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STATEMENT OF PURPOSE 

COLLEGE HISTORY 
To provide increased opportunities in higher education, thevoters of the Killeen andcopperas Cove 
Independent School Districts and the Nolanville Common School District created the Central Texas 
Union Junior Colleee District in July. 1965. A $2 million bond issue to construct and equip the - 
campus followed in October. 1965. In January, 1966, CentralTexas Collegeopened its first offices 
in Killeen. In June of that same vex. mound-breakinn ceremonies were held, and the first classes 
met in September. 1967. The ~6i)-acre-cam~us. locatei on U S .  Highway 190 between Killmn and 
C o ~ ~ e r a s  Cove. Texas. was dedicated " t o  the service of the ~ e o ~ l e  .."on December 12.1967. bv 
~ g d o n  Baines Johnson, the 36th President of the United ~ t a k . '  

Central Texas College initiated correspondence with the Southem Association of Colleges and 
Schools in 1966, received Candidate Status in 1967, was awarded initial accreditation in 1969, and 
was reaffirmed in 1973 and 1984. Early in 1992, the college began the self-study process for 
reaffirmation of accreditation by the Commission on Colleges. 

WORLDWIDE SERVICES 
From its beginning in 1967. Central Texas College has provided a wide variety of education 
programs to meet the specific needs of its military neighbors at Fon Hood, Texas. Today the college 
serves the armed services across the nation and overseas. Academic and technical vocational 
programs are offend by the college at over 200 milimy installations throughout the United States, . 
Europe. and the Far Edst lnstmct~onal programs are often conducted at geographically remote sltes 
~ncludmg at sea on board sh~ps u h ~ c h  are pan of the Pacrfic and Atlant~c Naval Fleets. 

EDUCATIONAL OBJECTIVES 
As a community college. Central Tcxa, College seeks lo attract and serve a drvcrsc student 
populatron~nclud~ngadultlearnen w~thd~sparatceducau~rnalgoalssuchascomplct~na baccalaureate . - 
degrees through university-parallel courses. enhancmg cm~loyability and promotability through 
occupational education and technology programs, improving the gualitv of life throueh continuine .. . . - . .  - 
education courses, and improving basic literacy skills through developmental and remedial courses. 
Thus, Central Texas College offers courses, proerams, and services desiened to facilitate the . - - 
attalnmcnt ofthesc educational goah as well as the acquirilwn of the skills, attitudes, and knowledge 
essential for the students to become productive. contributing members of society. 

Central Texas College is a public, two year, open adm~ssions, coeducauonal college that provides 
educational services to the central Texas area to include Fon Hood and a I2 countv services area 
Central Texas College also provides worldwide educational programs and related services to 
business, industry, the US.  military services, employees of governmental agencies, and family 
members of such employees. 
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EDUCATIONAL PHILOSOPHY 

The college seeks to provide a supportive and challenging environment where students can improve 
their basic intellectual skills, discover and develop their special aptitudes and insights, and equip 
themselves for a fulfilling life and responsible citizenship in a world characterized by change. 

Central Texas College believes that education is an individual. evolutionary, and never endine . - 
process; that in a democracy, the well-being of the individual, as well as the whole society, depends 
upon the sound moral andeducational develoomentof its oeoole: that education should accommodate . . 
each student's insmctional needs, level of functioning, and learning style; and that educational 
programs should be student-centered, reflect changing &hnology, incorporate a variety of delivery 
methods and beevaluated, revised, andimprovedcontinuously. Furthermore, CentralTexasCollege 
recoenizes that it must continuallv adaot to accommodate 11) increases in the bodv of knowledee. - . . . , - .  
(2) changes in technology and the economy, and (3) growing divenity among students. The 
institution also recognizes that the quality of education must be judged by its value to the student 
and the community. 

Central Texas College is dedicated to providing high quality educational programs and services: 
effectively managing its resources; meeting the changing educational needs of the local, national, 
and international communities it serves: supporting cultural activities, and assisting in economic 
development in the central Texas area. 

GENERAL INFORMATION 

CONTINENTAL AND INTERNATIONAL PROGRAMS 

Central Texas College serves military personnel throughout the wodd. The main office is located 
on the Central Texas College campus at Killeen. Texas. Programs of study vary with each location 
and not all programs are available at each location. This catalog provides information concerning 
the policies, procedures, and pmgrams applicable to the Europe Campus. Individuals interested in 
pmgrams which are not Locally available should consult with the local Education Office or Central 
~ e i a s  College representative. 

THE CATALOG SUPPLEMENT 

The catalog supplement is an official bulletin of Central Texas College containing policies, 
regulations, pmcedures, and fees in effect on the date the publication went to press. The College 
reserves the riyht to make changes at any time to reflect current board policies, administrative . 
regulalronsandprucrJurer.amendmenlr Io\latcur federal lawr.and icechanges uhcreappropnale. 
Students are respun,iblc for observing lhc regulations contained in this catalog supplement and arc 
therefore urged.to study the contentsof the catalog and its supplement catefully 

EQUAL OPPORTUNITY POLICY 

Central Texascollege iscommitted toiu  policy onequaleducationalopportunity and administration . ~ ~ 

uf its rducauonal programs. acuvilics. and employment uithout regard to color. race, religion. 
nat~onal origin, dtsability. sgc, or sex as required by Tille VI and Tllle VII ofthe Civil Rights Act 



of 19M, asamended,TitleIXofthe Education Amendments of 1972,the Rehabilitation Act of 1974. 
the Vitenam Eraveteran's Assistance Act of 1974, the Americans with Disabilities Act of 1990, and 
Executive Orders 11246, as amended, and 11375. 

