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GENERAL INFORMATION | ACADEMICS

NOTICE CONCERNING MATERIALS DESCRIBED IN THIS HANDBOOK:

ALL PROVISIONS WITHIN THIS HANDBOOK ARE SUBJECT TO CHANGE
WITHOUT NOTICE.

Equal Opportunity Policy

Montana State University — Great Falls College of Technology is committed
to the provision of equal opportunity for education, employment, and
participation in all College programs and activities without regard to race,
color, gender, marital status, disability, age, disadvantage, religion, political
affiliation and/or national origin. The College’s Equal Opportunity Officers
are the Executive Director of Human Resources and the Assistant Dean of
Student Services, 2100 16th Avenue South, Great Falls, MT 59405. Telephone:
406-268-3700.

Tagline
Changing Lives — Achieving Dreams

Vision

In the next decade, MSU — Great Falls will play a leading role in transforming
the lives of our students, their communities, and the economic prosperity of
Montana by responding to learner and community needs through the use of
partnerships, innovation, outreach, and technology.

Mission

Our Mission is to foster the success of our students and their communities
through innovative, flexible learning opportunities for people of all ages,
backgrounds, and aspirations resulting in self-fulfillment and competitiveness
in an increasingly global society.

Values

e Accountability — We ensure our decisions are data-informed and
grounded in the best interest of our students and their communities.

¢ Integrity — We value civic responsibility, high academic standards, ethical
practices, and the courage to act.

e Lifelong Learning — We believe education is a lifelong necessity and
commitment; we personify this belief by engaging and reengaging
students from all generations in learning opportunities.

¢ Respect— We value differences and treat others with civility, encouraging
open and honest communication.

¢ Responsiveness — We recognize and act upon opportunities to be
innovative, flexible, and adaptable to our students’ and communities’
needs.

o Student Success— We are dedicated to student success and achievement;
we strive to meet the educational needs of our students and their
communities.

Governance of the Institution

MSU - Great Falls is a two-year technical/community college within Montana’s
public university system. Central administrative control of the College is vested
exclusively in the Montana Board of Regents. The Regents have full power,
responsibility, and authority to supervise, coordinate, manage, and control
the colleges and universities within the Montana University System. Although
a stand-alone institution for purposes of institutional accreditation, budget,

personnel, and management, MSU — Great Falls has been affiliated with
Montana State University since July 1, 1994.

Accreditation

MSU - Great Falls is accredited by the Northwest Commission on Colleges and
Universities (NWCCU), a regional postsecondary accrediting agency. Regional
accreditation assures the quality of the educational experience and facilitates
the transfer of credit to state and national colleges and universities. In addition,
the Dental Assistant, Dental Hygiene, Emergency Medical Technician, Health
Information Technology, Medical Assistant, Physical Therapist Assistant,
Practical Nurse, Respiratory Care, and Surgical Technology programs are
accredited and/or approved by their respective state and/or national agencies.

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

MSU - Great Falls Non Discrimination Statement

Montana State University — Great Falls College of Technology is committed to the
provision of equal opportunity for education, employment, and participation in all
college programs and activities without regard to race, color, gender, marital status,
disability, age, disadvantage, religion, political affiliation and/or national origin. The
college’s Equal Opportunity Officers are the Human Resources Director and the Assistant
Dean for Student Services, 2100 16th Avenue South, Great Falls, MT 59405. Telephone:
406-771-4300.

Academics

Academic Progress
Academic progress standards are as follows:

e All students enrolled in credit bearing courses at Montana State University
- Great Falls College of Technology (MSU — Great Falls) are required to
maintain a 2.0 cumulative grade point average (CGPA). Students with
less than a 2.0 CGPA at the end of any academic term will be notified by
the Registrar that they have been placed on academic probation for the
following academic term. If, at the end of a subsequent term, they meet the
required 2.0 CGPA, they are removed from academic probation. Academic
probation serves to notify students that the quality of their work is below
an acceptable level and that the continuation of unsatisfactory work during
their next semester of enrollment will result in academic suspension.
Students on probation will be limited to 13 credits during the probationary
period.

e All students enrolled in credit bearing courses who receive less than a 2.0
GPA and have a CPGA below a 2.0 for the second consecutive academic
term will be suspended from the College. Students on academic probation
who earn at least a 2.0 grade average for the semester without raising
their cumulative grade average to the required minimum will remain on
academic probation.

¢ Following suspension, students will not be considered for reinstatement
until at least one semester (excluding summer) has passed. Readmission
must be initiated through the Registrar’s Office by completing the
Application for Readmission and the Admission Academic Progress Appeal
Form. If the appeal for readmission is approved, students will be readmitted
on probationary status, limited to 13 credits in the fall and spring terms and
seven credits in the summer term, and will be re-enrolled under the current
catalog requirements for graduation.

Forms are available at: www.msugf.edu
Jadmissions_records/pdf/NewEthnicityReadmitApplication.pdf; and

/admissions_records/pdf/ProgressAppeal.pdf
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ACADEMICS

e |fastudentis suspended at another college he or she will have to complete
the Academic Appeal process to be considered for admission.

e Transfer applicants may be admitted on academic probation based upon
their academic standing at previous institutions.

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

e Students who have been placed on academic probation or suspension may
appeal in writing to the Registrar for review of circumstances.

Academic Records Appeals

Appeals regarding academic records must be addressed within three years of
course enrollment. Any appeals filed more than three years after the date of
last attendance will not be considered. Note: This policy applies to appeals
for retroactive withdrawals and tuition refunds only. For policy on academic
performance appeals, please see the Academic Complaints section of this
Handbook. The form for Academic Records Appeals may be found at:

www.msugf.edu/admissions_records/pdf/SpecialConsideration.pdf

Adding and Dropping Courses
Adding Courses

Students may add courses on Banner Web/My Info up to the end of the
THIRD day of fall and spring semesters. After the THIRD day faculty must
approve any requests to add courses.

Students may add courses on Banner Web/My Info up to the end of the
SECOND day of summer semesters. After the SECOND day faculty must
approve any requests to add courses.

The following steps must be completed in order to add a course after the third
day of the spring or fall terms or after the second day of summer terms.

¢ Obtain an official ‘add’ card from Student Central
¢ Complete the card and secure the necessary faculty signature(s)
e Return the card to Student Central

Dropping Courses

Students may drop one or more courses on Banner Web/My Info with no
grade up to the end of the 15th day of fall and spring semesters.

Students may drop one or more courses on Banner Web/My Info with no
grade up to the end of the 9th day of summer semesters.

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

The following steps must be completed in order to drop a course after the
15th day of the spring or fall terms or after the 9th day of summer terms.

¢ Obtain an official ‘drop’ card from Student Central
e Complete the card and
e Return the card to Student Central

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

Attendance

Absences are exclusively within the purview of the faculty. When a student
enrolls in a course, he or she enters into a contractual agreement with faculty
for the duration of the course. Both the student and the faculty are expected to

honor the specified terms of that agreement. It is important, therefore, for the
student to understand the particular attendance requirements in each course.
Generally, faculty communicate these requirements to students through the
course syllabus and/or verbally during the first or second class meeting.

Course Numbering System

Courses numbered below the 100 level cannot be used to satisfy core
requirements or general elective requirements and do not count toward
graduation requirements, except when required in programs. They do count
as credits required to meet financial aid satisfactory academic progress
requirements if enrollment is required based on placement test scores.

A unit of credit at MSU — Great Falls is defined as three hours of student work
per week for a 15 week semester, or an equivalent number of work hours in
an instructionally related activity, and/or student study time. Academic credit
is awarded based upon this definition, which is consistent with the glossary
definition of a credit unit as defined by the NWCCU.

Common Course Numbering
www.msugf.edu/Advising_planning/AdvisingDocumnets/CNS/index.htm/

The Montana University System is moving to common numbering for all
undergraduate courses for public colleges and universities in Montana to assist
with the transferability of courses among the State’s institutions of higher
education.

What this means:

e Most current MSU — Great Falls subject abbreviations and numbers will
change as implementation moves forward.

All public colleges and universities in Montana will use the same subject
abbreviations (the letter codes that indicate the course subject),
numbers, and title for courses taught on more than one campus.

If students transfer to another Montana campus, any common numbered
course that is also taught at the new campus will automatically transfer
as equivalent. All other courses will continue to transfer at the discretion
of the Registrar’s Office and the faculty at the receiving institution.

Many familiar titles will change.
¢ Some courses will change level (e.g., from the 100-level to the 200 level).

Course content is not affected by this process.

During the transition period, which is likely to last several years, Program
Advising Sheets and the Catalog will be updated annually to reflect the
changes.

Course Substitution

Students may request a substitution for a course if they have previously
completed a college course in which the subject matter closely parallels
that of the course for which they request the substitution. The Division
Director, student’s advisor and the Registrar must approve all substitutions.
In no instance will a reduction be made in the number of credits required for
completion of a program.

Course Waiver

A course may be waived if the student has previously completed equivalent
work. All waivers must be approved by the student’s advisor, Division Director,
and the Registrar. College credit will not be given for a waiver. In no instance
will a reduction be made in the number of credits required for completion of
a program.
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Credentials Offered:

Certificate of Applied Science (C.A.S.)

The Certificate of Applied Science (C.A.S.) recognizes a short program of
study designed to prepare the student for entry-level employment in a
specific technical field. The C.A.S. is comprised of 30 - 45 credits; with rare
exceptions. Students should be able to complete the Certificate program in
one calendar year or less, if they are academically prepared in math and
English. The general education coursework in a C.A.S. often has an applied,
rather than an academic focus.

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

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

A.A.S. degrees must be comprised of at least 60 but no more than 72
credits. For students entering these degrees prepared for the math and
English required the A.A.S. degree requires at least two academic years
to complete. A main difference between this degree and the C.A.S. is the
added general education course coursework required. MSU — Great Falls
offers A.A.S. degrees in both the Business/Technology and Health Science
areas.

Specific requirements for each program are listed in the program section
of the catalog.

Associate of Arts (A.A.)

The Associate of Arts (A.A.) degree is a general transfer degree indicating
the student has completed a course of study equivalent to the first two
years of a bachelor’s degree. This degree does not officially include a major
or minor course of study. For example, a student who plans to emphasize
in history receives the A.A. degree, not an A.A. in History.

Associate of Science (A.S.)

The Associate of Science (A.S.) degree is a general transfer degree indicating
the student has completed a course of study equivalent to the first two
years of a bachelor’s degree. This degree does not officially include a major
or minor course of study. For example, a student who plans to emphasize in
mathematics receives the A.S. degree, not an A.S. in Mathematics.

Professional Certificate (Prof. Cert.)

The Professional Certificate (Prof. Cert.) is a designation earned to assure
the knowledge, experience, and skills to perform a specific job. Many
Professional Certificate programs are created, sponsored, or affiliated
with professional associations and trade organizations interested in raising
standards. Many times the proof comes in the form of a certification earned
by passing an exam that is accredited by an organization or association
that monitors and upholds prescribed standards for the particular industry
involved. The Professional Certificate is composed of 16 or less credits;
with rare exceptions. Students should be able to complete the program in
one semester if they are academically prepared.

Note: Baccalaureate requirements vary considerably among and within
institutions. It is strongly recommended students pursuing a general
program of study for their A.S. or A.A. degrees carefully select courses
meeting specific institution program requirements for a baccalaureate
degree. A current catalog of the selected institution should be consulted.
Students should work closely with an academic advisor at the transfer
institution.

Experiential Learning Policy
(Policy 306.1 - Experiential Learning)
www.msugf.edu/about/PoliciesProcedures/300/306.1

ExperientialLearning_Updated.pdf

MSU - Great Falls recognizes that learning occurs outside of the
college setting. The outcome of this learning is often the acquisition of skills
and/or knowledge which may be equivalent to learning at MSU — Great Falls
and other institutions of Higher Education. MSU — Great Falls may award
credit for this learning through the MSU — Great Falls Experiential Learning
Policy. This policy is based on the Northwest Commission on Colleges and
Universities (NWCCU) Policy 2.3: www.nwccu.org/Standards%20and%20Poli-
cies/Standard%202/Standard%20Two.htm#Policy22.

A.

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

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

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

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

Experiential Learning Credit will be based on the following evaluation
methods:

i. Portfolio

ii. Challenge Exams

ii. Proof of Competency
NOTE: The Division Director or faculty, delegated by the Division
Director, will develop the criteria of the portfolio, challenge exams,
and/or proof of competency.
Credit for prior experiential learning should not constitute more than
25% of the credits needed for a degree or certificate.
No assurances are made as to the number of credits to be awarded
prior to the completion of the institution’s review process.
Credit may be granted only to enrolled students and is to be identified
on the student’s transcript as credit for prior experiential learning.
Credit for prior experiential learning cannot duplicate other credit
awarded.
Experiential Credit will be treated in the same way as transfer credit. A
“P” (pass) will be assigned, and it will not count toward the student’s
GPA.
Materials and documents submitted for consideration of credit for
experiential learning must comply with all MSU — Great Falls and
Montana University System Policies. No experiential learning credit is
guaranteed.
Credits granted for experiential learning at MSU — Great Falls may
transfer to other institutions. Students should check with the transfer
institution regarding transferability.

. All submitted materials and documents become part of the student’s

academic record and will not be returned.

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

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

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

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

Experiential Learning Forms are available online at:
www.msugf.edu/admissions_records/forms.html

Grading

(Policy 308.1 - Grading Policy)
www.msugf.edu/about/PoliciesProcedures/300/308.1_GradingPolicy.pdf

The following table outlines the grading system used at MSU — Great Falls:

Quality Grade Points
Grades of Work for Each Credit

B ADOVE QVEIAZE .....cvvvrrerrereirinisisiseseseseneene 3.0
B bbbttt 2.7

Detce PaSSING c.coveveviiriiciee 1.0
FaIliNG v

| Incomplete .....cccoeevemnnrnee 0
No Credit ...
Not Recorded

Grade Point Average (GPA)

A student’s level of academic performance is determined by the grade
point average (GPA). To calculate the GPA the total number of grade points
is divided by the total number of completed credits.

Grade Reports

Mid-term grades are available on Banner Web/My Info after the half way
point of spring and fall semesters. Final grades are available on Banner
Web/My Info one week after the end of the term.

Change of Grade

A change of grade may be submitted to the Registrar. All grade changes
must come from the instructor or Division Director. If, after consulting with
the instructor, questions still remain about the changing of a grade, please
refer to the Academic Complaint Procedure.

Audit

Registered students may, with the permission of faculty, enroll in a course
as an auditor for no credit. A student must decide to audit a course by the

‘Add’ deadline of the term. Auditors pay the same fees as students enrolled
for credit and are expected to follow the attendance guidelines set forth in
the course. If attendance guidelines are not followed, the student may be
issued a failing grade. If attendance guidelines are followed, the student
will receive a grade of AU (Audit).

Incomplete

An Incomplete (I) grade is issued at instructor discretion when student
coursework has been satisfactory up until the final few weeks of a
semester, but unavoidable mitigating circumstances have prevented the
student from completing the course. After consulting with the instructor of
the course, a student must make a formal request for an Incomplete grade
by completing the Request for an Incomplete Grade form, stating what
unavoidable mitigating circumstance(s) prevented completion of the work
and proposing the conditions under which the work will be completed. If
a request form does not accompany the final grade, the student will be
issued a Not Recorded (NR) grade until the proper paperwork is completed
and submitted to the Registrar. If the instructor approves the request, the
student will have until the end of the following semester to make up the
Incomplete. If a student fails to make up an Incomplete within the allotted
time, the Incomplete grade will be converted to an “F”. The Division
Director will approve all Requests for Incomplete Grades before they are
submitted to the Registrar for posting.

The Division Director must be given all information necessary to do final
grading for the student as backup for the instructor in case he or she is not
available to do the grading at the appropriate time.

Pass/Fail Policy

As a general policy, courses at MSU — Great Falls are graded with the letter
grades A, A-, B+, B, B-, C+, C, C-, D+, D, D- and F. However, certain courses,
as indicated in the catalog, are offered only on a pass/fail basis for ALL
students registered in the course. A passing (P) grade is equivalent to a
grade of “C-” or better. Students receiving “P” grades may not request a
change to a letter grade.

Course Repeat

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

Graduation

MSU — Great Falls’ students follow the catalog in effect when they began their
enrollment at the College, as long as that enrollment has been continuous, or
may elect to follow any subsequent catalog. If a student is absent for one or
more semesters, the catalog in effect at the time of readmission governs the
student’s graduation requirements. Students must pass all required courses and
have an overall grade point average of 2.0 to graduate from MSU — Great Falls.
Each program in the Health Science Department has specific requirements for
matriculation and graduation. Students are informed of other specific program
policies and requirements, both at the time of their program orientation and
throughout their educational experience.
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Identified programs in the Business, Technology, and Trades Department have
specific requirements for matriculation and graduation. Courses requiring a
grade of “C-" or above are designated for each program in the program section
of the catalog.

A student must submit a formal application for graduation by the published
term deadline. Applications can be obtained from Student Central or online at
www.msugf.edu. A $25 non-refundable graduation fee is due upon submission
of the application to Student Accounts.

Application deadlines are published in the catalog and on the Academic
Calendar located on the College’s website. Students who fail to submit an
application for graduation will not receive a certificate/degree. Students
completing more than one certificate or degree must submit an application
and $25 fee for each degree and certificate.

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

The commencement ceremony is held each May, at the conclusion of the
spring semester. Caps and gowns can be purchased through the bookstore for
a fee. Courtesy of the Associated Students of MSU-Great Falls gown recycling
program, some gowns are available for purchase at a lower rate than the new
ones. Graduation announcements are also available for purchase through the
bookstore.

Lost diplomas can be replaced at the request of the student. The cost of
replacing a certificate, diploma, and/or cover is $10 (each).

Honors

MSU — Great Falls recognizes students’ academic achievements according to
the following standards:

Dean’s List

(Policy 308.3 — Dean’s List)
www.msugf.edu/about/PoliciesProcedures/300/308.3%20 DeansList.pdf
To be eligible for the Dean’s List, a student must earn 12 or more credits
in Non-Pass/Fail courses in one term, have a semester grade point average
of 3.5 or above, and not have any Incomplete grades. If Incomplete grades
changed to passing grades affect Dean’s List eligibility, the student may
request a letter noting Dean’s List recognition.

Phi Theta Kappa

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

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

Graduation Honors
Upon successful completion of program requirements, a graduating
student with a cumulative GPA of 3.75 or higher will receive High Honors,
and a graduating student with a cumulative GPA between 3.5 and 3.749 will
receive Honors. Graduation Honors are noted on the student’s transcript.

Scholarships

Applying for Scholarships

MSU — Great Falls has a common scholarship application for most campus
scholarships. The deadline for this application is in February for the next
academic year. Contact the Financial Aid Office for this application, and to find
out what other scholarships require a separate application.

Governor’s Best and Brightest Scholarship

The purpose of the Governor’s “Best and Brightest” Scholarship is to provide
Montana residents with greater access to Montana’s postsecondary institutions
and Montana’s tribal colleges, through scholarship grants based on academic
achievement and financial need. The goal of these scholarships is to relieve
student debt burdens, allowing more Montanans to stay in the state upon
graduation. The Governor’s Best and Brightest Scholarship Program is divided
into 3 areas: high school merit scholarships, merit-at-large scholarships and
need-based scholarships. Each scholarship is administered in a different way.

High School Merit Scholarships

Merit scholarships are awarded to graduating Montana high school
seniors who plan to attend either a two- or four-year institution. A student
attending a four- year campus will receive $1,000/semester ($2,000/year)
for 8 semesters. Students who attend a two-year campus will receive
$1,000/semester ($2,000/year) for 4 semesters*To receive a scholarship,
students must demonstrate academic excellence, by having either a 3.0
GPA, or scoring at least 20 on the ACT or 1440 on the SAT. Recipients are
chosen by their designated high school official.

Merit At-Large Scholarships

Students must apply online at www.mgslp.state.mt.us for the merit-at-
large scholarship and submit a completed application to MGSLP no later
than March 1, 2010. Late, incomplete or ineligible applications will not be
accepted. Applications will be available January 4, 2010. Non-traditional
and home school students are encouraged to apply. The merit-at-large
scholarship can be awarded to students who plan to attend either a
two-or four-year institution. A student attending a four-year campus will
receive $1,000/semester ($2,000/year) for 8 semesters. Students who
attend a two-year campus will receive $1,000/semester ($2,000/year) for
4 semesters*.

Governor’s Postsecondary Scholarship - Need Based

Governor’s Postsecondary Need Based Scholarships are available to
entering freshmen who demonstrate unmet need as determined by the
FAFSA, are Montana residents, and are degree seeking. The amount of
the award is $1000 and may be renewable for up to two years. Funding
is limited and recipients are selected by the Financial Aid Office based on
annual funding levels.

Renewing the Governor’s Scholarships

Students must:
¢ Maintain Satisfactory Academic Progress
¢ Continue Full Time Enrollment (Merit, Merit-at-Large)
¢ Continue to have Financial Need (Need Based)
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Montana University System Honor Scholarship

Recipients of the Honor Scholarship are selected by the Office of the
Commissioner of Higher Education and will receive a waiver of tuition for fall
and spring semester. Recipients must submit to the Financial Aid Office a copy
of their Honor Scholarship notification from the Commissioner’s Office upon
receipt.

Honor Scholarship for National Merit Scholarship Semifinalists

Tuition shall be waived for National Merit Scholarship semifinalists from
Montana. This scholarship tuition will be valid through the first two semesters
of enrollment exclusive of any credits earned prior to high school graduation.

Scholarship Searches

Graduating seniors are encouraged to discuss scholarships with their high
school counselors. Many high schools offer good scholarship services for little
or no charge. All students should periodically check the Financial Aid website:
www.msugf.edu/finaid/scholarships. The Financial Aid Office posts scholarship
information and deadlines on the Financial Aid website as information becomes
available. There are many FREE scholarship searches available online as well.

Student Evaluation of Courses

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

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

Withdrawal from the College

What is a College Withdrawal?

