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College Catalog 2010-2011, Vol. 1, Issue 1
Welcome Letter from the President

Welcome to Community College of Philadelphia, the largest public institution of higher education in
the city. Here, student success is our first commitment. The College mission statement highlights our
promise to provide a warm and supportive environment for a high quality education. The Catalog is
your personal guidebook. It will help you to map out your academic path. Please take the time to
read the Catalog, and bookmark it. Remember, our faculty and staff are here because you are. They
are a resource that you can draw upon for assistance and support. Your success is our success.

,ﬁ{tﬂ;i«u M. Qudy
Stephen M. Curtis

President
Community College of Philadelphia

Fast Facts

Community College of Philadelphia, the city’s only community college, is also its largest public
institution of higher education. Since its foundation in 1964, more than 596,000 Philadelphians have
enrolled at the College.

e« The College offers more than 70 associate’s degree, certificate and proficiency certificate
programs. These programs can lead to transfer to a bachelor’s degree program, the
obtaining of a new career, improvement in a current career and personal enrichment.

e Of our more than 460 full-time, talented faculty, many have Ph.D.s, numerous publications
to their credit, and active professional and community ties.

e Our class sizes are small, averaging less than 23 students. This means personal attention
from our experienced faculty.

e Our students come from a variety of backgrounds—some come to the College directly out of
high school, others are currently employed and attending part-time and others have not
attended school for a number of years.

e The College’s Main Campus is a 14-acre complex near Center City in the Art Museum area.
In addition, there are three Regional Centers in Northeast, West and Northwest Philadelphia,
and more than 20 neighborhood sites. Our diverse locations throughout the city help us
better serve our more than 34,850 students.

e Students enrolled in credit courses at the Main Campus, Regional Centers and neighborhood
sites are eligible to participate in the life of Community College of Philadelphia. Every student
may apply for student scholarships, utilize our extensive support services, partake in our
stimulating array of College-sponsored events and share in our student activities. All are
welcome to participate in our programs, services, and curricular and cocurricular activities.
Students are encouraged to make use of the services and activities at the Main Campus and
all other College facilities.

e The College operates through a partnership between the city of Philadelphia, the
Commonwealth of Pennsylvania and its students. Under this partnership, each partner funds
a share of the College’s costs.

Education at the College is education for success. Our graduates choose to enter or continue in the
job market, and more than half of our graduates transfer to baccalaureate programs at four-year
colleges or universities immediately after graduation.

http://www.ccp.edu/site/academic/catalog/presidents_letter.php[12/2/10 11:31:03 AM]



http://my.ccp.edu/
http://www.ccp.edu/site/about/president.php
http://www.ccp.edu/site/about/trustees.php
http://www.ccp.edu/site/about/locations/index.php
http://www.ccp.edu/site/prospective/
http://www.ccp.edu/site/current/
http://www.ccp.edu/site/academic/
http://www.ccp.edu/site/business/
http://www.ccp.edu/site/alumni/
http://www.ccp.edu/site/about/

Community College of Philadelphia - Welcome Letter from the President

Community College of Philadelphia plays an important role in the city. Our success is best summed
up in the words of many of our graduates: "If it weren’t for the College, | wouldn’t be where | am
today."

Accreditation

Community College of Philadelphia is accredited by the Middle States Commission on Higher
Education. It is also approved by the Council for Higher Education Accreditation and the Pennsylvania
Department of Education.
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How to Use the Catalog

Roadmaps are useful tools in navigating a journey. We recommend that you use this Catalog as the
roadmap on the journey through your academic program and college experiences. In this Catalog,
you will find detailed descriptions of each of our associate’s degree, academic and proficiency
certificate programs.

We recommend you use the Catalog to:

e Learn about our academic program offerings. For each program, you will find
information on entry requirements, required and elective courses, potential career and/or
transfer opportunities, expected learning outcomes and graduation requirements. You can
access the listing of academic programs here. Academic advisors and counselors are
available to help you learn more about programs that are aligned with your interests, work
skills and personal goals.

« Explore course offerings. Proper course selection begins with knowing what a course is
about and how it will fit into your academic program. You can find the course descriptions
here.

¢ Help you plan for transfer to a four-year college or university. Transfer opportunities
and services information can be found here.

o Help you prepare for entry into your selected career. Visit these pages for information
on our Counseling Center and Career Services Center.

e Help you become a successful student. Review the College Calendar, College Policies
and Procedures, and Services and Specialized Programs sections for information and/or
resources to help you succeed.

e Learn where and how to get things done. The Catalog will help you locate resources and
assist you in becoming familiar with College policies and procedures. Use the Table of
Contents to locate information on Admissions, Academic Advising, Career Services,
Counseling, Learning Labs and more.

e Explore cocurricular and extracurricular activities offered through Student Life.
Social, cultural and other activities outside the classroom enhance the student experience.

Community College of Philadelphia’s Catalog is published online twice a year, Fall and Spring.
Information about courses and programs may be modified throughout the year. Students should
always consult with an academic advisor or counselor to ensure that the most current information is
available when making academic decisions.
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College Calendar, 2010-2011

The academic year begins in July and ends in June of the following year. The major semesters, fall
and spring, are 15 weeks in length. The fall semester begins in September, and the spring semester
begins in January. Summer sessions are held between May and August.

This calendar reflects term dates and activities scheduled primarily at the Main Campus and the
Regional Centers and applies to both 10-week and 15-week terms. Start and end dates, refund
periods, and the final day to drop course(s) without penalty of “F” grade(s) vary for all terms. For
complete information click here. The College is closed on Sunday. In addition, the College is closed
Friday and Saturday during the summer.

2010
July

Thursday — Summer | 2010 (7-week) session ends
Monday — Independence Day Holiday — College closed

6-8 Tuesday-Thursday — No classes (Summer Intersession)
Wednesday — Grades are due for Summer | 2010 (7-week) session

Thursday — Final day to drop course(s) for Mid-summer 2010 session without penalty of "F"

grade(s)

12 Monday — Summer Il 2010 session begins

13 Tuesday — Priority deadline to submit Application for Reinstatement for Fall 2010 semester

14 Wednesday — Deadline to submit all required financial aid documents and resolve all
financial issues to hold Fall 2010 classes

22 Thursday — Mid-summer 2010 session ends

26 Monday — Grades are due for Mid-summer 2010 session

August

2 Monday — Final day to drop course(s) for Summer | 2010 (14-week) session without penalty

of "F" grade(s)
Thursday — Deadline to submit Appeal for Academic Reinstatement for Fall 2010 semester

Thursday — Deadline to change "I" grades for Summer | 2010 (7-week) session

10 Tuesday — Deadline for full payment of tuition and fees for all students registered by this
date for Fall 2010 semester

12 Thursday — Final day to drop course(s) for Summer Il 2010 session without penalty of "F"
grade(s)

20 Friday — End of summer four-day work week — College closed

25 Wednesday — Summer | (14-week) 2010 session ends
26 Thursday — Summer Il 2010 session ends

26 Thursday — Deadline to settle all outstanding financial aid items for the prior (2009-2010)
academic year. All aid will be cancelled after this date.

30 Monday — Grades are due for Summer Il (7-week) and Summer | (14-week) 2010 sessions
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September

2 Thursday — Deadline to change "I" grades for Mid-summer 2010 session

6 Monday — Labor Day — College closed

7 Tuesday — Fall 2010 (15-week) term begins

7 Tuesday — Fall 2010 Accelerated Paralegal Studies Program Session | begins

October
Wednesday — Deadline to change “1” grades for Summer | 2010 (14-week) session
Thursday — Deadline to change “I” grades for Summer Il 2010 session
Thursday — Fall 2010 (10-week) term begins

11 Monday — Professional Development Day — no classes

November

10 Wednesday — Deadline to submit all required financial aid documents and resolve all
financial aid issues to hold Spring 2011 classes

15 Monday — Fall 2010 Accelerated Paralegal Studies program session | ends

16 Tuesday — Fall 2010 Accelerated Paralegal Studies program session 1l begins

22 Monday — Final day to drop course(s) for Fall 2010 (15-week) term without penalty of "F"
grade(s)

22 Monday — Priority deadline to submit Application for Reinstatement for Spring 2011
semester

25-27 Thursday-Saturday — Thanksgiving Holiday — College closed

30 Tuesday — Final day to drop course(s) for Fall 2010 (10-week) term without penalty of "F"
grade(s)

December

8 Wednesday — Deadline for full payment of tuition and fees for all students registered by this
date for Spring 2011 semester

10 Friday — Spring 2011 Graduation Application Deadline for May 2011 Commencement

13 Monday — Fall 2010 (15-week) and (10-week) terms end

14 Tuesday — Study Day

15-21 Wednesday-Tuesday — Final Examinations, Fall 2010 semester

23 Thursday — Grades are due at 9 a.m. for Fall 2010 (15-week) and (10-week) terms

24-31 Friday-Friday — Winter Break — College closed

2011

January
Saturday — New Year's Day Holiday — College Closed

7 Friday — Deadline to submit Appeal for Academic Reinstatement for Spring 2011 semester

17 Monday — Martin Luther King, Jr. Holiday — College closed

18 Tuesday — Spring 2011 (15-week) term begins

February

1 Tuesday — Deadline to change “I” grades for Fall 2010 (15-week) term

14 Monday — Spring 2011 (10-week) term begins

16 Wednesday — Professional Development Day — no classes

17 Thursday — Fall 2010 Accelerated Paralegal Studies program session Il ends

19 Saturday — Spring 2011 Accelerated Paralegal Studies program session 111 begins

March

7-12 Monday-Saturday — Spring Vacation — College closed

April

6 Wednesday — Deadline to submit all required financial aid documents and resolve all
financial issues to hold Summer 2011 classes

11 Monday - Final day to drop course(s) for Spring 2011 (15-week) term without penalty of “F”
grades(s)

14 Thursday — Priority Deadline for Fall 2011 for financial aid

15 Friday — Final day to drop course(s) for Spring 2011 (10-week) term without penalty of “F”
grade(s)

20 Wednesday — Deadline for full payment of tuition and fees for students registered by this
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date for Summer | 2011 session

28 Thursday — Spring 2011 semester ends

29 Friday — Study Day

30 Saturday — Final Examinations, Spring 2011 semester

May
Sunday — 2011-2012 PHEAA grant filing deadline for all renewal and new applicants

2-6 Monday-Friday — Final Examinations, Spring 2011 semester
Thursday — Spring 2011 Accelerated Paralegal Studies program session 111 ends
Saturday — Commencement

10 Tuesday — Grades are due for Spring 2011 (15-week) and (10-week) terms

13 Friday — Summer four-day work week begins — College closed

16 Monday — Summer | 2011 (7-week and 14-week) sessions begin

30 Monday — Memorial Day Holiday — College closed

31 Tuesday — Mid-summer 2011 session begins

June

16 Thursday — Deadline to change "I" grades for the Spring 2011 semester

16 Thursday — Final day to drop course(s) for Summer | 2011 (7-week) session without
penalty of "F" grade(s)

27 Monday — Deadline for full payment of tuition and fees for students registered by this date
for Summer Il 2011 session

29 Wednesday — 2010-2011 FAFSA filing deadline

30 Thursday — Summer | 2011 (7-week) session ends

July

4 Monday — Independence Day Holiday — College closed

5-7 Tuesday-Thursday — No classes (Summer Intersession)

6 Wednesday — Grades are due for Summer | 2011 (7-week) session

7 Thursday — Final day to drop course(s) for Mid-summer 2011 session without penalty of "F"
grade(s)

11 Monday — Summer Il 2011 session begins

13 Wednesday — Deadline to submit all required financial aid documents and resolve all
financial issues to hold Fall 2011 classes

21 Thursday — Mid-summer 2011 session ends

26 Tuesday — Grades are due for Mid-summer 2011 session

August

1 Monday — Final day to drop course(s) for Summer | (14-week) 2011 session without penalty
of "F" grade(s)
Thursday — Deadline to submit Appeal for Academic Reinstatement for Fall 2011 semester
Tuesday — Deadline for full payment of tuition and fees for all students registered by this
date for Fall 2011 semester

11 Thursday — Deadline to change "I" grades for Summer | 2011 (7-week) session

11 Thursday — Final day to drop course(s) for Summer Il 2011 session without penalty of "F"
grade(s)

19 Friday — End of summer four-day work week — College closed

24 Wednesday — Summer Il and Summer | (14-week) 2011 sessions end

25 Thursday — Deadline to settle all outstanding financial aid items for the prior (2010-2011)
academic year. All aid will be cancelled after this date.

26 Friday — Grades are due for Summer Il (7-week) and Summer | (14-week) 2011 sessions

September

5 Monday — Labor Day — College closed
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About Us

Mission Statement

Community College of Philadelphia is an open admission, associate’s degree-granting institution that
provides access to higher education for all who may benefit. Programs of study in the liberal arts and
sciences, career technologies and basic academic skills provide a coherent foundation for college
transfer, employment and lifelong learning. The College serves Philadelphia by preparing students to
be informed and concerned citizens, to be active participants in the cultural life of the city, and to be
able to meet the changing needs of business, industry and the professions. To help address broad
economic, cultural and political concerns in the city and beyond, the College draws together students
from a wide range of ages and backgrounds, and seeks to provide the programs and support they
need to achieve their goals.

Community College of Philadelphia seeks to create a caring environment that is intellectually and
culturally dynamic and encourages all students to achieve:

e greater insight into their strengths, needs and aspirations, and greater appreciation of their
own cultural background and experience;

e increased awareness and appreciation of a diverse world where all are interdependent;

o heightened curiosity and active interest in intellectual questions and social issues;

e improved ability to pursue paths of inquiry, to interpret and evaluate what is discovered, and
to express reactions effectively;

o self-fulfillment based on service to others, preparation for future work and study, and
enjoyment of present challenges and accomplishments.

Vision
To serve Philadelphia as a premier learning institution where student success exemplifies the
strength of a diverse, urban community college.

Core Values

Integrity.The College places fairness and honesty at the center of all of its policies and operations.
We uphold the highest ethical standards in striving for academic and professional integrity in all that
we do. We strive to be both responsible and responsive in utilizing resources to meet student and
community needs.

Academic Excellence. The College sets, expects and maintains high educational standards
consistent with the needs of the students, region and changing workforce. Our faculty and staff are
committed to providing high quality, innovative and flexible educational opportunities and services in
an accessible student-centered environment.

Diversity. The College embraces and understands the importance of providing an education and
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environment that promotes the uniqueness of students, faculty, staff and the communities that we
serve. We affirm that diversity is crucial to a democratic society, as it enriches the educational
experience and celebrates differences among individuals.

Commitment to Teaching and Learning. The College functions as a learning organization,
continually adapting, improving and evaluating its services to promote lifelong intellectual and
personal development. We believe that learning is rooted in both curiosity and inquiry, and is
engendered by dedicated, creative and enthusiastic teaching, utilizing appropriate and optimal modes
of delivery. Technology supports and serves the learning process.

Communication. The College is committed to effective, open and proactive communication. We
take responsibility to listen, speak and write clearly to inform others and foster collaboration by
using and respecting a matrix of communication channels. Collaborative partnerships are
strengthened when communication is ongoing and productive.