Central Texas College has established programs to ensure that a lack of English language skills will 
not be a barrier to admission and participation in all educational and vocational programs. 

Existing administrative procedures of the college are used to handle student grievances. When a 
student believes a condition or employee of the college is unfair or discriminatory, the student can 
appeal to the administrator in charge of that area. Please contact a college official or the Europe 
Campus Dean for assistance in pursuing a grievance matter. 

STATEMENT ON HARASSMENT AND 
DISCRIMINATION 

Central Texas College is committed to providing an educational and work climate that is conducive 
to the personal and professional development of each individual. Facultv. staff. and students should 
be aware that discrimination and harassment based on the age, ethnic background, family status, 
gender, handicap, national origin, race, religion, sexual orientation, or veteran status of individuals 
or any other subgroup stereotyping or grouping within the college community are unacceptable. To 
fulfill its multiple missions as an institution of higher learning. Central Texas College encourages 
a climate that values and nurtures collegiality, diversity, pluralism, and the uniqueness of the 
individual within our state, nation, and world. The college also strives to protect the rights and 
privileges and to enhance the self-esteem of all its members. 

Individuals who believe they have experienced harassment or discrimination are encouraged to 
contact a college official or the Europe Campus Dean. 

PROGRAM AND COURSE AVAILABILITY 

Programs of study presented in this cataloe are offered when sufficient interest indicates the level . . - 
of enrollment required. Students desiring to enter specific programs of study are advised to seek 
confirmation of promam availabilitv prior to their fin1 reeistntion. The colleee further reserves the . - . . - - 
right toadjustcoursescheduling,includingclasscancellation, whene~ollmentorothercircumstances 
warrant. 

SCHEDULE OF FEES 
I. lnstitutionalCbaUengeExpmhtiooFee:afeeof$50.00foreachchallengeexamination 

should accompany the Application for Examination. 

2. Certificate Fee: afee of $10.00is payableat the timea student applies foreach Certificate 
of Award, for completing 15 Semester Houn and 30 Semester Hours. 

3. Degree Fee: a fee of S 25.00 is payable at the time a student applies for a degree. 

4. Transcript Fee: the first transcript is issued free of charge. Subsequent transcripts are 
$3.00 each. 



5 .  Returned Check Charge a chargc of S16.W shall be asocoscd for checks which have 
been retumcd fur ~nsufficient funds. 

Note: Refund of overpayment of transcript or record fees will be madeonly upon written application 
by the student. 

TEXTBOOK COSTS 

Costs are based on publishers' prices plus transportation costs, and may vary h m  term to term. 
Prices are available from the Central Texas College representative. Textbook costs are not 
refundable unless the class is canceled by the college aid &book is returned unused and unmarked 
to the appropriate Central Texas College representative. 

ADMISSIONS AND REGISTRATION 

HOW TO BEGIN COUNSELING 

Students wishing to attend Cenml Texas College should visit the local Education Center or Naval 
Campus office to consult with an education specialist about their educational goals. Education 
Center and Naval Campus Office staffs provide diagnostic, aptitude, and placement testing to assist 
students in selecting programs of study and establishing educational goals. Once the student has 
identified and chosen an appropriate degree and program of study, the admission and registration 
process may begin. 

GENERAL ADMISSION INFORMATION 

CentralTexas College is an open-door comprehensivecommunity college. Anopen-door admission 
policy is maintained to ensure that all persons who can benefit from post-secondary education have 
the opportunity to enroll. New students will be admitted to the college provided all admission . . . . 
requirements are met. Admission to the college does not guarantee admission to specific programs 
and courses. Rwuests for application materials or questions concerning admission should be . . 
addressed to the Central Texas College personnel at each location. 

. 

ADMISSIONS REQUIREMENTS 

Students who hold diplomas from accredited secondary (high) schools or GED equivalency 
certificates will be admitted to Central Texas College. Studentstransferring from another accredited 
college will be admitted if they are eligible to return to the institution last attended. Adults, veterans, 
and military personnel who have no~completed a high school program, but who are prepared to 
undertake post high school studies may be admitted if recommended by an education specialist after 
providing-oficiai test scores from list of approved tests authorized by the ~epartment of 
Education. 

Note: For purposes of admission, an adult is defined as an individual 18 y e m  of age or older. 



Lwal andTh~rdCoun~ry Natronalstudcnls muslprovrdcanoffic~al ccnlficaureflecungamlntmum 
score of 450 on thc Tmt of Englrsh as a Furelgn Language m ordcr to be constdercd for admtsston 
to degree-credit courses. 

Personnel without logistical suppon and not sponsored in the overseas command by the US. Armed 
Forces are not narm~lly pem~ttcd to attend Cenual Texas College classcs Appltcanu may attend 
cla.,sc\ 11 lncal p o k y  perm~ts. but they must rrcelve approval from the local Educatbon Sewtccs 
Officer or ~ a v ~ - c ~ ~ ~ s  ~e~resen ta t ive  for necessary military and governmental approval prior to 
being permitted to file application for admission. Active duty personnel will have priority when 
enrolling for all classes. 

Individuals who have not previously earned a high school diploma or GED are not eligible to enroll 
in college level courses u&il they have taken and successf~lly passed a ~epar tmentof   ducati ion 
independently administered examination. Examinations must have been taken within the past year. 
~dditional information is available through the local Central Texas College representative. 