Students who find it necessary to discontinue all college work at any time other
than at the end of a semester must complete an official withdrawal. A college
withdrawal occurs when the student discontinues all of the courses he enrolled
in. If a student has enrolled in courses but never attended, a withdrawal is still
required. Withdrawing from college may affect grade point average, financial
aid eligibility, tuition refunds, and readmission to the College. The specific
consequences depend on when during the term the student withdraws. All
students have the right to withdraw from the College. A student’s decision may
be based on medical concerns, transportation issues, changes in employment
or income, relocation, military orders, personal concerns, academic issues, or
a change in academic goals.

How to Withdraw

Students planning to withdraw from all classes must consult an advisor in
Student Central. The Banner Web-My Info system does not allow a student
to drop all of his classes online; a personal interview is required (in person or
on the phone). The advisor will assist the student in completing the required
paperwork and discuss the consequences.

A student who stops attending class or never attended class is not automatically
withdrawn. The student will remain on the class roster and will receive final
grades for the courses, based on the coursework completed during the term.
Typically, those students will receive failing grades.

If a student has registered for classes in the next term, that enrollment will
stand unless the student completes a withdrawal for that term as well.

If a student withdraws prior to the start of a term, all tuition and fees will be
waived, EXCEPT the $30 term registration fee.

Census Date

The Registrar determines the Census Date each term. The Census Date is the
date on which enrollment requirements must be finalized. It is the last day a
student may withdraw from college or drop classes with a partial refund.

During Fall and Spring terms, this date is generally the 15th day of class. The
Summer Term census date is generally the 10th day of class. This date is listed
on the Academic Calendar, on the Registration Worksheet, posted on the
website and is available from Student Central. Withdrawals occurring on or
before the census date are treated very differently than those after the census
date.

Withdrawals On or Before the Census Date

These consequences occur when a student officially withdraws after the first
day of classes, and on or before the census date:

Records

A student withdrawing on or before the census date will not have that
term listed on his transcript. A student already in good academic standing
will remain in good standing. If the student chooses to return to the
College at a future time, it may be necessary for the student to complete a
Readmission Application. There is no fee associated with this application.

Adjustment to Tuition & Fees

A student withdrawing before the census date will have a portion of his
tuition and fees reduced, depending on the date of the official withdrawal.
For example, a student withdrawing the first week may have as much as
90% of the tuition and fees waived, while withdrawing several days prior
to the census date will result in only 50% of the tuition and fees waived.
In no case is the term registration fee waived or reduced. The schedule of
refund percentages and dates is included in the Academic Calendar and
Registration Worksheet.

If the student has already paid for the semester with private funds, the
Student Accounts Office will issue a refund check to the student in 7-10
days.

Financial Aid

Financial Aid awards will be adjusted, based on the percentage of the term
completed, according to the date of official withdrawal. A student must
have all requirements complete and be eligible for the funds at the time of
withdrawal. The reduced financial aid will be processed and funds applied
to the student’s account at the College. All remaining financial aid for the
term and any loan the student was not eligible for will be cancelled or
returned to the lender.

If a student is working under the College workstudy program, eligibility
ends as of the withdrawal date and the student must immediately stop
working.

If the College received scholarship funds for the student and the student
withdraws before the census date, the Financial Aid Office will contact
the scholarship donor to determine if the funds should be returned to the
donor or distributed to the student.
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A student withdrawing on or before the census date will not be placed
on financial aid suspension as a result of the withdrawal. The financial aid
awarded for the remainder of the academic year will stay in place and will
not be cancelled.

Bookstore

A student withdrawing should contact the Bookstore to determine if any
books may be returned. If the student paid for the books with his own
funds, a cash refund may be issued. If the student’s books were charged to
the student’s account and paid for with Financial Aid or other sources, any
refund for returned books will be applied to the student’s account.

A student may participate in the Bookstore’s textbook buy-back program
at the end of the term. Any money received for selling back textbooks
belongs to the student.

If the college received scholarship funds for the student and the student
withdraws after the census date, the student will retain the scholarship
for that term.

A student withdrawing after the census date will be placed on financial aid
suspension for failing to complete 67% of the courses that term.

Bookstore

A student withdrawing after the census date may contact the Bookstore
to see if textbooks may be returned; however, in most cases, the time for
Bookstore returns has already passed.

A student may participate in the Bookstore’s textbook buy-back program
at the end of the term. Any money received for selling textbooks belongs
to the student.

Withdrawals After the Census Date

These consequences occur when a student officially withdraws after the census
date and before the last day to withdraw.

Appeals
A student has to the right to appeal the levy of tuition and fees and date of

Records

Upon completion of the withdrawal process, the student’s transcript will
be annotated with a grade of “W” for all courses the student was enrolled
in at the time of withdrawal. A “W” grade has no GPA value and will not
change the student’s previous cumulative GPA. A student already in good
academic standing will remain in good standing.

Adjustment to Tuition & Fees

A student withdrawing after the census date is obligated for all charges for
the semester. No reduction in tuition and fees or refund of payment will
be given.

Financial Aid

Financial Aid awards will be adjusted, based on the percentage of the term
completed, based on the date of the official withdrawal. A student must
have all requirements complete and be eligible for the funds at the time of
withdrawal. If the student has completed 60% of the term, no adjustments
will be made to the financial aid award. The student will be sent a certified
letter explaining the recalculation of the financial aid award.

If financial aid has not yet been disbursed to the student’s account,
recalculated financial aid funds will be processed and applied to the
student’s account at the College. If the student has financial aid funds
remaining after paying the bill with the College, a check will be issued in
7-10 days. All remaining financial aid for the term and any loan the student
was not eligible for will be cancelled or returned to the lender.

If the student has already received a check of his financial aid proceeds,
he may be required to return funds to the College. The Student Accounts
office will assist the student in making payment arrangements. If a balance
is owed the College and the student fails to make timely payment, a hold
will be placed on the student’s account and will prevent the student from
future enrollment. Uncollected debts may be turned over to the Montana
Department of Revenue for collection.

If a student is working under the college workstudy program, eligibility
ends as of the withdrawal date and the student must immediately cease
working.

withdrawal. If a student has compelling reasons and would like to request
an appeal, he/she should contact the Registrar’s Office for forms and
instructions.

A student has the right to appeal financial aid suspension. Instructions
and forms are available at the Financial Aid Office or: www.msugf.edu/
admissions_records/financialaid/pdf/SapAppealForm.pdf.

Student Central

Overview

Student Central is a “One Stop Student Shop” for students at MSU — Great
Falls. Located at the north end of campus, just inside the atrium entrance,
students can have confidence that everything they need in terms of services
and information is right there. Student Central contains the following services
and functions for students and prospects:

e Academic Advising

e Admissions

e Assistant Dean of Student Services

e (Career Services

e Disability Services

e Financial Aid

e Learning Center

e MSU-Northern Transfer Advising

e Recruitment

e Registrar

e Retention Specialist

e Student Accounts

e Student Assistance Foundation Outreach Office
¢ Transfer Advising

¢ TRIO/Educational Opportunity Representative
e Veteran’s Services

Academic Advising

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

Students continuing on to their second and subsequent semesters are assigned
a faculty advisor. Faculty advisors act as mentors, helping to guide students
through the curriculum in their program. A faculty advisor will be a student’s
main contact for academic and program advice. However, they may refer a
student to Student Central advisors at times for specific assistance.

Please see www.msugf.edu/advising_planning/AdvisingDocumnets for more
information.

Academic/Transfer Advisor and Student Support
Coordinator (MSU-Northern Programs)

The Academic/Transfer Advisor and Student Support Coordinator (MSU-
Northern Programs) is responsible for assisting MSU-Great Falls meet its
transfer mission by working closely with students as they navigate to and
through programs at the College that will then connect with degree programs
offered through Montana State University-Northern in Great Falls.

The Advisor also supports and assists faculty in advising students currently
enrolled in applied programs but who are interested in opportunities through
MSUN to complete a bachelor’s degree.

This office (C107) is located inside Student Central. Please call 406.771.5124 to
make an appointment.

Admissions

Open Admission Policy

As an open admission institution, MSU — Great Falls will attempt to admit
all persons who complete admission requirements. The College reserves the
right to deny or conditionally admit, readmit, or cancel the enrollment of
any individual, who in the judgment of the College presents an unreasonable
risk to the safety and welfare of the College community, or who has failed
to maintain satisfactory academic progress. Applicants/current students
may be asked to complete either a Safety and Security Questionnaire or an
Admissions Academic Appeal form before an admissions decision is made
or changed. Notification of an admission decision will be mailed to the
applicant. Admission to the College does not guarantee admission to a specific
program. Students must contact the program advisor for individual program
admission requirements. For students choosing to apply for financial aid,
documentation may be required. Admission decisions may be appealed, in
writing, to the Assistant Dean of Student Services. In the case of programs
with limited enrollment, acceptance of individuals will be based on the criteria
described in the program’s information packet or timely completion of the
admission requirements for each program. All applicants will be considered
without regard to race, color, religion, national origin, marital status, age,
gender, disability, or disadvantage in accordance with the following guidelines:

Degree Seeking

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

Non-degree Seeking
A non-degree seeking applicant is one who will not enroll in a specific

program to earn a certificate or degree. If a status changes at a future date
to degree seeking, additional admission requirements will have to be met.
Non-degree seeking applicants are not eligible for financial aid.

Undeclared Major

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

Full-time Student

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

Program Requirements

MSU — Great Falls has several limited enrollment programs that accept a
limited number of students each year. Interested students are urged to contact
the specific program advisors, as well as the Admissions Office, for information
specific to admission requirements and criteria for program acceptance. This
process is separate from the general Application for Admission submitted to
the Admissions Office.

Some licensing or certification boards have varied restrictions, which may
affect persons with a history of felony conviction. The College assumes no
responsibility for the denial of licensure or certification by such boards.
Prospective students are responsible for contacting the appropriate boards
concerning any questions regarding their eligibility for licensure or certification.
Program directors may deny admission to a specific program based upon
individual program admission criteria. In addition, program directors may
dismiss a student from a specific program and withdraw that student from
applicable courses in the case of student misconduct as defined by program
and/or standards.

Residency Requirements

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

Residency Requirements can be found at:
www.msugf.edu/catalog/Admissions/ResidencyRequirements.html

The tuition and fee schedules can be found at:
www.msugf.edu/admissions_records/TuitionFees.html

Questions and appeals regarding residency status should be addressed to
Admissions Office in Student Central.

In-State vs. Out-of-State

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

A person classified as in-state, who does not live in the following counties
— Glacier, Toole, Liberty, Hill, Pondera, Teton, Choteau, Lewis and Clark,
Cascade, Judith Basin, Meagher, or Fergus — and is ONLY enrolling in online
courses is able to receive adjusted tuition and mandatory fees. (Board of
Regents policy 940.20 - mus.edu/borpol/bor900/940-20.pdf).

Out-of-State completely online

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

Western Undergraduate Exchange (WUE)

The Western Undergraduate Exchange (WUE) is a program of the Western
Interstate Commission for Higher Education (WICHE). Through WUE,
students in western states may enroll in many two-year and four-year
college institutions at a reduced tuition level: 150 percent of the institution’s
regular resident tuition. Visit the WICHE website at: wue.wiche.edu for more
specific WUE information. MSU — Great Falls has a limited number of WUE
positions available per year. Please contact Admissions for requirements and
application materials.

New Student Registration and Orientation

All degree seeking students will be required to attend or complete a Student
Advising and Registration (STAR) session with a Student Central Advisor to
register for their first semester of courses with MSU — Great Falls. STAR sessions
are scheduled at various times for student convenience. Students who intend
to enrollin an online program can complete a STAR session online with a follow
up phone appointment with a Student Central Advisor.

Students must apply for admission to MSU — Great Falls, complete their
Admissions file, and submit placement testing (ACT/SAT or COMPASS) results
or transfer credit in math and English before attending their STAR session.
Students will receive a letter with their Admissions acceptance letter directing
them to call Student Central to schedule their STAR session. If a student has not
previously taken a placement test or does not have prior college coursework in
math and English, he or she may call Student Central to schedule a COMPASS
test on campus. There is a testing fee that must be paid prior to testing.

A New Student Orientation Day will be held prior to each fall and spring
semester. Additional information about this day will be given to students
during their STAR session.

Assistant Dean of Student Services

The Assistant Dean’s Office leads the Student Services division. Responsibilities
to the institution and the Student Services division include setting and
interpreting academic and student policies, shepherding the Student Conduct
Code and Student Complaint processes, overseeing the general advising and
retention processes on campus beginning with first semester advising and
including faculty advising, and ensuring that all units of Student Services are
engaged in continuous improvement and assessment of student outcomes.
The Assistant Dean of Student Services is responsible for staying informed and
contributing to Montana University System issues that relate to students and
student processes as well as keeping the local campus leadership informed of
those issues. The Assistant Dean of Student Services serves the institution as a
member of the Dean’s Cabinet . The Assistant Dean of Student Services’ office
is located in Student Central.

Career Services

Career Services are available to assist students and alumni in clarifying their
educational and career goals and securing employment. Services include
career counseling and assessment, a career resource library, workshops, and
transfer guidance. Students also receive assistance in locating temporary, full-
and part-time work, resume writing, and interviewing skills. Career Services is
located in Student Central. Please call 406.771.4414 or 800.446.2698 to make
an appointment.

The MSU - Great Falls JobWire allows students to create their own profile and

login to the JobWire website at www.msugf.edu/students/CareerServices to:

¢ Search and apply for jobs

¢ Upload resumes, cover letters and other application documents
e Access the employer directory

¢ Create job search agents

Students looking to transfer to another post-secondary institution can also
receive transfer advisement, including help with finding a major, locating a
college, and obtaining contact information for admission and transfer questions
at the Career Services Center.

Disability Services for Students

www.msugf.edu/students/DisabilityServices

All students attending MSU — Great Falls are entitled to equal access to
academic programs, services, student activities, and campus events. Students
with disabilities have a right to reasonable accommodations in order to fully
participate in the student experience. Students with disabilities are encouraged
to advocate for themselves to the extent possible. Disability Services provides
support and assistance in determining what accommodations are best suited
to each individual.

MSU - Great Falls uses the definition of disability set forth by Section 504 of the
Rehabilitation Act of 1973, which states that a disabled person is anyone who:

¢ Has a physical or mental impairment which substantially limits one
or more major life activities;

¢ Has arecord of such an impairment; and
e |sregarded as having such an impairment.

Students needing accommodations must apply for services through Disability
Services, located near the Learning Center, and be determined eligible by
meeting all of the following criteria:

¢ Have a permanent or long-term (> 6 mos.) medical or psychological
condition which significantly impairs the student’s ability to function
in an academic setting;

¢ Provide Disability Services with current documentation of disability
from a qualified professional; this documentation will be kept
confidential in accordance with the Disability Services Confidentiality
Policy; and

¢ Be “otherwise qualified” for the chosen course of study and able to
meet the behavioral standards set forth in the College’s Student
Conduct Code.

12 m STUDENT POLICY & PROCEDURE HANDBOOK: MONTANA STATE UNIVERSITY — GREAT FALLS



STUDENT CENTRAL

Unlike high school, educational accommodations at the postsecondary level
are student initiated. Each student who chooses to seek accommodations must
meet with the Disability Services Director. Together, they will determine what
accommodations to request based on their needs and the demands of the
course. The medical, psychiatric and/or psychological documentation provided
by students is kept in separate and confidential files in Disability Services.
A complete copy of the Eligibility Criteria and the Confidentiality Policy can
be obtained from the Director or found online. Depending on the student,
available accommodations may include, but are not limited to:

e Extended test time

¢ Distraction-reduced testing environment
e Various other test accommodations

¢ Adaptive computer equipment and software
¢ Note takers

e Tutors

e |nterpreter services

¢ Extended deadlines

e Ergonomic equipment

¢ Preferential classroom seating

¢ Tape recording lectures

¢ Materials in alternate format

Students with disabilities are encouraged to contact Disability Services upon
enrollment and should visit with the Director each semester to determine
accommodation needs for each class.

Building accessibility includes designated parking, curb cuts, automatic doors
at the north, south and east entrances, ramp and elevator access to the second
floor, accessible restrooms, Braille signage, and ramp access to theatre-style
classrooms.

For more information, please contact Disability Services at 406.771.4311
(voice) or 406.771.4424 (TTY).

Educational Opportunity Center (EOC)

The Educational Opportunity Center is a federally funded TRIO program of
MSU — Northern in coordination with MSU — Great Falls. The EOC provides the
following services for both students and the community:

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

e Academic advising to prepare for college;

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

¢ Information on grants, student loans, scholarships and other types
of financial aid; and

¢ Referrals to support systems that can help students succeed.

The Educational Opportunity Center is located in Student Central. For more
information, call the EOC Coordinator at 406.771.4326 or 1.800.446.2698, ext.
4326.

Financial Aid

Non-Discrimination Statement

The Financial Aid Office may not award financial assistance in the form of
loans, grants, scholarships, special funds, subsidies compensation for work, or
prizes to students on the basis of race, color, national origin, sex, or handicap,
except to overcome the effects of past discrimination. The Financial Aid
Office may administer sex restricted financial assistance where the assistance
and restriction are established by will, trust, bequest, or any similar legal
instrument, if the overall effect of all financial assistance awarded does not
discriminate on the basis of sex. Materials and information used to notify
students of opportunities for financial assistance may not contain language
or examples that would lead applicants to believe the assistance is provided
on a discriminatory basis. If the Financial Aid Office’s service area contains a
community of national origin minority persons with limited English language
skills, such information must be disseminated to that community in its
language.

Eligibility Requirements
All recipients of federal financial aid at MSU — Great Falls must meet the
following general eligibility requirements:

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

e Bea U.S. citizen or an eligible noncitizen;

¢ Have a high school diploma or GED. Home school students must contact
the Financial Aid Office;

e Be enrolled as a regular student in courses leading to a financial aid
eligible certificate or degree program generally at least half time
(some professional certifications and certain one credit seminars and
workshops are not eligible for financial aid);

e Maintain Satisfactory Academic Progress in accordance with the policy of
the Financial Aid Office;

¢ Not owe a refund on a federal grant or be in default on any Title IV loan;
e Register with Selective Service, if required;

e Agree to use any federal student aid received solely for educational
purposes; and

e Comply with the requirements of the Anti-Drug Abuse Act of 1986.

Assistance in Applying

Assistance is available to prospective students applying for financial aid. In
addition, financial aid counseling for new students is an integral part of the
admissions and orientation process. Once enrolled, students may receive
counseling and assistance as needed. For assistance, please call 406.771.4334
or 1.800.446.2698 (in Montana), or write Financial Aid, Montana State
University — Great Falls College of Technology, 2100 16th Avenue South, Great

Falls, MT 59405, or email finaid@msugf.edu.

Priority Deadlines

Priority deadlines are set to inform students when they need to apply for
financial aid each year. REMEMBER: Every student must re-apply for financial
aid each academic year. New students beginning their attendance in the fall
semester should apply for financial aid by July 1. New students beginning their
attendance in the spring semester should apply for financial aid by November
1. All students attending the summer semester should apply by March 1.
Although the deadlines for fall, spring and summer are set in July, November,
and March, some of the federal and state financial aid programs with limited
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funding may already be fully expended for the award year. An applicant should
apply by the March 1 priority date to ensure consideration for all federal
funding available for the award year. Students may apply after these deadline
dates; however, they may not have their financial aid awarded in time for the
beginning of that semester. If a student’s aid process is not complete when
institutional charges are due, the student must pay his or her institutional
charges and be reimbursed with his or her financial aid eligibility once the
financial aid process has been completed and aid is received. Institutional
charges are all educational expenses incurred; including tuition, fees, and
bookstore charges.

Application Process

Students seeking federal financial aid (which includes grants and loans)
must complete the Free Application for Federal Student Aid (FAFSA) which is
available online at www.fafsa.ed.gov. If the applicant wishes to complete the
paper form, he or she should contact the Financial Aid staff for instructions. If
the applicant submits an electronic FAFSA, a signature page must be mailed
or the application must be signed electronically with a PIN number. Parent
signatures are also required for dependent students. A pin number from
the Department of Education for financial aid purposes may be obtained by
going to this website: www.pin.ed.gov. As a result of completing a FAFSA, an
applicant will receive a federal Student Aid Report (SAR) in the mail or online.
An electronic version of the SAR is automatically sent to the colleges listed on
the FAFSA.

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

Electronic Notification

The Financial Aid Office at MSU — Great Falls may use electronic notification
for any official correspondence to financial aid applicants. All applicants should
check their official email address frequently for financial aid correspondence.
Students may view financial aid status at any time by logging on to Banner
Web/Myinfo.

Financial Aid Programs

The following federal and state programs are available at MSU — Great
Falls. Students apply for each of these through the FAFSA application unless
otherwise noted.

Federal Academic Competitiveness Grant (ACG)

A federal ACG grant is a form of gift aid for Pell grant eligible students
enrolled in an eligible program of study who have completed a rigorous
program of study in high school (as determined by the Department of
Education). Eligible students must have graduated from high school after
January 1, 2005, and must submit a complete high school transcript to
the Registrar. The amount of the grant is determined by grade level and
available funding.

Federal Pell Grant

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

Federal Supplemental Education Opportunity Grants (FSEOG)

Federal Supplemental Educational Opportunity Grants are a form of gift
aid. Student eligibility is determined by completing the FAFSA. Preference
for the FSEOG is given to students who have federal Pell Grant eligibility
and who are early applicants. Funding is limited and is awarded on a first-
come, first-served basis.

Federal Workstudy

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

State Workstudy

The state Workstudy Program offers part-time employment for eligible
students who are Montana residents. Students seeking eligibility under
this program must complete the FAFSA (MSU — Great Falls). A student’s
earnings are limited to the amount awarded through the Financial Aid
Office. State Workstudy students are paid every other week according to
the State of Montana payroll schedule. State Workstudy positions are all
located on campus. Funding is limited and is awarded on a first-come, first-
served basis.

Montana Baker Grant (MTAP)

The Montana Baker Grant is available to Montana students who have
enrolled full-time and earned a predetermined amount of income the
previous year. Receipt of other aid may affect eligibility. Grants are between
$100-$1000 depending on an individual’s eligibility. Funding is limited and
is awarded on a first-come, first-served basis.