Respect. The College promotes respect, civility and courtesy in our day-to-day interactions with
others. We seek to instill respect for and appreciation of members of the College community, our
facilities, our environment, our community and the institution in which we work.

back to top

History of the College

The College was created on April 28, 1964, by legislation in Harrisburg and Philadelphia, following a
decade of studies and surveys. More than 596,000 students have passed through the College’s
classrooms since the College opened its doors to its first class of 1,941 students. College surveys
show that most of those men and women—in both academic transfer and vocationally-oriented
programs—have remained in the greater Philadelphia area to earn their living.

The College moved to its newly constructed campus on Spring Garden Street between 16th and 18th
streets in 1983. The more than $70 million facility was developed around the former United States
Mint Building, which was renovated for administrative offices, library and classrooms, and to which
classrooms, laboratories and other facilities were added with the construction of two award-winning
buildings.

In 1991, the College added two additional buildings—a state-of-the-art Gymnasium with basketball
courts, Nautilus-type training machines, an aerobics room and classrooms, as well as a modern,
three-story Student Life building with meeting facilities, an additional cafeteria and a Coffeehouse.

The Center for Business and Industry, located on the corner of 18th and Callowhill streets, opened in
2003. This high-tech facility offers wireless classrooms, a computer lab, smart podiums,
videoconferencing capabilities, a career center and a testing center. Students can also enjoy lounge
and study areas, as well as a cyber café. Many programs and courses at the Center focus on
workforce development in order to enhance the region’s workforce.

The College also has Regional Centers at 12901 Townsend Road in the Northeast, 4725 Chestnut
Street in West Philadelphia, and at 1300 West Godfrey Avenue in Northwest Philadelphia. Each
provides a service center with information, counseling, advising, testing and classroom space for
Philadelphians for whom these locations are convenient.

The Welcome Center

The Welcome Center is located in the Mint Building at the 17th Street entrance, Room M1-17, and
serves all individuals who wish to explore the quality educational opportunities offered at Community
College of Philadelphia. The Welcome Center provides prospective students and their families with a
wide range of information about the College.

In the Welcome Center, prospective students can apply for admission and speak to staff about
potential programs of study.

To provide easier access to the College, the Welcome Center is open from 9 a.m. to 5:30 p.m.,
Monday through Thursday and 9 a.m. to 4 p.m., Friday from late August through early May. Summer
hours are 9 a.m. to 5:30 p.m., Monday through Wednesday and 9 a.m. to 4 p.m., Thursday.

Visitors

Visitors to the College are welcome. Requests for information may be made at the security desk in
the lobby of each building. Visitors wishing to meet specific members of the faculty or administration
are advised to make appointments in advance by calling the departmental office. Group visits may be
arranged through the Office of Admissions by calling 215-751-8010.

Locations
Main Campus

Community College of Philadelphia’s Main Campus occupies 14 acres just north of the heart of
Philadelphia. The most prominent building is the turn-of-the-century former U.S. Mint Building,
which remains a historic building and landmark. Two large, modern buildings containing classrooms,
laboratories, meeting facilities, a cafeteria, library, bookstore, and faculty and administrative offices
were designed to complement and attach to the Mint on the west and south sides. The Winnet
Student Life Building houses a wide range of activity spaces for students, as well as classrooms and
student support services. The 97,000-square-foot Center for Business and Industry contains
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conference rooms, student lounge areas, office space and classrooms in order to serve students in
technology-related paths and offer programs and specialized training to area businesses. The
College’s Gymnasium attracts many fitness-conscious students, faculty and staff. A 635-car parking
garage provides secure and sheltered parking for students, faculty, administrators and guests. The
campus is well served by SEPTA city division lines.

Hours of Operation

While classes are in session during the spring and fall, the College is open from 7 a.m. to 10 p.m.,
Monday through Friday, and 7 a.m. to 5 p.m. on Saturday. During the summer (mid-May to mid-
August), the College is open from 7 a.m. to 10 p.m., Monday through Thursday, and closed Friday
through Sunday.

Regional Centers and Neighborhood Sites

To make its programs accessible to residents throughout the city, the College employs a network of
three Regional Centers and numerous neighborhood sites, most of which provide classroom space for
both credit and noncredit course offerings. A detailed overview of College locations can be found
here.

The Northeast Regional Center, located at 12901 Townsend Road; the Northwest Regional
Center, at 1300 West Godfrey Avenue; and the West Regional Center, at 4725 Chestnut Street,
offer on-site placement testing, registration, academic and personal counseling, and tutorial services.
The Northeast and Northwest Regional Centers also house a library, bookstore, and cafeteria. All
three Regional Centers feature modern biology labs in addition to well-equipped classrooms and
computer laboratories. Free parking is available. All the sites are accessible by public transportation.

For more information about any of the Regional Centers or their programs, please call the Northeast
Regional Center at 215-972-NERC (6372), the Northwest Regional Center at 215-751-8773 or the
West Regional Center at 267-299-5850.

For more information about locations of neighborhood sites and course offerings at each site, please
call 215-751-8372.

back to top
Distance Education

Distance Education enables students to extend their educational opportunities in a more flexible
instructional setting. Online courses are delivered via the Internet. Many are campus-free, but some
require a few meetings on campus. For a complete list of distance education courses, degree
programs, meeting schedules, instructors and more, please visit the Distance Education Web
site.

Semesters

The College offers classes during Fall and Spring semesters and during three Summer sessions
(Summer I, Mid-summer, and Summer II). The College also offers classes in other formats, including
shorter terms and accelerated programs. For more information about course offerings, please visit
the College Calendar.

Noncredit Offerings

For students who seek educational experiences that do not carry college credits, the College offers a
variety of special noncredit offerings through Corporate Solutions and the Division of Adult and
Community Education (DACE). They are offered at the Main Campus and many off-campus sites
during each academic cycle, and are reviewed and updated regularly in response to community
needs and interests.

For more information on workforce and professional development, please visit Corporate Solutions
online, call 215-496-6158, or e-mail csinquiry@ccp.edu.

For more information on courses for personal enrichment, please visit The Division of Adult and
Community Education online or call 215-751-8381.

Controlled Substances

College policy prohibits the illegal possession, use, or sale of drugs or other controlled substances on
College property. Law enforcement agencies will be informed of violations. In addition, alcoholic
beverages are not to be sold, served, used or possessed in any of the facilities of the College.

Smoke-Free Buildings Policy

Community College of Philadelphia is concerned about the health and comfort of its students, faculty
members, administrators, staff and visitors. Smoking is, without exception, prohibited in any College
building or facility. This includes all offices and any previously designated smoking areas inside any
campus building.

Anyone who wishes to smoke must do so outside of College buildings and facilities. Smoking is
prohibited within 20 feet of any entrance, exit or loading dock, or as posted otherwise. Smoking is
also prohibited on adjacent stairways, ramps or landings leading to any entrance, exit or loading
dock.

Selling and Soliciting
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The College is a publicly funded institution. However, College buildings and facilities are provided for
use exclusively by students, faculty, staff and the administration, and only for the educational
purposes of the College.

Selling or soliciting for charitable, political, social, religious or other causes by nonstudents is
prohibited on College property. Distribution of literature (handbills, tracts, leaflets, etc.) by outside
agents for external agencies is also prohibited on College property. Selling, distributing leaflets or
soliciting by College students is regulated by College policy administered through the Office of
Student Life.

Minors

The presence of minors on campus, other than Community College of Philadelphia students, is
strongly discouraged because of important safety and liability issues. To ensure the safety of
children, those under the age of 18 must not be left unattended on College property.

To prevent disruption of the learning process, children are not permitted in classrooms or
laboratories when classes are in session. However, with regard to classrooms (but not laboratories),
faculty members instructing a class may make exceptions in individual cases, provided that the
learning process is not disrupted.

Under no circumstances are minors other than Community College of Philadelphia students allowed
in the Gymnasium, instructional laboratories, laboratory prep areas or administrative service areas,
such as duplicating, mail room and craft shops. This policy does not preclude children’s participation
in events sanctioned by the College or the involvement of children in educational activities specific to
a curriculum.

The College assumes no liability for any injury incurred by minors who are not registered Community
College of Philadelphia students while they are on College property.

Crime Act

Information regarding the Crime Act (commonly referred to as the Cleary Act) is available through
the Department of Safety and Security located in Room M1-23.

Inclusive Language

In compiling this Catalog, every effort has been made to use inclusive language which does not
discriminate with regard to gender. Any remaining references to the male gender shall be intended
to include, wherever applicable, the female gender as well.

back to top
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Admission Policy
Glossary of College Terms i . o i o .
Community College of Philadelphia is an associate&38217;s degree-granting institution with open

College Locations admission for all who may benefit. Applicants are eligible for admission to the College based on the

following requirements:
College Telephone Numbers 9 req

e A diploma from an accredited high school or
« A state equivalency diploma (GED®)

Affirmative Action Statement

Applicants who are 18 years of age and older, have not earned a high school diploma or state
equivalency diploma (GED®) may be eligible for admission and may qualify for a Commonwealth
Secondary School Diploma by means of the General Education Development (GED®) test. An
applicant may also earn the Pennsylvania Commonwealth Diploma upon enroliment and completion
of 30 college-level credits. Students in the latter category must request that a transcript of their
academic record be sent to the Pennsylvania Department of Education. The United States
Department of Education requires applicants who do not possess a high school diploma or state
equivalency diploma to pass an approved ability to benefit test in order to be eligible for financial
aid.

Applicants are required to take the placement test in reading, writing and mathematics. An
applicant may be eligible for a placement test waiver if he/she has earned college credits at an
accredited college or university or received acceptable scores on the SAT and/or ACT tests.

The College reserves the right to require applicants to take developmental classes or to limit the
number of courses in which they may enroll based on placement test results.

There are certain programs of study that have additional entrance requirements. Applicants planning
to enter one of these select programs of study must follow the prescribed steps for admission in each
program. Applicants must first complete all course prerequisites, take applicable tests and/or submit
requested materials as part of the admission process for select programs. As a result of the steps
that must be completed before entry into a select program, an applicant will be placed into a non-
select program of study at the time of acceptance to the College. The admission process for select
programs is competitive, space may be limited and only qualified students will be admitted.

Applicant Categories
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Applicants who want to earn an associate’s degree, academic certificate or proficiency certificate at
the College are considered degree-seeking students. Academic certificates prepare students for a
variety of opportunities, including workplace preparation. Academic certificates require two semesters
of college-level English and one semester of college-level math. All course work transfers seamlessly
into the College’s associate’s degree programs.

Proficiency certificates are short-term, focused course offerings that are primarily developed to
prepare students for employment. Students may also continue their education, since all credits
earned through the proficiency certificates transfer seamlessly into an academic certificate or
associate’s degree program in a related field.

Applicants must choose a degree program, academic certificate or proficiency certificate with a
requirement of 16 or more credits to be eligible for financial aid.

New Student
o Applicants who have never attended a college or university (including Community College of
Philadelphia), possess or are about to obtain a high school diploma or state equivalency
diploma (GED®) may be eligible for admission to the College as new students. Detailed
instructions on getting started at the College are available by visiting our Getting Started
page.

Transfer Student

o Applicants who have attended another college or university with earned college credits are
eligible for admission as transfer students.

o Applicants are responsible for having their prior earned college credits evaluated prior to
course registration to avoid duplication. Transfer credits are only granted for courses in
which the applicant received a grade of “C” or better from an accredited college or
university. Click here for more details.

Re-admit Student
o Applicants who have previously attended Community College of Philadelphia and have not
taken credit-level courses in two or more years are eligible for admission as re-admit
students and must complete an admission application online to update their student records.

Applicants who took noncredit courses only at the College are not considered re-admit
students and should apply as new students following the New Student process.

International Student (F-1 visa holder)
e Applicants who require an F-1 student visa to study in the United States are eligible for
admission to the College. Community College of Philadelphia is authorized to issue Form I-
20 to qualified students who wish to study in the United States and earn a degree. All
applicants must complete all admission requirements by July 1 for the fall semester and
November 1 for the spring semester. Visit our International Student page for more
information.

Dual Enrollment—Advance at College
(Currently Enrolled High School Students or Home School Students)

e Applicants who are enrolled as 11th or 12th grade students in high school, including home
school students, may enroll for classes at Community College of Philadelphia for the purpose
of earning college credits prior to high school graduation. Eligible students must possess the
academic skills, as evidenced by the College’s placement test, needed to meet the challenges
of college-level courses. For further information, visit our Advance at College page.

o The College may grant admission to applicants who have completed at least the eighth
grade, and demonstrate academic skill and maturity necessary for college work. Prior to
acceptance, applicants must demonstrate an ability to benefit from instruction in a collegiate
setting as evidenced by the College’s placement test, submit a portfolio for appropriate
subject areas and interview with the director of Admissions. Applicants must place at college-
level on the placement test and are not allowed to take developmental courses. The goal of
the interview with the director of Admissions is to discuss expectations of college faculty,
course work and awareness of mature content in subject areas. Applicants must be
accompanied by a legal guardian or parent when attending the admissions interview.

Guest Student

o Applicants who are attending or have attended another college, do not plan to earn a degree
from Community College of Philadelphia and plan to attend the College only occasionally to
take courses which will be transferred to their home institutions are guest students. Upon
completion of the admission application, applicants will receive an email with instructions to
activate their My CCP account and can take advantage of web registration for desired
courses. Visit our Guest Student page for more details.

e Guest students are not eligible to receive financial aid from Community College of
Philadelphia and should contact their home school’s Office of Financial Aid to inquire about
consortium agreements if they wish to be reimbursed.

Non-Matriculating Student
« While the College’s primary focus is to provide academic experiences for students seeking
credentials, individuals with a successful record of college performance who do not plan to
earn a degree or certificate and plan to attend the College only for personal or professional
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enrichment are considered non-matriculating students.

¢ Non-matriculating students are permitted to enroll in only one course (not to exceed four
credits) per semester with a maximum of three courses (not to exceed nine credits) before
matriculation is required.

o Course pre-requisite requirements must be followed and applicants must abide by the
processes relating to pre-requisite course requirements.

« Applicants are responsible for providing a college transcript or a copy of a college diploma
from a regionally accredited institution showing evidence of completed course work. Non-
matriculating students are not eligible to receive financial aid.

Senior Citizen
« Applicants who are at least 65 years old and residents of Philadelphia can register for one
tuition-free credit course per semester. An online admission application must be completed.
Course registration will begin two weeks prior to the start of the semester. Noncredit courses
are not included in this offer. A Senior Citizen Registration fee is charged for seniors who
participate in this program. Click here for tuition and fees.

Enrollment Status—Part Time or Full Time

Enrollment in classes up to and including 11 credits is considered part-time study. Within this
category, students who are enrolled for 5 or fewer credits are classified as studying less than half
time. Students enrolled for 6 credits are studying half time; those enrolled for 7 through 11 credits
are considered studying at three-quarter time and those enrolled for 12 or more credits are classified
as full time.

A student who wants to enroll in 18 credits or more in a regular semester or more than 8 credits in a
summer session must request the approval of the vice president for Academic Affairs or designee.

Residency Requirement

Tuition rates at Community College of Philadelphia are determined by a student’s domicile. Domicile
is the place where one intends to and does, in fact, permanently reside. The College establishes its
residency policy in accordance with the Pennsylvania Code, Title 22, Education Chapter 35.

