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If you wish to attend with the aid of veteran benefits, inquire 
at the Office of Veteran Services before registration to 
obtain needed information relative to your enrollment and 
certification of attendance to the Veterans Administration. 
All new veteran students must furnish the Veteran Services 
Office a copy of their DD214. Chapter 35 dependent first-time 
students must present a copy of their birth certificate on their 
initial enrollment.

You must provide an approved, signed certificate/degree plan 
to the Veteran Services Office before certification of your 
initial semester. Certificate/degree plans are available through 
the Guidance and Counseling Office or through departmental 
advisors. Transfer students should have copies of all 
previous transcripts for initial counseling sessions. It is your 
responsibility to inform the Office of Veteran Services of any 
changes in enrollment status. The monthly rates of payment to 
veterans are provided for by Public Law 94-502.

You should have military credit evaluated at the close of the 
first semester or upon successful completion of 6 semester 
hours and furnish the Veteran Services Office with a copy 
of the updated degree plan. Also, any transfer credits from 
previous education must be evaluated before the close of the 
first semester and a copy of the updated degree plan furnished 
to the Veteran Services Office.

Records of progress are kept by Central Texas College on 
veteran and non-veteran students alike. Progress records are 
furnished to the students, veterans and non-veterans alike, at 
the end of each scheduled school term.

NOTE	 You must advise the Office of Veteran Services 
each semester/term of courses in which you are enrolled.

Central Texas College 
Foundation
For those students attending classes at campuses outside the 
College tax district, the Central Texas College Foundation has 
27 scholarships, which give some 38 awards to competitively 
selected students every year.  One application will place a 
student in consideration for all of these awards.  A student 
must file an application for selection with the Foundation 
office when the award cycle is announced.  The announcement 
usually occurs between January and March of each year and 
will be for awards available in the fall semester.  Students, 
including international students, may apply for any Foundation 
scholarship for which they are otherwise eligible.  There 
are specific requirements for eligibility that apply to 
individual scholarships and the student is advised to read the 
Foundation’s Scholarship Guidelines when it is announced 
each year.  In making application for these scholarships, the 
applicant must have applied to attend CTC,  have official 
transcripts from previous colleges attended on file with CTC, 
and completed the Free Application for Student Financial 
Assistance (FASFA) as verified by the CTC Student Financial 
Assistance office. 

Student Services
Guidance and Counseling
Central Texas College maintains a staff of academic advisors 
at various locations throughout the world. Visit your local 
CTC representative for program and course selections, or 
the designated Education Center or Navy College Office 
representative. If you do not have a designated representative 
at your location, contact your campus Student Services Office. 
If you are at a location without a CTC representative, contact 
the Student Services Office located on the Central Campus 
in Killeen, Texas. For students enrolled in distance learning 
programs, there are several CTC distance learning advisors 
who can assist you. Refer to the Personnel section of this 
Catalog for points of contact.

CTC Transcripts
Students may obtain an unofficial CTC transcript from 
their Student Account in Webadvisor. Convenient forms for 
ordering transcripts are available from the CTC web site at 
www.ctcd.edu. Transcripts may be provided upon your written 
request. Email requests are accepted if the request is to issue 
a transcript solely to another institution of higher education. 
Fees are: $3.00 per copy, which must be sent with your 
written request; a $5.00 fee per copy for walk-in, less than 24 
hour service; and a $5.00 fee per copy for facsimile (FAX) 
transcripts within the United States to include Alaska and 
Hawaii. Requests to fax transcripts overseas are limited to a 
military education center or CTC site office. A complimentary 
free official transcript is provided upon graduation. Facsimile 
(FAX) requests will be accepted if credit card information is 
included with the request. It is the decision of the receiving 
institution to accept the transcript as official or not. When 
making payment by credit card, include: exact name as it 
appears on the credit card, complete credit card number, 
expiration date, billing address of the card, your mailing 
address, and a phone number and email address if available 
where you can be reached. Requests for refund of overpayment 
of transcripts fees are made only upon written application 
submitted to the CTC Business Office by the student. 
Transcript requests are honored as soon as possible in the order 
of receipt. During peak periods such as graduation, end of the 
semester, registration, and college closings, additional time 
will be needed to process requests. 

Requests for transcripts must be addressed to the CTC 
Transcript Office at the Central Campus address listed in the 
front of this Catalog. Transcript requests should include full 
name; social security number or student-assigned identification 
number; date of birth; and location/year you initially attended 
CTC and the last location/date of attendance. Include a 
complete address to which the transcript is to be sent.

You may be denied your transcript  if you have an outstanding 
obligation to Central Texas College. The obligation may be 
due to a library fine, parking ticket, returned check, non-
repayment of financial aid, failure to comply with admissions 
requirements, or any other indebtedness to CTC.