In addition to meeting the above criteria, studentsmust complete an Application for Admission form 
prior to being considered for unconditional admission. 

RECORDS REQUIRED: 

Transcripts and Test Scores 
Degree or certificate seeking students must ensure that all records of all previous education must be 
on file with the Records Office in order to fulfill Central Texas College's admission qu i remenu .  

HIGH SCHOOL GRADUATES seekmg centficates or degrecs from Ccntral Tcras Collcgc who 
haw not prcv1ou4y complctcd 12 semester hours w ~ l h  a reglooally accredrted collcgc or unlvcrsrty 
mu\t submrt an offi~lal h~gh  school transnpt. 

HIGH SCHOOL EOUIVALENCEGRADUATES seekinecertificates ordeerees fmmCTC who 
~ ~ ~~ 

have not previously c>mpletcd 12 semester hours with a rcgsnally a~credited~ollc~corun~venit~ 
must submit High School Gcncml Education Dcvclopment (GED) scores. 

COLLEGE TRANSFER STUDENTS seekrng ccnificates or degrees from thc college must 
provide official transcripts for all reg~onally accredited collcgc study before officral degrecplansare 
provided. 

INDIVIDUAL ADMISSIONS STUDENTS (except transient students) must provide official 
transcripts from all regionally accredited colleges or universities previously attended. Non-high 
schooUGED graduates must provide Department of Education approved test scores taken within the 
past year. 

Note Studcnts arc respon,~blc for requcslrng that officnal records be forwarded drrcctly from the 
tssutna tnstttutlon to the Cenval Texas Collcne Eurooe Camous Addresses are ltsted 10 the front of - - 

C the catalog. Transcripts must bear original mark or seal and signature of the registrar to be 
acceotable. If transcriots of orevious education are issued to Central Texas Colleee in a student's - 
former name, without a social security number, Central Texas College cannot be responsible for 
properly identifying the document. Admission requirements are not met until all necessary records 
are on file with the Europe Campus records office. 



Transient Student 
Students not seeking a degree or ccnificaa from Central Texas Collcgc arc not rcqulrul to provide 
previous education records. u noted above. Records will be required if a student later elects to seek 
a diploma or certificate, or evaluation and award of credil. 

Early Admissions 
Early admission offers the opportunity for high school seniors to earn college credits while 
concumntly enrolled in high school. Early admission is open to any high school senior, subject to 
the following conditions: 

1. An Early Admission Form with the signatures of high school principal or counselor and 
parent or legal guardian must be submitred. 

2. Student must provide an official high school hanscript showing classification as a senior. 

3. The student will be expected to adhere to all polices of the College and the high school, 
including attendance. 

Students who meet the above criteria will be accepted at Central Texas College on individual 
approval to tlke one c o m e  per term. 

Note: Cenval Texas College assumes no responsibility for loss of Interscholastic League eligibility 
of high schwl shldents enrolled under this program. 

UNIFORM APPLICATION OF STANDARDS 
Thecollege policies regarding the academic status of students and all matters relating to students are 
uniform at all Central Texas College locations. The subsequent sections of the catalog supplement 
provide information unique to the Europe Campus. 

WHEN TO REGISTER FOR CLASS 

Registration Periods 
Central Texas College's academic year begins and ends in August. It is based on terms and varies 
considerably indifferent locations tomeet m i l i l q  schedules. Course lengthsarefour, six,eight, ten, 
and twelve weeks. Varying course lengths or the special needs of the community may alter the 
generally established registration period and course length at any given site. The Education Center 
publicizes registration periods, term dates, and coursc offerings. Students should consult their local 
schedules for times and dates of registration and classes. 

Term Calendar 
1993-1994 

Term 4 March 6. 1994 thm May 7,1994 
Term 5 May 8,1994 thm August 13, 1994 

1m-1995 
Term 1 August 14,1994 thm October 15.1994 
Term 2 October 16,1994 thru December 24, I994 
Term 3 December 25, 1994 thru M m h  11,1995 
Term 4 March 12, 1995 thru May 13, 1995 
Term 5 May 14,1995 thm August 12,1995 



1995-1996 
Term I August 13,1995 thm October 14, 1995 
Term 2 October 15, 1995 thrn December 23, 1995 
Term 3 December 24,1995 t h ~  Mmh9,1996  
Term 4 March LO, 1996 t h ~  May 11,1996 
Term 5 May 12, 1996 thm August LO. 1996 

WHOM TO CONTACT FOR CLASSES 

Cenual Texas College normally assigns a representative to each Education Center where a program 
is conducted. Information on registration, term dates, evaluation, programs offered, and related 
questions should be directed to the local Central Texas College representative at the Education 
Center or Navy Campus office. 

REGISTRATION REQUIREMENTS 
Official registration with Central Texas College is required before 6Ndents may take courses. The 
following nlust be completed before the student will be officially registered: 

1. Application for AdmissionlClass Registration (required lor each registration) 

2. Payment of fees and tuition. 

Note: Step2 may i n c l u & p r o v i d i n g c w n p l e t e d m i l i ~ T u i t i o n A s s i s ~ c e f m , V e ~ ~ ~ m  
forms, or other financial assistance forms as amropriate, if such methods of tinancial assistance are . . 
chosen. 

All forms necessary for registration are available from the Central Texas College representative at 
each location. 