First preference for admission to the College, and particularly to select programs of high demand, is
given to Philadelphia residents. To qualify as a legal resident of Philadelphia, an applicant must meet
all of the following requirements:

1. Must be a citizen or a permanent resident alien of the United States or be admitted on an
immigrant visa to the United States.

2. Must have resided in Pennsylvania for at least 12 months prior to first day of the 15-week
term of the semester at Community College of Philadelphia.

3. Must have resided in Philadelphia for at least three months prior to first day of the 15-week
term of the semester at Community College of Philadelphia.

The College will require two items of documentary evidence or statements from disinterested
persons in order to establish proof of residence.

Examples of documentation that may provide convincing evidence include the following:

1. Current apartment lease or purchase of a permanent independent residence.

2. Payment of appropriate state and local taxes. Special attention shall be given to payment of
Commonwealth taxes on income earned during periods of temporary absence from this
Commonwealth.

3. Transfer of bank accounts, automobile and other registered property to this Commonwealth.

4. Current Pennsylvania driver’s license or state ID.

5. Pay stubs with Philadelphia home address showing payment of Philadelphia wage taxes.

Cases shall be decided on the basis of documentation submitted, with qualitative rather than
quantitative emphasis. The determination of residency in each case is one of the subjective
intentions of the student to reside indefinitely in this Commonwealth.

Persons on active duty with the U.S. Armed Forces and stationed in Philadelphia are considered
Philadelphia residents. Persons on active duty with the U.S. Armed Forces, stationed in other parts of
the country or world, who maintain their legal residence as Philadelphia, Pennsylvania, are
considered Philadelphia residents.

Effective July 1, 2009, a member of the armed forces who is on active duty (or the spouse or
dependent child of a member), whose domicile or permanent duty station is in Pennsylvania, will be
charged no greater than the in-state tuition rate. This provision remains in effect for each member,
spouse or dependent while continuously enrolled at the College, even if there is a subsequent change
in the permanent duty station of the member to a location outside the state.

Change of residency for tuition and mailing purposes is the sole responsibility of the student. Any
changes made to residency after the third week will be reflected in the following semester.

Students attending the College for the first time may challenge their permanent residency
classification by filing a written petition with the director of Admissions.

Continuing students may challenge their permanent residency classification by filing a written petition
with the director of Student Records and Registration. Continuing students must change their mailing
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address through My CCP.

College Placement Test

The College maintains an Assessment Center in which new students are given placement tests prior
to their orientation and registration. Untested continuing and returning students may satisfy the
placement test requirement by arranging to be tested in this Center.

e The placement test helps us place you into courses appropriate to your academic
preparedness.

e The test measures reading, writing and math skills.

e The College utilizes computerized testing. You may request a paper/pencil version of the
test.

YOU MUST BE TESTED IF:

e You want to register for an English or mathematics course.

e You want to take more than one course (or 4 credits) at the Main Campus or a Regional
Center.

e Test scores are valid for two years. Students must be retested after a two-year period unless
they have successfully completed an English and/or mathematics course during this time.
Admissions tests for select programs and placement tests for specific courses are also
administered.

YOU MAY BE ELIGIBLE FOR A TEST WAIVER IF:

e You have already earned a college degree from a regionally accredited institution.

e You earned a grade of "C-" or better in a college-level composition and/or math course from
an accredited U.S. college.

e You have ACT scores of 21 English, 17 math or SAT scores of 510 critical reading, 470 math
within the past two years.

e You received a minimum of 213 on the TOEFL computerized test AND a 5 on the TOEFL
writing test; or you received minimum of 560 on the TOEFL paper/pencil test AND a 5 on the
TOEFL writing test; you received a minimum of 77 on the TOEFL Internet-based test and a
20 on the TOEFL Internet writing test.

Bring your transcript, diploma, or your SAT or ACT score report to Room BG-6 on our Main Campus
or to any of our Regional Centers and ask for the waiver.

Scheduling a Placement Test
You can schedule your placement test through My CCP after submitting your application for
admission. Follow these steps to set up your username, password and placement test:

1. Go to MyCCP

2. Click on “How do I get a username and password?" (You will need your student ID and Social
Security number to get started.)

3. Once you have logged in, go to Banner Self Service and click on "Student Services."

4. Select the "Schedule Placement Test" option and follow the instructions.

If you cannot keep your test appointment, you may reschedule it through MyCCP or by calling the

Admissions Information Center at 215-751-8010. You can find a complete description of the

placement test here.

Ability to Benefit Test

The Assessment Center conducts Ability to Benefit testing. This test is required of persons who have
applied for Federal Student Aid and who have not earned a high school diploma or GED®. For more
information, see the Ability to Benefit Requirement in the Financial Aid section.

Advanced Placement

Students entering the College may take waiver examinations in some courses. Success in such tests
will permit students to enroll in more advanced courses. Students should contact the appropriate
department head for further information.

Credit by Examination or for Life Experience

Students currently registered at the College may apply for a special examination (Credit by
Examination) or course credit based on prior experience (Credit for Life Experience) given at the
prerogative of the department offering the course for which the student desires credit. Not all
departments offer these options. These forms of credit are available for students who have
knowledge attained through professional experience, independent study or similar learning
experiences comparable to subjects and courses taught at Community College of Philadelphia.

e Students must be currently registered at the College.

e Students must be eligible to take the course for credit under existing regulations of the
College. The course for which credit is requested must be listed in the College Catalog.

e Credit by Examination and Credit for Life Experience are administered by the department
offering the course. If a student&38217;s performance is deemed satisfactory by the
department faculty and approval of the credit is granted by the division dean and the vice
president for Academic Affairs, the credits for the course, but no letter grade, will be entered
on the student&38217;s academic record.

o Credit awarded by examination or for life experience will not be applicable to the meeting of
such credit load requirements as scholastic honors or residence requirements for graduation.

o An examination for credit may be taken only once for each course.
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e For Credit by Examination, a fee must be paid prior to taking the examination. It shall be
assessed for each test and paid prior to the time the student takes the examination, and the
student shall present a receipt for this fee at the time that he/she takes the examination.
Similarly, a fee must be paid prior to submitting the application for Credit for Life Experience
(see Fee Schedule).

o When students successfully complete all requirements for credit, the course for which credit
is applicable shall be posted on their transcripts, indicating "Credit by Exam" or "Credit for
Life Experience."

o Degrees will be granted only to students who have earned at least 30 of the credit hours in
residence, not including Credit by Examination or Credit for Life Experience. Exceptions may
be requested by individual departments.

¢ The maximum number of credits by examination and/or for life experience allowable toward
a certificate shall not exceed one-half of the total number of credits required for the
certificate.

In addition, in certain selected courses, Community College of Philadelphia awards academic credit
on the basis of acceptable scores on certain testing programs, such as ACT/PEP (American College
Testing/Proficiency Examination Program), AP (Advanced Placement program) and CLEP (College
Level Examination Program).

Students who receive academic credit through any of these national testing programs will not be
assessed a fee by the College. A student must be enrolled in order to receive credit by any such
testing program. In order to graduate from the College, the student must complete at least 30
credits of actual course work in residence at the College.

Act 48 - Continuing Professional Education for Certified Educators

The Commonwealth of Pennsylvania, on November 23, 1999, passed into law Act 48. This law
addresses requirements for professional education planning and requires all certified educators
(teachers, principals and superintendents), every five years, to earn six college credits, six
continuing professional education credits, or 180 clock hours of continuing professional education, or
any combination of collegiate studies, continuing professional education courses, or learning
experiences equivalent to 180 hours.

Act 48 regulations recognize collegiate credits from accredited institutions of higher education as
appropriate for professional education purposes. Community College of Philadelphia is considered an
approved higher educational institution by the Department of Education for providing continuing
professional education credits or hours.

Individuals requiring Act 48 certification should complete an Act 48 Certification Form, which may be
obtained at the Enrollment Services counter (Room BG-5) at the Main Campus or at any of the three
Regional Centers.

Veterans Education Benefits

Veterans must be certified to receive VA benefits. To be certified, the Application for VA Benefits (VA
Form 1990) must be completed and students must be registered for classes. Veterans should apply
early each semester to allow the College and the Veterans Administration time to process benefits.
To apply, submit your Community College of Philadelphia Veterans Benefits Registration form along
with a Letter of Eligibility, Notice of Basic Eligibility or Certificate of Eligibility to the VA Certifier
located on Main Campus in Room BG-5.

Veterans must also report any changes in registration by completing a Community College of
Philadelphia Veterans Benefits Registration form and submitting it to the VA Certifier located in Room
BG-5. Changes include selecting additional courses, dropping a course, changing to a different
course or withdrawing from school.

All students except those receiving benefits under Chapters 31, 33 and 35 must report attendance on
a monthly basis to the VA. Attendance should be reported the last day of each month by calling 1-
888-442-4551 or on the Web at www.gibill.va.gov and selecting "Verify Attendance."

Chapter 31 - Vocational Rehabilitation
All Chapter 31 Veterans need to be certified for their program of study by the local Veterans
Administration Office. The local VA office address is:

Veterans Administration
5000 Wissahickon Avenue
Philadelphia, PA 19101
1-800-827-1000

For more information about veterans education benefits, see the Veterans Education Benefits
section and the VA website at www.gibill.va.gov. You can also contact the Veterans Resource
Office, located at the Career Services Center in the Center for Business and Industry, Room C1-34,
for more information and services to help you achieve your goals at the College. For more
information, email vro@ccp.edu.
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Adjunct Instructors Tuition and Fees

Glossary of College Terms The Board of Trustees sets tuition and fees and reserves the right to change them without notice.
Tuition varies based on residency; Philadelphia residents pay $128 per credit hour; other
Pennsylvanians pay $256 per credit hour plus a $10 nonresident capital fee per credit; and non-
College Telephone Numbers Pennsylvanians pay $384 per credit hour plus a $20 nonresident capital fee per credit. Some courses
have additional fees; check the individual course descriptions for this information.

College Locations

Affirmative Action Statement

Tuition and Fees for a Philadelphia Resident:

Number of Credits |Tuition |Technology Fee General College Fee Cost

1 $128 $28 $4 $160
2 $256 $56 $8 $320
3 $384 $84 $12 $480

Sample Tuition and Fees for a Philadelphia Resident with a 13-credit load:

Course Number of |Tuition Technology |General Additional |Cost
Credits Fee College Fee |Course Fee

ENGL 101 3 $384 $84 $12 $480

PSYC 101 3 $384 $84 $12 $480

MATH 118 3 $384 $84 $12 $480

BIOL 106 4 $512 $112 $16 $132 $772

Total 13 $1,664 $364 $52 $132 $2,212

Tuition Deposit: $50

An applicant accepted or readmitted for full-time status by the College may be required to remit a
$50 nonrefundable deposit within a specified timeframe for Allied Health curricula. The applicant’s
letter of acceptance will specify the date.

This deposit ensures the applicant a place at the College and will be credited to the initial semester’s
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tuition charge. If the student fails to register for that semester, the tuition deposit will not be
refunded but may be applied to subsequent registrations within that academic year only.

Fees

Application Fee: $20

A fee of $20 must be paid by each applicant when applying for admission to the College’s credit
program. This fee is required only once and is nonrefundable.

Identification Card Fee: $10

All credit students at the College are required to have a College photo identification card. There is a
one-time $10 charge for the card. The cost of the card will be included in the first semester bill.
Students who for religious or other reasons require a student identification card without a photo may
make arrangements through the Security office.

Lost Identification Card Fee: $10

A replacement fee of $10 will be charged for each replacement of the identification card.

General College Fee: $4 per Credit

To fund the cost of student publications, intramural and intercollegiate athletics, student clubs and
organizations, and other special services and activities for students, there is a general College fee for
credit courses. This fee is non-refundable as of the first day of the semester.

Technology Fee: $28 per credit

A fee of $28 per credit is charged to defray the institutional operating and equipment costs
associated with providing student access to technology in academic and student support services and
in instructional programs. This fee is nonrefundable as of the first day of the semester.

Course Fees

Some courses offered by the College are subject to course fees. These include courses with
laboratory costs, clinical instruction costs or additional instructional hours. The course fees range
from $66 to $264 per course. The applicable course fee, if any, is shown at the end of the course
descriptions in the Course Descriptions section of the Catalog. Course fees are subject to the
Refund Policy.

Nonresident Capital Fee
$10 per credit for Pennsylvania residents outside Philadelphia.

$20 per credit for students who do not meet the State’s residency requirement.

The College’s capital costs are funded by the city and state. The capital fee is charged to students in
circumstances where the student is a nonresident and therefore capital support from the city or state
is not provided. This fee is nonrefundable as of the first day of the semester.

Distance Education Course Fee: $30

A fee of $30 will be assessed for any section of a course that is offered as an online course. Students
should consult course offerings for each semester to identify which courses are available in an online
course delivery format. This fee is nonrefundable as of the first day of the semester.

Senior Citizen Registration Fee: $128

This fee is charged to students who take advantage of the tuition-free course. This fee is
nonrefundable as of the first day of the semester.

Returned Check Fee: $25

A penalty of $25 will be assessed for all checks issued to the College but not paid on presentation to
the bank.

Late Registration Fee: $30

A $30 late registration fee will be charged to previously enrolled students who register after the
payment deadline for credit courses during the fall and spring semesters.

Academic Transcript Fee

The transcript fee is payable in advance and requires the student’s written release. For normal mail
service (allow 5-7 business days for processing), the fee is $3 for each transcript. For rush service,
which includes same-day regular US mail service and pick-up, the fee is $10 for each transcript.
Credit by Examination Fee: $128

This fee is charged for each course in which a student has applied for credit on the basis of
examination. The fee is based on the tuition rate for one credit hour. This fee is nonrefundable.
Credit for Life Experience Fee: $128

This fee is charged for each course in which a student has applied for credit on the basis of life
experience. The fee is based on the tuition rate for one credit hour. This fee is nonrefundable.
Graduation Fee: $30

A fee of $30 is charged to defray costs associated with graduation eligibility processing and
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commencement activities. This fee will be charged for each semester/session for which a student
applies for graduation. This fee is nonrefundable.

Other Costs

Although the tuition for Philadelphia residents is relatively low, students should be aware of the need
to plan ahead and anticipate all costs for the period of enrollment. The basic budget for one semester
at the College should include, in addition to the appropriate tuition and fees, the following
estimates™:

e Books and Supplies $1,100
e Transportation $1,500
e Meals $1,300

*Actual cost will vary by student and by program of study.

Making Payments

A Community College of Philadelphia bill listing the tuition and fees will be mailed to each student
approximately four weeks before the beginning of each semester. If the bill is not received in the
mail, it is the student’s responsibility to obtain it from the Cashier’s Office.

It is suggested that payments be made by check or money order, payable to Community College of
Philadelphia, and addressed to the Cashier, Community College of Philadelphia, 1700 Spring Garden
Street, Philadelphia, PA 19130. Cash payments may be made at the Cashier’s Office, Room BG-2. To
request a receipt or to pay by credit card using MasterCard, Visa, American Express, or Discover,
logon to MyCCP.

Checks in payment of tuition and fees that are returned to the College by the bank must be repaid
immediately or the student will be administratively withdrawn from the College.