Montana Higher Education Grant (MTHEG)

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

Tuition Waivers

Waivers are administered by the Financial Aid Office. For all students, inquiries
should be directed to the Financial Aid Office. All waivers are based on
financial need as a criterion whenever possible, except for honor scholarships
for National Merit Scholarship semifinalists, high school honor scholarships,
and faculty and staff fee waivers. Waivers do not require repayment. Waivers
are state funded and require Montana residency status with the exception
of the faculty/staff fee waiver. For assistance, please call 406.771.4334 or
1.800.446.2698 (in Montana), or write Financial Aid, Montana State University
— Great Falls College of Technology, 2100 16th Avenue South, Great Falls, MT

59405, or email finaid@msugf.edu.

Honorably Discharged Veterans’ Tuition Waiver

Tuition shall be waived for certain honorably discharged persons who
served with the United States Armed Forces in specified time periods and
are currently residents of the State of Montana according to the Board
of Regents residency policy. A provision of this policy states that the fee
waiver shall not apply to persons who qualify under federal laws granting
educational benefits to veterans.
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Application forms are available from the Financial Aid Office or the
Financial Aid website at: www.msugf.edu/catalog/FinancialAid/
TuitionWaivers.html.

Recipients of this waiver are subject to satisfactory academic progress
requirements. Waivers are available for War Orphans and dependents of
prisoners of war. Please direct inquiries to the Financial Aid Office.

Indian Student Tuition Waiver

This waives tuition each semester and is awarded by the Financial Aid
Office to students who submit documentation that they are at least 1/4
American Indian, complete an affidavit stating they have been bona fide
residents of the State of Montana for at least one year prior to enrollment
in the Montana University System, and demonstrate financial need
by completing the FAFSA. Applicants for this waiver must file a FAFSA,
complete their financial aid file, and complete the waiver application
available in the Financial Aid Office or online at www.msugf.edu/catalog/
FinancialAid/TuitionWaviers.html. Recipients of this waiver are subject to
satisfactory academic progress requirements.

Montana Senior Citizen Tuition Waiver

Tuition shall be waived for students classified as in-state residents for fee
purposes and who are at least 65 years of age at time of registration. To
apply, students must submit a copy of their driver’s license or state ID card
to the Financial Aid Office, along with the Senior Citizen Tuition Waiver
application.

September 11, 2001, Victims Waiver

Persons whose spouse, parent, or legal guardian was a victim of the
September 11, 2001, terrorist actions at the New York World Trade Center,
the Pentagon or the Pennsylvania airplane crash are eligible for the
waiver. “Victim” as used herein means a person killed as a direct result
of physical injuries suffered on or about September 11 directly related to
the above noted terrorist actions and includes rescuers, relief workers or
fire and police personnel. It does not include any individual identified by
federal law enforcement personnel as likely perpetrators of the terrorist
activities. If a person is eligible for other grants or scholarships based on
the individual’s relationship to a victim, which assistance may be used for
attendance within the Montana University System, the waiver shall be
available only if the individual has fully pursued this alternative source
of student assistance and only to the extent that the alternative aid does
not cover charges otherwise waivable under this policy. This provision will
automatically expire on May 30, 2010. Contact the Financial Aid Office to

apply.

Surviving Dependents of Montana Firefighters/
Peace Officers Tuition Waiver

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

Surviving Dependents of Montana National Guard Member Waiver

The surviving spouse or child of any Montana National Guard member
killed as a result of injury, disease, or other disability incurred in the line of
duty while serving on state active duty is eligible for a waiver. This waiver

shall not apply to the extent that any such person is eligible for educational
benefits from any governmental or private benefit program that provides
comparable benefits. Contact the Financial Aid Office to apply.

War Orphans Waiver

A waiver is available, with the approval of the Commissioner of Higher
Education, for children aged 25 and under of members of the armed
forces of the United States who served on active duty during World War
I1, the Korean, Vietnam, Iraq or Afghanistan conflicts. Such members of the
armed forces must be Montana residents at the time of entry into service
and must have been killed in action or died as a result of combat related
injury, disease, or other disability while in the service. Contact the Financial
Aid Office to apply.

Department of Corrections Waiver

Effective May 25, 2010, pursuant to §52/5/112 MCA, MSU-Great Falls
College of Technology will waive $500 per semester (maximum of $1000/
year) of resident tuition for residents of a Montana youth correctional
facility who have been recommended by the Montana Department of
Corrections. Awards are limited to 5 new waivers each year and given
on a first-come, first served basis. Students must complete the waiver
application form and attach a letter of recommendation from the Montana
Department of Corrections. Students must maintain satisfactory academic
progress for financial aid purposes for continued eligibility. Failure to meet
those requirements will result in permanent revocation of the waiver.

Federal Family Education Loan Program (FFELP)
Federal Subsidized Stafford/Federal Unsubsidized Stafford/
Federal Plus

The Free Application for Federal Student Aid (FAFSA) must be completed to
determine eligibility for all FFELP loans. The FFELP loans offer assistance from a
participating lending institution of the borrower’s choice.

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

Veterans’ Benefits

Students who are veterans of military services or active members of the guard
or reserve may be eligible for Veterans’ Educational Benefits. Application for
benefits should be submitted to the regional Veterans Administration Office
at least 30 days in advance of the start of the academic term. Dependents
or spouses of veterans totally and permanently disabled or deceased as a
result of a service related injury may be eligible for dependents educational
benefit. Other educational benefits are extended to veterans using vocational
rehabilitation. Once enrolled, recipients must request the Financial Aid Office
verify their enrollment with the Veterans Administration to commence
benefits.

Students using Post 9/11 Chapter 33 Veterans Benefits and Vocational Rehab
Chapter 31 benefits will have their tuition and fees paid direct by the Veterans’
Administration. All other students using veterans’ benefits will be personally
responsible for tuition and fees.

Students using Veterans’ Educational benefits at MSU — Great Falls must
maintain a 2.0 cumulative GPA. If the student falls below a 2.0 cumulative GPA,
he or she will have one semester to raise the GPA to 2.0. If the student is unable
to do this, he or she will be placed on suspension and will have to sit out a
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term before utilizing the veterans’ educational benefit again. Appeals may be
granted for extenuating circumstances.

For additional information or to apply for Veterans’ Educational Benefits, visit
www.gibill.va.gov or contact the Financial Aid Office at 406.771.4334 or the
Veterans’ Administration at 1.888.GIBILL1. Active members of the guard

or reserve should contact their unit concerning eligibility for federal tuition
assistance or Montana guard scholarships.

State and Local Services

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

Withdrawals/Changes in Enrollment

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

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

Students who do not officially withdraw but stop attending classes and receive
failing grades will be considered unofficial withdrawals. The institution will
determine the last date of attendance. Based on this date, students may owe a
repayment of aid received.

Appeals regarding retroactive withdrawals and tuition refunds must be
addressed within three years of the student’s course enrollment. Any appeals
filed beyond this three (3) year window will not be considered.

Return of Title IV Funds

This policy applies to students who officially or unofficially withdraw from the
College. Refunds are determined according to the following policy:

The term “Title IV Funds” refers to the federal financial aid programs
authorized under the Higher Education Act of 1965 (as amended) and includes
the following programs: subsidized FFELP loans, unsubsidized FFELP loans,
FFELP PLUS loans, Federal Pell Grants, federal ACG Grants, and federal SEOG.
The state fund that may be affected is the MTAP grant.

A student withdrawal date is:

¢ The date the student began the institution’s withdrawal process or
officially notified the institution of intent to withdraw;

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

¢ The student’s last date of attendance at a documented academically
related activity.

Return of fund calculations:

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

¢ In accordance with federal regulations, when financial aid is involved,
return of funds are allocated in the  following order:  unsubsidized
FFELP loans, subsidized FFELP loans, FFELP Plus loans, federal Pell Grants,
federal SEOG, other Title IV assistance.

¢ Copies of this calculation can be requested from the Financial Aid Office.

Institutional and student responsibilities with regard to the return of the Title
IV funds:

MSU — Great Falls’ responsibilities with regard to the return of Title IV funds
include:

e Providing each student with the information given in this policy;

¢ |dentifying students who are affected by this policy and completing the
Return of Title IV calculation for those students within 45 days of the
withdrawal date; and

e Returning any Title IV funds that are due to the Title IV programs.

The student’s responsibility with regard to the return of the Title IV funds
includes:

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

e Repaying to MSU-Great Falls any funds that were returned to the Title
IV programs on the student’s behalf.

Examples of this calculation can be obtained from the MSU — Great Falls
Financial Aid Office.

Attendance

Attendance is mandatory to receive financial aid. Students must attend classes
on a regular basis and complete them to continue to receive financial aid. If a
student stops attending part or all of their classes, he or she may have to repay
part or all of the financial aid he or she has received.

Satisfactory Academic Progress Requirements

Federal and state financial aid regulations require all financial aid recipients
maintain satisfactory academic progress in their programs of study. Failure
to maintain satisfactory academic progress will result in either financial aid
probation or suspension. Students on financial aid probation may continue
to receive financial aid. Students on financial aid suspension will not receive
financial aid. Below is a brief outline of the standards to achieve satisfactory
progress for financial aid recipients at MSU — Great Falls. For a complete copy
of the policy contact the Financial Aid Office.
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e Students are required to maintain a minimum 2.0 cumulative grade point
average (C average). Students with less than a 2.0 CGPA, but at least a
1.50 CGPA at the end of each academic term, will be placed on financial
aid probation for the next academic term, and placed on financial aid
suspension at the end of the probation term if the CGPA is not 2.0 or
above. If at any time a student’s CGPA is less than a 1.50, and/or the

completion ratio is less than 67%, the student will be placed on financial
aid suspension;

e Students must complete 67 percent (rounded) of the number of
attempted credits as of the end of the add/drop period each term.
Students with a completion ratio of less than 67 percent at the end of
each term will be placed on financial aid suspension;

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

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

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

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

Changes to Financial Aid Policies

Exceptions or amendments to any of the specific provisions regarding financial
aid policies or requirements may be made at any time, without publication, due
to changes in federal, state, and/or institutional regulations and policies. For
current information, see: www.msugf.edu/admissions_records/financialaid

Learning Center

www.msugf.edu/students/LearningCenter

The Learning Center provides free tutoring services to students enrolled
in classes at MSU — Great Falls and is a hub for academic assistance and
collaboration. It is the Learning Center’s mission to assist students in becoming
independent learners as the tutors provide help in subject content and study
skills. Learning Center staff will assist students in setting up study groups, and
are active supporters of all students’ efforts to be successful in their academic
programs at MSU — Great Falls.

The Learning Center is located in R263 at the top of the ramp. Appointments
are encouraged, but walk in help is also available. To schedule an appointment
or to gain a copy of the tutoring schedule, call 406.771.5127.

Content Tutoring
Content tutoring is available in the following areas:

¢ Biology

e Chemistry
o Writing

e Accounting
e Computers
¢ Math

Online Tutoring

Tutoring is also available online for students enrolled in distance courses or
if they are not able to come to campus during business hours. No additional
software is required for the student to participate. A web cam and microphone
is suggested, but there are alternatives available if the student does not have
access to them.

Study Skills Assistance

The tutors in the Learning Center assist students in the foundational skills
required to be successful in college. Some of these skills include:

¢ Textbook reading

¢ Note taking

¢ Time management

¢ Organization

¢ Dealing with testing and math anxiety
e Test preparation

Workshops are held throughout the semester on various study skills topics.

Registrar’s Office

Change of Address

A current mailing address, permanent address, and telephone number must be
on file with the Registrar’s Office in Student Central. A forwarding address must
be provided when a student withdraws or graduates. A change of address form
is available at Student Central or at: www.msugf.edu/admissions records/

forms.html.

Having an incorrect address will cause a hold to be put on the student’s record
until it is updated.

Change of Program

In order to change their academic program, students must complete the Change
of Program form, which must be signed by the new advisor and returned to the
Registrar’s Office. Completion of this process ensures the student is assigned
an appropriate program advisor. The Change of Program form is available in

Student Central or online at: www.msugf.edu/admissions_records/forms.html.

Transcript of Record

An Official Transcript Request Form can be printed, completed, mailed, faxed,
or dropped-off at the College. Mail requests to:

Transcript Request

MSU—-Great Falls College of Technology
2100 16 Ave South, Great Falls MT 59405
FAX: 406.771.4329
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Any student attending MSU—Great Falls College of Technology since Summer
1987, can access an unofficial transcript from Banner Web.

If you have completed your general education core requirements you must
submit the TRANSCRIPT MUS CORE FORM to the Registrar’s Office to ensure
that your completion of these requirements is reflected on your transcript.

General Transcript Information:

Federal Educational Rights and Privacy Act (FERPA) guidelines regarding release
of student records are adhered to. We cannot release transcripts without a
written request with your signature; we cannot allow someone else to pick
them up for you without your written permission.

Official Transcripts are processed within 3-5 working days of receipt of request.
OFFICIAL TRANSCRIPTS ARE NOT PROCESSED IMMEDIATELY.

Transcripts will not be processed for a student with debt to ANY Montana State
University Campus (Billings, Bozeman, Great Falls, or Havre).

If you have never obtained an official transcript, one is processed free; any
subsequent requests are $3.00 each.

On-campus:
Transcript request forms are available in Student Central.

MSU-Great Falls College of Technology is located at 2100 16th Ave South,
Great Falls MT.

Complete an Official Transcript Request Form - your written signature is
required to release your transcript.

Bring the complete name and address of where the transcript is to be mailed.
If a student wishes to pick-up the transcript, this must be indicated on the
request form.

Off-campus:

(Hand-written request) requesting a transcript by letter or fax, you will need to
include the following information:

- Download Form

- Your full name and any name you may have attended under

- Your Social Security Number

- Current address and phone number

- Approximate dates of attendance at MSU-GF COT

- Complete name and address of where the transcript is to be sent
- Your signature

Students attending MSU — Great Falls after 1987 can access an unofficial
transcript at our website: www.msugf.edu/students by clicking “Banner Web/
My Info” and logging into the secure area.

Withdrawal from the College

Per Montana Board of Regents of Higher Education Policy 940.7: mus.edu/
borpol/bor900/9407.htm: Unless otherwise required by the Higher Education
Act of 1965, as amended, refunds of fees in the event of withdrawal from
college are authorized according to the following procedures. The registration
fee is non-refundable.

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

Fall & Spring Semester:

Days of Instruction* Percent Refunded

REGISTIATION dAY ....vieieieciceeiceeieie et es 100

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

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

The Registration Fee and Application Fees are Nonrefundable per Montana
Board of Regents of Higher Education Policies 940.2 and 940.7, mus.edu/
borpol/bor900/9402.htm, mus.edu/borpol/bor900/9407.htm.

Student Assistance Foundation Outreach Office (SAF)

Student Assistance Foundation is a nonprofit organization whose mission
is to provide students with the knowledge and tools to finance and pursue
their postsecondary education. SAF is located in Student Central. For more
information call 406.771.5136 or 800.852.2761. SAF provides the following
services to students and the community:

¢ Student loan entrance and exit counseling

¢ College planning

¢ College success strategies

¢ FAFSA completion (Free Application for Federal Student Aid)
¢ Transfer student assistance

¢ Scholarship services

¢ Debt management

e AND MUCH MORE!

Tuition and Fees/Student Accounts

Tuition and Fees Policy

(Policy 308.2 — Tuition and Fees)
www.msugf.edu/about/PoliciesProcedures/300/308.2_TuitionAndFees.pdf
See Admissions for descriptions of admit categories and requirements for this
policy.

Tuition and Fee Appeals

Appeals regarding tuition and fees must be addressed within three years of
course enrollment. Any appeals filed more than three years after the date of
last attendance will not be considered. Note: This policy applies to appeals for
retroactive withdrawals and tuition refunds only. For policy on academic

performance appeals, please see the Academic Complaints section of this
Handbook.

Forms for tuition and fee appeals may be found at: www.msugf.edu/
admissions_records/pdf/SpecialConsideration.pdf.
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Billing

In addition to traditional hardcopy bills mailed to students, the College has
implemented paperless billing, as well as online bill payment by credit card or
bank account. Students may also pay bills in person through Student Accounts
in Student Central.

Cancellation, Refund, and Grading Policy for
Courses Numbered 194 and 094

All students wishing to drop or withdraw from courses numbered 094 and
194 are required to fill out an Add/Drop or Withdrawal Form. These forms are
available at the Office of Outreach & Workforce Development.

e If a class is dropped at least 3 working days prior to the first day of class, the
full amount of tuition and fees will be refunded. For credit-bearing courses
(those with a course number of 194), the $30 semester registration and $30
one-time application fee will not be refunded.

e |f a class is not dropped at least 3 working days prior to the first day of
class or the student enrolls and does not attend, the full amount of tuition
and fees will be assessed. In certain instances exceptions to this policy may
occur for drops occurring less than 3 working days prior to the first day of class.
To be considered for an exception, an appeal stating the justification for this
exception must be made in writing to the Registrar’s Office.

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

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

Changes in Credit Load After Payment of Fees

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

Students dropping classes (but not withdrawing) will receive a 100 percent
refund on courses dropped before the end of the 15th class day. Refunds
will not be made after the 15th class day. This schedule applies only to fall
and spring semesters. For the summer withdrawal schedule, please see the
academic calendar for that term. Refunds are processed approximately 5 weeks
after the start of a semester and mailed to the student’s permanent address.

Deferred Payment Plan

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

Late Initial Registration Fee

(Policy 505.1 — Late Initial Registration Fee)
www.msugf.edu/about/PoliciesProcedures/500/505_1_Late_Registration

Fee.pdf

Introduction: Registering for classes prior to the first day of classes each
semester is strongly encouraged. Late registration and entry into classes can
contribute to academic problems for the student in terms of missed lectures
and otherimportant classroom activities. Though there are circumstances when
registering for classes late may be necessary, it often means administrative
and classroom processes must be compacted in order for the student to have
books, bills, and other services set up on a very tight timeline.

Policy Statement: Students registering for their first class after 12:01 a.m. on
the first day of class of each semester will be assessed a Late Initial Registration
Fee of $40.00 in accordance with Board of Regents Policy 940.4, mus.edu/
borpol/bor900/9404.htm.

Returned Check Policy

(Policy 502.1 — Dishonored Checks)
www.msugf.edu/about/PoliciesProcedures/500/502.1_DishonoredChecks.pdf

Individuals presenting checks to the College of Technology, which the bank
subsequently refuses to honor, are required to reimburse the College for the
amount of the check plus any fee charged by the bank for processing the
dishonored check. Individuals (faculty, staff, and students) will be notified in
writing of the dishonored check(s) and the amount needed to clear the item(s).
Personal checks may not be used to clear dishonored checks. Dishonored
checks presented by students will be added to their account balance. Unpaid
balances may result in a ‘Hold’ being placed on the student’s account. This
‘Hold” will prevent the student from registering for further semesters at this
or any other Montana State University campus. Individuals presenting two
dishonored checks within a calendar year to the college will be prohibited from
writing further checks payable to the college during that calendar year even
after clearing the two dishonored items. This applies to all checks payable to
the college or a college entity including the library, bookstore, cafeteria and
dental clinic.

Students Owing Debts

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

Students owing past due amounts may be referred to the State Department
of Revenue and/or a commercial collection agency for collection action. The
costs associated with collection through a commercial agency may be passed
on to the student.

Service Fees

(Policy 506.1 — Service Fees)
www.msugf.edu/about/PoliciesProcedures/500/506_1 Service Fees_Policy.
pdf

In order to provide real-world, hands-on experience to students, various
programs may provide products and services to private individuals. Services
and products are provided at the cost of materials plus a shop fee, if applicable,
to cover miscellaneous supplies.

Payments received for services and products will be deposited to the
appropriate designated fee accounts to reimburse the designated account for
the cost of materials purchased.

Tuition and Mandatory Fees Schedule

The Montana Board of Regents of Higher Education approves the College’s
tuition and mandatory fees schedules. Tuition and mandatory fee schedules
are available online at: www.msugf.edu/admissions_records/TuitionFees.html.

Tuition and fees are based on credit hours and are paid by the student each
semester. Tuition may increase by Board of Regents action.
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Campus Life

Health Insurance and Health Care

All students enrolled for 4 or more credits are required to have health
insurance. For students without coverage, MSU-GF College of Technology
offers a program developed especially for students by Blue Cross & Blue Shield
of Montana (BCBSMT). This plan provides coverage for injuries and illnesses
on or off campus. Coverage includes hospitalization, maternity, prescription
drugs, surgical services, emergency room charges, and immunizations, among
other benefits. More information is available at: www.msugf.edu/students/
Healthinsurance/index.html  Please contact Student Central for further
information.

Student Central

MSU — Great Falls College of Technology
Phone — 406-771-4414

Fax —406-771-4329

HelpDesk

The MSU — Great Falls HelpDesk is a student-staffed operation manning two
desks, one at the South Court area and the other in the Atrium. They help
anyone needing assistance, students, faculty, staff and guests. They give
directions in the building, contact phone numbers, help with online resources
including the portal, scheduling and passwords. HelpDesk staff also setup
wireless network connections on laptops. They are responsible for signing
students into computer lab rooms after 5:00 p.m. and on weekends. HelpDesk
is there to assist you and support your educational needs. South Court
HelpDesk: 406.771.4433; Atrium HelpDesk, 406.268.3497.

Housing

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

Lost and Found

Lost and Found items should be reported and taken to the COTtage Bookstore.
The phone number is 406.771.4367.

Parking

The College has free parking in the north, east, and south parking lots for
student use. It is requested that students not park in the designated visitor and
handicapped parking area at the east and south side of the building. Students
occupying handicapped parking should maintain a handicapped parking decal.
The roadway around the facility is a fire lane, and no parking is allowed along
the roadway.

Snack Bar and Cafeteria

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

Student Organizations
(307.1 - Student Organizations)

www.msugf.edu/about/PoliciesProcedures/300/307.1_StudentOrganizations.
pdf

The College recognizes the value of student organizations in campus life and,
consequently, provides the opportunity for groups to be formed and to meet
on campus. However, because their memberships are comprised of students at
MSU - Great Falls, student organizations should have some relationship to the
main educational mission of the College. It is neither the College’s intention
nor responsibility to sponsor, endorse, or otherwise support particular student
organizations. The fact that a student organization has access to College
facilities should not be construed, nor may a particular student organization
represent, that MSU — Great Falls sponsors, endorses, or otherwise supports
the organization or any of its views, philosophies, or activities.