CHANGING REGISTRATION 

Students wishing to register for additional courses, or change course enrollments after registering. 
must have the amendments made on the registration card. Students must complete and initial such 
changes before the announced end of the registration period. 

LATE REGISTRATION 

Late rcglstratlon IS pennlttcd if no more than 118 of the coursc's contact hours has been performed 
lnd~wduals should consult local schedules for exact dates Students uho complele registrauon after 
classes begin are not excused from meeting attendance or academic requirem& and must arrange 
with the inshuctor to make up missed classes. 

COURSE ADMISSIONS 
Students must complete the published registration procedure each term, including payment of all 
tuition and fees, to gain admission to classes. Paying tuition on an installment basis is not permitted. 



COST OF CLASSES 

Tuition for classes at Eumpe Campus locations is established by the government contract through 
which the institution operates. The following rates apply to one semester hour of instruction: 

August 1, 1993 - July 31, 1994 $80.09 
August 1, 1994 - July 31, 1995 $82.77 
August 1.1995 - July 31,1996 $85.73 
August 1. 1996 - July 31, 1997 $87.21 
August 1. 1997 - July 31. 1998 $88.73 

The Europe Campus does not charge any maUiculation fees. 

PAYMENT 

Method of Payment 
Checks or money orders should be made payable to Central Texas College. Credit card payment is 
also acceptable long as it is a ~ a s t e k a r d  or VISA issued by a stateside bank. Central Texas 
College requires payment of tuition prior to attendance at the fust class meeting. 

Refunds 
The effective dale of the withdrawal is the date the withdrawal form is date stamped at the 
appropriate education center or Navy Campus Office and signed by the ESO or designated 
representative. In all cases. the instructor must sign the withdrawal form either before or after the 
effective withdrawal date. Refunds will be computed according to the effective date of withdrawal 
from class in the following manner: 

100% If withdrawal is effective before the first class meeting. 

75% If withdrawal is effective before more than 118 of class meetings have elapsed. 

25% If withdrawal is effective after more than 118, but before more than 114 of the class 
meetings have elapsed. 

0% If withdrawal is effective after 114 of class meetings have elapsed. 

Refunds will be processed by thc Director of Administrative Scrvtces after receipt of ccnilication 
by the Student Scrviccs O f h e  that thc Application for Withdrawal or the Application for Refund 
firm has been properly completed and procesud. Emergency withdrawal will be cons~dmd to be 
filedonthcdateofthecrnergency. Studentsmustsubrnit wnttcnprmfufemcrgcncy suchasmilitary 
emereencv leave orden o ~ m e d k a l  certification of family emergency. Refunds under emergency 
condkonf will follow the refund of tuition schedule above 

STUDENT FINANCIAL AID 
1nfomionandapplicationformsforMilitaryTuitionAssistance~A)andVetemsAdministration 
(VA) benefits are available at Military Education Centers and Navy Campus offices. These two 
forms of student financial assistance are not part of the same program. Students interested in using 
such aid should be aware of the liabilities incurred. 



TYPES OF AID 
PELL Grant 
The PELL Grant 1s authonzcd by the Htghcr Educatron Act Amendments of I972 to a .s~st  students 
sn punulng them first undergraduate degree The mtent of the PELL grant 1s to provrde a foundat~on 
of financial asustancc to supplement the cost of poshecondary educarton The mount  of the PELL 
award is based on the actuai Eost of the student's education while anending CTC. Applications are 
available at anv Militarv Education Center or Navv Camps office. ~rochures  describing various 
financial aid a id  VA are available to all studenis, and Education Centers. 

- 

Federal Stafford Loans 
At CTC undermaduate students may borrow up to $2,625 during freshman year standing with an 
aggregate limicof $17.2~0 over thei; undergraduate career. Theseloans are obtained by the student 
from a lendine aeency outside the colleee such as a bank. savines and loan association, credit union. - -  . - - 
etc., which are insured by the federal government. 

The current interest rate is 8% per annum simple interest. The government will pay the interest 
~ ~ 

charge while the student IS enrolled at least half--time. ~ e ~ a ~ m c n t - b e ~ i n s  six months aflcr half-time 
enrollment rtatus IS terminaad. Studcnts may obtaln detailed information from lendina tnstitutionr - 
or by contacting the Europe Campus Financial Aid Specialist. 

Students who apply for Federal Stafford Loans must attend a pre-loan counseling session. This session 
provides information about disbursement procedures and loan pmgrams such as monthly repayments, 
deferments, grace periods, and cancellations. Sndents who received a Federal Stafford Loan while 
attending aCenhal Texas College location must attend an exit briefing prior tothe endof their final term 
with thecollege.This briefingwilldiscusssN&nu'rightsandresponsibilitiesregardingrepaymcntofthe 
loan. 

Veteran Benefits 
Most Central Texas Colleee oroerams are aooroved for those who wish to receive benefits under the - .  - . . ~~~~ ~ ~ ~~-~~ ~~~- 

Veterans Readjustment Benefits Act of 1966, the Veterans Educational Assistance Act of 1984, 
Chaoter 106-ReseweEducation Bill. Chaoter30. VA Educational Billof 1986. anddeoendents who . ~ ~~ ~~. 
qualify for VA educational benefits. Chapter 35. 