Payment Plan

The College offers a monthly payment plan to those students taking 6 or more credit hours. The cost
is $35 and the plan is only available during the fall and spring semesters. Students interested in the
plan should contact the Cashier’s Office at 215-751-8987 or pick up information in Room BG-2 at the
Main Campus or any Regional Center. The application is also available online.

Fulfillment of Financial Obligations

If any student has not met his or her full financial obligations, the College reserves the right to
withhold any of its services from the student until the obligations are met. These include, but are not
restricted to, transcripts, library services, letters of recommendation, registration, counseling and
additional services.

Refunds

Students who submit official withdrawal forms during the equivalent first week of classes in a term
for which they are registered will receive a 75 percent refund of their tuition. For those withdrawing
during the equivalent second week, the refund will be 50 percent; during the equivalent third week,
25 percent. No refund will be granted to a student withdrawing during the equivalent fourth week
and thereafter.

Students who receive financial aid are subject to federal refund policies and calculations as described
in the provisions of the Higher Education Amendments of 1998. Recipients of grants and loans who
fully withdraw or drop on or before the 60 percent point of the term will be required to return all or a
portion of their financial aid proceeds to the College and/or the Federal Government. See the
Financial Aid Withdrawals, Refunds and Repayment Policy section for more information.

Important: A student who drops a 15-week course during the 15-week refund period will not be
permitted to apply full tuition to a 10-week course. The difference between the partial tuition refund
for the 15-week course and the full tuition for the 10-week course must be paid by the student. This
does not apply if the 15-week course is dropped prior to the start of the 15-week semester and is
replaced by a 10-week course.

Refund policies are in keeping with the regulations of the State Board of Education of the
Commonwealth of Pennsylvania (Section 35.30).

General College, Technology, Distance Education, Nonresident Capital, Senior Citizen and registration
fees are not refundable as of the first day of the semester except in the case of course cancellation
by the College.

Tax Incentives

Federal tax laws provide special benefits to help students and parents pay for college. For example, a
tax credit allows you to subtract an amount from the taxes you owe:

Taxes owed $6,000
Less tax credit — $1.000
Taxes owed $5,000

A tax deduction allows you to subtract an amount from the income on which you must pay taxes:
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Gross income $25,000
Less tax deduction —$1.000
Taxable income $24,000

Below are brief summaries of the tax incentives most likely to benefit adult, nontraditional students.
Not all students or parents will qualify for these tax credits. Be sure to obtain a complete explanation
of these tax incentives and consult with your tax advisor before you make financial decisions or use
them in filing your federal income taxes.

American Opportunity Tax Credit

At present, the American Opportunity tax credit will be in effect for 2010. It amends the current Hope
Scholarship tax credit and will provide a credit of up to $2,500 per tax year. Course materials,
including textbooks, are now covered. In addition, up to 40 percent or $1,000 will be a refundable
credit.

Lifetime Learning Credit

Up to $2,000 per year per return may be claimed for qualified educational expenses.

Student Loan Interest Deduction

The maximum interest deduction is $2,500. The loans must have been used to pay qualified costs of
attendance, including room and board.

Loan Forgiveness

For certain curricula, there are loan forgiveness programs available. Students need to research these
programs carefully, as there are often strict criteria associated with loan forgiveness programs. For
more information, visit www.aesSuccess.org or www.studentloans.gov

Financial Aid

Community College of Philadelphia participates in the following federal and state-funded programs:
Federal Pell Grant, Federal Supplemental Educational Opportunity Grant, Federal Work-Study
Program, Pennsylvania Higher Education Assistance Agency (PHEAA) State Grant, William D. Ford
Direct Student Loans (Direct Loans), and Federal Parent Loan for Undergraduate Students (PLUS).

Financial Aid Eligibility

Students must be enrolled for at least 6 credits to be eligible for loans and the PHEAA State Grant.
Students may receive a Federal Pell Grant for fewer than 6 credits. In addition, to be eligible for
financial aid, students must have earned either a high school diploma or GED®. If not, they will be
required to take a computer-administered examination on which they must achieve a specified score
(see the following section on the Ability to Benefit Requirement). To maintain financial aid eligibility,
students must make academic progress as outlined in the College’s Policy on Academic
Standards and Progress (Normal Progress, Academic Probation, and Dropped for Poor
Scholarship).

Read all the provisions of this policy carefully before registering for classes. If you have any
questions, please contact the Counseling Center, Room W2-2, at 215-751-8169.

Ability to Benefit Requirement

This test is required of persons who have applied for Federal Student Financial Aid and who have
not earned a high school diploma or GED®. An ability to benefit test is one of any on an approved
list of commonly administered standardized tests which an individual who has not earned a high
school diploma or GED® can take to demonstrate that she or he has the ability to benefit from a
college education. Each test has an established minimum passing score. Potential students who
achieve scores above the minimum passing score demonstrate that they have the potential to
succeed in college. The College’s Assessment Center administers this test. To schedule an
appointment for testing, please contact the Assessment Center at 215-751-8221.

Applying for Financial Aid

Students applying for financial aid must do so for each academic year. Students should file the Free
Application for Federal Student Aid (FAFSA) (2010-2011 school year) via the Web at

www .fafsa.ed.gov. This application is used to apply for the Federal Pell Grant, the PHEAA State
Grant and Federal Direct Loans. Use Community College of Philadelphia School Code 003249 when
filing your FAFSA. In addition to completing the FAFSA (2010-2011 school year), students applying
for the Direct Loans must also complete a Master Promissory Note (MPN) and an entrance counseling
session at www.studentloans.gov.

Since the application process for all of the above grants and loans takes about four to eight weeks,
students are advised to file early rather than merely by the deadlines that follow. Students needing
assistance completing the financial aid application should call the Office of Financial Aid at 215-751-

8271 or e-mail financialaid@ccp.edu.

Filing Deadlines for 2010-2011

Note: Regarding application for any and all of the grants listed below, be sure to refer to the
previous paragraphs for required use of the Free Application for Federal Student Aid (FAFSA 2010-
2011 school year) forms.
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Federal Pell Grant:
All applicants — June 30, 2011

PHEAA State Grant:
All applicants — May 1, 2010

Federal Supplemental Educational Opportunity Grant and Federal Work-Study:
All applicants — April 15, 2010

These deadlines are for applications that are complete. All required documentation must be
submitted to the Office of Financial Aid by the above-listed deadlines.

We cannot guarantee that there will be funds available for students applying after these dates, but
we will continue to review late applications until all funds have been awarded.

William D. Ford Direct Student Loans (Direct Loans)

In addition to accepting the awarded loans online in MyCCP, a student must complete a Master
Promissory Note (MPN) and an entrance counseling session at www.studentloans.gov. This must
be done at least four weeks before payment deadline.

PHEAA State Grant

Pennsylvania students who file their 2010-2011 Free Application for Federal Student Aid (FAFSA) by
May 1, 2010 will be automatically considered for the PHEAA State Grant. Students must meet a
number of eligibility requirements. For example, according to Pennsylvania State Grant regulations, a
student must have no more than 50% of his or her total program in distance education courses to
maintain Pennsylvania State Grant eligibility. If a student does not enroll for at least 50% of the time
in classroom instruction, then all State Grant funds from previous semesters must be returned. For
example, if a student has 30 credits of actual classroom instruction and 33 credits of distance
education courses, all PHEAA State Grant awards the student ever received, even awards at other
institutions, must be returned to PHEAA.

Summer Aid

Information concerning summer aid is available at the Office of Financial Aid in early spring.
Study abroad students who need loans should consider taking the loans during the spring semester.

For detailed information and applications, please contact the Office of Financial Aid, Room BG-3, at
215-751-8271.

Adjustments to Financial Aid

Attendance is required in all classes for which a student is registered. If a student never attends a
class, the financial aid award will be adjusted to reflect only those classes the student attends. This
adjustment could affect a student’s current and future financial aid eligibility. Students will also have
to repay any overpayments.

Furthermore, the federal regulations state that students may receive federal funds for the maximum
of 30 semester credits of developmental classes, except for English as a Second Language courses.
Therefore, if a student has registered for 30 credits of developmental course work, the student will
not be able to receive federal funds for additional developmental courses.

Financial Aid Withdrawals, Refunds And Repayment Policy

Financial aid is awarded to a student under the assumption that the student will attend school for the
entire period for which the assistance is awarded. When a student withdraws or merely stops
attending, the student may no longer be eligible for the full amount of aid that the student was paid
or scheduled to receive. The Office of Financial Aid is required by federal statute to recalculate
federal financial aid eligibility for students who withdraw, stop attending, drop out, are dismissed or
take a leave of absence. Up through the 60 percent point in each payment period or period of
enroliment, a pro-rata schedule is used to determine the amount of Title IV funds the student has
earned at the time of withdrawal. After the 60 percent point in the payment period or period of
enrollment, a student has earned 100 percent of the federal aid he or she was scheduled to receive
during the period.

Unearned aid is returned in the following order:

e Unsubsidized Federal Direct Loans

e Subsidized Federal Direct Loans

o Federal Direct Parent (PLUS) Loans

o Federal Pell Grants for which a return of funds is required

o Federal Supplemental Educational Opportunity Grants for which a return of funds is required
e Other assistance under this Title for which a return of funds is required (e.g., LEAP)

Cautionary Note: Withdrawals may have a negative impact on students’ academic progress
standing and future aid eligibility.

Alternative Funding Sources

Many business enterprises, labor union locals, churches and faith-based organizations, and

http://www.ccp.edu/site/academic/catalog/college_costs.php[12/2/10 11:31:35 AM]


http://my.ccp.edu/cp/home/loginf
http://my.ccp.edu/cp/home/loginf
https://studentloans.gov/
http://www.aessuccess.org/

Community College of Philadelphia - College Costs

community groups award scholarships for collegiate studies. Parents of prospective students are
encouraged to ascertain from employers and union offices what benefits may be available for their
dependents. Students who are employed are sometimes eligible for financial assistance by their
employers.

For information on scholarships and awards presented by an employer, contact the employer’s
Human Resources Office.

Veterans
Scholarships for Veterans, Spouses and Dependents

A $3,000 scholarship toward tuition and fees is available for National Guard and Reserve Troops
called to serve under Operation Iraqi Freedom and Operation Enduring Freedom.

Post-9/11 GI Bill

Effective August 1, 2009, veterans may be eligible for new benefits under this bill if they served at
least 90 aggregate days on active duty after September 10, 2001, and are still on active duty or
were honorably discharged or released. Veterans may also be eligible if they were honorably
discharged from active duty for a service-connected disability and served 30 continuous days after
September 10, 2001. Basic benefits may include cost of tuition and fees, monthly housing allowance,
and books and supplies. Since the new law contains many major differences from the current
Montgomery Gl Bill, veterans are advised to visit www.gibill2.va.gov for additional information
about the major changes contained in the law.

Other programs and benefits are also available for veterans, spouses and dependents. Please visit
the Veterans Resource Office located at the Career Services Center in the Center for Business and
Industry, Room C1-34; e-mail vro@ccp.edu; or visit the Veterans section on the College’s Web
site.

Community College of Philadelphia complies with all regulations established by the Veterans
Administration for students enrolled under VA programs, as required by Title 38, United States Code,
Section 3675. Men or women eligible for assistance under the Gl Bill or other VA programs should
apply directly to the nearest VA office.

Scholarships and Awards

Community College of Philadelphia supports commitment to community college education through
the development of a viable student scholarship and award program. Individuals, organizations and
corporate donors are invited to establish awards or scholarships, in accordance with applicable
College policies, for students enrolled at the College or for use by the College’s students upon
transfer to other colleges and universities.

The Community College of Philadelphia Foundation has established many student scholarship
programs to recognize the accomplishments of our students and encourage lifelong learning for all
who may benefit. These scholarship programs support students by providing financial assistance for
tuition, books or other costs associated with attending college. There are also scholarships and
awards available to high school students who will begin their studies at the College.

Currently, the College Foundation and the Office of Institutional Advancement administer more than
120 student scholarship and award programs. There are scholarships and awards available based on
a student’s program of study, academic achievement, community/volunteer service and leadership.

For a complete listing of the scholarships and awards for which Community College of Philadelphia
students are eligible, click here.

For more information on Community College of Philadelphia scholarships and awards, please contact
the scholarship manager in the Office of Institutional Advancement, Annex—7th Floor, or 215-751-
8214.
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Student Life — Beyond the Classroom

You will find the following Student Life information—life at the College beyond the classroom—on this
page:

e Athletics
e Student Life Center

The Student Life program is designed to provide services addressing the unique needs and concerns
of students. Activities are designed and offered that support and complement pursuits of students.

Athletics

As a member of the Eastern Pennsylvania Collegiate Conference and the Pennsylvania Collegiate
Athletic Association, the College offers extensive intercollegiate athletic programs. Women’s sports
include basketball, volleyball, cross country, and track and field. Men’s sports include basketball,
volleyball, baseball, soccer, track and field, and cross country. Students participating in varsity sports
must be full-time and must not be on probationary status; full-time is 12 credits or more.

The Athletics Department also offers a number of intramural activities such as table tennis, bowling,
line dancing and rafting. The department has daily fitness activities which include step aerobics,
kickboxing, yoga and martial arts. Athletics focuses on keeping the College community fit and
healthy and sponsors health expos, educational seminars and other activities related to fitness.

The main athletic facility is the College Gymnasium. The Gymnasium has two regulation-size
basketball courts and seating for 1,400 spectators. The Fitness Center, located on the second level,
offers the latest weight training and aerobic exercise equipment. Also located on this level is an
exercise room designed for aerobics, dance and martial arts. Two racquetball courts and a
multipurpose room complete the second floor.

Lockers and showers are available for both students and staff. However, individuals utilizing lockers
are responsible for providing their own locks. Equipment such as basketballs and racquets may be
used with a valid school identification card.

Students and staff are required to follow all Athletics Department rules to help prevent accidents and
injuries. Copies of these rules are available through the Department in Room G1-12 and are posted
throughout the facility.

The hours of operation during the academic year (September through April) are Monday through
Friday, 7 a.m. to 7:30 p.m.; and Saturday, 9 a.m. to 1:30 p.m.

back to top
Student Life Center

A college education involves more than classroom instruction. The College recognizes that
experiences outside the classroom are important to the overall development of students and can
support the academic mission of the College. A strong cocurricular and extracurricular program is
provided to complement instructional activities.

Through the Student Life Center, located in Room S1-19 on the first floor of the Winnet Student Life
Building, a comprehensive program of social, cultural, recreational and informational activities is
planned and implemented to enhance the classroom experience. A variety of special interest
organizations satisfy diverse student interests and provide opportunities for students to develop
talents, leadership skills and civic responsibility.
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Some of the programs and services located in the Student Life Center include:

Health and Wellness

Health and Wellness activities offered by Community College of Philadelphia are designed to provide
health programming for students, staff and faculty. The activities are designed to raise awareness
about health maintenance issues, provide screenings and provide a convenient venue for community
health information. In addition, the activities support the mission of the College by assisting students
through health-related events that foster healthy lifestyles, attitudes and behaviors through
educational programming and outreach.

Student Media and Publications

The Vanguard, the student newspaper, presents news, sports, features and editorial commentary.
Students are responsible for the publication’s policy and content.

Limited Editions is the award-winning magazine for student poets, writers, artists and
photographers.