Formation of new student groups is encouraged at MSU — Great Falls.
Sometimes they are only active for a year or two, but they serve their student
members well. If you would like to start a student group or inquire about the
process, see the ASMSUGF President or the Assistant Dean of Student Services.
Some past groups that are not currently active are:

Health Occupations Students of America, Pre and Current Respiratory Care,
Collision Repair and Refinishing Students, Campus Crusade for Christ, Chi
Alpha, Artists’ Guild, and Thesparadoes.

Associated Students
www.msugf.edu/campuslife/StudentGovernment

The Associated Students of Montana State University — Great Falls (ASMSUGF)
is an organization that acts on behalf of the MSU — Great Falls student body by
participating in a variety of campus planning activities. Some of the activities
include: providing input to the College’s administrative staff, the Montana
Associated Students, and to the Montana Board of Regents regarding issues
and policies that impact students, planning student and campus activities, and
prioritizing how student funds will be expended. Officers are elected at the
end of each spring semester and hold office throughout the following year.
Members of this organization also sit on various other college committees.

Student Emergency Assistance Program

The Student Emergency Assistance Program (SEAP) is sponsored by Associated
Students and is dedicated to providing emergency assistance to students or to
aid them in contacting other resources in the Great Falls area. SEAP is governed
and regulated by ASMSUGF. All resources are obtained through donations.
Students must go through an application process to receive assistance.
Applications are located in Student Central, and the Library.

Student Groups

Phi Theta Kappa

Advisors: Brian Cayko

To contact Phi Theta Kappa:

Office: G65, adjoining the Cafeteria
406.771.4322 or 1.800.446.2698 ext 4322

phithetakappa@msugf.edu

The purpose of Phi Theta Kappa shall be to recognize and encourage
scholarship among two-year college students. Phi Theta Kappa’s mission
is two-fold: 1) recognize and encourage the academic achievement of two-
year college students, and 2) provide opportunities for individual growth
and development through participation in honors, leadership, services,
and fellowship programming.

Each semester, a membership invitation into our local chapter, Beta Eta
Omicron, is extended to MSU — Great Falls’ students who have completed
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a minimum of twelve hours of associate degree coursework in which they
have a cumulative GPA of 3.5 or higher. Part-time and full-time students are
eligible for membership. Students must maintain a high academic standing
of at least a 3.25 cumulative GPA throughout their enrollment.

Benefits of joining Phi Theta Kappa include membership noted on the
academic transcript, wearing of the Society’s golden monogrammed
honors stole and tassel at graduation, a certificate of membership,
and access to more than $36 million in transfer scholarships. The club
participates in a variety of activities during the year, including fundraisers,
community service and volunteerism on and off-campus, and mentoring of
fellow students. If you are interested in becoming a member, feel free to
contact the advisors, or visit www.ptk.org.

Dental Assisting
Advisors: Robin Williams, Carmen Perry

The Dental Assistant Program Students are students that have been
accepted into the dental assistant program. Officers are elected
each year. The students perform community service by participating
in Kindergarten Brush-ins & Give Kids a Smile Sealant Day as well
as other volunteer activities that arise. The students raise money
through raffles, bake sales and food sales to earn money to help
fund a class photo and their graduation celebration each July .
Volunteer activities help students appreciate the importance of
community service as a dental healthcare professional.

Interior Design Club
Advisor: Julie Myers

Interior Design Club is an organization for interior design students on the
MSU - Great Falls’ Campus. Chapter activities include fundraising, campus
and community service, and the annual Interior Design Student Showcase.
Members can be involved at the local chapter level, and also at the regional
and national level in the National Kitchen and Bath Association and the
American Society of Interior Designers. The purpose of the group is to build
leadership, networking opportunities, and promote the practice of interior
design.

Native American Student Group (NASG)
Advisors: Don Fish and Tammy Filliater

The Native American Student Group has been established for
Native American students to assist and promote academic success;
to foster pride in their cultural heritage. This will be accomplished
through mentorship, advocacy, leadership and enrouagement from
other NASG students attending MSU - GF. All Native American
and non-Native students are eligible for membership. Each
individual member will support other students, both culturally and
educationally.

Physical Therapist Assistant Club
Advisor: Charlene Marshall

Objectives:

1. The purpose of the organization: to create and promote interest and
understanding in the general field of Physical Therapy.

2. To unite in a common bond without regard to race, creed, or
national origin, students enrolled in the College.

3. To recognize outstanding skills and leadership in the field of Physical
Therapy Assistant occupations.

4. To improve scholarship and skills that will enable students to
participate effectively in the PTA curriculum.

5. To provide direction for policy and management of MSUGF PTA Club.
6. To develop leadership that is competent and self-reliant.

7. To monitor and improve any activities relating to or using the
MSUGF PTA Club for any purpose.

8. To assure adequate support and organization to all members and to
work as a cohesive group in a non-competitive environment.

Practical Nurse Program Students
Advisors: Cheryll Alt, Patti Kercher, Cindy Schultz

The Practical Nurse Program Students are students that have been
accepted into the nursing program. The students elect officers each year.
The students perform community service by signing up for, and working
as a student nurse volunteer to various activities in our community. These
community activities are: Community Health Fair, Skin Cancer Clinic,
Volunteer for Whittier School Program, Vets4Vets, County Flu Shot Clinic,
MSU — Great Falls Flu Shot Clinic, and Day of Dance. The students also
do bake sales and food sales to earn money for their pinning ceremony
held every July. These activities give the students an awareness of their
community, and how they, as nurses, can be of assistance at a local, state,
and national level.

Student American Dental Hygiene Association (SADHA)
Advisors: Gail Staples, Kim Woloszyn

Student American Dental Hygiene Association is a student-led organization
on the MSU — Great Falls Campus composed of students enrolled in
its accredited dental hygiene program. As a chapter of the national
organization, this group has the unique opportunity to become active in
their professional organization at a student level. The organization focus
is to advance the art and science of dental hygiene by ensuring access
to quality oral health care, increasing awareness of the cost-effective
benefits of prevention, promoting the highest standards of dental hygiene
education, licensure practice, and research, along with representing and
promoting the interests of dental hygienists.

Campus Safety / Emergency

Accidents/lliness

If a student incurs an injury or becomes ill while on campus and the student
is unconscious, unable to respond, or the injury or illness is perceived to be of
a serious nature, 911 will be called to reach emergency services. The student
is responsible for the cost of transport and treatment for accidents or illness.
If the student is conscious and able to respond, and the injury or illness is not
perceived to be life-threatening, the student will be given the opportunity
to refuse emergency services. The student will be requested to complete an
Incident Report form available from Student Central.
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Reporting Accidents and Injuries on Campus

Students must report accidents and injuries involving themselves, other
students or visitors. Incident Report Forms are available in the Administrative
Office or in Student Central and must be filed with the Controller, Ed Binkley,
located in G1 in the Administrative Office area, 406.771.4307, or ebinkley@
msugf.edu. An Incident Report should be filed immediately or no later than the
end of the day it occurs and submitted to the Controller. All accidents should
be reported no matter how minor they seem. Reports of accidents should
include the time, place, witnesses, a description of the accident, and any injury
incurred. Depending on the nature of the accident, other information may be
requested by the Controller.

Failure to report an accident that later develops into a serious injury may result
in difficulties in receiving applicable insurance benefits, as well as a delay in the
correction of an unsafe condition. For the full policy, see the College’s website:
www.msugf.edu/about/PoliciesProcedures/400/405.1_Accidents.pdf.

Reporting an Emergency

The telephone is the primary means of reporting a serious emergency on the
MSU - Great Falls Campus. Dial 911 or 406.771.1180 (non emergency #) to
immediately notify law enforcement agencies.

Emergency Response

An Emergency Response Manual giving directions for responding to various
types of emergencies is posted in every classroom. If you hear and/or see the
emergency siren and flashing lights within the building, evacuate the building
immediately. Evacuation maps are at the entrance of every classroom and
meeting space. Evacuate through the nearest exit and move away from the
building. Crisis Team members in bright orange vests and Zone Wardens in
fluorescent green vests will guide you and answer your questions at that point.
In the rare event that an off -campus gathering point is required, cross 16th
Avenue to the University of Great Falls McLaughlin Center (gym).

Evacuation

Everyone will evacuate the building immediately on hearing the alarm - no
exceptions.

Crisis Team members will be wearing bright orange vests. Zone Stewards,
wearing fluorescent green vests and ID tags, are authorized to clear the
building. Each of them has been assigned a specific zone to evacuate.

Business/Technology Classroom Wing: South to parking lot or open field
Trades Building: East to parking lot
Dental Clinic - Learning Center Upstairs: North door to north parking lot
Health Sciences Upstairs - Arts and Sciences:

North door to north parking lot
Student Central / Library / Distance Learning: Atrium to north parking lot
Science Wing / Library: Exit through west emergency doors
IT / Print Center: South entrance across driveway to parking lot

Administration/College Relations/Outreach: East door, across driveway
to east parking lot

MSUGF Alert

MSUGF Alert is the emergency notification text messaging system for MSU -
Great Falls College of Technology. In the event of an emergency, a text message
will be sent to the mobile number and/or email registered with the system.
This is a free service provided by MSU - Great Falls; however, normal text
message fees may apply. Enrollment in MSUGF Alert is free and voluntary. If
you do not enroll in the system, you will not receive emergency alert messages

through this system. You may also choose to receive NOAA severe weather
alerts. Enrollment is strongly recommended: www.msugf.edu/Alert.

Safety
Unsafe conditions on the campus should be reported immediately to faculty,
staff, or in Student Central. Because some instructional areas require safety

clothing or equipment, students may not be allowed to work in these areas
without proper clothing and/or equipment.

Campus Services

COTtage Bookstore

The MSU - Great Falls’ COTtage Bookstore is located near the center of the
campus. Books and merchandise for the MSU — Great Falls and the MSU
Bozeman College of Nursing are available at the campus bookstore. Students can
purchase or reserve textbooks and general merchandise through the COTtage
Bookstore website or by selecting the “view textbooks” button located on the
registration page in BannerWeb. The website is: www.thecottagebookstore.
com Students can also take advantage of the Bookstore’s “Pre-Package Service”
by taking their class schedule to the Bookstore prior to financial aid charging.
The Bookstore will pre-package the books so that they are ready for the first
day of classes! Take advantage of this great service!

Intersession/Summer hours:
7:30 a.m. —5:00 p.m. Mon. - Fri. | Closed weekends

Spring/Fall Hours:
Monday - Thursday: 7:30 a.m. - 8:00 p.m.
Friday: 7:30 a.m. —5:00 p.m. | Closed weekends

Contact information:
mailto:bookstore@msugf.edu | 406.771.4367

Distance Learning

Distance Education Department

The College offers online courses which are an extension of the on campus
course offerings. Over 100 Internet courses are offered in General Education,
Computer Technology, Business, Health Science, and Office Technology. During
each term, emphasis is placed on offering Internet courses which support
programs at the MSU — Great Falls, as well as other units of the Montana
University System.

Additional information, including detailed course descriptions, is available
on the web at: distance.msugf.edu. For answers to questions about distance
learning opportunities, please visit our website or call the Distance Education
Department at 406.771.4440 or 800.446.2698, ext 4440.

Internet Classes

The College uses a variety of delivery methods to best accommodate students.
Qualified faculty are hired, both from inside and outside of the Great Falls area,
to meet the needs of students working part- and full-time. Faculty are trained
and supported by the Distance Education Department to deliver effective
instruction over the Internet. Online students follow the same registration
procedures as campus-based students. Online students have full access to
MSU — Great Falls library resources, online tutoring through the Learning
Center, and the opportunity to order textbooks online through the COTtage
Bookstore (www.thecottagebookstore.com). The College plans distance
learning opportunities, coordinates their delivery with academic departments,
and provides student and faculty support services. Please contact the
Distance Education office for more information about the programs and/or
course offerings. Students at a distance are an important part of the campus
community!
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Mixed-Mode (Hybrid) Classes

A hybrid or mixed-mode course combines the traditional classroom setting
with an online component. The amount of on-campus class time varies but
is less than a traditional face-to-face class. Students enjoy the flexibility and
convenience of an online course, as well as the benefits of meeting face-to-face
for interactive classroom instruction.

Web-Enhanced Classes

Many of the on-campus courses are web-enhanced and use various online
tools to enrich the class. An instructor may post lecture notes, grades, and
allow email contact online. Assignments may be turned in electronically.

Online Advantages: You Can —

¢ Take courses from the comfort of your home.

e Earn a degree online while you work.

¢ Login and complete assignments any time of day or night.
e Complete prerequisite courses online before relocating.

¢ Save on travel and childcare costs.

¢ Enjoy learning through an online format.

Online Challenges: You Must —

e Be self-motivated.

e Learn to communicate effectively using technology to connect with
other students, faculty, and the Distance Education Department by
using e-mail, phone calls, and posting to discussion groups.

e Beware of procrastination — online courses follow the same calendar as
0N-Campus courses.

e Own, purchase, or gain access to updated soft ware and a newer
personal computer for some courses. The latest version of Microsoft
Office Professional and the newest Internet Explorer browser are
recommended.

e Install a sound card (required for some courses).

e Read instructions and all course materials versus attending on-campus
course lectures.

e Have regular access to an Internet-ready computer and basic computer
skills.

You May -

e Be required to find a testing proctor or come on campus to take exams
for your online course(s), especially mathematics, accounting, and
computers.

Important Note: For online class procedures visit our website at distance.
msugf.edu. For all Professional Continuing Education/Outreach policies
visit outreach.msugf.edu and watch for our mailings each semester for any
procedural updates.

Arts & Sciences Testing Center

(305.1 — Testing Center Procedures)

www.msugf.edu/about/PoliciesProcedures/300/305.1_TestingCenter.pdf

o Schedule Testing Center with Administrative Support (X3705 or 268-3705)
24 hours in advance. Online exams should be proctored in 4-hour blocks.
Walk-ins will be accommodated when possible. (No scheduling from
12:00-1:30 p.m. unless prior arrangements have been made.)

e Faculty should place exam in a manila envelope, paper clip the attached
Exam Instruction Form (Individual Testing) or Exam Instruction Form
(Block Testing). Include a list of items that can be used with the exam
(calculators, straight rule, pencils or pens, etc.), special accommodations
(such as listening section on exam) and any other information that would
be pertinent in proctoring the exam. This will allow the room to be
scheduled appropriately.

o Backpacks will not be taken into the testing center. Purses are permitted.
Cell phones are to be turned off or put on vibrate (if incident occurs, the
student will be asked to leave).

e A camera system is installed and used in the Testing Center.

e Students are not permitted to leave the Testing Center during the exam.

e A CD/cassette player is available should there be a listening section on
the exam.

e The completed exam will be returned to the manila envelope and placed
in instructor’s mailbox unless there is specific instruction to the contrary.

e If exam is cancelled, please contact Administrative Support (X3705 or
406.268.3705) as soon as possible so that testing room can be made
available.

e Proctor will not be responsible to contact students, collect or return
homework.

What is a proctor?

Proctors are certified individuals who agree to supervise examinations
for MSU-Great Falls College of Technology distance classes. Each proctor
has the responsibility to facilitate fairness and integrity during the
examinations.

Who can and cannot be a proctor?

The following are eligible:

e Guidance Counselor (High School/Elementary School)
e Principal or Vice Principal

e Librarian

e School Secretary, Administrative Assistant

e Secondary Education Teacher (that is not your coach or
assistant coach)

e Local Testing Center Coordinator

e Hospital Education Officer

e Director of Nursing, Medical Services
e Military Education Officer

e School Superintendent

e Ecclesiastical Leader
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The following are ineligible:

e Relative or friend of student and/or student’s family
e Employer of student

e Personal tutor of student

e Coach, Assistant Coach

How do | get a proctor and what information is needed?

If the student lives at a distance a proctor needs to be set up within three
days from the start of the semester.

The student needs to contact the prospective proctor and ask if they
would supervise exams for them. Once permission is granted the student
will designate this individual to their instructor by providing the following
information:

e Name and Title of Proctor
e Business Name

e Address

e (City, State, Zip code

e Telephone Number

e FAX Number

e E-Mail Address of Proctor

The Arts and Sciences Division Assistant has a list of proctors that
have been used in the past. You can contact her at 406.268.3705 or
1.800.446.2698 extension 3705 if you are having trouble finding a proctor.

**NOTE: Students who live in Great Falls must take their exam at the
MSU - Great Falls Campus with the Testing Center Coordinator.

How does my proctor get the exams?

Once the proctor has been approved, your exams will be mailed via the
US Mail Service.

How do | schedule to take the exam?

Off Campus Testers

The student must contact the proctor ahead of time to set up an
appointment to test. Please be sensitive to the proctor’s schedule and
give as much lead time as possible.

On Campus Testers

The student must contact the Testing Center Coordinator two (2)
working days (M-F — 8:00 a.m.-5:00 p.m.) in advance. The phone number
is 406.268.3705. There are no same day test appointments given. The
Testing Center check in point is R240.

What about testing fees?

It is the student’s responsibility to pay for any testing fees that may be
charged at the off campus proctoring site. There are no fees charged for
on campus (MSU — Great Falls) testing.

Where will | take my exams?

Exams will be administered at the school, educational facility, or place
of business of the proctor. The exams will never be administered at the
student’s or proctor’s home.

If | test at MSU — Great Falls, what are the Testing Center Procedures?

1. Thetester must show a current picture ID in order to test unless the
proctor can identify them.

2. Children are NOT permitted in the Testing Center.

3. Backpacks, books, etc. will be taken into the testing center and
placed at the entrance area or on the bookcase. Purses will be placed
on the shelf above the desk or placed on the floor beside the tester.

4. Cell phones must be turned off or placed on silent.

5. Itis the student’s responsibility to know who their instructor is and
what test they are taking.

6. Personal calculators are allowed if the instructor permits. TI-83
calculators will be available for your use if the instructor chooses
this option.

7. Please help us to accommodate students and employees who are
chemically sensitive to fragrances and other scented products.
Please do not wear perfume, aftershave, scented hand lotion,
fragranced hair products and/or similar products.

8. The tester is not permitted to leave the Testing Center once the
exam is started. Emergency situations will be handled on a case-
by-case basis.

9. A camera system is installed to monitor the Testing Center.

10. Prior approval from the instructor is required for all makeup exams.
The Testing Center Coordinator will request the make-up exam.

11. Make up exams can be given on Friday by the course instructor, not
the Testing Center Coordinator.

1
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. Scratch paper will be provided only if the instructor permits and
must be turned in with the exam.

13. The tester cannot take the exam with any unauthorized books,
notes, or reference materials unless specified on the exam
instructions. The tester cannot copy any part of the exam to take
with them.

14. If the student is suspected of cheating, an Incident Report will be
completed and submitted to the course instructor and Division
Director.

What is the Testing Center Schedule at MSU - Great Falls?
Hours of Operation — Summer Semester (Hours may be subject to change)

Day Time

Monday 8:30-12:00 and 1:30-7:30
Tuesday 8:30-12:00 and 1:00-5:00
Wednesday 8:30-12:00 and 12:30-5:00
Thursday 8:30-12:00 and 1:00-5:00
Friday NO TESTING

Hours of Operation — Fall Semester and Spring Semester (Hours may be
subject to change)
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Day Time

Monday 8:30-12:00 and 1:30-8:00
Tuesday 8:30-12:00 and 1:00-5:00
Wednesday 8:30-12:00 and 1:00-5:00
Thursday 8:30-12:00 and 12:30-6:30
Friday NO TESTING

Weaver Library

library.msugf.edu

The Weaver Library is located just off the Atrium next to the HelpDesk. The
Library’s collection supports all curricular areas; the collection includes books,
videos, and periodicals as well as a rich array of electronic resources including
full-text periodicals and newspapers, periodical indexes, reference materials,
and the catalogs of other libraries. Access to Library holdings is through a web-
based catalog and the Library’s website. Electronic resources can be accessed
24/7 from off-campus. The Library provides computers for research and space
to study, including group study rooms. Also housed in the Library is the campus
computer lab with the software needed for coursework. The Library supports
instruction and student learning by providing open access to information and
knowledge.

Library services include reference, individual and group instruction, interlibrary
loan, and reserves. A knowledgeable staff is available to help patrons with
information needs. For more information, call the Library at 406.771.4398 or
visit the Library’s web site at: library.msugf.edu.

Weaver Library Policies
www.msugf.edu/about/PoliciesProcedures/900Policies.php

Library Conduct
(Policy 901.1 — Library Conduct)
www.msugf.edu/about/PoliciesProcedures/900/901.1_LibraryConduct.pdf

Users of the MSU-Great Falls Weaver Library should expect a safe, secure, and
comfortable environment conducive to study and research. To insure this kind
of environment, the library expects its users to follow library and campus rules,
policies, and procedures.

To maintain the library as a comfortable and safe space, the following conduct

expectations will be enforced by library staff, including library student

employees:

e Sounds from any personal electronic equipment including cell phones,
laptops, audio players, and other mobile devices must be inaudible to
other users.

e Food and drink should be restricted to snack-type items and all beverage
containers must have a lid.

e Children under the age of 14 must be accompanied by an adult and must
remain with that adult.

e Computers are provided in the library for academic support and academic
use takes precedence over all other use. Users should not tie up library or
computer lab computers with non-academic activities and may be asked
to relinquish their computer to another user. Users viewing pornographic,
graphically violent, or other disruptive online or print materials may be
asked to move to a different workstation or to leave the library, at the
discretion of the Director of Library Services. Public users, students and
university employees are subject to the Board of Regents Information

Technology policies and procedures: bor.montana.edu/borpol/bor1300/
bor1300.asp .

o Permanently altering settings on library computers, software or
peripherals such as scanners is not permitted.

e Users who leave a work station or library table in such a condition that
another user cannot use the space may have library use privileges
revoked temporarily or permanently.

o Exhibiting behaviors that are disruptive to other users or library staff
members may result in a request to leave the library.

e Users must not interfere with a library staff member’s performance of
his or her duties.

e Users are solely responsible for their personal property.

e Library materials should be handled carefully. Users must not mutilate
library materials by marking, underlining, removing pages or portions of
pages. Removing a binding, removing electronic theft detection devices
or barcodes, or in any other way defacing library materials is prohibited
and the user responsible may incur a repair or replacement charge.

e Library materials must not be concealed in the Library for the exclusive
use of individuals or groups.

e Users are responsible for obeying applicable intellectual property law,
including the U.S. Copyright Law.