Testing Services
Central Texas College provides an extensive testing program, 
which supports traditional classroom instruction and distance 
learning courses.
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Placement Tests for English and 
Mathematics
Students must take placement tests to determine their 
eligibility to enroll in English and mathematics courses or 
otherwise meet prerequisites through traditional coursework. 
Students who are active duty/prior military and/or degree 
holders should contact their local CTC representative as 
special conditions apply to mathematics placement. Acceptable 
placement tests are the ASSET, the ACT Accuplacer, 
the COMPASS, the SAT, the ACT, and the Texas Higher 
Education Assessment (THEA). Online screening exams in 
English and mathematics are available for students who are 
unable to take one of the designated placement tests. Test 
scores are valid for five years.

Proctored Testing for Distant Learners
CTC requires proctored testing for most distance learning 
courses. It is the student’s responsibility to locate a suitable 
test proctor, make arrangements, and immediately provide the 
CTC Testing Office with the proctor information or changes 
to the original proctor. You must submit proctor information 
using the Test Proctor Submission Form available on the CTC 
distance learning website. 

To locate a proctor, military students should check with their 
Education Center; Navy College Office; or the installation’s 
testing center, library, or learning center. Other students may 
locate a proctor at a local college, library, high school, or other 
suitable facility. You may also contact the CTC Testing Office 
to request testing site options and to request information about 
persons who qualify as proctors.

Most tests are available online. Upon submission and approval 
of the Test Proctor Submission Form, the CTC Testing Office 
personnel will coordinate and provide access information to 
proctors at the beginning of the course. If you submitted a 
form but your proctor has not received this information within 
5 to 7 business days, the proctor should contact the CTC 
Testing Office at online.testing@ctcd.edu.

Testing, eArmyU Students
The CTC Testing Office will provide your Education Center’s 
testing office representative with test availability and access 
information at the beginning of the course. This information is 
provided to the Education Center at the military installation, 
which is listed on your admission application at the time of 
course enrollment.

If you are not near a designated eArmyU test site, please refer 
to the list of approved test sites on the CTC Distance Learning 
website at http://online.ctcd.edu/testingrequirements.cfm to 
ensure your tests can be forwarded as soon as possible.

Student Responsibilities
The CTC Testing Office cannot be responsible for test delays 
due to lack of complete test proctor information if not provided 
in a timely manner. If you find yourself in this situation, 
contact your course instructor immediately. The instructor 
makes the final decision on whether to allow an extension on 
a test.

Institutional Challenge Examinations
Students may request permission to take challenge 
examinations for certain courses. An application for 
challenging a course must be submitted with the nonrefundable 
fee through the Campus office serving the student’s location 
to the CTC Testing Office in Killeen, Texas. The student 
coordinates with the local CTC representative for the time and 
place to take the examination. Students are eligible to take a 
challenge exam upon successful completion of six semester 
hours with a “C” or higher with CTC. To obtain credit, the 
student must pass the examination with a minimum grade of 
“B.” Retesting is not permitted, and the fee is forfeited. Credit 
awarded for successful completion of the challenge exam 
cannot be used to satisfy CTC residency requirements. 

Evaluation of Previous 
Education and Training
Nontraditional Education
Central Texas College recognizes that each student’s 
educational needs, goals and experiences are unique and 
that individuals are skilled in many areas of college work 
that are not formally documented on transcripts. It is the 
policy of Central Texas College to recognize nontraditional 
learning experiences and to award college credit in all cases 
where such credit is appropriate. In keeping with this policy, 
Central Texas College has established the Individualized 
Career Evaluation Process (ICEP). The purpose of ICEP is to 
systematically correlate business, industry, government and 
military education received by nontraditional methods with 
institutional curricular requirements. All students, including 
military and former military personnel, are eligible for credit 
consideration based upon documentation of their previous 
learning experiences.

The nontraditional methods usually considered applicable 
toward a degree at Central Texas College are:
•	 Chauncey Group International - DSST Program.
•	 College Level Examination Program (CLEP), both the 

General  and Subject Examinations.
•	 Excelsior College Examinations (ECE).
•	 Defense Language Proficiency Tests (DLPT).
•	 American College Testing Program (ACT).
•	 Scholastic Assessment Test (SAT).
•	 College Board Advanced Placement.
•	 Military Service Schools, Military Occupational 

Specialties (MOSs), Ratings and other Military Job 
Training and Experience as recommended by the 
American Council on Education (ACE).

•	 Civilian Education and Training as recommended in 
The National Guide to Educational Credit for Training 
Programs.

•	 Correspondence courses and other forms of distance 
education offered by regionally accredited institutions.

•	 Automotive Service Excellence Tests.
•	 Refrigerant Transition and Recovery Certification (EPA 

Type I, II, III, and Universal)
•	 American Welding Society Certification Program.
•	 Others to include certain types of civilian training, 

specialized training and work experience.