New Sights/New Visions is the English as a Second Language (ESL) magazine. It features all
levels of ESL writing by students representing the wide variety of countries and cultures enrolling in
the College’s ESL courses.

CAP Magazine represents student writing in the developmental programs of the College
Achievement Partnership.

Student Clubs and Organizations

Students who wish to be active in College organizations have the opportunity to develop current
interests, explore new ideas and meet new people. Over 40 chartered organizations provide a variety
of opportunities for full- and part-time students. Both curriculum-based and special interest student
clubs are available.

The Student Government Association is the official student organization that represents students’
interests in campus life. It offers various opportunities for leadership development and skills
enhancement. Representatives of student government may serve on College Standing Committees,
along with faculty and administrators, to recommend policies to the College president.

Phi Theta Kappa International Honor Society is the official honor society for two-year colleges. The
College’s Rho Upsilon Chapter consistently ranks as a “Five-Star Chapter” signifying the highest
standards for promoting excellence in the classroom, at the College and in the community.
Membership in Phi Theta Kappa is by invitation only and is based on scholastic excellence.

New Student Orientation

New students are invited to the College to meet with members of the College community to discuss
the many facets of college life that are usually of concern to new students and their families.
Additionally, faculty members are available to help new students make realistic decisions about a
program of study.

A number of New Student Orientation programs welcome students to the College each semester. A
combination of online and in-person programs are designed to assist students. The online orientation
program is offered to all admitted students. The in-person programs feature small group sessions led
by faculty, staff and continuing students. In these sessions, students learn how to use College
resources and find needed services. Other sessions familiarize students with course requirements
and faculty expectations. Also, the many academic opportunities available to students at Community
College of Philadelphia are explained.

back to top
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College Policies and Procedures
You will find the following College information on this page:
o Student Responsibility e Change of Curriculum
e Registration Procedures e Transfer Credits
e Student Load e Academic and Time Amnesty
e Auditing e Foreign Educational Credentials
o Attendance ¢ Graduation
e Formation of Sections and ¢ Commencement and Issuance of
Cancellation of Courses Diplomas
¢ Grading System ¢ Graduation Honors
¢ Reporting Grades e Student Code of Conduct
e Semester Honors e Cheating/Plagiarism
e Class Status e Judicial Affairs
e Policy on Academic Standards and e Student Right to Know Act
Progress e Privacy of Educational Records and
e Student Appeals Procedures Social Security Number
¢ Change of Student Information ¢ Photo/Video Release Agreement
¢ Change of Residency e Student Identification Card

Student Responsibility

All students are expected to understand all regulations in the College Catalog that may affect their
academic progress, financial obligations, relationships with College authorities, transferability of
credits for courses completed, acceptance of credits for graduation and eligibility to graduate.

Students in doubt about the meaning of any College regulation should seek advice from their
academic advisor, a counselor or an appropriate officer of the College.

Registration Procedures

Currently enrolled and previously enrolled students in good academic standing in any credit degree
or certificate program may utilize online registration to enroll for courses. All other students,
including those who are not permitted to drop/add classes via the Web, may visit the Enrollment
Services Counter at the Main Campus or any of the Regional Centers.

Students will be permitted to attend only those sections of courses for which they have officially
registered and paid. Students are not permitted to sit in on classes for which they have not
registered.

Priority Web registration will be available for eligible students based on the number of credits taken.

Successfully completed credits, including transfer credits, determine the dates priority Web
registration will be permitted. You may add or drop classes before the start date of the term
assigned to the course. A Web registration FAQ is available on My CCP on how to activate your
portal account (if you have not done so) and register for classes via the Web; registration can be
accessed through the Self Service Links channel by clicking on "Student Services" and "Register for
Classes."

It is the students’ responsibility, in consultation with their advisors, to make certain that any
registration changes will fulfill the degree requirements.

Student Load
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A full-time student is one taking 12 or more credit hours. Students expecting to graduate within two
years must successfully complete 15 to 17 credit hours each semester or complete summer courses.
The required number of credit hours depends on the curriculum in which the student is enrolled.

Many full-time students take longer than four semesters to complete the requirements for
graduation and to reach their personal goals. Some find it necessary to take developmental courses,
for which they do not receive credit, to develop critical basic skills in their first semesters. Others
elect to take only four courses a term to meet both the requirements of college-level academic work
and their own personal needs.

Careful planning and discussion with faculty and counselors can establish the best plan for the
student, who should keep an open mind in developing plans for educational and career success.

Auditing

With permission of the instructor teaching the course, a student may register in a course as an
auditor. No credit will be given.

Permission to change from study-for-credit status to auditing (no credit) status must be obtained
from the instructor by the end of the second week of the semester or the first week of the summer
session. The instructor must submit an Audit Form to the Office of Student Records and Registration.
The instructor may change the grade of an auditor either at mid-term or on the final grade report
from "AU" to "W" in case of excessive absence or lack of participation in the course.

Audited courses do not count in determining student eligibility for financial aid. Students receiving
financial aid should contact the Office of Financial Aid before changing a course from study-for-credit
status to auditing status. Audit grades will not be used in determining academic load for veterans
certification.

Attendance

Students’ participation in regularly scheduled sessions or classes is an essential part of the
instructional process. College students are expected to fulfill their academic responsibilities by
attending all classes unless prevented from doing so by illness or emergency.

If a student misses the equivalent of two weeks’ work in any class without an acceptable excuse, the
teacher may initiate an official drop form for the student and send it to the Office of Student Records
and Registration, which will inform the student and change the permanent record to a "W" for that
course. No drop can be processed after the equivalent of the eleventh week of classes, except in the
case of excused withdrawals (see Withdrawals from Courses under the section entitled Policy
on Academic Standards and Progress).

Faculty submit attendance reports after the 20 percent point for all terms and the 50 percent point
for any term that meets longer than 10 weeks.

Individual faculty members have the right to establish regulations regarding attendance at class
sessions and laboratories that they consider necessary for successful completion of the course
materials. These regulations may include a reduced grade for students who miss classes.

College policy requires faculty members to maintain accurate attendance records for certification to
outside funding agencies.
Formation of Sections and Cancellation of Courses

Formation and continuation of class sections and courses of instruction are subject to adequate
enrollment. The administration, acting on behalf of the Board of Trustees, reserves the right to
cancel a course or section, to change the time of meeting, to subdivide a section, or to combine two
or more sections as circumstances may require.

Grading System

The grading system at Community College of Philadelphia is a letter system with associated quality
points, which are used to compute cumulative grade point averages.

Grades Q.P.*

A 4 Outstanding
B 3 Good

C 2 Satisfactory
D 1 Passing

F 0 Failure

*Number of quality points earned

Other Grades

As a result of testing and placement, students may be required to register for certain courses which
do not carry credit towards graduation. These courses are numbered below 100. They are graded

"Pass," "Making Progress™ and "Fail." The "Making Progress" grade may also be used in English
101, English 108 and English 109.
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P Pass
MP Making Progress
F Fail

(Not factored into grade point average)

Other Designations:

W Withdrawal

AU Audit

NR No report from instructor at the time grades were processed
1 Incomplete

The total number of quality points received for the semester may be computed as follows:

1. For each course for which a grade was received, multiply the number of credit hours for that

course by the number of quality points earned (determined by the grade received for that
course, using the chart of equivalents above).

2. Total the results.

3. The grade point average for the semester may then be computed by dividing the total
number of quality points received by the total number of credit hours for all of the courses

for which grades were received. (The cumulative grade point average is determined by doing

the above figuring for the total number of semesters attended.) Courses from which a
student has officially withdrawn are not included in the computation; however, they are

counted in calculating academic progress.

Reporting Grades

Mid-term grades reflecting a student’s level of academic performance as of the 50 percent point of

the semester are assigned by faculty members. These grades are unofficial and do not appear on the

student’s transcript. The grades are designed to inform students of their mid-term standing and
assist in making course selections for the next term.

Students may access mid-term and final grade information online using My CCP. Paper grade mailers

may be provided upon written request made to the Office of Student Records and Registration.

Semester Honors
Students must:

1. Achieve a semester grade point average of at least 3.2;
2. Complete at least 6 credit hours in courses carrying credit toward graduation;
3. Receive no grade of less than "C" during an academic honors list semester (i.e., fall or spring

semester);

4. Receive no "Incomplete"” grade during the academic honors semester.

Class Status

Class status, either freshman or sophomore, is determined by the number of credit hours earned.
Freshman status is maintained up to and including 29 credit hours. Sophomore status begins when

30 credits have been earned.

Policy on Academic Standards and Progress

(This policy is effective Fall 2009 and applies to all credit students, whether or not they receive

financial aid.)

I. Academic Standards and Progress Policy

(Note: Students receiving financial aid are held to additional satisfactory academic progress

regulations found in section VI.)

A. GPA Policy: Students must maintain a cumulative grade point average for all college
credited courses according to the following College schedule. GPA will be assessed after a
student has attempted 12 college credited hours. (Note: Developmental courses will not

count toward GPA calculation.)
Minimum Required
Cumulative GPA

1.40

1.50

1.60

1.75

1.85

2.00

B. Progress Policy: Students must maintain satisfactory progress for all courses. Satisfactory
progress will be based on a cumulative successful completion of 67% of all credits attempted
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and will be assessed after a student has attempted 12 credit hours. For the purposes of
calculating satisfactory progress, withdrawals made within the refund period will not count
toward the calculation of progress. A grade of "A," "B," "C," "D," "P" or "MP" will be
considered a successful completion. However, a grade of "MP" cannot be given in the same
course more than two times. On the third attempt, a grade of "MP" will be converted to a
grade of "F."

C. Students who do not maintain satisfactory course completion and/or GPA will:

1. Be put on full-time (13 credits maximum) academic probation. Students on

academic probation of any kind must meet with a counselor before registering for
any term.

. At the end of any full-time academic probation term, a student will be evaluated as

follows:

a. If the student has met the cumulative 67% completion rate and the GPA
requirements, he/she will be removed from academic probation

b. If the student is either below the cumulative 67% completion rate or the
GPA standard but has earned grades of "A,” "B," "C," "P" or "MP" in 67% of
the credits attempted for that term, he/she will continue on full-time
academic probation. When the student achieves the cumulative 67%
completion rate and GPA requirements, he/she will be removed from
academic probation. Students may not register until they have met with a
counselor.

c. If the student fails to earn a grade of "A,” "B," "C," "P" or "MP" in 67% of
the credits attempted for the term, he/she will be placed on part-time (7
credits maximum) academic probation. Students on part-time academic
probation during any summer term will be limited to 3 credits or 6 credits for
offerings spanning 14 weeks. Students may not register until they have met
with a counselor. Students wishing to appeal their part-time academic
probation status may do so through the Counseling Department. Final
adjudication will rest with the Reinstatement Committee

3. At the end of the first part-time academic probation term, a student will be

evaluated as follows

a. If the student has met the cumulative 67% completion rate and the GPA
requirements, he/she will be removed from academic probation.

b. If the student is either below the cumulative 67% completion rate or the
GPA standard but has earned grades of "A,"” "B," "C," "P" or "MP" in all
credits attempted for that term, he/she will be permitted to continue on
part-time (7 credits) academic probation until such time that the student
achieves the cumulative 67% completion rate and GPA requirements, and is
removed from academic probation. Students may not register until they have
met with a counselor.

c. If the student fails to earn a grade of "A,” "B," "C," "P" or "MP" in all credits
attempted for the term, he/she will be dropped from the College for poor
scholarship and/or insufficient progress.

4. After a student is dropped for poor scholarship and/or insufficient progress for the

first time, he/she will be required to sit out for one term, with summer counting as
one term, before applying for reinstatement. Students wishing to appeal the
requirement to sit out for one term may do so through the Counseling Department.
Final adjudication will rest with the Reinstatement Committee.

. After a student has sat out the minimum of one term, he/she may return to the

college on part-time (7 credits) academic probation but cannot be registered until
he/she has met with a counselor. Students who return to the College after dismissal
will be assessed at the end of each term in accordance with the part-time academic
probation sequence described above.

. Students who are dropped for either insufficient progress or poor scholarship

following reinstatement may not be reinstated until they appeal successfully to the
Reinstatement Committee. All students who are reinstated based on appeals will be
placed on part-time (7 credits) academic probation and will be assessed at the end of
each term in accordance with the part-time academic probation sequence described
above.

The chart below shows sample calculations of necessary course completion rates based on
the 67% completion rate and minimum GPA requirements.

Attempted Credits Minimum GPA Calculation Applied Required Completion Rate

12
18
25
37
49
60
72

1.40 12 x 67% = 8 credits completed

1.50 18 x 67% = 12 credits completed
1.60 25 x 67% = 17 credits completed
1.75 37 X 67% = 25 credits completed
1.85 49 x 67% = 33 credits completed
2.00 60 X 67% = 40 credits completed
2.00 72 X 67% = 48 credits completed
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84
90

2.00 84 X 67% = 56 credits completed
2.00 90 X 67% = 60 credits completed

I1. Policy on Repeated Courses

Note: The Academic Progress Policy for CAP A-level students supersedes this policy.

A.

B.

Students may repeat courses to improve an initial grade of "B," "C," "D" or "F."
The following conditions apply:

1. When a student repeats a course for the first time (second attempt), the
higher grade earned (either initial grade or grade of second attempt) will be
the grade counted in the calculation of the GPA.

2. When a student repeats a course for the second time (third attempt), the
highest grade earned (either initial grade or grades of second or third
attempt) will be the final grade counted in the calculation of the GPA.

3. Courses repeated three or more times (fourth attempt or greater) are not
calculated in the GPA.

A grade of “MP” will not be given for a third time in the same course. The “MP” grade
may be awarded no more than twice. Any “MP” for a third subsequent attempt will
be converted to an “F.”

. Credit for a course is given only once. Each attempted grade will appear on a

transcript. Note: Some colleges to which students may wish to transfer do not accept
this method of calculating grade point averages.

I1l. Incomplete Work

A.

B.

The letter “I” on a student’s grade report or transcript indicates that a student has
not completed all the requirements for a grade in a course.

The instructor will inform the student of the work to be completed and the date that
it is due. Notification of the incomplete grade will be forwarded to the department
head through the use of the incomplete grade form.

. An incomplete grade becomes a failing grade (“F”) if the work is not completed

within six weeks from the end of the final exam period in which the “I” grade was
assigned.

. An “I” will not be counted in the student’s grade point average and academic

progress in determining academic standing.

Since only completed work can be counted as making progress toward the degree,
students must be aware that an incomplete grade may have implications for
qualifying for financial aid. In addition, incomplete grades will not satisfy
requirements for prerequisites.

1V. Withdrawals from Courses

A.

Students may withdraw from a course(s) but must do so by the published deadline
for each term. After this date, students will be assigned the grades they have
earned. Students who withdraw after the refund period and before the deadline date
for any term will earn a grade of “W” on their transcript. Note that excessive
withdrawals will affect academic progress.

. Students may drop a class via MyCCP or by completing the necessary form,

available from the Office of Student Records and Registration, and submitting the
form to this same office. Students are strongly encouraged to consult a counselor, if
on academic probation, or an academic advisor prior to dropping courses.

. Students completely withdrawing from a term must complete the necessary form,

available from the Office of Student Records and Registration, and submit the form
to this same office. Students must consult a counselor prior to withdrawing from an
entire roster of classes for any term.