Military Tuition Assistance 
Many military personnel, whether or not eligible to participate under the Veterans Readjustment 
Benefits Act, may wish to attend Central Texas College under the Tuition Assistance Program. 
Active duty military students approved under this promam will have a wriion of their tuition cost 
paid bv the eovernienl but wiu be resoonsible foroavine the remaininb amount as well as all fees . ,  - ~~ ~~~ - ~~~~~~ 

~ ~~ ~ ~ ~ ~ - ~ - -  

Hnd b&kc&ts. Recipients shouldmak; sure that they are informed of all terms andconditions under 
the Tuition Assistance agreement. Information about such terms and conditions may be obtained at 
any Military Education Center or Navy Campus office. 

The Army. Air Force. Navv. and Marines have Tuition Assistance oroerams. SNdents attendine 
classes accenlral T e x a s ~ o i l e ~ e  shuuldcomplcte their appropriate se;vi& form anddclivcr it to thi 
appropriate Wur~l~onCcntcror  Navy Campusoffice Thesignatureofthestudcnl'sunilcommander 
(01 authorized reoresentative) and the aoo&ine sianalureif the aoorooriate Education Center or . . - .. . 
Navy Campus representativeare required. 
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Department of Defense @OD) Civilian Tuition Assistance 
DOD applicants are responsible for securing Tuition Assistance from their employer. Forms and 
procedures for requesting Tuition Assistance vary with each branch of service. Please consult the 
local Education Center, Navy Campus office, or Civilian Personnel Office. One copy of the 
approved Tuition Assistance forn must be provided to the college at the time of registration. 

Satisfactory Progress 
Cenlral Texas College students who are receiving financial aid are required to make adequate 
progress toward a degreeobjective inorder toremain eligible to receive financial aid. The following 
satisfactory progress standards are applicable to all students who receive financial aid at Central 
Texas College: 

1. Fullwne students should complete the~r dcgrec program wllhin the equivalent of six 12- 
week or 16-meek scnlcstcrs, or twelve %week term\. This tlme frame mcludcs the enlln 
auendancchistory ofastudent regardlessofwhether financial atd watur wa, not received. 

2. Half-timestudents should complete their degree program within theequivalent of twenty- 
four &week t e r n .  

Satisfactory progress can be maintained with any combination of full-time or part-time enrollment. 
Students may refer to their degree plan, college catalog, catalog supplement, or see a counselor for 
further details regarding their specific academic program. 

RECORDS ACCESS 

STUDENT RECORDS 

Students may inspect and review their education records upon wnttcn q u c s t  to the appropriale 
record custodian. For more information contact the Central Texas Collcgc representative. 

Release of student record information must be authorized in writing by the student. In  compliance 
with the Famtlv Educational Rights and Pnvacy Act of 1974. access toany records by pcrsons other 
than the studedt will be limited to those persons specified in the statute. Records will be maintained 
of persons granted such access. 

COLLEGE POLICIES AND REGULATIONS 

RECOMMENDED COURSE LOAD 

Academic Load 
Students are responsible for determining the academic load they can successfully mauageeach tern. 
Typical course Loads, based on eight-week terms, are as follows: 

Half (ID) time .......................... 3 semester hours per tern 

Three quarter (314) time ................ 5 semester hours per tern 

Full ( I l l )  time ................................ 6 semester hours per tern 



Note: 

1. For inswctional periods other than eight week terms, consult your local Central Texas 
College representative.. 

2. Final determination of academic load for purposes of VA benefit payments is the 
prerogative of the VA Depanment, not the college. Questions about VA payments must 
be sent by the student directly to the VA office serving the student's campus. 

3 Worktng studmts and students expmcncrng dtfficulty wrth college level courses are 
encouraged to consult urlh Central Texas College penonnel. the Educat~on Center. ur 
Navy Campw counselors for advb~e on the number of hours that should be taken 

AlTENDANCE POLICY 

ABSENCES AND TARDINESS 

Students are required to attend all classes in which they have enrolled. Attendance should be regular 
and on time. 

Students are required to notify instructors in advance of any absence to retain the privilege of 
submitting make-up work without grade penalty. Students are responsible for completing all 
assignments missed during absences. 

EXCESSIVE ABSENCES 

Absence from classes for any reason must not exceed college standards. In general, students may 
be administratively withdrawn fromany class with the grade of "F' when their unexcused absences 
reach a total equal to 12.5% of the hours for the course. For example, students attending a 48-hour 
class during an 8-week period normally meet I80 minutes each session for 16 sessions. Those 
students with two unexcused absences are subject to Administrative Withdrawal since the total 
unexcused absences (360 minutes) equals 12.5% of class hours for the course. Students attending 
96-hour classes are subject to administrative withdrawal after they have accumulated 12 hours of 
unexcused absences. 

The following specific rules apply to absences: 

1. Fifty minutes is the standard length of a class meeting. Missing 50 minutes of a class 
equals one absence. 

2. Instructors are required to keep attendance records beginning the first scheduled day of 
class. 

3. An Administrative Withdrawal may be initiated when the student fails to meet college 
attendance requirements. The course will be noted as an "FNon the roll and record book, 
with a final grade of "F' on the transcript. 

4. As a matter of policy, college insVuctors are the only individuals who can authorize 
excused absences. Regardless of the reason for the absence, students are responsible for 
completing all coursework covered during any absence. 



OFFICIAL ENROLLMENT 

OFFICIAL ENROLLMENT 

The only way to become an official member of a class at CTC is by following the established 
procedures forreg~stering and paymg tuitton. No person isofficiall) enrolled untiiall charges have 
been paid in full. lnstallmcnt payment of turtiun is not permitted. Students who officially withdraw 
from a course are not entitled to remain in class on an ;nofficial basis. Only Ulose smde&s who are 
officially enrolled have the privilege of attending classes. 