Right to Refuse Service

The library staff has an obligation to manage disruptive behaviors quickly and
professionally. The MSU-Great Falls Weaver Library Staff reserve the right to
refuse service to library users who act in ways that disrupt other library users,
library staff, or library facilities. Such behaviors include:

Refusal to follow library and campus rules and policies;
e Harassment of other library users or library staff;

e Personal hygiene issues that affect other library users, library staff, or
library facilities; and/or

¢ Threatening or violent behavior.

Any user exhibiting such behavior will be asked to cease; continued violations
may necessitate banning that user from the library. If the user is a student, the
violation may fall under the MSU-Great Falls Student Conduct Code.

See library.msugf.edu/policies.htm for library polices
See www.msugf.edu/studentlife/StudentPolicies.htm for campus policies

See www.msugf.edu/studentlife/StudentPolicies.htm#conductcomplaints for
student conduct policies

See bor.montana.edu/borpol/bor1300/bor1300.asp for MUS computer use
policies

Appeals
(901.2 - Appeals)
www.msugf.edu/about/PoliciesProcedures/900/901.2_Appeals.pdf

Library patrons may appeal overdue and/or lost book fines with the Senior
Librarian. Appeals must be made within thirty (30) days of incurring the fine.
To initiate an appeal, a patron must complete a fine/lost book appeal form.

Before filing an appeal, the patron should first have talked to library staff about
the fine in question in order to clarify the reason for the fine. If, at that time,
the patron is still concerned about the fine, s/he should file an appeal.

STUDENT POLICY & PROCEDURE HANDBOOK: MONTANA STATE UNIVERSITY — GREAT FALLS ® 25



CAMPUS SERVICES

Patrons who wish to appeal are still responsible for the borrowed item(s). Fines
can continue to accrue if the item has not been returned.

Fine appeals will not generally be considered for any of the following reasons:
1. Any fine or charge that has been referred to the Business Office.

2. Lack of familiarity with borrower policies. Circulation information is
posted at the Checkout Desk and on the Library’s web site.

Items returned for a patron by another person.
Items returned to another library.
The patron lent a checked out item to someone else.

o vk w

The patron has disregarded a request for a recalled book.

After completing a fine/lost book appeal form, the patron must make an
appointment to meet with the Senior Librarian regarding the appeal. The
Senior Librarian may uphold, waive, or reduce the fine. A decision will be made
and communicated with the patron within thirty (30) days of the filing of an
appeal.

Children in the Library
901.3 - Children in the Library

www.msugf.edu/about/PoliciesProcedures/900/901.3_ChildreninTheLibrary.
pdf

Children under the age of 14 are not allowed in the Library unattended and
may not use library computers independently but may use them under the
supervision of a parent or guardian.

Distance Student Borrowers

(Policy 902.3 - Distance Student Borrowers)
www.msugf.edu/about/PoliciesProcedures/900/902.3
DistanceStudentBorrowers.pdf

All currently enrolled MSU — Great Falls distance students are allowed use of
library materials, under the following guidelines:

1. Students phoning or e-mailing requests for materials must provide the
following information in order for requests to be filled: name, student ID
number, address, phone number and e-mail address. Students coming
to the library to check out materials will need a student ID or a photo ID
and proof of current registration.

** Students who reside outside of Montana should call or email to make
arrangements for the delivery of materials.

2. Circulating books in the general collection may be checked out for
a period of 3 weeks. AV materials circulate for 3 days. All items are
renewable once if they are not requested by another patron. Renewals
may be made in person, by phone, or by email; please contact us in
advance of the due date to avoid fines. All items are subject to recall
after 3 weeks, if requested by another patron. A week is added to the
circulation time for any item mailed to a distance student. The Library
pays postage one-way; the borrower is responsible for return postage.

Items borrowed through interlibrary loan are subject to the circulation
times of the lending library and may differ from those of MSU — Great
Falls.

3. Journal articles will usually be photocopied for distance students. We
can also photocopy information from resources that do not circulate,

such as reference books. Photocopies do not need to be returned to the
library.

4.  Fines for 3-week loan items are assessed at $0.50 per day/per item.
Overdue interlibrary loans accrue at $1.00 per day. There is no maximum
fine for interlibrary loan items.

Overdue AV materials accrue at $2.00 per item/per day. Fines will also
be assessed for damaged items.

5. Apatron is responsible for damages to library materials while checked
out under his/her account. Damaged items may be assessed a fine,
depending on the extent of damage. An item returned in such a
condition that it must be replaced will be treated as lost (see 7). All
damaged items remain the property of the library.

6.  Atthe end of each semester, unpaid fines will be transferred to the
Business Office for collection. The Business Office will add the amount
due to your student account and may withhold transcripts and other
college services from you until the amount is paid in full.

7.  Late materials accruing fines up to $25.00 will be considered lost. Library
materials more than 30 days overdue are also considered lost. If an item
is lost, you will be billed the replacement cost of the item plus a $20.00
processing fee. If the item is no longer in print, you will be billed the
average cost for a book/video in the same general subject area, plus the
$20.00 processing fee. Lost material bills are transferred to the Business
Office for collection. The Business Office will add the amount due to
your student account and may withhold transcripts and other college
services from you until the amount is paid in full.

8. Borrowing privileges will be suspended if your library fines accrue to
$25.00, your bills are transferred to the Business Office, and/or recalled
items and interlibrary loan materials are not returned on time.

Group Study Rooms
(905.1 — Group Study Rooms)
www.msugf.edu/about/PoliciesProcedures/900/905.1_GroupStudyRooms.pdf

We ask that you adhere to the following policies regarding the use of the study
rooms:

e All requests for use are on a first come/first served basis.

e Group Study Rooms are intended to be used by groups of 2 or more
students.

e Reservations are encouraged.

e All reservations should be made from 1 working day to 1 week in
advance. “Walk-in" use will be accommodated based on scheduled use.

¢ The individual who reserves the room must accept responsibility for it.

e Reservations must be made, in person, by presenting a valid MSU ID
at the Library circulation desk. Reservation requests are limited to 1
reservation per day or 2 reservations per week.

e Group study rooms may be reserved only by registered MSU students.
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Exceptions to this rule may be requested by contacting the MSU -
Great Falls Campus Library circulation desk 1 working day in advance.
Exceptions may be granted based on expected student demand and
are determined on a case-by-case basis. MSU — Great Falls reserves the
right to deny requests by non-students.

e MSU — Great Falls Campus Library reserves the right to deny requests or
cancel reservations when appropriate.

e Rooms can be reserved for up to 2 hours with the possibility of an
additional 2 hour “renewal”. Renewals are dependent upon scheduled
use and may be denied.

e Rooms not checked out 10 minutes after the start of the reservation
period will be made available to other patrons. Failure to use reserved
time may result in a denial of future reservations. Also, once you
leave the Study Room, it is available for other students to use — your
reservation is only valid as long as you occupy the room.

¢ Do not leave unattended belongings in the Study Rooms. Unattended
items may be removed and you may lose Study Room privileges. The
Library assumes no responsibility for personal property left in the
rooms. Any personal items found will be placed in the Library’s lost and
found.

¢ Windows may not be obstructed.

¢ Please clean up the room when you leave and report any problems to
the Library staff. If any damage or excessive mess is discovered after
your use, you may be held responsible or lose Study Room privileges.

Interlibrary Loan Services
(903.2 - Interlibrary Loan Services)

www.msugf.edu/about/PoliciesProcedures/900/903.2
InterlibraryLoanServices.pdf

Borrowing Between Libraries

No library can own all of the books, periodicals, and other materials needed by
its users. However, libraries often cope with the situation by using a system of
lending/borrowing known as interlibrary loan.

The Weaver Library lends its materials to other libraries and borrows materials
for faculty, staff, and students needing materials not available locally. When we
borrow from other libraries on your behalf, we accept the responsibility for the
careful use and prompt return of their materials.

An understanding by our borrowers of the following regulations and procedures
will help us facilitate operations and provide better service.

Who May Borrow?

Interlibrary loan requests are accepted from MSU — Great Falls faculty, staff
and students.

How to Make an Interlibrary Loan (ILL) Request

Please check the Library Catalog and our Full-Text Finder carefully before
making an interlibrary loan request. Interlibrary loans are expensive for both
the borrowing and the lending libraries.

Interlibrary loans requests should be made through our interlibrary loan
system, ILLiad. To make a request, you must first establish an account in ILLiad.
To do this, go to library.msugf.edu/illhome.html. Requests will not be accepted
by other means.

Once you have established an account, fill out the correct form in ILLiad—to
request a copy of an article, use the “Request a Photocopy” form; for copies
of book chapters use the “Request a Book Chapter” form. To request a book
or video, use the “Request a Book” form. Help us by filling out your request
completely with as much information as you have about your request.

The time required to fill a request can vary from several days to several months,
depending upon the availability of the material. In most cases, allow 2-3 weeks
for your request.

Borrowing Limitations

If materials are owned locally (i.e. by Great Falls Public, UGF, or another local
library) the patron must visit those libraries to use or obtain the material.

Most libraries will refuse interlibrary loan requests for the following reasons:
difficult-to-ship materials (such as print newspapers, LP records, or maps);
reference books; recently published books; materials on reserve or in demand
at the lending library; and rare items or volumes from special collections. Many
libraries do not loan their audio-visual materials such as VHS tapes, DVDs, or
CDs. If you are requesting a periodical, most libraries will supply a photocopy
of the desired article rather than an entire issue or volume.

ILL borrowing privileges may be suspended for patrons for the following
reasons:

1. Unclaimed ILL requests

2. Excessive ILL overdues (more than 3 per year or an accumulation of
$25 or more in overdue fines)

3.  LosinganILL item

Receiving/Returning/Paying for Interlibrary Loans

All interlibrary loan materials should be picked up at the Weaver Library
circulation desk. Borrowers will be notified by whichever means (phone or
email) they have selected in their ILLiad account.

Most libraries from which MSU — Great Falls borrows do not charge loan
fees. However, if a lending library charges us more than $20 for a loan or a
photocopy, the user will be asked to pay the excess. If the patron does not pay
the excess charges, the item will not be borrowed.

Loans must be returned to the Weaver Library circulation desk on or before
the due date. Requests for renewal must be made at least 5 days before the
book is due. To request a renewal, borrowers must log into ILLiad, go into View/
Renew Checked Out Items and select the items they want to renew. This does
not automatically renew items, but rather requests that a renewal be made. If
the lending library agrees to extend the due date, the borrower will be notified
of the new due date.

If an item is overdue, there is a fine of $1.00 per day/per item. Your library
privileges will also be suspended until the ILL item is returned. Unpaid fines are
forwarded to the Business Office for collection when they reach $25 or if they
have not been paid by the end of the semester. The Business Office will add the
amount due to your student account and may withhold academic transcripts
and other college services from you until the amount is paid in full.

The Weaver Library wants to provide you the best interlibrary loan service
possible. Please call 406.771.4398 or stop by the library if you have any
questions.
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Reserve Materials
(903.1 - Reserve Materials)
www.msugf.edu/about/PoliciesProcedures/900/903.1_ReserveMaterials.pdf

At the MSU-Great Falls Campus Library, there are books, copies of articles
from periodicals, videotapes, and other materials that faculty members have
reserved to support coursework. Because these materials are in high demand,
they may be used for limited amounts of time. The circulation period is
determined by the instructor placing the item on reserve.

All materials on reserve are listed in the library catalog. To retrieve an item, find
the OR number and bring it to the circulation desk.

1. Acurrent MSU — Great Falls Student ID is necessary to check out
reserve materials. A Student ID can be obtained from Student
Services.

2. Reserve items check out for the amount of time set by the instructor.
This time period is indicated on each item. Materials marked LIBRARY
USE ONLY may not leave the Library.

3. Checkouts are limited to 3 items per patron.

4. ltis the responsibility of the borrower to return reserve material on
time. Keeping a reserve item beyond the specified time may prevent
other students from reading required material and is regarded as a
serious academic offense. For this reason, fines for overdue reserve
items are high:

* Fines for materials that circulate for 2 hours are $2.00 per hour/
per item, up to a daily maximum of $14.00, until the item is
returned.

* Fines for materials that circulate overnight or longer are $2.00 per
day/per item, up to a daily maximum of $14.00, until the item is
returned.

5. Renewing reserve materials is not allowed.

6.  Borrowing privileges will be suspended if your library fines accrue to
$25.00 and your bills will be transferred to the Business Office. At the
end of each semester, all unpaid fines are sent to the Business Office.
The Business Office will add the amount due to your student account
and may withhold transcripts and other college services from you
until the amount is paid in full.

Undergraduate Borrowers
(Policy 902.1 — Undergraduate Borrowers)

www.msugf.edu/about/PoliciesProcedures/900/902.1
UndergraduateBorrowers.pdf

All currently enrolled MSU — Great Falls students are allowed use of library
materials, under the following guidelines:

1. Acurrent MSU — Great Falls Student ID is necessary to check out
library materials. A student ID can be obtained from Admissions.

2. Circulating books in the general collection may be checked out for
a period of three (3) weeks. AV materials circulate for three (3)
days. The most recent issues of periodicals do not circulate, but
may be used in the Library. Back issues of journals, magazines and
newspapers circulate for 3 days. All items are renewable once if they
are not requested by another patron. Renewals may be made in
person or by phone. All items are subject to recall after 3 weeks, if
requested by another patron.

3. Fines for 3-week loan items and periodicals are assessed at $0.50
per day/per item. Overdue reserve materials accrue at $2.00 per
item/per hour, up to a daily maximum of $14.00 per item. Overdue
interlibrary loans accrue at $1.00 per day. There is no maximum fine
for interlibrary loan items. Overdue AV materials accrue at $2.00 per
item/per day.

4. Apatron is responsible for damages to library materials while checked
out under his or her account. Damaged items may be assessed a
fine, depending on the extent of damage. An item returned in such a
condition that it must be replaced will be treated as lost (see 6). All
damaged items remain the property of the library.

5. Atthe end of each semester, unpaid fines will be transferred to the
Business Office for collection. The Business Office will add the amount
due to your student account and may withhold academic transcripts
and other college services from you until the amount is paid in full.

6. Late materials accruing fines up to $25.00 will be considered lost.
Library materials more than thirty (30) days overdue are also
considered lost. If an item is lost, you will be billed the replacement
cost of the item plus a $20.00 processing fee. If the item is no
longer in print, you will be billed the average cost for a book/video
in the same general subject area, plus the $20.00 processing fee.

If a periodical issue is no longer in print, you will be billed a flat
$25.00 fee. Lost material bills are transferred to the Business Office
for collection. The Business Office will add the amount due to your
student account and may withhold academic transcripts and other
college services from you until the amount is paid in full.

7. Borrowing privileges will be suspended if your library fines accrue
to $25.00, your bills are transferred to the Business Office, and/or
recalled items and interlibrary loan materials are not returned on
time.

If you have any questions or concerns, please contact the Library staff at
40-771-4398.

Wireless Laptop Check Out
(904.1 - Wireless Laptop Check Out)

www.msugf.edu/about/PoliciesProcedures/900/904.1
WirelessLaptopCheckout.pdf

Laptop computers are available for check out at the Weaver Library. These
are equipped with wireless network cards which will allow for Internet access
throughout the Library. Each laptop will be clearly marked with an MSU — Great
Falls ownership symbol and will have a machine number, barcode and security
tag.

Laptops are for use only in the Library and may not leave the Library. Borrowers
must agree to not leave a laptop unattended and to refrain from having food
and/or drink around the unit.
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Users must comply with MUS Board of Regents and MSU — Great Falls policies
for computer and network use (for complete information see:

www.msugf.edu/helpdesk/security).

Borrowers are expected to refrain from installing, deleting, modifying, or
otherwise altering any hardware, software or data on the laptops, including
display and desktop configurations. Saving to an external pen drive is
recommended, but files can be saved to a disk, emailed, or saved to assigned
server storage space on the campus network.

Printing is available to laptop users. The default printer is the 4300 printer
located in the computer lab. Users should be aware that campus computers
are not private or guaranteed secure and use of personal information should
be kept to a minimum.

Users should immediately report any problems with a laptop to a Library staff
member.

Each laptop must be returned to a Library staff member. Library staff will check
each laptop in and complete the checkout agreement.

e Privileges will be revoked for any patron violating the use
agreement. In addition, any blocks on a patron record (overdue
fines, etc.) will also prohibit laptop borrowing.

e Avalid MSU — Great Falls ID card must be shown to check out a
laptop.

e Community library users (courtesy borrowers) will not be eligible
to check out laptop computers, but will be directed to use Library
desktop computers.

e Laptops will be checked out for 2 hours or until the Library closes,
if that is less than 2 hours; one renewal may be allowed, depending
on availability. Laptops should be returned 15 minutes before the
Library closes. $2.00 per hour overdue fines will be assess.

e Power cords and external floppy drives will be checked out with
laptops by request. Laptops will have a battery life of up to 3%
hours. Electrical outlets are available throughout the Library.

Policies & Procedures Affecting Students

Academic Integrity
(Policy 301.1 — Academic Integrity)

www.msugf.edu/about/PoliciesProcedures/300/30.1
AcademiclintergrityJan08.pdf

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

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

Copying — Using crib notes, cheat sheets, books, or other material,
resource, or electronic device as aids in an examination or any other
graded exercise, unless the instructor of the class has given permission
to use such materials; collaborating with another student or students on
an examination or other graded exercise, without instructor permission;
contributing to violations of academic integrity; knowingly assisting
another student in an act which violates academic integrity.

Violations of academic integrity are serious offenses and will be subject to
appropriate consequences at MSU — Great Falls.

The consequence for the first such violation is determined by the instructor
involved, who will balance the seriousness of the violation with a concern for
the development of the student as a learner and a citizen.

Consequences of a first violation or subsequent violations in the same course
may range from having to resubmit the particular assignment/test to receiving
a failing grade in the course. Subsequent violations in other courses may
result in the range of consequences determined by the instructor, as well as
additional sanctions recommended by the Division Chairs for enactment by
the Associate Dean / Chief Academic Officer. A student who has violated the
Academic Integrity Policy may also be prevented from representing the College
in any official manner, including holding office in Student Government.

At the request of faculty and upon approval by the Assistant Dean of Student
Services, a student may be prevented from withdrawing from a course in a case
of academic dishonesty. After informing the student of a violation of this policy
and the consequences that will be imposed, faculty must report all violations
using the Notification of Violation of Academic Integrity form: www.msugf.edu/
about/PoliciesProcedures/NotificationofViolationofAcademicintegrityPolicy.
pdf to their respective Division Director, the Assistant Dean of Student
Services, and the Associate Dean / Chief Academic Officer within one week
of the incident. Students accused of academic dishonesty retain their right to
due process and may file a complaint through Student Services in response to
any academic or disciplinary sanctions. The appeal process is detailed in this
Handbook under Academic Complaints.

Students accused of academic dishonesty retain their right to due process and
may file a complaint through Student Services in response to any academic
or disciplinary sanctions. The appeal process is detailed in the College Catalog
under Academic Complaints.

Cadaver Policies and Procedures
Policy 206.1 — Cadaver Policies and Procedures

www.msugf.edu/about/PoliciesProcedures/Under%20Review/206 1
Cadaver_Policies_and_Procedures.pdf

Montana State University — Great Falls College of Technology (MSU — Great
Falls) is committed to the dignified and respectful treatment of cadavers and
recognizable human body parts (“cadavers/parts”), including their use for
educational and research activities at MSU — Great Falls. The procurement,
inventory, use, storage, transfer, transportation, and disposition of cadavers/
parts used for education and research purposes must be conducted safely,
respectfully, and in compliance with all legal, public health, and ethical
standards. The purpose of this policy is to provide procedures and to assign
responsibility for oversight of the appropriate management and use of all
cadavers/parts used for educational and research activities at MSU — Great
Falls.

I. Primary access

This is limited to the A&P Cadaver team. Primary access includes possession
of necessary keys and permission to participate in prosection and other
preparation or functions involved in research, study, and teaching activities.
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Il. Secondary access

This is access in the company of at least one member of the Cadaver team for
the purpose of observation and instruction; secondary access is available to
the following:

A. All other A&P science faculty;
B. Other health sciences faculty;
C. Lab students enrolled in A&P | or Il; or

D. Individuals invited by the Cadaver team for professional
education purposes.

All persons who view the cadaver must go through an orientation with a
member of the cadaver team prior to participating in any activity related to
the cadaver.

Ill. Not allowed at any time:
A. Family members (unless they meet criteria for secondary access);
B. Members of media ; and

C. Photography of any kind (digital, cell phone, traditional camera,
video, etc.).

IV. Prosection rights
These are held solely by the members of the A&P Cadaver team.

V. Student workers/lab workers

VI. These workers will have the opportunity (voluntary) to receive cadaver
education, presented by a Cadaver team member or members.Other access

All others may request access by sending the following written
information to the Cadaver team leader:
A. A statement of the purpose of the request for access;

B. Names and status (faculty, students, staff, etc.) of individuals included in the
request;

C. Time and date requested (this request must be submitted at least 10
working days in advance); and

D. Name and contact information of the requester.

VII.Other Staff

Necessary custodial staff may also have access to the facility in order to monitor
temperature, humidity, and other qualities of the cadaver storage room.

VIIl.  Point of contact

Contact the Cadaver team leader with any questions or concerns. This person
can be contacted through the Arts & Sciences Administrative Assistant at
406.268.3705.

Commercial Activities/Fundraising
(Policy 602.2 — Internal Solicitation)
www.msugf.edu/about/PoliciesProcedures/600/602.2_InternalSolicitation.pdf

The sale of goods or services and solicitation of funds from any source not
affiliated with the campus is prohibited in the building, on campus grounds,
and at all campus-sponsored activities. Exceptions to policy 602.2 must be
granted in writing by the Dean/CEOQ or Dean’s designee.