. The date when the Office of Student Records and Registration is in receipt of the

appropriate drop or withdrawal form is the official date of withdrawal. A student who
cannot appear in person to fill out a withdrawal form must send a letter or e-mail
stating the date and reason for the withdrawal. Absence from class or merely
notifying the professor does not constitute withdrawal. An instructor may initiate a
withdrawal (according to Policies and Procedures No. 5). (Note: Students should not
assume that an instructor will initiate such withdrawals.)

. Students who are unable to complete a course(s) because of serious illness or other

emergency may apply for an excused withdrawal within two years of the occurrence
to the Office of Student Records and Registration. Excused withdrawals are not
counted in determining academic progress; however, excused withdrawals are
counted as an attempt when awarding financial aid. Satisfactory documentation of
the illness or emergency will be required.

V. Reinstatement

Students applying for reinstatement to the College must submit an Application for

Reinstatement Form to the Reinstatement Committee. Applications may be obtained in the
Division of Educational Support Services Office. Forms must be submitted no later than the
deadline dates stated in the calendar in the College Catalog. Applications received after the
deadline dates will be rolled over and considered for the following academic term. Students
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will be notified in writing of the Committee’s decision.

V1. Satisfactory Academic Progress Requirements for Students Receiving
Financial Aid

A student receiving financial aid is required to make progress towards his or her program of
study each term. To maintain eligibility for financial aid, the course completion rate is two-

thirds successful completion (67%) and maintaining minimum GPA requirements. However,
academic progress standards set by Financial Aid Regulations are stricter than the College’s
Academic Standards and Progress Policy:

A. Both academic and time amnesty that the College approved do not apply for
purposes of computing financial aid academic progress.

B. All excused withdrawals are counted as attempted credits.
C. Financial aid eligibility is limited to 150% of the credits needed to graduate for each
program of study. All attempted credits are counted toward this maximum,
regardless of whether or not a student received aid during previous periods of
enrollment. Credits transferred into the College are counted toward the 150%
maximum limit.
There is a maximum limit of 30 developmental course credits.
Incomplete (“I”) or unreported (“NR”) grades are counted as attempted credits.
All attempted credits are counted whether or not a student received financial aid.
Students reinstated after being dropped for poor scholarship and/or insufficient
progress will be ineligible for financial aid until they return to good academic
standing. The Office of Financial Aid will review financial aid academic progress
after each term. Students deemed not to be making satisfactory academic progress
will be placed on financial aid probation. Students not meeting the probationary
conditions as described in the Academic Standards and Progress Policy will be
ineligible for financial aid. A student who failed to make academic progress may
submit to the Financial Aid Academic Appeals Committee a request to have his/her
financial aid eligibility reinstated based on:

1. a death in the family;

2. an injury or illness; or

3. other extenuating circumstance

@mmo

Appeals must be supported with appropriate documentation. The decision of the Financial Aid
Academic Appeals Committee is final.

Student Appeals Procedures

A student may lodge a complaint about any matter in which he or she feels unjustly treated
by following the College’s appeals procedures, details of which are available in the Student
Handbook or in the Counseling Center located in Room W2-2.

Change of Student Information

The Office of Student Records and Registration must be notified in writing of all changes of
name, address and Social Security Number. It is the student’s responsibility to keep the
College informed.

Official or legal documentation is required to change a name or Social Security Number. A
valid Social Security card is required to change or correct a Social Security Number. To
change or correct a name requires a state-issued photo ID or driver’s license, court order,
marriage license or birth certificate.

Change of Residency

Students attending the College for the first time who wish to change their residency must
visit the Office of Admissions to submit the appropriate documents and complete the change
of residency form. Returning students must visit the Office of Student Records and
Registration to change their residency status. Change of residency for tuition and mailing
purposes is the sole responsibility of the student. Please note that a student’s residency
classification for purposes of tuition calculation will not be adjusted after the third week of
the semester. Any changes made to residency after the third week will be reflected in the
following semester.

Change of Curriculum

To change curriculum, a student must first go to either the Counseling Center or the
Academic Advising Office and discuss the proposed change. With the counselor’s or advisor’s
advice and approval, the student must complete a change of curriculum form that will be
forwarded to the Division of Enrollment Services for final approval and implementation.
Students seeking entrance to an Allied Health program by way of the change of curriculum
process must consult the specific counselors designated to advise these students and meet
the required deadlines.

Students must follow the curriculum outlined in the Catalog in effect for the academic year
they enter a program. If students change their curriculum, they must then follow the Catalog
in effect for the academic year that they enter the new program.

If a curriculum is revised while students are enrolled in the program, students have the
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following options:

o Continue to follow the requirements in the existing curriculum; OR

o Change to the revised curriculum if the new requirements are better suited for
transfer or employment. If students elect to follow the new curriculum, they may not
return to the previous curriculum requirements.

Transfer Credits

Transfer credit evaluation is the appraisal of a student’s transcript from another institution to
determine eligibility for credit to be granted. At Community College of Philadelphia, the
Office of Student Records and Registration will evaluate all official transcripts received from
the student’s previous college or university. Evaluation of transcripts is a two-step process:
First, students must request that all post-secondary institutions previously attended send
transcripts of their academic records to:

Community College of Philadelphia
Placement/Transcript Evaluator
Office, BG-6

1700 Spring Garden Street
Philadelphia, PA 19130-3991

Second, students must complete a Transcript Evaluation Request form. These forms are
available at the Enrollment Services counters (Main Campus and Regional Centers), the
Transcript Evaluator’s Office (BG-6) and the Academic Advising Office (W1-1) or online.

Generally, transfer credits will be awarded for courses taken at an accredited postsecondary
institution (i.e., based on accreditation by one of the seven regional institution accrediting
bodies) in which the grade earned was “C-" or better. This statement is qualified as follows:

1. Transfer of course credit earned 10 or more years prior will be accepted in the same
manner as all other requests, except where the department has designated
otherwise. In these instances when transfer credit is not awarded, the student may
submit his/her previous work as evidence in support of an application for Credit by
Examination or Life Experience or course waiver providing it is not contrary to
existing College Policies and Procedures. In addition, the College reserves the right
to require assessment and mandate appropriate placement into courses considered
essential for satisfactory academic progress.

2. Credit will be awarded for religion and philosophy courses given at a sectarian college
when the catalog indicates that the courses were not given as dogma.

3. Credit will be awarded for courses from an accredited college in which the grade
earned was “C-" or better, whether or not similar courses are offered at Community
College of Philadelphia. These courses may satisfy both distribution and graduation
requirements. Grades of “C-" or better earned at institutions accredited by
organizations other than regional accrediting bodies will not be considered for credit
or as prerequisites of a subsequent course at Community College of Philadelphia. A
student must still complete his or her full complement of credits and the total
quantitative requirements for graduation. However, previous work may be submitted
as evidence in support of an application for Credit by Examination or Life Experience
or course waiver providing it is not contrary to existing College Policies and
Procedures.

4. If a student has completed work in a highly specialized curriculum in which there
were courses directly related but not parallel to those offered at Community College
of Philadelphia, the appropriate discipline would be consulted in the evaluation
process. Should transfer credit not be awarded, the student may submit his/her
previous work as evidence in support of an application for Credit by Examination or
Life Experience.

5. If a student has taken a 2-credit course at an accredited college, credit will be
awarded as follows:

a. If two semesters of a two-semester course or sequence are completed, the
student receives 4 transfer credits but must complete the second semester
of the Community College of Philadelphia course or sequence for which
he/she will be awarded full Community College of Philadelphia credit.

b. If a one-semester, or one semester of a two-semester course is taken, the
student will receive 2 transfer credits which may, with the appropriate
discipline approval, satisfy a course prerequisite, but he/she will have to
make up the 1 credit, quantitatively, in another course.

6. If a student seeks credit for work completed under the quarter system, credit will be
awarded based on a ratio of 2:3 (i.e., a one-quarter course of three-quarter hours
equals two semester hours and will be treated as one 2-credit course).

NOTE: Community College of Philadelphia will grant degrees only to students who have
earned at least 30 of the credit hours in residence and will grant certificates only to students
who have earned at least one half of the credit hours in residence, not including Credit by
Examination or Credit for Life Experience. Students on active duty with the Armed Forces
need to earn only 15 credits at the College.
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Academic and Time Amnesty

The College recognizes that sometimes students are unsuccessful academically for a variety
of reasons. Later the students may discover that a low GPA is a barrier to entry into
occupational fields or further academic progress. Therefore, the College has established
Academic and Time Amnesty Policies to allow students a second chance.

Amnesty refers to “forgiveness” of a student’s grade of “D,” “F,” and/or “W.” Amnesty results
in the recalculation of GPA and a reassessment of a student’s academic progress. Students
are eligible for one application of Academic Amnesty and one application of Time Amnesty.
Requests for additional amnesty approval of either type must stipulate the extenuating
circumstances and will be considered, on an individual basis, by the vice president for
Academic Affairs.

Two types of amnesty exist at Community College of Philadelphia: Academic Amnesty and
Time Amnesty. Academic Amnesty is limited to grades of “D” and “F” received in courses
which are peculiar to and required by the student’s previous curriculum. Time amnesty
applies to students who have interrupted their attendance for three or more years and
affects all courses in which a grade of “D,” “F” or “W” was earned.

Federal Student Aid program regulations do not provide for Time Amnesty or for Academic
Amnesty in evaluating a student’s eligibility for financial aid.

I. Academic Amnesty Requirements

A. In order to qualify for Academic Amnesty, the student:
1. Must be transferring from one Community College of Philadelphia curriculum to a
different Community College of Philadelphia curriculum; and
2. May not have received Academic Amnesty for past performance.
B. Once approval for Academic Amnesty has been granted, the recalculation of the
student’s academic record shall:
1. Exclude previous "D" and "F" grades, for which Academic Amnesty has been
granted, from the GPA;
2. Retain "D," "F" or "W" grades as part of the academic progress assessment;
and
3. Not allow Academic Amnesty for courses used for previous Community
College of Philadelphia graduation requirement

Il. Time Amnesty Requirements

A. In order for a student to qualify for Time Amnesty:
1. Three or more years must have elapsed since the last grade was received;
2. The student must have successfully completed 6 credits, with at least a
grade of “P” or “C” in each course; and
3. Time Amnesty may not have been received for past performance.

B. Once approval for Time Amnesty has been granted, the recalculation of the student’s
academic record shall:

1. Exclude from the GPA previous “D” or “F” grades;

2. Eliminate course credits for “D” grades from the student’s academic record;
or

3. Exclude previous “F” and “W” grades from calculation for progress.

4. Not allow Time Amnesty for courses used for previous Community College of
Philadelphia graduation requirements.

I11. Procedure for Academic or Time Amnesty Approval

A. The student will file a petition for Academic or Time Amnesty with the Counseling
Department.

B. The petition will be forwarded to the vice president for Academic Affairs for approval.

C. All petitions will be forwarded to the Office of Student Records and Registration for
appropriate action.

D. The Office of Student Records and Registration will notify the student of the outcome
of the petition.

E. The grades of “D,” “F” and “W” that have been granted amnesty will remain on the
student’s academic record followed by the appropriate code.

Foreign Educational Credentials

Foreign educational credentials must be evaluated initially by a recognized evaluation and/or
translation service. Contact the Transcript Evaluator’s Office, Room BG-6, at 215-751-8916
for a list of service agencies.

Graduation

Commencement and the official awarding of degrees take place only at the conclusion of the
spring semester. However, a student may fulfill graduation requirements at the conclusion of
any semester or summer session.

Students who intend to meet the requirements for graduation at the end of any semester or
summer session should notify the graduation evaluators in the Office of Student Records and
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Registration. Students must apply online using My CCP. Students must apply no later than
three weeks after the start of the student’s last semester or summer session.

Community College of Philadelphia will grant degrees only to students who have earned at
least 30 of the credit hours in residence and will grant certificates only to students who have
earned at least one half of the credit hours in residence, not including Credit by Examination
or Credit for Life Experience. Students on active duty with the Armed Forces need to earn
only 15 credits at the College.

Commencement and Issuance of Diplomas

Diplomas will be issued as soon as possible after the completion of the student’s final
semester/session.

Students who, in the opinion of the director of Student Records and Registration, are
reasonably sure of completing degree requirements at the end of summer | session, have
the option of attending ceremonies prior to the beginning of summer | session or those of
the following spring.

Students who have completed their degree requirements by the end of the spring semester
(or by the preceding academic year’s fall semester or summer Il session) will be invited to

graduation ceremonies after the end of that spring semester. Students enrolled in curricula

normally mandating attendance during summer Il session to complete requirements will be
permitted to attend ceremonies just prior to the beginning of summer | session of that year
only if given permission by the dean of Enrollment Services.

Graduation Honors

The Commencement program and the diploma will carry special designations for students
who complete their work with outstanding academic records according to the following
cumulative grade point averages:

3.2 - With Honor
3.5 - With High Honor
3.8 - With Highest Honor

Note: Commencement honors for spring semester and summer | session are based on the
cumulative GPA at the end of the fall semester.

Student Code of Conduct

Every student is expected to be fully acquainted with and comply with all policies, rules, and
regulations outlined in the Student Code of Conduct. The Student Code of Conduct is
contained in the Student Handbook, which is published and updated each year. Copies of the
Student Handbook are available through the Student Life Center located in Room S1-19.

Cheating/Plagiarism

All students are expected to understand what constitutes cheating and plagiarism. The
Cheating and Plagiarism Resolution is contained in the Student Handbook, which is available
through the Student Life Center located in Room S1-19.

Judicial Affairs

The Judicial Affairs officer, located in the Office of the Dean of Students, Room S1-10, is
responsible for administering the College’s Judicial Affairs program. The Student Code of
Conduct provides the specific policies and procedures for governing student behavior. All
students are expected to become familiar with their rights and responsibilities and the
standards of student behavior as outlined in the Student Handbook under the Student Code
of Conduct.

Student Right to Know Act

Information regarding the Student Right to Know Act is available through the Office of the
Dean of Students located in Room S1-10.

Privacy of Educational Records and Social Security Number

Each year the College informs students of the Family Educational Rights and Privacy Act
(FERPA) of 1974. This act is intended to protect the privacy of educational records, to
establish the right of students to inspect and review their educational records, and to provide
guidelines for the correction of inaccurate or misleading data through informal or formal
hearings.

The Family Educational Rights and Privacy Act (FERPA) of 1974 (as amended) affords
students certain rights with respect to their education records. They are:

1. The right to inspect and review the student’s education records within 45 days of the
day the College receives a request for access.

Students should submit to the director of Student Records and Registration, dean,
head of the academic department or other appropriate official, written requests that
identify the record(s) they wish to inspect. The College official will make
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arrangements for access and notify the student of the time and place where the
records may be inspected. If the records are not maintained by the College official to
whom the request was submitted, that official shall advise the student of the correct
official to whom the request should be addressed.

2. The right to request the amendment of the student’s education records that the
student believes are inaccurate or misleading.

Students may ask the College to amend a record that they believe is inaccurate or
misleading. They should write the College official responsible for the record, clearly
identify the part of the record they want changed and specify why it is inaccurate or
misleading.

3. The right to consent to disclosure of personally identifiable information contained in
the student’s education records, except to the extent that FERPA authorizes
disclosure without consent.