Evaluation Procedures
To apply for evaluation and a final certificate and degree plan, 
submit an Evaluation Request form to Evaluations, Central 
Texas College, or at the administrative office serving your 
area. Addresses are listed in this catalog.
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Evaluation, final certificate and degree plans are provided 
upon receipt of all official transcripts and documents following 
successful completion (“C” or “P” grade or higher) of a 
minimum of six semester credit hours earned in the Central 
Texas College system. Students on financial or academic 
hold are not eligible for final evaluation of nontraditional 
educational experiences until the financial or academic hold is 
cleared. Students pursuing a technical/vocational program may 
be required to repeat major field of study courses if the degree 
program is not completed within five years.

GoArmyEd students who choose CTC as their home college 
will automatically be issued a SOCAD2 agreement upon 
meeting eligibility requirements. Please ensure that you 
request an official AARTS and official transcripts from 
previously attended colleges or universities. Transcripts are 
needed to ensure that you receive a comprehensive evaluation 
and to prevent you from being placed on automatic hold and 
blocked from enrolling in further courses through the portal.

Evaluated credit awarded by Central Texas College applies 
to its programs of study and may transfer to other institutions 
according to the policies of the receiving institution. If you are 
planning to transfer to other institutions, consult with those 
institutions regarding their policies on acceptance of evaluated 
credit.

Servicemembers Opportunity 
Colleges Consortium  (SOC)
The Central Texas College District is a member of the 
Servicemembers Opportunity Colleges (SOC) Consortium and 
the SOC Degree Network System.

Servicemembers Opportunity Colleges Consortium (SOC), 
established in 1972, is a consortium of national higher 
education associations and more than 1,700 institutional 
members. SOC Consortium institutional members subscribe 
to principles and criteria to ensure that quality academic 
programs are available to military students, their family 
members, civilian employees of the Department of Defense 
(DOD) and Coast Guard, and veterans. A list of current SOC 
Consortium member institutions can be found on the SOC 
website at http://www.soc.aascu.org.

SOC Degree Network System
The SOC Degree Network System (DNS) consists of a subset 
of SOC Consortium member institutions selected by the 
military services to deliver specific associate and bachelor’s 
degree programs to servicemembers and their families. 
Institutional members of the SOC DNS agree to special 
requirements and obligations that provide military students, 
their spouses and college-age children with opportunities to 
complete college degrees without suffering loss of academic 
credit due to changes of duty station.

SOC operates the 2- and 4-year Degree Network System 
for the Army (SOCAD), Navy (SOCNAV), Marine Corps 
(SOCMAR), and Coast Guard (SOCCAST). Refer to the 
SOC Degree Network System -2 and -4 Handbooks to view 
associate and bachelor’s degree programs, location offerings, 
and college information. An electronic version of the 
Handbook is posted on the SOC website, http//www.soc.aascu.
org, on the SOCAD, SOCNAV, SOCMAR, and SOCCOAST 
home pages.

Career Center
The Career Center located on the Central Campus in Killeen, 
Texas, provides career planning and employment assistance 
services for students and alumni. CTC students worldwide 
may visit Career Services online for information and assistance 
on job searches, or contact the Director of the Career Center.

Student Support Services
Student support services are provided to students who need 
assistance with academic tutoring, and who have documented 
disabilities. Students should contact the designated campus 
representative at their location. The CTC web site provides 
contact information for services supported through the Central 
Campus.

Project PASS (Partners in Academic 
Success Services)
Project PASS provides academic support for CTC declared 
technical major students enrolled in Internet-delivered distance 
learning courses. Online tutoring is available in English and 
mathematics. 

Disability Support Services
The Disability Support Services provides assistance to distant 
learners with a documented learning or physical disability. 
Appropriate documentation of the disability is required in 
order to access services or receive course accommodations. 
Students should contact their local CTC representative at least 
15 days before the course start date.

Distance Education
Distant learners have access to the same support services as 
campus-based students. Services provided to distant learners 
include but are not limited to, financial aid, veterans’ benefits, 
career planning, career advisement, library, bookstore and 
special assistance. These services may be obtained by email, 
phone, Internet or through any of the CTC campus locations. 
The Distance Learning web site contains web-based tools as 
well as points of contact for all student services. Technical 
support for distant learners is available 24 hours a day, seven 
days a week. A Distant Learner Handbook is located on the 
CTC Distance Education website and is provided in the 
distance education course.

Campus Life
Alumni and Friends 
Association
The CTC Alumni and Friends Association is open to any 
individual or group that wants to help the association achieve 
its mission to develop and maintain the love and loyalty of 
graduates, former students and community members for CTC. 
Current objectives include:
•	 Keeping in touch with former and returning students.
•	 Fostering a spirit of loyalty and good will toward the  
	 College.
•	 Encouraging student enrollment.
•	 Developing a corps of alumni who serve as CTC  
	 ambassadors.