Computer & Network Usage

(Policy 701.2 — Computer and Network Usage)
www.msugf.edu/about/PoliciesProcedures/700/701.2
ComputerAndNetworkUsage.pdf

This College is pleased to offer students a wide variety of computer facilities,
services, equipment, and soft ware. Students are encouraged to use them
within official guidelines. The Montana University System Board of Regents
has implemented information technology policies that apply to all public
institutions of higher education within the state of Montana. These policies
may be reviewed at: www.mus.edu. Additional College policies can be found
at www.msugfedu. Failure to comply with these guidelines may result
in disciplinary action, including expulsion from the College and criminal
prosecution.
o Access

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

e Privacy of Information
MSU — Great Falls campus computer systems and networks are public
and subject to Montana State laws. Files of personal information,
including programs, regardless of the medium on which they are
stored or transmitted, may be considered public information and are
stored on MSU — Great Falls’ computers. However, simply being able
to access a file or other information does not imply permission to do
so. The preservation of individual privacy is given high regard at this
College, and students may not use electronic and other technological
methods to infringe upon another’s privacy. No one should look at,
copy, alter, or destroy any individual’s personal files without explicit
permission from that individual, unless authorized by the Dean/CEO of
the College in compliance with law or regulation.

° Libel, Slander, and Harassment

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

e Responsible Use of Resources
Students are responsible for knowing what information resources
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(including networks) are available, remembering that the members of
the College community share them, and refraining from all acts that
waste these resources or prevent others from using them. Details
regarding available resources can be obtained by consulting with the
Information Technology department. Students are discouraged from
using campus computing and network services for non-academic
purposes such as game playing and nonacademic chat rooms. A student
using a computer for non-academic matters must give it up when
someone who wishes to use the computer for academic purposes is
waiting. State law restricts the use of state facilities and equipment for
personal gain or benefit. Computing facilities, services, and networks
at MSU — Great Falls may not be used for compensated outside work
or work for the benefit of organizations not related to MSU — Great
Falls without written permission from the Dean. Electronic gambling,
stock trading, or any other financial gain method conducted on College
computers, services, or networks is forbidden. State law also restricts
the use of College computer systems for political advocacy or for
commercial advertising.

e  System Security

Students are prohibited from attempting to circumvent or subvert any
security measures, degrade the performance of a computer system or
network, or deprive authorized personnel of resources or access to any
College computer system or network. The following harmful activities
are also prohibited: creating or propagating viruses; disrupting services;
deleting or damaging files without proper authorization; intentionally
destroying or damaging equipment, software, or data belonging to
MSU — Great Falls or other users; and the like. No software may be
installed, copied, or used on College resources except as permitted by
system administrators.

Crime Awareness and Campus Security
(Policy 303.2 — Crime Awareness and Campus Security)

www.msugf.edu/about/PoliciesProcedures/300/303.2
CrimeAwarenessAndCampusSecurity.pdf

Itis the policy and commitment of the College to afford its students, employees,
and visitors a campus and educational environment that is as safe and free
of crime as possible. Students, employees, and visitors contribute to overall
campus safety by reporting criminal activity, by securing personal possessions,
and by being aware of personal safety when entering or exiting the campus
buildings. A brochure which provides campus crime prevention information
as well as statistics on the incidence of campus crime is available from the
Welcome Desk in Student Central. A security guard is available to escort
students to cars Monday through Thursday evenings, 6-11 pm; and Sunday
evening 6-9. Request the escort through the HelpDesk(s).

Drug-Free Campus Policy
(Policy 303.1 — Drug Free Campus)
www.msugf.edu/about/PoliciesProcedures/300/303.1_DrugFreeCampus.pdf

In compliance with the Drug Free Workplace Act of 1988, Public Law 101-
690, MSU — Great Falls is committed to a good faith effort to provide a drug-
free campus. Therefore, the manufacturing, distribution, sale and/or abuse
of illicit and/or prescription drugs, or the inappropriate use of alcohol at the
College or in any activity affiliated with the College is prohibited. In addition,
the College will enforce the Board of Regents’ policy, Section 503.1, mus.edu/
borpol/bor500/5031.htm, of the Policy and Procedures Manual regarding
alcoholic beverages. Students must comply with this policy as a condition of
attendance. Violations of this policy will result in disciplinary action up to and
including expulsion and/or referral for prosecution. At the discretion of the

Dean/CEO of MSU — Great Falls, a student violating the policy may be required
to satisfactorily complete a drug or alcohol abuse rehabilitation program as
an alternative to expulsion or as a condition for readmission. According to
information provided by the U.S. Department of Education, drug and alcohol
abuse may cause personal health problems, as well as interfere with work,
college and daily living performance.

The Great Falls community has a number of excellent resources available to
assist an individual who is having difficulty with drug and/or alcohol abuse.
Student Central Advisors at MSU — Great Falls are familiar with community
resources and are available to refer individuals for assistance and/or treatment
to overcome the problem of drug or alcohol abuse. If an individual is reluctant
to approach College personnel, information about assistance programs may be
obtained by calling the Community Help Line at 406.761.6010.

Equal Opportunity
(Policy 302.1 — Equal Opportunity)
www.msugf.edu/about/PoliciesProcedures/300/302.1_EqualOpportunity.pdf

MSU — Great Falls is committed to the provision of equal opportunity for
education, employment, and participation in all College programs and
activities without regard to race, color, gender, marital status, disability, age,
disadvantage, religion, political affiliation and/or national origin. The College’s
Equal Opportunity Officers are the College’s Executive Director of Human
Resources, Mary Kay Bonilla, at G17, 406.771.5123, mbonilla@msugf.edu
and the Assistant Dean of Student Services, Judy Hay, at C105, 406.771.5133,
jhay@msugf.edu, 2100 16th Avenue South, Great Falls, MT 59405.

Family Educational Rights and Privacy Act (FERPA)
(Policy 302.3 — Family Educational Rights and Privacy Act)
www.msugf.edu/about/PoliciesProcedures/300/302.3 FERPA.pdf

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

Any student may file a complaint with the U.S. Department of Education
concerning any alleged failure on the part of the College to comply with the
requirements of the Family Educational Rights and Privacy Act.

Directory Information: The Family Educational Rights and Privacy Act permits
the release of information designated as directory information to third parties
outside the College without the written consent of the student. MSU — Great
Falls has designated the following items as Directory Information: student
name, address, email address, telephone number, major field of study,
participation in officially recognized activities, dates of attendance, degrees
and awards received, and most recent previous school attended. The College
may disclose any of those items without prior written consent.

Currently registered students have the right to request that information
designated as directory information be withheld from release by the College.

STUDENT POLICY & PROCEDURE HANDBOOK: MONTANA STATE UNIVERSITY — GREAT FALLS m 31



POLICIES & PROCEDURES

Any student wishing to exercise this right must inform the Registrar in writing
no later than the tenth (10th) class day of the academic term. Any questions
regarding educational records should be directed to the Registrar or the
Assistant Dean of Student Services. A detailed guide of the Family Educational
Rights and Privacy Act may be obtained in Student Central.

Firearms, Munitions, Explosives
(Policy 601.1 — Firearms)
www.msugf.edu/about/PoliciesProcedures/600/601.1_Firearms.pdf

Possession, use, or threatened use of firearms, ammunition, explosives,
chemicals, and/or any other weapons are prohibited. This applies to all campus
locations, including campus grounds and parking facilities. Violations of this
policy will result in disciplinary action up to and including dismissal and/or
referral for prosecution.

Internal Advertising and Postings
(Policy 602.1 - Internal Advertising and Postings)

www.msugf.edu/about/PoliciesProcedures/600/602.1
IntermalAdvertisingAndPosting.pdf

General Guidelines

The MSU-Great Falls Campus recognizes the value of providing students,
faculty and staff the opportunity to distribute promotional material and to
publicize College and community events on campus. However, the College
reserves the right to place restrictions on the time, place and manner of the
use of campus facilities and equipment, consistent with laws, statutes, policies,
and contractual provisions affecting university system employees and students.

All postings must be approved, stamped and dated by the employees at the
HelpDesk. If any questions arise as to the appropriateness of the posting, the
posting will be submitted to the Executive Director of College Relations and
Advancement for approval.

Bulletin board postings, index cards, posters and table tents are allowed after
approval. Approved postings will be designated by an official stamp indicating
the date of approval and the date of removal. Postings without official stamps,
as well as material that remains posted beyond the removal date will be
removed. When possible, the HelpDesk will post printed materials in locations
requested. Postings are allowed in pre-approved areas only. For questions,
please contact the HelpDesk.

The following are guidelines for approval:

e Requests for approval to distribute printed materials other than
postings must be obtained from the College Relations Department.

¢ Small posters and index cards advertising items for sale, rentals, job
opportunities, etc., are allowed on the Commons / Cafeteria bulletin
board.

- Cards must be approved and stamped by the HelpDesk.

- The College assumes no liability for any situation which arises
from arrangements made through information provided by
private postings.

¢ The HelpDesk staff will post, remove and dispose of posters in a timely

manner.

¢ Employment opportunities for students are posted on JobWire by
employers. To access JobWire, go to the College’s website
www.msugf.edu/students/CareerServices and click on Career Planning.

Options for posting informational material and communications

e Campus News

Information on upcoming events, employee and student recognition
and other timely news of general interest to those interested in the
College can be distributed through the Campus News. Campus News is
an online newsletter emailed to internal and external subscribers weekly
during the academic year. Archived issues are available. Submissions
of items for the Campus News should be made to the Executive
Assistant to the Dean or the Executive Director of College Relations.

. Intranet

Announcements may be posted on the College’s Intranet which is
available to staff and faculty. Send announcement information either to
the Administrative Assistant to the Assistant Dean of Student Services or
to the Executive Director of College Relations and Advancement.

e MSU-Great Falls College of Technology Website

The College’s website is a powerful tool to convey information quickly
and efficiently on a broad range of topics. The website URL is: www.
msugf.edu. The college’s Webmaster is the primary contact for web-
related issues.

° Announcements

Send announcements or calendar information that you would like posted
to the web either to the Administrative Assistant to the Assistant Dean
of Student Services, to the Webmaster, or to the Executive Director of
College Relations and Advancement.

e  Web page updates
Our goal is to keep information on our website up-to-date and accurate.
To achieve that goal, the Webmaster will provide training and access to
staff enabling them to update appropriate web pages.

o Bulletin Boards

When submitting posters and flyers for posting, you may request specific
posting areas, for example:

- Cafeteria Commons Area

The Cafeteria bulletin board has sections reserved for Student
Government, the Career Center and a general information area.
Flyers, cards and posters advertising items for sale, rentals,
community events, and other topics of interest to our students
may be posted here. All items must be stamped and dated by
HelpDesk staff prior to posting.

- Second floor at the top of the ramp and Atrium

Restricted to official notices for students and postings by student
groups or employees.

- South, East, Atrium, and North entrances

Available for posting events and opportunities open to
MSU - Great Falls students, faculty and staff.
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- Bulletin boards in classrooms

Restricted to postings by staff, faculty and student groups
affiliated with MSU — Great Falls

- Enclosed bulletin boards near the Weaver Library,
near Room B116 and near the Bookstore.

Restricted to postings by staff, faculty and student groups
affiliated with MSU — Great Falls, priority given to group assigned
responsibility for the board (Bookstore, Phi Theta Kappa, Northern)

- Bulletin board outside the Chemistry Lab

Restricted to postings by staff, faculty and student groups affiliated
with MSU — Great Falls. Priority given to faculty in the Science wing

- Bookstore

Flyers may be posted within the Bookstore with permission from
Bookstore staff.

- Student Textbook Exchange

This bulletin board is outside the Bookstore. Students must have
approval from the Bookstore staff prior to posting. Each posting
will be initialed and dated by staff.

- Mailroom

Postings for internal attention only. This is an ideal location to
post greeting cards, thank you notes, and announcements for
employees.

Note: Please utilize the bulletin boards noted above. Avoid taping to
building surfaces including painted, brick or stone walls, glass or metal
finishes.

Display Cases

Display Cases are available for the use of internal and external groups.
They can be used to highlight program or student achievement. They are
utilized for information relating to academic or campus community life
important to significant portions of the faculty, staff, administration and
students Reserve space in display cases through the College Relations
Department. Reservations are first-come, first-served. Displays are
generally changed monthly.

Sign Stands, Table Tents and Sign Holders

A variety of free standing floor and tabletop stands are available for the
use of employees and students to get the word out on campus. These
work well in providing temporary directional signage for internal events.
Reserve sign stands through the College Relations Department.

Kiosk Screen Savers

Event and organizational information may be posted as a slide on the
screen savers that are seen on the public computer kiosks, on classroom
computers, and on the Library computers. Provide information or a
PowerPoint slide to the Webmaster for posting.

Plasma Screens

Plasma screens are located in the Atrium, Student Central, and South
Court. Dates and events of importance to the student body are posted
by the Webmaster.

Campus-Wide Emails

Members of the campus community may send messages of interest to
our colleagues using the ‘CampusLife’ email list for campus-wide email

distribution. Membership on the Campus Life email list is voluntary. In
order to receive or send emails using this list, you must be a subscriber.
Contact Dave Bonilla in the IT Department to be signed up.

¢ The ‘Everyone’ email list is used for campus wide announcements
from campus leadership. If you have important information to be
distributed via the ‘Everyone’ list, it should be sent to a Cabinet
member to review and distribute. If an ‘Everyone’ email is sent out,

it is imperative all employees read the contents as it will provide

information about the following areas:

1. Contain information relating to academic or campus community
life that is important to significant portions of the faculty,
staff, administration and students — if timing does not allow
the inclusion of this information in the weekly Campus News.

2. Alert the campus community to an emergency situation on
campus.

3. Provide immediate access to information about situations that
substantially alter the normal operation of the campus (for
example, Banner, network or web-related outages, weather-
related class delays or closings, and special campus-wide events).

Internships
(306.2 - Internships)
www.msugf.edu/about/PoliciesProcedures/300/306.2_InternPolicy.pdf

General

An academic internship is a valuable and integral component of a technical
education. The purpose of an internship is to obtain practical and valuable
work experience, to apply skills and knowledge learned in the classroom,
and to gain exposure to various job opportunities. Internships may be paid or
volunteer basis and typically last one academic semester in length.

This policy will define and outline the requirements and steps a student must
take in order to receive credits for an internship. It is also a guide for faculty
advisors of students participating in an internship.

Internship Definition

e Internship: A MSU — Great Falls internship experience is for academic
credit and must be directly related to student’s degree area. In other
words, an internship is designed to give students supervised practical
application of previously studied theory. An internship will typically last
the length of a semester and will be under the direct supervision of a
designated supervisor at the place of intern. An internship will have
academic criteria attached to the experience and tied to the student’s
degree area. An internship is not part of an academic course, but is the
academic course.

Prerequisites

The student should be in his or her final semester of degree area, receive the
consent of the faculty advisor, and approval of Division Director. Students may
complete an internship prior to their final semester with approval from the
faculty advisor and the Division Director.

General Academic Internship Guidelines

¢ Theinternship must be directly related to a student’s degree area or field
of study. In the General Core area, the internship can be related to a
career area of interest of the student.
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e A faculty advisor, as well as the Division Director, must approve the
internship.

¢ Theinternship must be for academic credit using the 299 course number.

¢ Students register for academic internship credit must follow registration
guidelines and deadlines.

¢ Specifically defined learning objectives, internship place supervision,
journal records, and a signed internship agreement between the student,
a faculty advisor and Division Director to qualify for internship credit.

Internship Qualifiers

1. Internship Application — An internship application form must be
completed and submitted to the faculty advisor during advisement
when registering for the semester in which the internship will occur.

2. Internship Agreements — An internship agreement must be in place
prior to the student commencing the internship experience. Students
and faculty advisors must ensure this document is in place with all
parties involved.

3. Internship Length — Internships should typically last the length of
an academic semester. Internships may vary in length based on
the company/organization, but caution should be taken regarding
a condensed internship experience. Caution should also be given
to internships that last longer than an academic semester, as the
student could slow down his or her academic experience/progress.
A typical internship should be approximately 20 hours per week.

4.  Fixed Number of Credits — Departments should establish definite
guidelines regarding how many credits the student should or will earn,
based on College guidelines. Asking how many credits are needed or
how many credits the student is willing to pay for is inappropriate. The
range of credits an internship course can be offered is one to six credits.

5. Student/Intern Site Supervisor Evaluations — The student will implement
a midterm and final evaluation form while performing an internship.
These evaluations should be discussed between the student and
supervisor at the place of intern, then signed and returned to the faculty
advisor. The student will also provide his or her supervisor with a final,
confidential evaluation of the student that the supervisor will return
directly to the faculty advisor. An optional student evaluation is available
and encouraged so the student may give the College feedback regarding
their placement site and experience.

Internship Application

An Internship Application must be completed for each internship and must be
agreed to by the agency/organization supervisor, the faculty advisor and the
student prior to formal registration in the internship course. This application
must contain a statement of objectives to be achieved by the student, the
hours, length of internship, work schedule, the credits to be earned, and the
nature of any product or project required of the student.

While the student is responsible for completing the Internship Application and
obtaining signatures from all parties, it is encouraged that the faculty advisor
and a representative from the place of intern contribute significantly to this
document.

Internship Evaluation
Evaluation will occur in three (3) specific areas of the course:

1. Attendance and Participation - Attendance is critical to the overall
success of an internship, both for student learning and for organizational
benefit. A weekly record of time spent at the place of internship must
be kept and submitted twice, once at midterm and then at the end of
the semester. This record must be signed by the supervisor at the place
of intern.

The number of credit hours earned correlates to the maximum number
of work hours devoted to service in the internship setting. Additional
hours must be approved by the faculty advisor and are not eligible for
additional credits.

Number of Credits Work Hours
Ll ittt s 90 hours
2Cr ... 180 hours
B IOl ettt 270 hours
O PSPPSRSO 360 hours
D Ol ettt 450 hours
B Gl ettt 540 hours

2. Journal Entries - An internship journal is required. Journal entries must
be done weekly and be 300 words in length, submitted via email or in
hard copy to the faculty advisor. The purpose of the journal is two-fold:
to record and reflect on important events that occur; and to summarize
reflections, assessments, reactions, and analyses of the week’s activities.
The journal should review and analyze the professional experiences
encountered at the internship site.

Suggested areas students should address in the journal:
e Thoughts on the types of tasks asked to perform.
e What s being learned.
e Any problems encountered.
e The skills used or learned during the week.
¢ The working relationship with peers and supervisor.
¢ The positive and negative features of the organization.

e Progress toward the objectives the student, supervisor, or
faculty advisor have set.

e Thoughts on the value of this internship toward career goal.

3. MidTerm and Final Evaluations - The Student will provide their supervisor
with both a midterm and final evaluation form to be completed based on
the intern’s performance. Both of these evaluations should be discussed
by the intern with their supervisor and then signed and submitted to the
faculty advisor. The student will also provide a confidential evaluation of
the student to his or her supervisor at the end of the semester.

Grading

Internship courses will be graded on a Pass (P)/No Pass (NP) scale based on the
above three (3) evaluation topics.

Responsibilities
Student Responsibilities — It is the student’s responsibility to set up the

internship. If both the student and the agency/organization reach an agreement
including internship position, hours to be worked and responsibilities, the
student will then draft an internship application form (with the assistance
of the faculty advisor and supervisor at the place of intern) and submit with
appropriate signatures to the faculty advisor.
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Internship Supervisor Responsibilities — Each supervisor at the place of intern
accepts certain responsibilities and must:

e Provide a detailed description or outline of the proposed internship
(e.g., list of duties) to the student when drafting the internship
agreement.

e Assure that the student has a meaningful learning experience,
performing relevant entry-level work.

e Supervise and critique the student’s performance.
¢ Provide the student opportunities to work on a variety of projects.
e Provide a clean and adequate working environment.

e Ensure that the student’s work is in accordance with state labor laws
and union contracts.

e Complete both midterm and final evaluation forms provided by the
student participating in the internship.

Agenc Organization Qualifications — Agencies/organizations sponsoring
internships must be capable of providing a broad on-the-job learning
experience for a minimum of 90 hours. Close supervision by a professional
within the agency/organization is an absolute requirement.

Faculty Advisor Responsibilities — The faculty advisor is responsible for assisting
with the student’s internship application, providing guidance to the student
when developing the learning objectives for the internship as outlined in the
internship application, and offering feedback to the weekly journal entries as
submitted by the student. The faculty advisor is also responsible for collecting
all of the required forms during the course of the internship and for providing
the Registrar’s Office with a final grade.

Medical Marijuana
Policy 303.12/403.82

Although Montana state law permits the use of medical marijuana, i.e., use
by persons possessing lawfully issued medical marijuana cards, federal laws
prohibit marijuana use, possession and/or cultivation at educational institutions
and on the premises of other recipients of federal funds. The use, possession
or cultivation of marijuana for medical purposes is therefore not allowed in
any Montana State University-Great Falls College of Technology buildings or on
any other College property; nor is it allowed at any Collegesponsored event or
activity off campus.

Peer-to-Peer File Sharing

Policy 705.1

Introduction and Purpose

The primary purpose of this policy is to inform, educate and set expectations
for the members of the college community of their individual and corporate
responsibilities towards the use of Peer-to-Peer applications using the college
network.

Scope

This policy addresses the issues, impacts and concerns with file sharing aspects
of Peer-to-Peer networking applications using the University’s network.

Background

MSU Great Falls — College of Technology (the College) maintains a campus
network to support and enhance the academic and administrative needs of
our students, faculty, staff and other campus users. The college is required by
Federal Law — H.R. 4137, Higher Education Opportunity Act (HEOA) — to make
an annual disclosure informing students that illegal distribution of copyrighted

materials may lead to civil and/or criminal penalties. Also, the HEOA requires
institutions to take steps to detect and punish users who illegally distribute
copyrighted materials. The College must certify to the Secretary of Education
that a policy is in place. Finally, the HEOA requires the college to provide
alternatives to illegal file sharing. All users are encouraged to check the list of
“Alternatives to lllegal Downloading”.

Although the HEOA makes reference only to students using Peer-to-Peer, this
policy applies to all College network users. The College reserves the right to
suspend or terminate network access to any campus user if the violation is
deemed severe. Likewise, network access may be suspended if any use is
impacting the operations of the network. Violations may also be reported to
appropriate authorities for criminal or civil prosecution.