One exception which permits disclosure without consent is disclosure to school
officials with legitimate educational interests. A school official is a person employed
by the College in an administrative, supervisory, academic, research or support staff
position (including law enforcement unit personnel and health staff); a person or
company with whom the College has contracted (such as an attorney, auditor or
collection agent); a person serving on the Board of Trustees; or a student serving on
an official committee, such as a disciplinary or grievance committee, or assisting
another school official in performing his or her tasks.

A school official has a legitimate educational interest if the official needs to review an
education record in order to fulfill his or her professional responsibility.

4. The right to file a complaint with the U.S. Department of Education concerning
alleged failures by Community College of Philadelphia to comply with the
requirements of FERPA. The name and address of the office that administers FERPA
is:

Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue, SW
Washington, DC 20202-5920

Although Community College of Philadelphia does not publish a public directory, the Office of
Student Records and Registration, at its discretion, does disclose the following information:
name, address, e-mail address, telephone numbers, curriculum, full-time or part-time
status, dates of attendance and degree(s) conferred (including dates).

Currently enrolled students may, under the provisions of FERPA, withhold disclosure of such
information. To prevent disclosure, written notification must be received by the Office of
Student Records and Registration by October 1 of the fall semester and February 15 of the
spring semester.

The College will honor each request to withhold the information listed above but cannot
assume responsibility to contact a student for subsequent permission to release them.
Decisions about withholding information should be made very carefully. Should a student
decide to inform the College not to release information, any future requests for such
information from non-institutional persons or organizations will be refused.

Community College of Philadelphia assumes that failure to request the withholding of
“directory information” indicates approval for disclosure.

Community College of Philadelphia uses SunGard Higher Education’s Banner Application
as its administrative software system. Student identification numbers are system-
generated. In order to use the College’s voice response system and access the College’s
portal, MyCCP, for online services, this identification humber must be used with a personal
identification number (PIN) provided by the College. In addition, the College requires the
Social Security Number (SSN) as a condition of enroliment. Although it is not used as the
primary student identification number, the SSN is required for tax reporting, financial aid
processing and educational tracking purposes. Community College of Philadelphia will not
disclose the SSN without student consent unless required to do so by federal, state or local
law.

Photo/Video Release Agreement

Community College of Philadelphia uses photographic, video and/or digital images taken of
students on College property and at College events, as well as quotes provided by students,
in publications, advertisements, promotional materials and audiovisual productions
associated with marketing and/or student recruiting.

Currently enrolled students may request not to be photographed or videotaped by sending
written notification to the Office of Student Records and Registration by October 1 of the fall
semester and February 15 of the spring semester.
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Community College of Philadelphia assumes that failure to request in writing not to be
photographed or videotaped demonstrates approval for the College to use images in its
marketing and/or student recruitment materials.

Student ldentification Card

An identification card is issued for a $10 fee to all new students. It is the student’s official
College identification. Photo ID cards are used for admission to the campus and access to its
facilities. A valid ID card is required for various student services on campus such as all in-
person transactions, checking out materials in the library, access to computer labs and using
the Gymnasium.

Your card must be shown upon request by any faculty member, security officer or any other
official member of the College staff. You also may be asked for other identification to prove
who you are. You must show it if requested.

Abuse of an ID card could result in disciplinary action by the College. If the card is lost or
stolen, contact the Security Office, Room M1-23, for information on replacing it. Each
additional replacement is $10.
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Services

You will find the following information about College centers, labs, resources and student services on
this page:

e Academic Advising e Learning Labs

¢ Assessment Center e Library

e Career Services Center e Student Academic Computer Centers
e Center on Disability ¢ Veterans Resource Office

e Child Development Center ¢« Women’s Center

e Counseling Center

Academic Advising

Academic Advising is provided to students in all programs of study at the College. Advisors are
faculty members from various disciplines who work with students in good academic standing to verify
educational plans, review program requirements and select courses; together, they ensure that each
student’s chosen program of study integrates and supports personal, academic and career goals. In
addition, students are assisted with transfer information, graduation status and referrals to college
offices and resources as needed. Students are also provided information about institutional policies,
procedures and programs. While the ultimate responsibility for making decisions about personal goals
and educational plans rests with each student, the advisor assists by helping to identify and assess
various options and the consequences of a student’s choices.

For initial appointments, referrals and information related to all aspects of academic advising,
students are urged to stop by Room W1-1, call 215-751-8777 or e-mail advising@ccp.edu.

Assessment Center

The College maintains the Assessment Center where new students can complete placement tests
prior to orientation and registration in order that they may demonstrate their skill level in the areas
of reading, writing and math. Continuing and returning students may satisfy the placement test
requirement by arranging to be tested in this Center.

Testing may be waived for students with qualifying scores on the SAT of 510 Critical Reading and 470
Math and on the ACT of 21 English and 17 Math. Once the student has taken the College placement
test, test scores are valid for two years. Students must be retested after a two-year period unless
they have successfully completed an English and/or a mathematics course during this time.

The Assessment Center administers admissions tests for select programs, placement for specific
courses, as well as GED® tests for high school equivalency diplomas. For additional information,
please call 215-751-8006 or visit us online.

Career Services Center

Comprehensive career services are available to all Community College of Philadelphia students at the
Career Services Center. The Center offers individual appointments and workshops on résumé and
letter writing, interview preparation, job search strategies and career decision making and planning.
The Center assists students and graduates in developing successful strategies to find Work-Study,
part-time, full-time and summer employment.

The College maintains an online résumé and job posting service at www.collegecentral.com/ccp.
The Career Services Computer Lab has software for designing résumés and assisting the user in
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interview strategies. It also has a computer program to aid in career development—interest and
skills assessment, educational requirements, job outlook and salary range.

Recruiters from local businesses visit the College regularly to interview potential employees. The
Center staff also coordinates an annual spring job fair. Contact the Center for workshops, recruiting,
job fairs and special programming schedules or use the Announcements feature on the online
service.

The Career Services Center is located in C1-34 of the Center for Business and Industry. For further
information, please call 215-496-6176.

Center On Disability

Reasonable accommodations and academic adjustments are coordinated for all qualified students
with disabilities on an individual basis through the College’s Center On Disability. In order to receive
special accommodations, students are required to both submit comprehensive documentation from a
qualified professional stating the nature of their disability and attend a meeting at the Main Campus
with the Center’s counselor to discuss and review appropriate academic adjustments. To ensure
timely and effective service provision, students requiring special accommodations are urged to apply
to the College no later than one month before the start of the semester. Students with disabilities
are encouraged to call the Center On Disability at 215-751-8050 or visit us on the Web.

back to top
Child Development Center

Child care is available for students at the College’s Child Development Center, which is located at 540
N. 16th Street, between Callowhill and Spring Garden streets. The Center is managed by Knowledge
Learning Corporation, Inc., and serves children ages 18 months to five years. Hours of operation are
7 a.m. to 6 p.m. Children bring their lunches. Morning and afternoon snacks are provided. The
Center is a “peanut free” environment. Foods containing nuts or nut byproducts are not permitted.
The Child Development Center offers a toddlers program and a three-to-five-year-old program.
Recognizing that a child’s first educational experiences are very important, both programs are
designed to meet the developmental needs of children as they grow. The Child Development Center
also provides drop-in care on a space-available basis. For drop-in care, copies of a child’s most
recent physical will need to be provided.

The Center adheres to all state requirements and is currently seeking full accreditation by the
National Association for the Education of Young Children (NAEYC). For further information regarding
registration procedures, fees, fee payment policies, summer programs, required physical and health
policies, and visits/tours, call the Center director at 215-751-8764 or 8765.

Counseling Center

The College offers free, comprehensive counseling to all its students. The Counseling Center is
staffed by full-time, professional counselors. Educational, career and personal counseling are
available to individuals and groups. Counselors also assist students and graduates who wish to
continue their education at other institutions. Information discussed in counseling is kept strictly
confidential.

The Counseling Center is located in W2-2 and can be reached by calling 215-751-8169. Counselors
are also available at each of the Regional Centers. Please visit the Counseling Department online
for more information on counseling services.

Learning Labs

The Learning Labs provide supplementary instructional assistance by faculty and peer tutors to
students registered in a variety of college courses. Peer tutors are accomplished students who have
been trained to assist other students. The Lab’s faculty members include specialists in reading, study
skills, English as a Second Language, writing, mathematics, science and learning disabilities.
Together, peer tutors and faculty reinforce and supplement material taught in class.

The Central Learning Lab (Room B1-28) specializes in Humanities, Social Science and English. The
South Learning Lab (B2-36) handles Business and Mathematics. The West Learning Lab (W3-26)
deals with Biology, Chemistry, Allied Health and Nursing. Services are also provided at the Northeast,
Northwest and West Regional Centers. For more information and a complete list of day, evening and
Saturday hours, call 215-751-8480 or visit us online.

Library

The Main Campus Library is located just beyond the entrance to the Mint Building near 17th and
Spring Garden streets. An online catalog and integrated network provide access to the College
Library collection and numerous electronic databases. Classes taught by the Library faculty provide
students with the knowledge and skills to locate, evaluate and use a wide range of resources to
support their college course work. The Library is open Monday through Friday, 8 a.m. to 10 p.m.;
Saturday, 8:30 a.m. to 5 p.m. Hours are subject to change, particularly during the summer terms
and intersession, but the current hours will be posted at the main entrance to the Library.

The Northeast Regional Center, located at 12901 Townsend Road, and the Northwest Regional
Center, located at 1300 W. Godfrey Avenue, both have library facilities. The hours for each Regional
Center Library are available from the Library Web page and posted at each location. Your College ID
card, with current validation, is required to enter the Library and to borrow materials.
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For more information, visit the Library online.

Student Academic Computer Centers (SACC)

The Student Academic Computer Centers (SACC) offer students access to computer workstations
with various software applications required in all disciplines at the College, including e-mail, the Web
and laser printing. Student computer access is available on the Main Campus in rooms B2-33 and
C3-17 and at the Regional Centers in rooms NW-120 and NE-123. Informational brochures detailing
services and hours are available at each site.

Veterans Resource Office

Community College of Philadelphia is the largest public institution of higher education in Philadelphia
and currently serves a number of students attending the College under Gl Bill SP 2008. In response
to a growing need of specialized services for these students, Community College of Philadelphia has
created the Veterans Resource Office (VRO).

The VRO, housed in the Career Services Center in Room C1-34 located in the Center for Business
and Industry Building, is dedicated to serving students who are veterans, spouses of veterans or
dependent children of veterans. A Veterans Resource coordinator is available on a part-time basis to
answer questions and provide resources and referrals to assist veterans in understanding and
accessing all services and options available to them on the Main Campus and at the Regional
Centers. Services include:

e Access to resources, periodicals, and other academic material for veterans
o Information regarding VA laws, regulations and College policy

e CCP Vet Connect, an online community for student veterans

e Peer group discussions

e Guest speakers on topics relevant to veterans

e Transition workshops during the new student orientation program

For more information about the VRO, visit the office or e-mail vro@ccp.edu. For more information
about Veterans Education Benefits, visit the G.l. Bill Web site at www.gibill.va.gov.

Note: To receive assistance in completing the veteran’s certification and veteran’s scholarship forms,
students may visit the Office of Student Records and Registration in BG-5 located on the ground floor
of the Bonnell Building or send an inquiry via e-mail to osrrhelp@ccp.edu.

Women’s Center

The Women'’s Center is dedicated to issues of gender equity on campus. Its mission is to identify and
meet the needs specific to female students. In doing so, male students may also benefit from
services provided through the Center. A primary goal of the Center is to foster a campus community
where women and men can exist, learn and work in an environment that promotes diversity,
understanding, equality and mutual respect, and where women are encouraged to reach their full
potential.

The Center provides a focal point where women can convene as a community for advocacy,
collaboration, research and education. Through various educational, professional, cultural, social and
supportive services and programs, female students are empowered to take responsibility and control
of their own life choices. The Center is located in Room S3-9 in the Winnet Student Life Building. The
hours of operation during the academic year are Monday, 9 a.m. to 6:30 p.m. and Tuesday through
Friday, 9 a.m. to 5:30 p.m. Please call 215-751-8808 for additional information.
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Specialized Programs

Academic Divisions You will find information about the following:

Degree Requirements .
9 q e Programs for High School Students

Degree and Certificate Programs o Transfer Opportunities and Services
e Study Abroad

Course Descriptions e Degree Programs at Regional Centers

President e Shared Programs
Board of Trustees Adult Basic And Literacy Education (ABLE)
College Administrators Free classes are available to adults to help improve their basic reading, writing and math skills to a

) o level of competency that would permit them to lead more productive lives. Basic education classes
Full-Time Faculty, Visiting are available to out-of-school adults 17 years of age and older. For more information about the ABLE
Lecturers, Instructional Aids program, please call 215-751-8250.

Adjunct Instructors Alliance for Minority Participation (AMP)

Glossary of College Terms The Alliance for Minority Participation (AMP) is a consortium of institutions in the Greater Philadelphia
area that has the shared mission of increasing the number of under-represented minority students
receiving degrees in Science, Engineering and Mathematics. The College’s specific role is to advise
College Telephone Numbers and encourage students to transfer to other AMP institutions and ultimately earn baccalaureate
degrees. Services and activities include specialized advising, book stipends and research. For more
information about AMP, please contact Linda Powell at 215-751-8242.

College Locations

Affirmative Action Statement

Collaborative Learning Community (CLC)

The Collaborative Learning Community (CLC) serves first-year students in a variety of curricula.
Students whose placement tests indicate a readiness for college-level courses but a need for extra
support services are eligible for the program. The services include academic, career, transfer and
personal counseling; advising and registration with CLC faculty advisors; orientation and success
workshops; tutoring; peer mentoring; and smaller student/teacher ratios in some classes. For more
information, please call 215-751-8474.

College Achievement Partnership (CAP)

The College Achievement Partnership (CAP) is an extensive combination of courses and support
services for students who need to strengthen their skills in English and mathematics. Class size is
limited, and students are scheduled in small groups to take two or more classes together, forming
cohesive learning communities. The instructors, counselors, academic advisors and Learning Lab
specialists work in partnership to provide an instructional setting that promotes student
achievement. Counselors meet with students at the start of the semester, help students manage the
transition to college, as well as offer group and individual career planning and guidance. Learning
Lab instructors reinforce and strengthen the classroom instruction and provide individual tutoring.
For more information, please call 215-751-8980.

Developmental Education Program

The College is committed to assisting students in successfully attaining college-level skills in the
areas of reading, writing and mathematics; therefore, the Developmental Education program
collaborates with other College departments and programs to provide students with a variety of
academic courses and support services. The College requires students to complete placement tests in
the areas of reading, writing and mathematics so that if students need help in developing one or
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more of their basic skills, they can be placed into appropriate courses and provided with important
academic support services. The primary mission of the Developmental Education program is to
prepare students to succeed at the College. For more information, please call 215-751-8980.

English as a Second Language (ESL) Programs and Services: Academic Preparation

The ESL program and services provide students who speak English as a Second Language with the
opportunity to improve their English language skills so that they are better prepared for the College’s
educational programs. In addition, several College courses are offered specifically for ESL students.
Classroom instruction is supplemented by small group workshops, tutoring, academic advising,
individual counseling and counseling workshops.