CLASSIFICATIONS 

FRESHMAN - Students who have 30semester hours or Less of college level credit recorded on their 
permanent record are classified as freshmen. 

SOPHOMORE - Students who have thirty-one semester hours or more of college level credit 
recorded on their permanent record are classified as sophomores. 

RESIDENT CREDIT 

A student may earn an Associate Degree entirely through study at campuses outside the sfate of 
Texas or in combination with study at the Texas campuses. At least fifteen (15) semester hours or 
25% of degree requirements must be earned through formal study at Central Texas College, 
regardless of campuslocation. Courses offeredat all Central Texas Collegecampuses meet the same 
academic standards and carry the same resident credit. 

CREDIT TRANSFERS 

Central Texas College is accredited by the Commission on Colleges of the Southem Association of 
Colleges and Schwls to award associate degrees and certificates of completion. Credits earned at 
CTC are transferable to other institutions in accordance with policies ofthe receiving institutions. 
Students who plan to transfer to other institutions for degree completion or to pursue a more 
advanceddegree are advised toconsult withofficials of the receiving schwl fordegree requirements 
and transfer policy. 

GRADES 

Grade Reporting 
Grades are assigned by faculty members based on class and laboratory performance, lest scores, and 
other departmental academic requirements. Students are encouraged to become familiar with each 
instructor's class syllabus and requirements for grades. 

Grades are reported by two methods: 

1. Grade Reports are provided by faculty members at the end of each course. This method 
of reporting grades permits students to judge their performance at the end of each course. 



2. Transcripts are provided by the Records Office and are the official report of completed 
courses, grades, and credit awarded by the wllege. 

Grades and Point Average 

The grading system at Central Texas College is as follows: 

Grade Points 
Superior 4 
Above Average 3 
Average 2 
Passing, but unsatisfactory 1 
Failure 0 . 
Incomplete 
No Credit 
Completed 
Withdrawal 
Non-attendance 

Grade Designations 
"D" 
Students who earn a " D  in prerequisite courses are advised not to enroll in succecdingcourscs until 
they complete prerequisite courses with at least a " C  A ' D  will not be acceptable toward 
graduation for any course in the major in the Associate in Applied Science degree program. 

Failure may be awarded for lack of academic progress or failure to attend. An "F' may not be 
removed wilhaUW 0r"I"nradc. Studcots whoelccl tore~eat acourscfor whwh thev have received - 
an "F" must re-register, pay full tuition, and repeat the entire course. 

"Iw-Incomplete 
Aninwmpletemaybegiven tostudents who havecompletedthemajority of thecourses, butbecause 
of personal illness, death in the immediate family, or military orden are unable to complete all the 
requirements for the course. Notice of absence with supporting documentation may be required by 
the instructor. Students are muested to notify the amroDriate instructor in advance of the absence 
whenever possible. The instructor m&es the-final decision concerning the "Incomplete" grade. 

As a patt of the "I" grade, the instructor may set a deadline for com~letinn the remaininn course 
requ&ments. In no case will the deadlioe excccd 90 days after the schedulZd end of the class. It is 
the student's responsibility to armnEe with the instructor for the assiaoment of work necessarv to 
complete the co-. An "1" will lapse to an 'T' unless course rcqui&ents arc completed w&in 
90 days; an "I" cannot be revlaced bv a "W'. Students who elect to reveat the course must reeister. - 
pay full tuition, and repeat rhe entire course. 

No* In calculating the grade point average for graduation or other purposes, the "I" grade is 
calculated as an "F". Military branches may prescribe a lesser period of time to remove an 
"Incomplete" than Central Texas College. The Service directive relating to reimbursement will 
apply totuitionassistedstudenfs. Servicemembers are, thmfore,urgedtoconsult with theeducation 
specialist at the local Education Center or Navy Campus oftice. 



"Nn-No Credit 
The grade of " N  is resewed for use with developmental and designated non-traditional, modular 
courses, and will be awarded to students who have made satisfactory progress, hut lack the 
completion of certain modules required for course completion. The grade of " N  indicates that the 
student must enroll the following semester and complete those modules for a final grade in the 
course. Re-enrollment requires the payment of usual tuition for the course. Students failing to make 
satisfactory progress will also be awarded the grade of " N .  

"Pn-Completed 
The grade of " P  is reserved for use with developmental and designated non-traditional, modular 
courses, and will be awarded to students who have satisfactorily mastered all the modular course 
requirements. When used with credit grantingcourses, earned credit hours will be displayed on the 
transcript. Quality points and grade point calculation are not computed. 

"Wn-Withdrawal 
Students who officially withdraw by the scheduled deadline will be awarded the grade of " W ,  . 
provided the student's attendance and academic performance are satisfactory at the time of official 
withdrawal. Students must file a withdrawal a~olication with the colleee in order to be considered . . 
for withdrawal. 

"X"-Non-Attendance 
The grade uf "X" is rexwcd i o r  ucr u ~ h  developmental and dcslgnated non-tradtt~onal, modular 
courses. and will be auardul to rtudenls who have failed to make ratisfactor) progress due to nnn- 
attendance. 

Grade Point Averaging 
A student'sgradepint average is calculated by dividing the total grade p i n t s  by the total semester 
hours attempted. Grades of " W .  " N ,  "P, and " X  are not included in these calculations. Grades 
from Developmental Courses are not included in these calculations. 

