest for review.

Academic Complaints

Students who disagree with an academic
decision made by an instructor or administrator,
including the assignment of grades or decisions
about program or degree requirements or
eligibility, may file an academic complaint. The
academic complaint procedures are administered
by the Associate Dean for Academic Affairs, Dr.
William Tapp. These procedures are designed
to be used when a specific action or decision of
a College instructor or administrator had a
specific adverse effect on the academic
performance or academic record of a student or
students. Complaints about the general quality
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of the performance of an instructor or other
College employee are to be addressed through
the personnel evaluation processes in place at
the College.

The academic action or decision, including the
assignment of a grade, will be considered unfair
if the decision is made:

a onsome basis other than performance in
the course and/or compliance with
course/College requirements;

b. by more exacting or demanding
standards than were applied to other
students in the same section or
circumstances;

c. by a substantia departure from the
instructor's, department's, or College's
announced standards as articulated in
the course syllabus, catalog descriptions,
policies, and/or other written materials.

A student who wishes to make an academic
complaint must follow these steps:

1. Informal Meeting. The student should
attempt to resolve the matter directly with
the instructor or administrator through a
personal conference as soon as possible after
the academic decision is known.

2. Department Head/Director Review. If the
student and instructor/administrator cannot
reach a mutually satisfactory resolution to
the problem, the student may file a formal
grievance. The grievance must be presented
in writing to the instructor's’administrator’s
Department Head within ten (10) working
days after the student became aware of the
academic action/decision. The student must
describe the grievance by explaining the
specific adverse effect of a specific act(s) or
decision of the instructor/administrator, why
the student believes the act/decision was
unfair, the student's attempts to resolve the
grievance informally and the precise relief
sought by the student. The student may
attach copies of any relevant documents to
the formal grievance.
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If a student requests assistance, a counselor
in the Colleges Student Services
Department will explain how to complete
the written grievance formalizing the
complaint, as well as how to follow any
remaining steps of the formal procedure that
the student considers.

The student will send a copy of the
grievance to the instructor/administrator,
who will have ten (10) working days to
respond after receipt of the grievance.

The Department Head/Director will receive
and review all evidence, interview each
party, if possible, and render a written
decision with recommendations as to
resolution within ten (10) working days of
receipt of the instructor's response. If the
grievance is not concluded within this time,
the student may carry it forward to the
Associate Dean for Academic Affairs.

3. Associate Dean's Review.  Either party
may appeal the Department
Head’ s/Director's decision in writing to the
Associate Dean for Academic Affairs, with
copies to the instructor, student and the
Department Head/Director. Such appeal will
be filed within five (5) working days of
receipt of the Department Head / Director's
determination. The Associate Dean will
submit a written decision to the student,
instructor, and the Department
Head/Director within ten (10) working days
of receipt of the appeal. The decision of the
Associate Dean is the final decision of the
College.

Student Conduct Complaints

Montana State University—Great Falls College
of Technology expects all students to conduct
themselves as honest, responsible and law-
abiding members of the campus community and
to respect the rights of other students, members
of the faculty and staff, and the public to use the
College's facilities and participate in the
College's programs. Student conduct that
disrupts, invades or violates the personal,

educational, or property rights of others is
prohibited and may be subject to disciplinary
action, including dismissal and/or referral for
prosecution. A detailed guide of the Student
Conduct complaint procedure may be obtained
from the Main Office and/or Student Services.

Disability Servicesfor Students

Students with disabilities who require a
reasonable accommodation of that disability for
access to courses or programs may request such
assistance through the College's Student
Services Department. Diagnostic verification of
a specific disability by a qualified clinical and/or
medical professional and statement of the need
for and type of accommodation must be on file
prior to receiving assistance.

Formal written regquest for accommodation must
be completed with the Student Services
Department at least 2 weeks prior to enrollment
or to the time the accommodation is to take
effect. Forms for completing the formal written
request are available from Student Services.
Continuing students must maintain  “good
academic standing” to continue using this
service.