In addition to assisting current and future CTC students 
achieve their goals through the Association’s scholarship 
program, members also receive the following benefits:
•	 Free career placement services.
•	 Notice of College activities and special alumni events.
•	 Go on record as a CTC booster.
•	 An Alumni Membership Card.

To learn more about the Alumni and Friends Association, visit 
the CTC website at www.ctcd.edu.
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Bookstore
The CTC Bookstore, located in the Student Center on the 
Central Campus, carries new and used textbooks, supplies, 
trade books, and general merchandise. Distant learners 
may purchase textbooks online. Students enrolled in 
traditional classroom courses taught outside of Texas will 
generally purchase their textbooks through their local CTC 
representative, and should check with the CTC representative 
for the appropriate campus refund policy.

Refund Policy, Textbooks Purchased 
Through the CTC Bookstore
You are responsible for checking to ensure that you have 
the correct book and correct edition. Check the course 
syllabus or contact the department or instructor to verify 
that you have the correct course materials.

A receipt is required to initiate a return, refund or exchange 
and is subject to the following guidelines:

Grace Period
Starts on the first day of the semester or term and ends 
according to the schedule below:
•	 12 business days for 12-week and 16-week courses
•	 5 business days for 8-week, mini-term, or self-pace  
	 courses
•	 1 business day for mini-term courses

Book Condition
To obtain a full refund, all items must be in their original state 
and/or packaging. Shrink-wrapped materials must remain 
sealed. Items must be clean. Items may not contain any 
markings or highlights. A student will receive a 50 percent 
refund if he or she writes in a new textbook.

Non-Returnable Items
No returns, refunds or exchanges are given on optional 
books, study guides, manuals, workbooks, or trade books. 
Do not purchase books unless you are certain you want them, 
regardless of their “required” status. No returns, refunds or 
exchanges will be given on supplies, Skill Center books, 
spiral-bound books, modules, gifts, software, or clothing.

Buybacks are held three times a year, at the end of each 
Central Campus fall and spring semesters. Several factors 
affect the price you receive. Books that have no wholesale or 
resale value will not be bought.

Library Services
The Central Campus library serves the Continental and 
International campus students through the library’s web page 
at www.ctcd.edu/pg-lib.htm. Students can access periodical 
citation indexes, full-text periodical articles, reference 
resources, legal documents, ebooks, and the online card 
catalog. Students can check out books, request photocopies 
of periodical articles from the library’s holdings, consult a 
Reference Librarian, and participate in how-to use the library 
tutorials. In addition, library services are available at on-site 
libraries at most locations. 

Academic 
Policies
Academic Load
A normal academic load is 15 to 18 semester hours per long 
semester. Central Texas College reserves the right to limit the 
course load carried by any student. Typical course loads are 
listed below.

•	 Full Time
	 -	 12 or more semester credit hours during the  

		 16-week fall or spring semester.
	 -	 8 or more semester credit hours during the 10-week  

		 summer session. 
	 -	 6 semester credit hours per 8-week term.
	 -	 4 or more semester credit hours per 5 ½-weeks  

		 summer semester.

•	 Three-Quarter Time
	 -	 9 to 11 semester credit hours during the 16-week  

		 fall or spring semester.
	 -	 5 semester credit hours per 8-week term.

•	 Half  Time
	 -	 6 to 8 credit hours during the 16-weeks fall or  

		 spring semester.
	 -	 3 to 4 semester credit hours per 8-week term.

NOTE 	 Students attending college with financial aid or 
veterans benefits assistance may be required to meet academic 
course load standards other than those noted above. Contact 
the CTC Office of Student Financial Assistance or the CTC 
Veteran Services Office before registering for courses.

Maximum Load
Except as stipulated in the program of study, a student will not 
be permitted to enroll in more than six academic courses or 
more than 18 semester hours during any combination of terms 
within a 16-week semester. The maximum load for a 5 1/2 
week summer semester is eight semester hours. The maximum 
credit a student can earn during the entire summer session is 
14 semester hours. A student wishing to enroll in more than the 
maximum load must receive approval from the campus dean or 
his or her designee.

Satisfactory Progress 
Standards
Each student has the responsibility for attending class and 
pursuing the objectives of the each course that the student is 
officially enrolled. 

Class Attendance and Course 
Progress
Regular and punctual class attendance at all scheduled classes 
is expected. Each faculty member will inform students of the 
attendance policy and the course objectives at the initial class 
meeting.
•	 Students are required to be in class on time. Instructors 

may choose to lower a student’s grade because of 
tardiness. Excessive tardiness is disruptive to the 
educational process and may result in disciplinary action. 
Due process and the right to appeal will be provided to 
students subject to disciplinary action.