The overall goal of the program and services is to assist students in improving their English language
abilities to the degree that will lead not only to their success in the College’s academic and career
programs, but also to their effective participation in the community at large. For more information
about ESL, visit the ESL Web section or call 215-751-8829.

English as a Second Language (ESL): Community Education

Classes are designed for non-native speakers of English who wish to improve their basic English
language skills so that they may improve their participation in the larger society or prepare for
citizenship. The program provides three levels of ESL instruction. There is a $70 per class fee. ESL
classes are available to adults 18 years of age and older. For more information about the ESL
program, please call 215-751-8531.

General Educational Development (GED®)

Preparation classes help prepare students for the battery of GED® tests. There is a $70 per class
fee. Students must be at least 18 years of age and not enrolled in high school to enroll in the GED®
program. Students must make their own GED® test appointments. For more information, call the
GED HOTLINE at 215-751-8376.

Honors Opportunities

Community College of Philadelphia is pleased to recognize academic excellence and provides a
number of opportunities to promote student success. These opportunities vary from a specialized
Liberal Arts curriculum to honors courses and the recognition of graduation with Departmental
Distinction.

The Liberal Arts Curriculum — Honors Option

Provides rich academic experiences to qualified students. The curriculum encourages students to be
self-reflective about their own intellectual processes and to become more aware of the requirements
of academic discourse in the humanities and social sciences. For additional information, including
program entry requirements, please refer to the degree program information or contact the
Division of Liberal Studies at 215-751-8450, Room BR-21.

Specialized Honors courses in a variety of disciplines including English, Earth Science, History,
Interdisciplinary Studies and Psychology offer students challenging activities and additional research
opportunities. For additional information, contact the Division of Liberal Studies at 215-751-8450,
Room BR-21.

Students with a strong background in science are invited to participate in special honors sections of
general Chemistry coursework. Interested students may contact the chair of the Chemistry
Department at 215-751-8416 for additional information.

Departmental Distinction recognizes student achievement and is conferred on students at graduation
from a wide range of programs. In order to qualify, students must achieve a minimum grade point
average of 3.2 and complete a project (separate from required coursework) which has been
approved by the department. For more detailed information on eligibility and requirements, please
contact the department chair of the program in which you are enrolled.

Keystone Education Yields Success (KEYS)

Keystone Education Yields Success (KEYS) supports students who receive Temporary Assistance for
Needy Families (TANF) in pursuing postsecondary education. Students enrolled in the program have
the opportunity to meet regularly with program staff who help them address barriers to completion
of their educational goals. Students are connected with appropriate support services both in and
outside the College. Academic performance is monitored and students are referred to needed
services such as tutoring, advising, and career and personal counseling. In addition, KEYS can assist
students in accessing benefits and services through the County Assistance Office and other
community agencies.

KEYS is funded by the Pennsylvania Department of Public Welfare. Eligible students who are
interested in enrolling in KEYS should contact their caseworker for referral or the KEYS office at 215-
751-8503.

TRIO Student Support Services

TRIO Student Support Services is a U.S. Department of Education grant-funded project for TRIO-
eligible college students who are low-income, first-generation college students and/or have
disabilities. Services and activities offered through TRIO Student Support Services include academic
support, summer bridge program, intersession activities, orientations, career and skills workshops,
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college visits, cultural activities, study abroad and grant aid. For information about TRIO Student
Support Services and eligibility requirements, please call 215-751-8532.

Programs for High School Students

Advance at College

The Advance at College program offers motivated and academically talented 11th- and 12th-grade
Philadelphia students the opportunity to take college-level courses while still attending high school
and seeks to facilitate a successful transition from high school to college. Application and other
general College fees are waived for students in the program. Advance at College students are not
eligible for financial aid. A special admissions application must be completed and signed by
parent/guardian and school principal. Entrance into the program is determined by the College’s
placement test and is limited to students who place into college-level courses. High school students
are not permitted to enroll into developmental/pre-college programs or courses. For more
information about Advance at College, please call 215-751-8779 or visit us online.

Advanced College Experience (ACE)

The ACE program provides motivated Philadelphia students entering the 9th, 10th, 11th and 12th
grades the opportunity to experience a college atmosphere and earn college credits. Courses are
offered in a variety of subject areas and designed with additional hours of instruction to give
participants the best possible chance for success.

Classes begin in early July and run for four and a half weeks. Tuition for the program is offered at a
rate that is less than regular College tuition and includes all fees and instructional materials. For
additional information on the ACE program, please call 215-751-8779 or e-mail ace@ccp.edu.

Gateway to College

The Gateway to College program at Community College of Philadelphia serves at-risk youth, 16 to
20 years old, who have dropped out of school. The program gives students the opportunity to earn a
high school diploma while achieving college success. Students simultaneously accumulate high school
and college credits, earning their high school diploma while progressing toward an associate’s degree
or certificate.

Gateway to College, an Early College High School initiative, is supported by Portland Community
College, a national intermediary of the Bill & Melinda Gates Foundation, and its partners — the
Carnegie Corporation of New York, the Ford Foundation and the W.K. Kellogg Foundation. The
Philadelphia Gateway to College Program is funded through Community College of Philadelphia and
our partner in student success, the School District of Philadelphia. For additional information about
the program, please call 215-751-8540, e-mail gateway@ccp.edu, or visit us online.

PA State GEAR UP Project

The goal of the PA State GEAR UP Project is to significantly increase the number and percentage of
disadvantaged middle school and secondary school students in the Harrisburg, Allentown and
Philadelphia school districts who are prepared for, pursue and succeed in postsecondary education.
The Pennsylvania State System of Higher Education (PASSHE) has oversight of the Commonwealth’s
GEAR UP grant for Harrisburg, Allentown and Philadelphia. The Philadelphia Youth Network (PYN) has
been contracted to serve as the local project administrator for the Philadelphia component of the
state grant. For more information, please call 215-751-8933.

Philadelphia Partnership GEAR UP Project

The Philadelphia GEAR UP model seeks to dramatically improve the outcomes and educational
success for a targeted cohort of approximately 1,557 students. Over a six-year period, GEAR UP will
offer academic and co-curricular experiences for students and teachers aimed at helping students to
effectively prepare for post-secondary education. A total of 18 middle schools and four neighborhood
high schools will be engaged in intensive academic and college readiness activities to ensure
participating students’ readiness, access and success in college. For more information, please call
215-751-8933.

Philadelphia Tech Prep Consortium

The Philadelphia Tech Prep Consortium is an initiative funded by the Pennsylvania Department of
Education that integrates newly developed technical and academic curricula for students beginning at
the high school level. Students follow a planned sequence of courses that begin from high school
through associate’s degree in a variety of technical areas. Teams of high school and College faculty
across various disciplines work with industry representatives to prepare students for college-level
work and for technical careers. Please call 215-751-8994 for more information, or visit us on the
Web.

TRIO Upward Bound

TRIO Upward Bound is a U.S. Department of Education grant-funded project designed to provide
students from target high schools with the academic skills and motivation necessary for persistence
and completion of secondary and post-secondary education. The program provides students with a
variety of services including supplemental instruction, tutoring, guidance counseling and cultural
enrichment activities. For more information about TRIO Upward Bound and eligibility requirements,
please call 215-751-8780 or visit us online.

back to top
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Transfer Opportunities and Services

After successful completion of course work at the College, many students continue their education at
a four-year college or university. The success these students enjoy is a reflection of the transfer
curricula and related support offered by the College.

Career and Transfer Center

The Career and Transfer Center maintains detailed information on other colleges and universities.
College catalogs, course selection guidelines, computerized college search and scholarship search
programs, and national directories of colleges are available for student use. Students may also
develop a file of recommendations to be used for college applications. Shortly after enrolling at the
College, students are urged to visit the Center, Room W2-3, or call 215-751-8168, to enhance their
transfer preparation. Transfer workshops and individual counseling are available.

Students who need assistance in choosing a major or career are encouraged to use the resources of
the Career and Transfer Center. Resources include: computerized career guidance for self-
assessment, occupational information, government publications and Internet links to career
information. Professional counselors are available to guide students through the career assessment
process and the use of career resources.

The Career and Transfer Center is located in the Counseling Department, Room W2-3. You may
also find more information on the department Web site.

Transfer Agreements

There are three types of transfer agreements: dual admissions, core-to-core and program-to-
program.

To participate in dual admissions, core-to-core and program-to-program agreements, students must
earn an appropriate associate’s degree before transfer. These agreements are not exclusive of one
another. If a student transfers to a school with more than one type of agreement, the agreements
can complement one another.

Dual Admissions

Community College of Philadelphia has developed dual admissions programs with area colleges and
universities. These programs are designed to assist students in seamless transition to enrollment in
four-year institutions. Support and financial incentives, including scholarship awards, are built in to
offer students the best opportunity for success.

Students who are interested in dual admissions should complete an intent form early in their
academic career. Many of the institutions listed below require that students signal their intent to
participate by the time they have completed 30 college-level credits. Students should meet with a
counselor or academic advisor for assistance in identifying the appropriate courses at Community
College of Philadelphia in order to transfer into the program of their choice.

The College maintains dual admissions programs with the following institutions:

Cabrini College

Chestnut Hill College

Cheyney University

Drexel University: Blue-Gold Connection
Eastern University

Holy Family University

La Salle University

Peirce College

Temple University

For additional information, please visit the Division of Educational Support Services in Room W1-1, e-
mail dualadm@ccp.edu or visit us on the Web.

Core-to-Core

These agreements specify the acceptance of approved associate’s degree programs in which the
general education reflects the core requirements of the four-year institution’s curriculum. If a
student earns an appropriate associate’s degree (usually an A.A. or A.S.), the four-year institution’s
core requirements are satisfied except for core courses required by the intended major and possibly
other requirements that reflect the specific values of the transfer institution (e.g., religion, foreign
language). Below is a list of four-year institutions with which Community College of Philadelphia has
core-to-core agreements:

Cabrini College
Chestnut Hill College
Eastern University
La Salle University
Temple University

Program-to-Program

These are agreements in which an entire curriculum or program of study is accepted to provide a
graduate of a specific associate’s degree advanced standing in a specific bachelor’s degree program.
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The College maintains selected program-to-program agreements with the following colleges and
universities:

Alvernia College

Arcadia University

Cabrini College

Chestnut Hill College

Cheyney University

Drexel University

Eastern University

Holy Family University
Immaculata University

Kaplan University

Kutztown University

La Salle University

Moore College of Art

Neumann College

Peirce College

Pennsylvania Academy of the Fine Arts
Pennsylvania College of Technology
Philadelphia University
Rosemont College

Rowan University

St. Joseph’s University
Springfield College School of Human Services
Strayer University

Temple University

Thomas Jefferson University
Universidad Del Sagrado Corazon
University of the Arts

University of St. Francis

West Chester University

Widener University

Wilmington University

The College continues to seek and implement new agreements. Students should confer with their
academic advisor or the curriculum coordinator in their area of interest to find out about specific
agreements. Transfer agreement guidelines are available in the Career and Transfer Center and on
the College’s website.

Pacollegetransfer.net

Pacollegetransfer.net facilitates exploration of colleges, universities and community colleges that
belong to a consortium dedicated to the seamless transfer of courses within a 30-credit framework.
The state has extended that framework to require community colleges and Pennsylvania State
System of Higher Education universities to provide for a full transfer of an associate’s degree (60
credits) and to require the state-related institutions of Penn State, University of Pittsburgh, Temple
University and Lincoln University to identify a minimum of 30 credits for seamless transfer. Private
colleges have the option to participate as well.

Students can explore information about the institutions and obtain information on course transfer.
Pennsylvania’s 14 community colleges are consortium members. Four-year institution consortium
members are the 14 universities in the Pennsylvania State System of Higher Education (Bloomsburg
University, California University, Cheyney University, Clarion University, East Stroudsburg University,
Edinboro University, Indiana University of Pennsylvania, Kutztown University, Lock Haven University,
Mansfield University, Millersville University, Pennsylvania College of Technology, Shippensburg
University, Slippery Rock University and West Chester University). Lincoln University, Saint Francis
University, Seton Hill University and Lackawanna College are also consortium members.

Study Abroad

Studying in another country while earning credits toward graduation can be one of the most
rewarding experiences of a student’s undergraduate career. Study abroad can be a program or
courses, through which a student completes part of the formal college program while studying in
another country.

Recognizing that time constraints and personal obligations may make a full semester study abroad
experience impossible for many students, Community College of Philadelphia has developed several
non-traditional short-term programs to help students experience different cultures. These programs
range from one to four weeks in length and offer noncredit or credit experiences. Recent programs
have included a noncredit study tour of Mayan culture in and around Mérida, Mexico during spring
break. Summer program offerings include an intensive language program in Costa Rica, an
archaeology program in Belize, and a one-week experience in locations such as Turkey, China and
India following enrollment in a humanities course.

The study abroad coordinator can provide students with information and applications for Community
College of Philadelphia study abroad programs.
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Students receiving financial aid can usually apply most sources of aid to study abroad fees. The
Higher Education Act of 1965, amended in 1980, says that a student enrolled in a formal program of
study abroad may be considered for federal financial aid for “reasonable costs” associated with such
study. Contact the Office of Financial Aid and the study abroad coordinator for more information
about financial aid and other options for financing study abroad.

Information about non-Community College of Philadelphia study abroad programs is also available.
Students who want to study abroad on a non-Community College of Philadelphia study abroad
program must meet with the study abroad coordinator and complete the appropriate form. Students
interested in receiving more information about study abroad and international education should
contact the study abroad coordinator and visit Study Abroad for more information.

Degree Programs at Regional Centers

The three Regional Centers provide a convenient entrée to all of the College’s more than 70 degree
and certificate programs. In 7 program areas, the Regional Centers offer students the added
advantage of taking all of the courses needed to satisfy the full degree requirements.

Each Regional Center has designed curriculum guides assuring that certain degree programs can be
completed within two years of full-time study, including attendance in one or more summer sessions
if fewer than 15 credits are taken during each fall and spring semester. With part-time attendance,
completion will take longer than two academic years and will depend upon the number of credits the
student can manage to take each semester.

Completing all degree requirements within a two-year time span does assume that full-time students
are English 101 and Math 118 “ready” based on SAT scores or the results of the College’s placement
tests. Some students find it necessary to take developmental courses to acquire the skills needed to
be successful in college study. In the case where a student needs to take developmental English
and/or mathematics courses, some extended time will be needed to complete graduation
requirements.

The term “full degree option” means that all of the courses needed to earn the degree are offered at
a Regional Center site. Full degree options available at the Regional Centers are:

Northeast Regional Center

e Culture, Science and Technology
e Education
o Liberal Arts (General, Humanities and Social/Behavioral Science options)

Northwest Regional Center

e Behavioral Health/Human Services

e Culture, Science and Technology

e Education

o Liberal Arts (General, Humanities, and Social/Behavioral Science options)

West Regional Center

e Automotive Technology
e Culture, Science and Technology
e Liberal Arts (General option)

Even if the student is interested in a program not listed above as a full degree option, a Regional
Center can still be the place to start. A student may begin his/her college career at a Center in any
one of the College’s more than 70 degree or certificate programs and take the remainder of the
courses at the Main Campus. In these cases, students can complete at least 30 or more c