The College has specialized adaptive equipment
for persons with disabilities including video
magnifiers, computer magnification systems,
speech systems, and screen readers/Braille
systems. Telecommunications Device for the
Deaf (TDD) is available in Student Services as
well as on the pay phone on the second floor.
TDD phone number is (406) 771-4424.

Physical access to the building for persons with
physical disabilities is provided through
designated parking, a ramp at the East, North
and South parking lots and an automatic door at
the East entrance to the building. Handicapped
parking is available at the East and South
entrances and will be strictly enforced. Please
register your license plate with Disability
Services.

For further information, contact the Coordinator
of Special Services at 406-771-4311.
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Educational Opportunity Center

(EOCQC)

The Educational Opportunity Center is a
federally funded TRIO program of MSU
Northern in coordination with the Montana State
University-Great Falls College of Technology.
The EOC provides the following services for
everyone-students and community:

e Help to choose a career, program of study,
or training program;

e Academic advising to prepare for college;

e Assistance in completing application and
other forms to enter college or training
programs;

e Information on grants, student loans,
scholarships-all types of financia aid;

e Referra to support systems that can help
students succeed.

The Educational Opportunity Center is located
in the Student Services G-38. For more
information, cal the EOC Coordinator at 771-
4326 or 1-800-446-2698, ext. 4326.

Family Educational Rights and Privacy
Act

The Family Educational Rights and Privacy Act
of 1974 grants certain rights, privileges and
protections related to students educational
records maintained by the College. Students
educational records (with the exception of
directory information) will not be released to
third parties outside of the College, except with
the written consent of the student. Students have
the right to inspect their own educational
records, except for those to which students have
expressly waived this right (e.g. Career Services
placement). Students have the right to request
amendment of their records, if they are found to
be inaccurate, misleading or otherwise in
violation of the students privacy or other rights.
Such requests should be made as soon as the
student becomes aware of the inaccuracy or any
other problem.
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Any student may file a complaint with the U.S.
Department of Education concerning any alleged
failure on the part of the College to comply with
the requirements of the Family Educational
Rights and Privacy Act.

Directory Information: The Family Educational
Rights and Privacy Act permits the release of
information designated as directory information
to third parties outside the College without the
written consent of the student.

Currently registered students have the right to
reguest that information designated as directory
information be withheld from release by the
College. Any student wishing to exercise this
right must inform the Registrar in writing no
later than the 10th class day of the academic
term.

Any questions regarding educational records
should be directed to the Registrar. A detailed
guide of the Family Educational Rights and
Privacy Act and the definition of “directory
information” may be obtained from the Main
Office or Student Services.

Food and Bever ages

Consumption of food and beverages by students
isrestricted to the Student Commons.

Guidance and Counsgling

Professional staff is available to provide career,
education, and personal assistance as well as
admissions and financial aid information to
prospective and enrolled students.
Appointments can be scheduled at: 406-771-
4414 or 1-800-446-2698.

Health I nsurance

Although recommended, health insurance is not
provided by Montana State University-Great
Fals College of Technology. Brochures for
outside agencies who provide this service are
available in Student Services.
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Housing

The College is a commuter campus and does not
have residential facilities. A brochure providing
housing information for the Great Falls area is
available in the Main Office and Student
Services.

Job Placement and Follow Up

Through a cooperative agreement with Great
Fals Job Service on-campus job placement
assistance is available to al students and
graduates. Information is provided regarding
current job openings and trends, as well as job-
finding techniques. Placement is a team effort
involving the program faculty, the placement
office, and the student. The Placement Officeis
located in Student Services or call 771-4323.