Grades and Financial Aid 
Studenu attending Central Texas College with Military Tuition Assistance, Financial Aid, or VA 
Benefits should be familiar with the requirements and possible obligations incurred, particularly 
u p n  receiving a grade of "F', "I". " W ,  " N ,  or " X .  

Change of Grades 
Studenu who feel that an error has occurred in grading must contact the appropriate instmctor no 
later than 90 days after the end of the course in order for a grade change to be considered. 
Administrative personnel of Central Texas College are not authorized to change an insmctor's 
grade. 

Repeating A Course 
The total hours earned toward a degree are not increased if a student repeats a course in which a 
passing grade has already been earned. After repeating acourse, only the last grade earned is utilized 
in computing the grade point average. Other colleges may use a different approach to computing the 
GPA. Honors designation at graduation considers all grades, including repeated courses. A student 
who repeats a course should notify the Records Office for re-computation of cumulative grade point 
average. 
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ACADEMIC STANDARDS 
Studentsarecxpccted to be awarc oftheir grade point average, and areencouraged tocalculate their 
gradepointavcragefrequently. Studc.ntsrrerrspons~hle forknowing whctherornotthcy areeligible 
to continue at the college. lnrliglhle students who nevenhcless register at the college shall be 
withdrawn and shall not receive special cnnsidcration if they plead lack of knowledge of scholastic 
status. Students who receivegrad& below "C" (2.0) for any G r s e  should seek academic counseling 
to determine the causes of unsatisfactory work and seek recommendations for improving grades in - - 

subsequent classes. 

GRADE REQUIREMENTS 
GRADUATION. Requires an overall grade paint average of 2.0 to include a minimum 2.0 GPA 
wlth Central Tsxa, College. Asroc~atL'dcgrces in Applted Saenre rcqutre a "C" for each course in 
the malor Graduauon GPA tncludes all Central Texas College grado and grades earned in lransfer - .  
courses accepted toward the degree. 

SATISFACTORY PROGRESS. Students at CentralTexasCollege mustmaintaina2.0cumulative 
grade point average in order to maintain satisfactory progress toward graduation. 

ADVISING: Students who fail to maintain a 2.0 grade point average during their initial seven 
semester course hours will be required to participate in an academic counseling session prior to re- 
enrollment. 

PROBATION will be imposed after the first seven semester hours anemvted during which the 
student fails to maintain a2.0 cumulative grade point average. Students who fail to achieve a 1.0 
made point average durine any term will be placed on vrobation if their cumulative eradc ooint - .  - .  
average is below 20.  Prnb&on will be imposed during tde next term in which the student registers. 
Students on pmbation cannot register for classes until the requirements listed below are completed 
as stated under the section titled "Return to Class After Probation." 

Students who do not maintain a "C" or 2.0 grade point average during the probation period will be 
suspended and cannot register for classes until the reauiremeots listed under the section titled 
" ~ & n t o ~ l a s s  ~fter~us~cnsion"arecomplctcd. SUSPENSION will also be imposed on students 
uhohaveattrmpted8ormoresemesarhoursand who previously falledtomainlain a2.0cumulative 
grade mint average. Suspension will also result when students fail to achieve a 1.0 grade point . . 
average during the term. when the resulting cumulative grade point average falls 'below 2.0. 
Suspended students may register for classes upon completion of the requirements listed in the 
section titled "Return to Class After Suspension." 

Students who use financial aid or VA benefits and are suspended will be reported to the Financial 
Aidoffice ortheveterans Administration and must alsomeet financial aidorVArequirements orior 
to reinstatement of benefits. 



HOW YOU MAY RETURN 

Return to Class After Probation 
Students on probation must sign a probation agrrement and receive re-entry counseling. 

Return To Class After Suspension 
SNdenls who have bcen suspended may be permifvd to re-enter the college on an individual petition 
basis. Students granted immediate re-entry must: 

I. Receive counseling and obtain a written ncommcndation by the Education Services 
Ofiicer or Navy Campus Representative for mum to classes. 

2. Complete a re-entry petition agreement and send it with the recommendation obtained in 
(I), above, to the Central Texas College Director. 

Studenls who have k e n  suspendedonce may ben-admittedunder petition and must meet academic 
staodards q u i d  while on petition =-entry status. 

Note: Re-entry petitions will be pmvided to students at the time of suspension notification. 

CLASSROOM VISITORS 

Permission to visit a class may be granted by the local Regional Director. Such permission carries 
with it d s s i o n  to listen and observe. but not to enter into class discussion or laboratory work. 
permisfion lo visit is no1 consided auditing on a full-time basts. Since prmission will not be 
granted to allow small children in class, parents must make arrangemenu for can  of their children 
during class meetings. College policy d&s not permit a student to audit courses 

REGULATIONS GOVERNING STUDENT ACTIVITIES 

STUDENT RESPONSIBILITIES 

Address Change 
AU comsmndence from Central Texas College tothe student willbe to the address provided on the 
~ a a l i c a t i k  for Admission. Anv address ch i ee s  must be made in writing to the ~iudent  Services ..rr ~ ~ . - ~ ~ - ~ ~ ~ - ~  ~~~ - - 
Records Office. Students are responsible for all communication mailed lo h e  lasl address on file. 
The srudcot's academic file will be maintained to Europe for five years after lasl iuvndancc unless 
an address change is sent to the Student Services ~ecords office: 

Name Changes 
Individuals must pmvide their legal name on their Application for Admission because that is tke 
name that will amear on their official student record. To change a legal name to a new legal name. - - 
students must s ; k t  a copy of the signed coun order showing the authorized new legalname. To 
change a last namc after marriage. students must prescol a copy of themarriage certificate. A female 
student who wishes to discontinue the use of her married name and resume the use of her maiden 
name or a different namc must present a divorce decree or signed court order showing restoration 
of the maiden name or other name. Name change documents must be submitted to the Student 
Services Records Offife. 



