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EQUAL OPPORTUNITY STATEMENT

Elaine P. Nunez Community College adheres to the equal opportunity provisions of federal civil
rights laws and regulations that are applicable to this agency. Therefore, no one will be
discriminated against on the basis of race, color, or national origin (Title VI of the Civil Rights
Act of 1964); gender (Title 1X of the Education Amendments of 1972); or disability (Section 504
of the rehabilitation Act of 1973) in attaining educational goals and objectives and in the
administration of personnel policies and procedures. Anyone with questions regarding this policy
may contact the Director of Human Resources in the Administration Building at 3710 Paris Road
or by calling 504-278-6418.

This Catalog supersedes all catalogs previously published. Policies, regulations, and procedures
contained herein were in effect as the publication went to press. The College reserves the right to
make administrative and policy changes regarding any items published in this catalog. Changes
will be posted in the catalog section of the College’s website at www.nunez.edu.
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Fall 2018 Academic Calendar

August 2018 Time
13-14 (M-T) Faculty Institute 9:00 am — 4:00
pm
15-16 (W-Th) On Campus Registration Assistance 9:00 am — 6:00
pm
17 (F) On Campus Registration Assistance 9:00 am — 4:30
pm
18 (Sat) On Campus Registration Assistance 9:00 am — 1:00
pm
20-21 (M-T) On Campus Registration Assistance 9:00 am — 6:00
pm
20 (M) First Day of Class for Full Semester & Fast Lane
1
Payment Due Date for Tuition & Fees
28 (T) Last day to withdraw and receive 100% refund.
30 (Th) Last day to withdraw and receive a 75% refund

(tuition only).

September 2018
3 (M) Labor Day Campus Closed
5(W) Last day to withdraw and receive a 50% refund
(tuition only).
6 (Th) Last day to withdraw and receive a 25% refund
(tuition only).
6 (Th) Official 14" Day of Class
26-28 (W-F) LCTCS Conference Day
28 (F) Last day to withdraw from Fast Lane 1 with a “W”

Fast Lane 2 Classes.

October 2018

8-12 (M-F) Midterm Week

10 (W) Last day of Class for Fast Lane 1

12 (F) Final Grades for Fast Lane 1 Due

15 (M) First day of Class for Fast Lane 2

19 (F) Spring 2019 Priority Registration for Military and
Veterans

22 (M) Spring 2019 Registration available in LOLA

16 (T) Midterm Grades Due for Full Semester

17 (W) Last day to withdraw and receive 100% refund for

November 2018
2 (F) Last day to withdraw from Full Semester
Classes with a “W”
19 -20 (M-T) Study Days Classes May Not
Meet
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21-23 (W-F)

Thanksgiving Holiday (Classes Do Not Meet)

Campus Closed
(Th-F)

29 (Th)

Last Day to withdraw from a Fast Lane 2 class
with a “W”

December 2018
6 (Th) Last Day of Class for Full Semester and Fast
Lane 2
10-17 (M-M) Final Exams
19 (W) Final Grades due for Full Semester and Fast Lane
2
24-31 (M-M) Winter holiday Campus Closed

All dates are subject to change. Monitor www.nunez.edu for current information.

Spring 2019 Academic Calendar

January 2019 Time
1-4 (T-F) Winter Holiday Campus Closed
15 (T) Faculty Institute 9:00 am — 4:00
pm
16-17 (W-Th) On Campus Registration Assistance 9:00 am — 6:00
pm
18 (F) On Campus Registration Assistance 9:00 am — 4:30
pm
19 (Sat) On Campus Registration Assistance 9:00 am — 1:00
pm
21 (M) Martin Luther King Holiday Campus Closed
22-23 (T-W) On Campus Late Registration Assistance 9:00 am- 6:00
pm
22 (T) First Day of Class for Full Semester & Fast Lane
1
Payment Due Date for Tuition and Fees
30 (W) Last day to withdraw and receive 100% refund.

February 2019

4 (M) Last day to withdraw and receive a 75% refund
(tuition only).

6 (W) Last day to withdraw and receive a 50% refund
(tuition only).

7 (Th) Last day to withdraw and receive a 25% refund
(tuition only).