While the definition itself is controversial, generally a peer-to-peer (often
referred to as P2P) computer network refers to any network that does not have
fixed clients and servers, but a number of peer nodes that function as both
clients and servers to the other nodes on the network. This model of network
arrangement is contrasted with the client-server model. Any node is able to
initiate or complete any supported transaction. Peer nodes may differ in local
configuration, processing speed, network bandwidth, and storage quantity.
Put simply, peer-to-peer computing is the sharing of computer resources and
services by direct exchange between systems.

This policy intends to make it clear that P2P architecture, itself, is not in
question. What is a concern, however, is one of the most prevalent uses of
this technology, P2P File Sharing applications used for the distribution of
copyrighted content. BitTorrent, pTorrent, Limewire, Morpheus, KaZaA,
Aimster, Madster, AudioGalaxy and Gnutella, are examples of the kinds of P2P
File Sharing software which can be used inappropriately to share copyrighted
content. Other types of software included in this policy are Skype and other
similar communication systems.

For the purposes of this policy, a peer-to-peer file sharing application is any
application that transforms a personal computer into a server that distributes
data simultaneously to other computers.

Policy

It is the policy that the College’s network connections may not be used to
violate copyright laws. The unauthorized reproduction of copyrighted materials
is a serious violation of MSU-Great Falls acceptable use policy, as well as the
U.S. Laws, as discussed above.

All Peer-to-Peer File sharing network activity will be monitored. Network
activity that utilizes Peer-to-Peer applications that have a high prevalence for
distributing copyrighted material will be blocked and the user quarantined
from accessing external internet resources as identified in the Enforcement
section of this document.

If an artist, author, publisher, the Recording Industry Association of America
(RIAA), the Motion Picture Association of America (MPAA), or a law
enforcement agency notifies the University that a Faculty/Staff member or
Student is violating copyright laws, MSUGF will provide to the relevant offices
within the University information in the form of Internet Protocol (IP) address
information and any information from logs to assist in the investigation
of the complaint. If appropriate, action will be taken against the violator in
accordance with campus or university policy. In some cases, violations of policy
can result in suspension or revocation of network access privileges without
refund of network access fees and/or civil or criminal prosecution under state
and federal statutes.
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Enforcement of Policy
First Violation

The first time a report of distributing or downloading copyrighted files is
received, the person who was using the computer at the given time is notified
by the Chief Technology Officer (CTO) of the violation via an email sent to their
campus email address and their immediate supervisor. In the case of student
laptop users, the student’s laptop connection to the wireless network will be
suspended.

If peer-to-peer network traffic is found then network access is suspended
(the user’s network connection is disabled) immediately until the situation
is resolved. E-mail and other accounts are not disabled. The user is required
to submit a signed Technology Copyright Violation Certification Page that
states that the user understands copyright issues and the ramifications of a
subsequent offense or to demonstrate that the notification was unwarranted.

Network access will be restored no sooner than two business days after receipt
of the signed certification page. The CTO will send notifications via email of
violations to the appropriate department chair, dean, supervisor, sponsor and/
or other appropriate personnel.

If the user feels the warning is erroneous, he/she must show evidence to the
CTO that the file(s) was used legally or was not copyrighted. Notifications of all
violations will be maintained by Information Technology. If any notification is
shown to be unwarranted, no record of the violation notification is retained.

Second Violation

If a second notification of violation is received, network access shall be
suspended immediately. The user is again informed of the violation by email
from the ClO. Second violations involving students are forwarded to the
Assistant Dean of Student Services as a Code of Conduct Violation and those
involving faculty or staff are referred to the Human Resources Office. Human
Resources will notify the appropriate Cabinet officer of the violation. Network
access is not restored, if at all, until the case is ruled on by the Assistant Dean of
Student Services, or reviewed and decided by the appropriate Cabinet officer
and the Director of Human Resources. The Assistant Dean of Student Services
or the Cabinet officer can impose whatever sanctions —including termination of
network access; probation, suspension, expulsion (for students); or disciplinary
action (for faculty and staff) — as deemed appropriate.

The existence and imposition of the College’s sanctions do not protect
members of the campus community from any legal action by external entities
or the college itself.

Sexual Harassment
(Policy 302.2 — Sexual Harassment)

www.msugf.edu/about/PoliciesProcedures/300/302.2_SexualHarassment.pdf.
Title VII of the Civil Rights Act of 1964 prohibits discrimination on the basis of
gender. Sexual harassment is a form of gender-based discrimination. MSU —
Great Falls prohibits and will not tolerate sexual harassment on its premises,
within any of its programs, services or other College-sponsored activities, or by
anyone acting as an agent of the College.

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

Unwelcome sexual advances, requests for sexual favors, and other verbal
or physical conduct of a sexual nature constitutes sexual harassment when
submission to or rejection of this conduct explicitly or implicitly affects an
individual’'s employment, unreasonably interferes with an individual’s work
performance or creates an intimidating, hostile or offensive work environment.

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

Any employee who believes he or she is experiencing sexual harassment
should immediately contact the College’s Executive Director of Human
Resources, Mary Kay Bonilla, at G17, 406.771.5123, mbonilla@msugf.edu, to
discuss options for resolving the issue. Students should contact the Assistant
Dean of Student Services, Judy Hay, at C105, 406.771.5133, jhay@msugf.edu
and anyone else should contact the College’s Dean/CEQ, Joe Schaffer, at G20,
406.771.4310, jschaffer@msugf.edu.

Individuals are generally encouraged to attempt to resolve the issue informally
by discussing their concerns with the alleged harasser, his or her supervisor,
or both. However, the College recognizes that sexual harassment is a sensitive
and potentially volatile issue, and if it is not feasible for the harassed individual
to follow this recommended procedure, the appropriate agent should be
contacted initially to begin an investigation. All complaints will be handled with
discretion and information provided in the initial complaint and during the
course of the investigation will remain as confidential as possible. The identity
of both the complainant and the alleged harasser will be protected.

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

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

MSU — Great Falls is committed to providing and ensuring a safe, positive
learning environment that is free from harassment. A complete version of this
policy may be obtained from Human Resources, Student Central, or online.

Skateboards, Skates, Bicycles and All-Terrain Vehicles on Campus
(Policy 601.4 — Skateboards, Skates, Bicycles and

All-Terrain Vehicles on Campus)
www.msugf.edu/about/PoliciesProcedures/600/601 4 Skateboard Policyv2.
pdf

MSU — Great Falls recognizes that students, faculty and staff use a variety of
means of transportation. Although personal choice is important, MSU — Great
Falls must consider the safety and well-being of the campus community, our
visitors and our property. Skateboarding, skating, bicycles and all-terrain
vehicles can cause damage to property and present a strong potential for injury
to those engaging in the activity as well as to the public at large. In an effort
to avoid injuries to individuals and damage to property, MSU — Great Falls has
issued the following policy regarding the use of skateboards, skates (including
roller skates and in-line skates), bicycles and all-terrain vehicles on campus.

Policy

Individuals are prohibited from skating or skateboarding on campus
property including but, not limited to, sidewalks, stairs, and handrails.
Skates and skateboards are not to be used inside of campus buildings.

The use of bicycles inside campus buildings is also prohibited. Bicycles
should be stored in bicycle racks located outside campus buildings.
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All-terrain vehicles must be operated only on paved driveways and parking
lots.

Great Falls City police officers are authorized to remove violators of this
policy from MSU — Great Falls property.

Persons who violate this policy are personally liable for their actions.

Smoking
(Policy 601.3 — Smoking )
www.msugf.edu/about/PoliciesProcedures/600/601.3 Smoking.pdf

Montana State University-Great Falls is a smoke free building. Tobacco use is
not allowed anywhere in the building.

Smoking may not occur by any person in any manner such that tobacco smoke
may enter the entrances, windows, ventilation systems or other accesses of
any of the buildings owned, operated, or leased by the College. In order to
accomplish this, smoking will only be allowed at the designated smoking area
located East of the building on the South end of the East parking lot. Smoking
will not be permitted near doorways of all buildings. This includes all buildings,
except the designated smoking area, owned, operated, or leased by MSU- Great
Falls College of Technology. Smoking may not occur by any person operating or
transported in any vehicles owned, operated or leased by MSU-Great Falls.

This policy brings the College into compliance with the Montana Clean Indoor
Act, which can be found at: data.opi.mt.gov/bills/mca_toc/50_40.htm. In
addition, the City of Great Falls’ Ordinance 3047 supports the Montana Clean
Indoor Act. It can be found at: www.greatfallsmt.net/records/ordinances/

0rd3047.pdf.

Student Computer Room Usage
(702.1 - Student Computer Room)

www.msugf.edu/about/PoliciesProcedures/700/702.1
StudentComputerRoomUsage.pdf

Students are allowed access to computer-equipped classrooms during hours
when the building is open, Monday — Friday.

On weekends, computer classrooms are usually locked. In the event of an
overflow from the Library lab, a classroom may be unlocked for student use.

Student Success Advisory Council (SSAC)
(Policy 107.1 — Student Success Advisory Council)
www.msugf.edu/about/PoliciesProcedures/100/107 1 SSAC Policy.pdf

General

The retention and success of every student is central to the mission of the
College. The Student Success Advisory Council (SSAC) is charged with advising
the Dean/CEO and campus leadership on success and retention initiatives
that are guided by informed vision, bringing data into the developmental and
decision-making processes. The SSAC makes recommendations to engage the
whole college in success and retention efforts and identifies resources that are
critical in moving these efforts forward.

Purpose

The SSAC provides student-centered, campus-wide leadership in the
establishment of practices that facilitate the success of all students from their

first contact with the College through graduation. Collaboration across the
campus community and a direct connection to students and the successful
accomplishment of their educational goals are the basis of the SSAC’s work.

More specifically, the purpose of the SSAC is to:

e Research and learn best practices for student success and share that
knowledge with the campus community;

¢ |dentify and recommend strategies for improving student success and
retention initiatives;

e In coordination with the CPBAC analysis subcommittee, review and
analyze institutional data pertaining to student success and retention
(included in the Core Indicators of Institutional Effectiveness) and
encourage decision-makers to make use of relevant data to assess
current status and identify opportunities for improvement; and

e Collaborate and communicate with other campus groups to ensure
identified outcomes associated with student success and retention
initiatives are achieved.

All initiatives, goals, and efforts should be based upon the following principles:

e Students are the reason the institution exists, therefore they must be the
center of all recommendations;

¢ The establishment of measureable goals for retention and graduation
rates based on the mission of MSU — Great Falls, the educational goals
of our students, and the constraints our students face in pursuing those
goals;

e The recognition that factors affecting retention and time-to-degree-
completion are complex. Therefore, improving retention and graduation
rates must involve a collaborative effort among all departments and
services;

e Complexity precludes a single approach to the problems and requires a
variety of programming designed to meet student needs; and

e Innovation is encouraged however, building and expanding on current
successful practices is also valued.

Scope of Authority

The SSAC is an advisory committee to the Dean/CEO and the College. Within
that scope, the SSAC advises and makes recommendations of promising
student success and retention activities to the Dean/CEO and other campus
leadership groups on the Dean/CEQ’s behalf.

Composition of the Council

The SSAC will consist of members appointed by the Dean/CEO of MSU — Great
Falls College of Technology. Appointments will be one year in length, however
the Dean/CEO may reappoint an individual to the SSAC for as many consecutive
years as he or she deems beneficial to the Council. The SSAC members may
come from any unit of the College. The Council will be co-chaired by the
Director of Retention, Transfer and Career Services and a Dean/CEO-appointed
faculty member of the SSAC, and makes recommendations of promising
student success and retention activities to the Dean/CEO and other campus
leadership groups on the Dean/CEQ’s behalf.
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Tuition and Fees Policy
(Policy 308.2 - Tuition and Fees)
www.msugf.edu/about/PoliciesProcedures/300/308.2_TuitionAndFees.pdf

DEFERRED PAYMENT PLAN

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

FEE REFUNDS

Withdrawal from the College

Unless otherwise required by the Higher Education Act of 1965, as amended,
students withdrawing from Montana State University-Great Falls College
of Technology are refunded the fees paid in accordance with the following
schedule established by the Board of Regents. In order for a student to receive
arefund under the Board of Regents policy, an official withdrawal form must be
on file in the Registrar’s Office:

Fall & Spring Semester:
Days of Instruction* Percent Refunded

REGISLration day ...vvveiiecei et e 100
LoD bbb ene 90
B-10 ottt 75
L1215 bbb 50
LB-0N ettt 0

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

The Registration Fee and Application Fee are nonrefundable.

Refund Policy for Courses Numbered 094 and 194

All students wishing to drop or withdraw from courses numbered 094 and
194 are required to fill out an Add/Drop or Withdrawal Form. These forms are
available at the Office of Outreach & Workforce Development.

e If a class is dropped at least 3 working days prior to the first day of class, the
full amount of tuition and fees will be refunded. For credit-bearing courses
(those with a course number of 194), the $30 semester registration and $30
one-time application fee will not be refunded.

e If a class is not dropped at least 3 working days prior to the first day of
class or the student enrolls and does not attend, the full amount of tuition
and fees will be assessed. In certain instances exceptions to this policy may
occur for drops occurring less than 3 working days prior to the first day of class.
To be considered for an exception, an appeal stating the justification for this
exception must be made in writing to the Registrar’s Office.

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

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

CHANGES IN CREDIT LOAD AFTER PAYMENT OF TUITION AND FEES

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

Students dropping classes (but not withdrawing) will receive a 100 percent
refund on courses dropped before the end of the 15th class day. Refunds
will not be made after the 15th class day. This schedule applies only to fall
and spring semesters. For the summer withdrawal schedule, please see the
academic calendar for that term. Refunds are processed approximately 5 weeks
after the start of a semester and mailed to the student’s permanent address.

RETURNED CHECK POLICY

Individuals presenting checks to the College of Technology, which the bank
subsequently refuses to honor, are required to reimburse the College for the
amount of the check plus any fee charged by the bank for processing the
dishonored check. Individuals (faculty, staff, and students) will be notified in
writing of the dishonored check(s) and the amount needed to clear the item(s).
Personal checks may not be used to clear dishonored checks. Dishonored
checks presented by students will be added to their account balance. Unpaid
balances may result in a ‘Hold’ being placed on the student’s account. This
‘Hold” will prevent the student from registering for further semesters at this
or any other Montana State University campus. Individuals presenting two
dishonored checks within a calendar year to the college will be prohibited from
writing further checks payable to the college during that calendar year even
after clearing the two dishonored items. This applies to all checks payable to
the college or a college entity including the library, bookstore, cafeteria and
dental clinic.

STUDENTS OWING DEBTS

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

Students owing past due amounts may be referred to the State Department
of Revenue and/or a commercial collection agency for collection action. The
costs associated with collection through a commercial agency may be passed
on to the student.

BILLING

In addition to traditional hardcopy bills, the college has implemented paperless
billing, as well as online bill payment by credit card or bank account.

Your Right To Know Information

You Have a Right to Know:
www.msugf.edu/YourRightToKnow

Regulations promulgated by the United States Department of Education
to implement changes made to The Higher Education Act of 1965 (HEA), as
amended, by the Higher Education Amendments of 1998 (HEA98), mandates
that MSU — Great Falls annually distribute to all current and prospective
students a notice of the availability of institutional and financial assistance
information required to be disclosed under Title IV of the Higher Education
Act amendments, and pursuant to the Family Educational Rights and Privacy
Act (FERPA), which governs access to student educational records maintained
by educational institutions and the release of information from those records.

The Jeanne Clery Disclosure of Campus Security Policy and Crime Statistics Act
requires MSU — Great Falls to provide timely warnings of crimes representing
a threat to the safety of students or employees and to make public their
campus security policies. It also requires crime data be collected, reported, and
disseminated to the campus community, and to the Department of Education
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annually. The Clery Act is intended to provide students and their
families with accurate, complete, and timely information about safety
on campuses so they can make informed decisions. Such disclosures
are permitted under FERPA. The following website provides more
information about these and other provisions about campus safety:
U.S. Department of Education, Campus Security: www.ed.gov/admins/
lead/safety/campus

The annual disclosure of crime statistics is prepared by the office
of the Controller/Safety Officer to comply with the Jeanne Clery
Disclosure of Campus Security Policy and Crime Statistics Act. The
full text of this report can be located on our web site at: www.msugf.
edu/YourRightToKnow/CampusCrimeReport.pdf. Campus crime, arrest
and referral statistics include those reported to local law enforcement
agencies, as well as designated campus officials (including but not
limited to the Dean/CEO, associate deans, assistant deans, executive
directors, and selected staff members).

Each year, notification is made to all enrolled students providing
the web site to access this report. Faculty and staff receive similar
notification. All prospective and current students, employees, or the
general public may obtain a copy from the Assistant Dean of Student
Services by requesting it at 406.771.5133 or jhay@msugf.edu.

MSU — Great Falls is committed to the provision of equal opportunity
for education, employment, and participation in all College programs
and activities without regard to race, color, gender, marital status,
disability, age, disadvantage, religion, political affiliation and/or
national origin. The College’s Equal Opportunity Officers are the
Human Resources Director and the Assistant Dean of Student Services,
located at 2100 16th Avenue South, Great Falls, MT 59405. Telephone:
406.771.4300. Review updated version of following here: www.msugf.
edu/YourRightToKnow/CleryActNotice.pdf

Academic Programs, Facilities and Faculty

Current MSU — GF Catalog: www.msugf.edu/catalog
Professional & Continuing Ed, Outreach: outreach.msugf.edu
Faculty Directory: www.msugf.edu/directories

Great Falls Campus:
2100 16th Avenue South, Great Falls, MT 59405

Contact:
o Heidi Pasek - Associate Dean/Chief Academic Officer

hpasek@msugf.edu | 406.771.4397

o Scott Karaffa - Facilities Director

skaraffa@msugf.edu | 406.771.5140

N

~

\ ihay@msugfedy | 406.771.5133 %

~

Campus Safety Reports
MSU - Great Falls’ Annual Safety Report is located at

www.msugf.edu/YourRightToKnow/CampusCrimeReport.pdf

Contact:

e EdBinkley - Controller
ebinkley@msugf.edu | 406.771.4307
e Judy Hay - Assistant Dean of Student Services

/

Accreditation, Approval and Licensure
www.msugf.edu/about/pdf/Accreditation.pdf

Contact:

e Heidi Pasek - Associate Dean/Chief Academic
Officer

hpasek@msugf.edu | 406.771.4397

N

Disability Services and Facilities for Students

www.msugf.edu/students/DisabilityServices/index.html

Contact:
¢ Katherine Meier - Director of Disability Services

katherine.meier@msugf.edu | 406.771.4311/TTY | FAX: )

4U0.7/71.45472

/

Drug and Alcohol Abuse Prevention Information

Employee Standards of Conduct policy: www.msugf.edu/about/
PoliciesProcedures/400/407.1_EmployeeStandardsOfConductFINAL.pdf

Student Conduct Policy: www.msugf.edu/catalog/Studentinformation/
ComplaintProcedures.html

Drug Free Workplace Policy: www.msugf.edu/about/

PoliciesProcedures/400/403.8_DrugfreeWorkplace.pdf

Drug Free Campus Policy: www.msugf.edu/about/
PoliciesProcedures/300/303.1_DrugFreeCampus.pdf

Contact:

¢ Mary Kay Bonilla - Director of Human Resources
(faculty and employees)

mkbonilla@msugf.edu | 406.771.5123

e Judy Hay - Assistant Dean of Student Services

ihnu@mcunfprlu ! A06 771 5133 /

N

4 )

Family Educational Rights & Privacy Act (FERPA)
www.msugf.edu/about/PoliciesProcedures/300/302.3 FERPA.pdf

Contact:
e Judy Hay - Assistant Dean of Student Services

jhay@msugf.edu | 406.771.5133

¢ Dena Wagner-Fossen - Registrar

i PR
djoSsSeEnwITiSuyl.edd | 4U0.7 71,4517
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-

J

4 ) 4
Financial Aid Programs Satisfactory Academic Progress Standards
Financial Aid Assistance is available: Academic Progress:
www.msugf.edu/admissions_records/financialaid/index.htm/ www.msugf.edu/catalog/Academics/AcademicProgress.html
Lnfodrma:ion Legal:lding ot:jl" Ier;de(; list for financial aid and our Contact:
code of conduct” regarding lenders: e Dena Wagner-Fossen - Registrar
. . j j 1 j I
WWw. msugt?du[a({’mls.smns records/financialaid/pdf/ \_ dfnssen@msugfedu | 406 771 4312
LenderSelectionPolicyDisclosure.pdf i
/
Contact:
¢ Leah Habel - Financial Aid Director Satisfactory Academic Progress for Financial Aid
. 774 www.msugf.edu/catalog/FinancialAid/SatisfactoryAcademicProgress.
html
4 ) —
Completion and Graduation Rates Contact:
www.msugf.edu/students/CareerServices/GradPlacement.htm! o Leah Habel - Financial Aid Director
facl AQGL 774 4237
mstefedn-4067F74-4327
Contact:
_ 4
¢ Dena Wagner-Fossen - Registrar
dfossen@msugf.edu | 406.771.4312 Student Loans; Terms and Conditions for
o Courtney Johnsrud - Career Services/Transfer Advisor ) Deferral or Partial Cancellations
\—ama'@msuq;, eaT 406 7714387 www.msugf.edu/admissions_records/financialaid/Loans.html
4 )
Contact:
Completion and Graduation Rates e Leah Habel - Financial Aid Director
www.msugf.edu/students/CareerServices/GradPlacement.html Thabel@msugr.edu | 406.771.4327
/

For more information contact:

Dena Wagner-Fossen
& Title IV Refund Policy

Registrar
8 www.msugf.edu/catalog/FinancialAid/ReturnofTitlelVFunds.html

dfossen@msugf.edu
406-771-4312; and

Contact:
¢ Leah Habel - Financial Aid Director

Courtney Johnsrud
Career Services/Transfer Advisor

cjohnsrud@msugf.edu ~
\ 406-771-4387 /

Tuition and Fees

4 \ Tuition and Fee Requirements:
www.msugf.edu/admissions_records/TuitionFees.htm/

Refund Policy

www.msugf.edu/catalog/Admissions/TuitionAndFeesPolicy.html Residency Requirements:

www.msugf.edu/catalog/Admissions/ResidencyRequirements.html

NOTE: See Admissions- Tuition and Fees section of the catalog.
Refund schedule is adjusted for the shorter summer semester and
MSU-Great Falls Outreach classes. Contact:

e Mary Ellen Baukol - Associate Dean of Administration & Finance/
For more information contact: CFO

Dena Wagner-Fossen mbaukol@msugf.edu| 406.771.4321

Registrar

dfossen@msugf.edu \_

406-771-4312; and/or

Cheril Edam
Acct. Tech Il
cheril.edam@msugf.edu )
406-//71-4315
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4 )

e Dena Wagner-Fossen - Registrar

dfossen@msugfedu | 406.771.4312
Withdrawing; Requirements for Official Withdrawal
Withdrawal from the College:
www.msugf.edu/catalog/Academics/Withdrawal.html

Contact:

-

¢ Dena Wagner-Fossen - Registrar

/~  dfossen@msugf.edu | 406.771.4312

J

Registered Sex Offenders
Campus Sex Crimes Prevention Act Public Law 106-386

Sexual or Violent Offender Registry - MT Dept of Justice
doj.mt.gov/svor

Contact:
e Ed Binkley - Controller

ebinkley@msugf.edu | 406.771.4307

jhay@msugf.edu | 406.771.5133

Student Complaints / Grievances

Complaint Procedures

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

Types of Complaints

The College has established procedures for each of the following types of
complaints. The procedures for each type of complaint are provided in this
section.