DRUG AND ALCOHOL ABUSE 
SNdents are admitted to Central Texas College for the purpose of educational, social, and penonal 
enhancement. Students have riehts and ~rivileees as mescribed by state and federal constitutions, 
statutes, and policies of the ~ o k d o f ~ r u f t e e s o f t h c ~ c ~ u a l  ~ c r a s ~ o l l c g c  D~svict. Along withthese 
rights and pnv~lcges. students also have certain duties and responribilities which are essential for 
cr&tine envir&nent where all students can learn to live productive. fulfillinn lives. Substance 
and alcohol abuse disxuots this environment and threatens n i t  onlv the lives andiell-beine of our 
students, faculty, and siaff, but also the potential for education, s&al, and personal enhancement. 
It is therefore important for all members of the college commumn, to take responsibility for 
preventing substa&e and alcohol abuse. 

In recognition of the problems associated with substance and alcohol abuse, Central Texas College 
has developed a college-wide drug policy. The policy addresses not only disciplinary sanctions 
associated with substance and alcohol abuse, but also education. wevention, intervention, and 
treatment activities necessary to help eliminate problems that substance and alcohol abuse poses to 
the college community. 

Central Texas College is committed to providing comprehensive drug education and prevention 
programs as well as early intervention and referral services. In support of this commitment. Central 
Texas College has established the Substance Abuse Resource Center in the Student Services 
Building on-central Campus to provide information and assistance to the college community. 
Through this program, CentralTexas College will provide educational support programs which will 
assist in prevention of alcohol and substance abuse activities. loformation relating to drug and 
alcohol abuse at Central Texas College Europe Campus will be provided through individual campus 
sites. 

To ensure compliance with applicable institutional, state, and federal guidelines relating to the 
illegal use of illicit drugs and the abuse of alcohol, Central Texas College annually dislributes an 
information flyer to all employees and students which addresses: . Standards of conduct Counseling options 

Legal sanctions Disciplinary action 
Health risks 

Those iodividuals seeking funher information should contact the Substance Abuse Resource Center 
or the CTC site representative. 

ALCOHOL AND ILLEGAL SUBSTANCES 
Students are not to use intoxicatine beveraees. narcotics. or non-orescriotion drues in a Cenml ' Texas College classroom. ~n~ student in a ~ & r a l  ~ e x a s ~ o l l e ~ e c l ~ s s r w ~ o r  administrative oftice 
who is under the influence of or in oossession of anv of these items will be subiect to d i scb l inw . . 
dismissal from the college. Anyone using, distributing, or found to be in possession of illegal drugs 
or aiding those involved in such activities will be subject to immediateexpulsion fromthecollege. 



CLASS BEHAVIOR 
Generally, students attending Central Texas College are in class for personal and professional 
reasons. To facilitate instruction and learning, students are expected to maintain a mature. earnest. 
and tnterrstcd att~tudc in theclassroom. The collcgc will no1 mleralc student behavior whichdisrupu 
t h c c l u ~ o r  ~hi~hattemptstodisumdttthcin~t~ctor, thccourw material, ororhcrstudents. Students 
whod~sruptclrs~cs,or dtscredit thecourscor other students, will be askcdtoccasc suchdisruptians. 
If students fail to do so, they will bc dropped from the class with a grade of "F'. 

FALSIFICATION OF RECORDS 
Students who knowingly falsify college records or who knowingly submit falsified records to the 
college are subject to disciplinary action which may include suspension or expulsion from the 
college. 

HARASSMENT 
Harassment. whether verbal or by action, by any student enrolled at Central Texas College of any 
member of the student bodv. faculty. administration. or anv other Central Texas Colleee emolovee . . - - .  
will be considered a serious breach of discipline and shall be treated accordingly. Any action, 
whether in the classroom. labratow. or administrative offices which subiects aoerson to humiliation. , . 
indignity, discomfort, or which interferes with any process in which the college is engaged, may be 
considered harassment. 

SCHOLASTIC HONESTY 
All studenu are required andexpcctedm maintain the highest standardsof scholastic honesty in the 
oreoaration of all courses and durine examinations. The followine will be considered exam~les  of . . - - 
scholastic dishonesty: 

1. Plagiarism: taking passages from the writing of others without giving proper credit to the 
sources. 

2 Colluwn usrng another's work astmc'r own or worktng together w~th  another pcrson m 
the preparauon ofwork. unlew wchjaml prcparatton rs spcc~fically appmvcd in advance 
by the instructor. 

3. Cheating: giving or receiving information on examinations. 

Students guilty of scholastic dishonesty will be administratively dropped from the course with a I 

grade of "F' and will be subject to disciplinary action. 

TEXTBOOKS 
Students areexpected to buy the textbooks designated foreachcourse. Textbooks may be purchased 
from the Central Texas College Site Representative during the registration period. This p r iod  is 
normally two weeks prior to the class stan date and during the first week of classes. After the 
registration period, students may obtain textbooks by contacting a Central Texas College 
representative. 






















































































