Library

The Montana State University-Great Falls
Campus Library supports instruction and student
learning by providing open access to
information and knowledge. The Library’s
collection of books, videos, and periodicals is
particularly strong in the subjects of allied health
and business. Access to Library holdings is
through a Web-based catalog. The Library also
has electronic access to arich array of resources
including full-text periodicals and newspapers,
periodical indexes, reference materials, and the
catalogs of other libraries. The MSU proxy
server gives students remote access to the library
and its resources. A knowledgeable staff is
available to help patrons with information needs.
Library services include reference, individua
and group instruction, interlibrary loan, and
reserves. A current student 1D is required to
check out library items. For library access or
information, call the library at (406) 771-4398 or
visit the Library’s Web site at:
http://www.msugf.edu/library/library.html.

L ost and Found

Lost items should be reported to the receptionist
in the Main Office. Any article found should be
taken to the Main Office.

M essages

College personnel will not deliver messages to
individual students except in the case of
emergencies or calls from schools and/or day
care providers. Other messages will be placed
on the bulletin board in the Student Commons.

Minor Children of Students

Minor children of students may not accompany their
parent(s) to class or wait without adult supervision in
other parts of the building.

M ontana Educational Talent Search

Montana Educational Talent Search (METS) isa
federally funded TRIO program with its main
office in Helena at the Commissioner of Higher
Education Office. A target field office islocated
in Great Falls on the Montana State University-
Great Falls Campus.

METS encourages and assists middle and high
school students and young adults to complete
high school and continue on to postsecondary
ingtitutions. METS also assists students in
returning to school. Services provided include
comprehensive counseling and referra  in
academic, vocational, and career planning, as
well as financial aid. These services are
available to young adults, age 11-27, who are
low income and/or whose parents have not
completed a four-year college degree. For
further information, contact the coordinator at
(406) 771-4325.
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Parking

The College has north, east, and south parking
lots for student use. It is requested that students
do not park in the designated visitor and
handicapped parking area at the east and south
side of the building. Students occupying
handicapped parking should register their
vehicle with Student Services as well as
maintain a handicapped parking decal. The
roadway around the facility is afire lane, and no
parking is allowed along the roadway.

Posted Announcements

A student bulletin board is located in the Student
Commons. Students must take responsibility for
the posting and removal of their announcements.
All items must be dated on the front, or they will
be removed.

Publication & Distribution

Prior to distribution in the College or on the
College's property, a copy of College-sponsored
or non-College-sponsored publications shall be
reviewed by the Dean of the College for
approval. The Dean, or designee, may stop
distribution of publications which are obscene
which infringe on the rights of others, or which
are likely to cause substantial disruption of the
College's activities. The Dean will provide
guidance regarding restrictions that may apply to
distribution.

Religion

It is the responsibility of the College not to
interfere with religious freedom. Students have
the right to practice their own religious beliefs as
long as they do not violate the congtitutional
rights of others.

Safety

Unsafe conditions on the Campus should be
reported immediately to faculty, staff, or the
Main Office. Because some instructional areas
require safety clothing or equipment, students
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may not be alowed to work in these areas
without proper clothing and/or equipment.

Smoking

Montana State University-Great Falls Campus is a
smoke-free building.  Smoking is not alowed
anywhere in the building or within twenty-five (25)
feet of the building. Smokers are asked to use
receptacles on the West side of the building for
disposal of cigarettes in lieu of disposing of them on
the Campus grounds.

Snack Bar and Cafeteria

For the convenience of students, the College has
a snack bar and cafeteria located in the student
commons area.

Student Emer gency Assistance Program

The Student Emergency Assistance Program
(SEAP) is sponsored by Associated Students and
is dedicated to providing emergency assistance
to students or to aid them in contacting other
resources in the Great Falls area. SEAP is
governed and regulated by a committee of
students. All resources are obtained through
donations and fund raising activities.

Student I dentification Card

Each student may obtain a nontransferable
identification card. The identification card may
be of assistance when purchasing books, cashing
checks in the bookstore and using the library.
Lost identification cards may be 