Academic Complaints

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

¢ on some basis other than performance in the course and/or compliance
with course/college requirements;

* by more exacting or demanding standards than were applied to other

students in the same section or circumstances; and

e by a substantial departure from the instructor’s, department’s, or
college’s announced standards as articulated in the course syllabus,
catalog descriptions, policies, and/or other written materials.

A student who wishes to make an academic complaint must follow these steps
and may request assistance through the Assistant Dean of Student Services:

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

2. Review. If the student and instructor/administrator cannot reach a
mutually satisfactory resolution to the problem, the student may file
a formal grievance. The grievance must be presented in writing to the
instructor’s/administrator’s Division Director within ten (10) working
days after the student became aware of the academic action/decision.
In the case of adjunct faculty, the Director of Adjunct Instruction
should be included. The student must describe the grievance by
explaining the specific adverse effect of a specific act(s) or decision
of the instructor/administrator, why the student believes the act/
decision was unfair, the student’s attempts to resolve the grievance
informally, and the precise relief sought by the student. The student
may attach copies of any relevant documents to the formal grievance.

3. If the student requests assistance, the Assistant Dean of Student
Services will assist with any remaining steps of the formal procedure
that the student considers.

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

5. The Division Chair will receive and review all evidence, interview
each party, if possible, and render a written decision to the
student, instructor, and Assistant Dean of Student Services with
recommendations as to resolution within ten (10) working days of
receipt of the instructor’s response. If the grievance is not concluded
within this time, the student may carry it forward to the appropriate
Associate Dean / Chief Academic Officer.

6. Associate Dean / Chief Academic Officer’s Review. Either party may
appeal the Division Director’s decision in writing to the Associate Dean
/ Chief Academic Officer, with copies to the instructor, student, Division
Director, and the Assistant Dean of Student Services. Such appeal will
be filed within five (5) working days of receipt of the Division Director’s
determination. The Associate Dean/Chief Academic Officer will submit
a written decision to the student, instructor, Division Director, and
the Assistant Dean of Student Services within ten (10) working days
of receipt of the appeal. The decision of the Associate Dean / Chief
Academic Officer may be appealed to the Dean/CEO of the College.

Grievance Resolution — Students

Students at MSU — Great Falls are guaranteed equal educational opportunities
through state and federal laws, as well as through policies adopted by the
College. These policies are summarized in the Student Policy and Procedure
Manual. The College has an Academic Grievance Resolution Procedure for
students who disagree with an academic decision made by an instructor or
administrator; a Student Equal Opportunity Grievance Resolution procedure
for students who believe they have been discriminated against in some way;
and a Student Conduct Grievance Procedure for students who feel that another
student is not respecting the rights of other students, members of faculty and
staff, or the public.
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If a student believes that a right has been violated or an academic decision
has been unfair, he or she should first attempt to discuss the situation with
the individual directly involved. If this is not possible, he or she should discuss
the situation with a Student Central Advisor or the supervisory staff most
closely associated with the individual directly involved. College personnel
and students are encouraged to resolve the grievance informally whenever
possible. Students should refer to the Student Policy and Procedure Manual
under Grievance Resolution for the current process steps.

Informal and formal grievances may also be directed to the Assistant Dean
of Student Services as the College’s Affirmative Action Officer (for equal
opportunity grievances), the Chief Academic Officer (for academic grievances),
or the Assistant Dean of Student Services for Student Conduct grievances. This
process involves meeting and discussing the details of the grievance with the
appropriate official, who either verifies that all informal avenues have been
exhausted or attempts to assist in solving the issue informally have failed.

For Academic Grievances, the Assistant Dean of Student Services will refer the
investigation to the appropriate party in the academic arena and assist the
student with the process.

If the student finds the informal attempt(s) to resolve the grievance
unacceptable, the student may formalize the grievance through the Assistant
Dean of Student Services, who receives all student grievances and directs them
to the appropriate authority. Student Conduct grievances are investigated by
the Assistant Dean of Student Services. To expedite an accurate investigation
and a fair resolution of the problem at this level, the grievance should be stated
in writing. This written summary of the grievance is the formal request for
review of the matter by the appropriate authority.

The student may use the Formal Grievance Resolution Form attached to this
document or submit a similar narrative of grievance. Submitting this document
will initiate the formal review process. Upon request, assistance is available
through the Assistant Dean of Student Services’ office for completing a Formal
Grievance Resolution form.

Once a formal grievance is submitted and jurisdiction is determined, a decision
will be made by the appropriate authority as to whether the grievance
warrants investigation. Once an investigation has been authorized, the College
is obligated to complete the investigation in full; the person reporting the
grievance does not have the authority to halt the investigation — that decision
belongs only to the College official who authorized the investigation.

Students should note that initiating an internal equal opportunity investigation
does not preclude filing an external complaint with any civil rights organizations.
Students wishing to file a discrimination or harassment complaint outside of
the College may contact any of the following:

Assistant Dean of Student Services,

Student Conduct Code Administrator &
Affirmative Action Title IX Officer

Judy Hay - Office in Student Central
406.771.5133 | jhay@msugf.edu

Human Rights Commission: 1.800.542.0807
EEO Commission: 1.800.669.4000

Office for Civil Rights: 1.800.421.3481

Associate Dean / Chief Academic Officer
Dr. Heidi Pasek - Office in Administrative Office area

406.771.4397 | hpasek@msugf.edu

Division Director — Arts & Sciences

Dr. Bill Krieger - Office: R241
406.771.4372 | william.krieger@msugf.edu

Division Director — Business Trades & Technology
Jeff Brown - Office: B107
406.771.4381 | jbrown@msugf.edu

Division Director — Health Sciences

Dr. Greg Paulauskis - Office: R229
406.771.4361 | gpaulauskis@msugf.edu

Student Conduct Complaints

Below is of MSU — Great Falls College of Technology’s Student Conduct Code
Procedures, including the Student Conduct Code, filing a complaint, and the
appeal process. For a complete copy of the procedures, please see the office of
the Assistant Dean of Student Services in Student Central 406.771.5133 or the

web page (www.msugf.edu).

Student Conduct Code

Montana State University—Great Falls College of Technology expects all
students to conduct themselves as honest, responsible and law-abiding
members of the academic community and to respect the rights of other
students, members of the faculty and staff, and the public to use the
College’s facilities and participate in the College’s programs. Student
conduct that disrupts, invades or violates the personal, educational, or
property rights of others is prohibited and may be subject to disciplinary
action, including dismissal and/or referral for prosecution.

Jurisdiction of Student Conduct Complaints

Conduct violations which occur on College property or at College-
sponsored events are subject to the College’s disciplinary jurisdiction. The
College may also apply this code to student conduct, regardless of where
it occurs, which adversely impacts or affects the overall mission, programs,
and functions of the College or the health and safety of members of the
College community.

Students who commit offenses against the laws of the city, state or United
States are subject to prosecution by those authorities and may be subject
to disciplinary action under this code if the offenses are also violations
of this code. The College’s disciplinary proceedings may precede, follow,
or take place simultaneously with criminal proceedings and will not be
subject to challenge on the ground that criminal charges involving the
same incident have been dismissed or reduced.

The College’s Student Conduct Review Board responds to cases involving
alleged violations of the Student Conduct Code. The Board is a standing
committee presided over by the Assistant Dean of Student Services. Its
members are appointed annually by the Dean/CEO and include at least
two professional staff, three faculty, and two students.

Student Conduct Complaint Procedures
A. Filing charges. If informal attempts to resolve a student conduct
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complaint fail, any student, faculty or staff member of the College may
fileaformal complaint through the Assistant Dean. The formal complaint
must be in writing and must contain at least the following information:

¢ the name and address (if known) of the student alleged to have
violated the Student Conduct Code.

¢ the date (s) the incident (s) occurred,;
¢ the location where the incident (s) occurred; and

¢ a description of the incident which sets forth sufficient details to
establish a possible violation of the Student Conduct Code.

B. Pre-hearing procedures.

1. The Assistant Dean of Student Services will conduct an inquiry
into the alleged violation to determine whether a violation of
the Student Conduct Code has occurred. If the Assistant Dean of
Student Services concludes that sufficient evidence does not exist
to make that determination, (s)he will so notify the person filing
the complaint in writing. The person who filed the charge initially
may appeal this decision to the Student Conduct Board under the
procedures provided in Section VI.A.

2. If the Assistant Dean of Student Services concludes that sufficient
evidence of a violation of the Student Conduct Code does exist,
(s)he will conduct a pre-hearing meeting with the charged
student. At the meeting, the Assistant Dean of Student Services
will notify the student of the charges, summarize the results of
the investigation, explain the sanction that the Assistant Dean/
designee has determined is appropriate, and outline the hearing
procedures.

3. If the sanction(s) to be imposed can be agreed upon by the
Assistant Dean of Student Services and the charged student, a
Sanction(s) Agreement will be prepared and signed by both the
student and the Assistant Dean. By signing the Agreement, the
student waives the right to a hearing and any appeal and agrees to
accept the sanction(s).

4, If a student wishes to contest the sanction(s) recommended by
the Assistant Dean, he or she must make a written request for
a hearing of the charge(s) and submit the request personally or
by mail to the Assistant Dean of Student Services within three
(3) working days following the pre-hearing meeting, unless the
student can show good cause for the extension of the deadline.
(The parameters of “good cause” will be circumstances which were
beyond the student’s control; e.g., illness, death in the family.)

C. Scheduling the Hearing

When a hearing is requested, the Assistant Dean of Student Services
will convene the Student Conduct Review Board to schedule the
hearing in as timely a manner as possible. The charged student shall be
given notice of the scheduled hearing at least seven calendar days prior
to the date of the hearing (except a hearing on the alleged violation of
Interim Restrictions imposed under Section VIII. may be called with one
day’s notice to the student). Such notice shall be in writing and shall
include the following:

1. The specific charge (s) citing the College policies or regulation (s)
allegedly violated.

2. A description of the alleged violation (s), including the time and
place of thealleged act (s) (insofar as may reasonably be known) and

a summary of the information upon which the charges are based.
3. The time and place of the hearing.

4. The procedures to be followed in the hearing.

D. Hearing Procedures

Hearings of Student Conduct Complaints shall be conducted by a
Hearing Committee of the Student Conduct Review Board. The Hearing
Committee will consist of one faculty, one professional staff, and one
student selected from the Board by the Dean/CEO. The Committee will
be presided over by an administrator appointed by the Dean/CEO. The
hearing shall be conducted according to the following guidelines:

1. The member (s) of the Committee shall be impartial, i.e., without
personal bias in favor of or against the charged student.

2. The administrative member of the Committee will preside over
the hearing, but will not vote. The administrator will determine
whether the hearing will be an open meeting.

3. The Assistant Dean of Student Services will present the case to the
Hearing Committee, but will not vote.

4. Minutes will be kept by a recording secretary provided by the
College, and an audiotape may be used to record the hearing. The
audiotape is the property of the College.

5. The College will proceed with a hearing in any case in which the
student fails to appear after receiving proper notice. Proper notice
is defined as one letter to the student’s last known address.

6. The charged student has the right to be assisted by any individual
he/she chooses, at his/her own expense. The assistant may
not be an employee of the College. The student is responsible
for presenting his/her own case; therefore, assistants are not
permitted to speak or participate directly in any hearing.

7. The presiding officer shall control the hearing, and shall make all
decisions regarding evidentiary and procedural questions.

8. The student requesting the hearing and the Assistant Dean of
Student Services must submit all evidence and a list of persons
who will testify to the presiding officer no later than three working
days before the hearing date for the presiding officer’s review
to determine admissibility. Evidence and witness names not
submitted to the presiding officer three days before the hearing
date will not be allowed at the hearing unless there is good cause
for exception, as determined by the presiding officer. The student
and the Assistant Dean of Student Services will have opportunity
to review evidence and lists prior to the hearing. The decision
of the presiding officer on the admissibility of the evidence and
witnesses, as well as all other procedural matters, is final.

9. Any person, including the student requesting the hearing, who
disrupts a hearing or who fails to adhere to the rulings of the
presiding officer may be excluded from the proceedings.

10. The Complaint Committee’s determination shall be made on
the basis of whether it has been proven by a preponderance of
evidence that the Assistant Dean of Student Services reached the
appropriate determination(s) in response to the original complaint.
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11. The decision of the Complaint Committee, along
with any sanctions imposed, shall be in writing.

12. The record of the hearing shall consist of written minutes of the
hearing, any documentary evidence presented, the audiotape, if
made, and the written decision of the hearing board.

13. The entire record shall be forwarded to the designated College
official responsible for imposing sanctions.

14. The decision of the Complaint Committee and any sanctions
imposed may be appealed to the Dean/CEQ of the College as set
forth in Section VI.

Appeals
A. Appeal to the Dean/CEQ

A student or complainant may appeal the decision of the Complaint
Committee of the Student Conduct Review Board by delivering a
letter of appeal to the Dean/CEO within five (5) working days of the
student’s receipt of the Complaint Committee’s decision. The letter of
appeal shall specifically allege and factually support one or more of the
following grounds:

1. There was an error in the procedures or in the interpretation of the
Student Conduct Code which substantially affected the student’s
ability to receive a fair hearing;

2. The student or complainant has discovered new evidence, not
previously available, which would have materially affected the
decision; or

3. The sanctions imposed are too severe or too lenient, given the
nature of the violation.

If a sufficient claim is presented under one or more of the specified
grounds, the Dean/CEO of the College shall request a copy of the
record of the hearing. Within fourteen (14) calendar days from receipt
of the record, the Dean/CEO shall review the entire record and render a
written decision. The Dean/CEO may remand the case to the Complaint
Committee for further findings of fact or clarification. The decision of
the Dean/CEO shall be based only on the record and shall be the final
decision of the College. A copy of the decision shall be sent by certified
mail to the charged student and the complainant and will be included
in the record, which will be returned to the Assistant Dean/CEO.

B. Other Appeals

In compliance with Montana Board of Regents of Higher Education
Policy, a student may appeal the decision of the Dean/CEO to the
President of Montana State University. The student should contact
the President’s office to be apprised of the appeal procedures at the
University level.

resolution of disciplinary proceedings if there is reason to believe that
the student’s conduct poses an imminent and substantial threat of
injury to or interference with persons or property.

. Interim restrictions may include, but are not limited to, the following:

1. Restriction of communication with named individuals or groups
within the University community;

2. The requirement to secure advance authorization to engage in a
specified activity; and/or

3. Professional evaluation, intervention and/or treatment.

. The official imposing the interim restrictions shall notify the student in

writing of the restrictions imposed and shall schedule a meeting with
the student to be held within two working days after the imposition
of the interim restrictions. If the student is unable to attend for good
cause, the meeting or the hearing before the Student Conduct Board
will be held as soon as the student is able to attend.

1. At the meeting the student shall be informed of the basis of the
allegations that led to the imposition of the Interim Restrictions and
shall be offered the opportunity to explain his position regarding
the charges and the imposition of the Interim Restrictions. If, after
hearing the student’s position, the official believes the imposition
of the Interim Restrictions was made in error or is too restrictive,
he/she may rescind or modify the restrictions. Otherwise, the
restrictions shall continue until the decision is rendered in the
disciplinary proceedings.

2. Incases where interim restrictions have been imposed, the hearing
shall be held as soon as possible, but not later than 30 days from
the date of the imposition of interim restrictions.

3. The time limitations set forth in this section may be expanded
upon the consent of the student.

Records and Confidentially
A. The Assistant Dean of Student Services will maintain disciplinary

records, including but not limited to, the student’s name and related
identifying information, applicable Student Conduct Code section (s),
parties involved, description of the incident, sanction (s), expiration
dates, agreements or restrictions, and any other data deemed relevant.
Disciplinary records and related information shall be made available to
hearing boards to assist in recommendation of an appropriate sanction,
and to other University personnel who require such information to
fulfill their official duties.

. Students may arrange to review their own disciplinary records and

related information by contacting the Assistant Dean’s Office.

. Except as provided elsewhere in this Code and/or as required by law,

Interim Restrictions the College shall not communicate a student’s disciplinary record to

A. The Dean/CEO or the Assistant Dean of Student Services or their
designee may impose interim restrictions upon a student pending the
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any person or agency without the prior written consent of the student
or, when the student is a minor, the student’s parents or legal guardian.

Student Equal Opportunity Complaints

The College’s policies on equal opportunity and sexual harassment are
provided in the Catalog, in this Handbook, and on the College’s website, and
are administered by the College’s Assistant Dean of Student Services, Judy Hay,
jhay@msugf.edu, 406.771.5133, 2100 16th Avenue South, Great Falls, MT
59405. (Telephone: 406.771.4300). If a student believes that his or her right to
equal opportunity has been violated, he or she should take the following steps:

1. Discuss the situation with the individual(s) immediately involved. If
unable or unwilling to discuss the matter with this individual, discuss it
with an advisor or the supervisory staff most closely associated with the
individual directly involved (e.g., the teacher of the class if the individual
is another student, or the Division Director if the individual is a faculty
member, etc.).

2. If an acceptable resolution cannot be reached informally, or if such a
discussion is not possible, the student may take his or her complaint to
the Assistant Dean of Student Services, who will discuss the nature of the
complaint with the student and direct the complaint to the appropriate
official. Generally, the Assistant Dean of Student Services tries first to
facilitate a resolution to the complaint through informal methods.
However, this step may be bypassed at the discretion of the Assistant
Dean of Student Services or at the request of the student.

3. If all informal processes fail to produce a satisfactory resolution, the
student may choose to submit a formal complaint. To expedite an
accurate investigation and a fair resolution of the problem at this level,
the complaint should be stated in writing and should be brought to the
Assistant Dean of Student Services as quickly as possible. The written
complaint should describe the specific act(s) alleged to be in violation of
the College’s EEO policies, the student’s attempts, if any, to resolve the
grievance informally, the names of all individuals involved in or witness
to the alleged act(s), and the precise remedy sought by the student.
Students may use their own format for written complaints, or they may
obtain a Formal Complaint Form from the Assistant Dean of Student
Services.

4. All communication with the Assistant Dean of Student Services will be
held in confidence to the extent possible; however, the Assistant Dean
of Student Services may, in certain cases, assign the investigation of
the complaint to another appropriately qualified individual and provide
that individual with access to all documents and witnesses, with the
understanding that all communication with the investigator will be held
in confidence. All reasonable attempts will be made to complete the
investigation within fifteen (15) working days of the submission of the
complaint. However, extensions of this time frame may be necessary in
certain cases.

5. Once an investigation has been authorized, the College is obligated to
see it through to completion. Only the Dean/CEO and the Assistant Dean
of Student Services has the authority to halt an investigation. When the
investigation has been completed, the Assistant Dean of Student Services
will evaluate the evidence gathered and submit a Report of Findings to
the Dean/CEO within ten (10) working days of receipt of the Investigation
Report, unless extenuating circumstances require an extension of that
deadline.

6. Either party may appeal the Assistant Dean of Student Services findings

from the investigation by submitting a written request for review to the
Dean/CEO of the College. The request for review must be submitted
within ten (10) working days after the student is notified of the findings
of the Assistant Dean of Student Services. The Dean/CEO will receive and
review all evidence and render a written decision with recommendations
as to resolution within ten (10) working days of receipt of the request
for review, unless extenuating circumstances require an extension of this
time frame.

7. At any time prior to, during, or following the completion of the internal
investigation process, complainants are entitled to contact and/or
submit complaints to external civil rights organizations.

Student Toolkit

Banner Web/My Info www.msugf.edu

MyMSU Portal Governance and Student Email
(Policy 703.1 — myMSU Portal Governance and Student Email)
www.msugf.edu/about/PoliciesProcedures/700/703.1

MyMSUPortalGoverance.pdf

MyMSU Portal is the Internet portal for the four MSU campuses. The portal is a
service to students and staff that provides a secure single login to various MSU
systems and provides customizable access to information through roles and
groups. Roles for MSU-Great Falls include students, faculty and staff. When you
log into the MyMSU portal, you will gain centralized access to campus events
& announcements, course information, weather, news, important forms, and
much more.

Student Email

At MSU - Great Falls you will receive a student email account when you register
for classes. If you are having problems, the HelpDesk can assist you. You will
need your NetID account number to access your student email account. Please
visit mail.msugf.edu to log into your student email account.

It is recommended that you check your my.msugf.edu email twice weekly to
avoid missing important email and announcements.

The email address is the College’s official means of sending electronic
messages to students. This may include information from instructors, college
administration, the Financial Aid office and the Business Office. Financial
Aid award letters and official notifications from the Business Office are sent
electronically. It is recommended you check your email twice weekly to
avoid missing important email and announcements. The email address is the
College’s official means of sending electronic messages to students. This may
include information from instructors, college administration, the Financial Aid
office and the Business Office.

Student Identification Card

Each student should obtain a nontransferable identification card. The
identification card may be necessary when purchasing books, cashing checks
in the Bookstore and using the Library. This ID is available in Student Central.
In addition, students can replace a lost identification card in Student Central
for $5.
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