8 (F) Official 14™ Day of Class

March 2019

4-6 (M-F) Mardi Gras Holiday (Classes Do Not Meet) Campus Closed
(M-W)

7 (Th) Classes resume

5|Page



http://www.nunez.edu/

with a “W”

8 (F) Last day to withdraw from Fast Lane 1 with a “W”
18-22 (M-F) Midterm Week
20 (W) Last Day of class for Fast Lane 1
22 (F) Final Grades due for Fast Lane 1
25 (M) First Day of Class for Fast Lane 2
25 (M) Midterm Grades Due for Full Semester
27 (W) Last day to withdraw and receive 100% refund for
Fast Lane 2 Classes.
April 2019
19-26 (F-F) Spring Holiday Classes Do Not
Meet
Campus Closed
(April 19)
12 (F) Last day to withdraw from Full Semester classes
with a “W”
19 (F) Last day to withdraw from Fast Lane 2 classes

May 2019

3(F) Last Day
13 (M) Last Day of Class for Full Semester and Fast
Lane 2
14-21 (T-T) Final Exams
17 (F) Final Grades due for graduates
22 (W) Final Grades due for Full Semester and Fast
Lane 2
23 (Th) Graduation (Tentative)
27 (M) Memorial Day Campus Closed
29-30 (W-Th) On Campus Registration Assistance 9:00 A.M.-6:00
P.M.

All dates are subject to change. Monitor www.nunez.edu for current information.
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Summer 2019 Academic Calendar
June 2019 Time

3 (M) First Day of Class for Full Semester and Fast
Lane 1
Payment Due Date for Tuition and Fees

7 (F) Last day to withdraw and receive 100% refund

10 M) Last day to withdraw and receive a 75% refund
(tuition only).

11 (Tu) Last day to withdraw and receive a 50% refund
(tuition only).

11 (Tu) Official 7" Day of Class

21 (F) Last day to withdraw from Full Semester classes
with a “W”

27 (Th) Last day of class for Fast Lane 1

July 2019

2(T) Final Grades Due for Fast Lane 1

4 (Th) Independence Day (Classes do not meet) Campus Closed

8 (M) First Day of Class for Fast Lane 2

10 (W) Last day to withdraw from a Fast Lane 2 class and
receive 100% refund

12 (F) Last day to withdraw from Full Semester with a
W

30 (T) Last Day of Class for Full Semester

31 (W) Last Day of Class for Fast Lane 2

31 (W) Final Exams for Full Semester

August 2019

1 (Th) Final Exams for Full Semester and Fast Lane 2

2 (F) Final Grades due for Full Semester and Fast Lane
2

All dates are subject to change. Monitor www.nunez.edu for current information.
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HISTORY

Elaine P. Nunez Community College is a unique institution of higher learning with an equally
unique history. The College bears the name of the late wife of the Honorable Samuel B. Nunez,
Jr., President of the Louisiana State Senate from 1982-1988 and from 1990-1996; it was the first
public institution of higher learning in Louisiana to be named for a woman. Elaine P. Nunez was
a lifelong resident of St. Bernard, where she was educated. She was extremely interested in and
actively supportive of public education. When Mrs. Nunez died, St. Bernard lost a civic-minded
and dedicated individual who helped set the stage for growth and improvement in local
education.

In recognition of Mrs. Nunez’s support of public education, the 1992 Louisiana State Legislature
passed Act 341, establishing Elaine P. Nunez Community College. The Act merged Elaine P.
Nunez Technical Institute and St. Bernard Parish Community College to form a comprehensive
community college, offering both vocational and technical programs and arts and sciences
programs. The new College was placed under the management of the Board of Trustees for
State Colleges and Universities, effective July 1, 1992, and Dr. James A. Caillier, the president
of the Board of Trustees, acted as the College’s first president.

True to its heritage, Elaine P. Nunez Community College experienced a unique beginning in that
Hurricane Andrew struck the New Orleans area on the day registration for classes was scheduled
to begin. With strong support from the local community, however, the College was able to open
three days later.

In the spring of 1993, Elaine P. Nunez Community College was accredited by the then
Commission on Colleges of the Southern Association of Colleges and Schools to award associate
degrees, certificates, and diplomas. (Contact the Southern Association of Colleges and Schools
Commission on Colleges at 1866 Southern Lane, Decatur, Georgia 30033-4097 or call 404-679-
4500 for questions about the accreditation of Nunez Community College.) This accreditation
was reaffirmed for ten years in 1997, in 2009, and again in 2017.

On July 1, 1999, the management of the College, along with five other community colleges, was
transferred to the Board of Supervisors for the Louisiana Community and Technical College
System. At the same time, the title of the College’s chief executive officer was changed from
“president” to “chancellor.”

On August 29, 2005, Nunez Community College and its entire service area were struck by
Hurricane Katrina, in what would become the greatest natural disaster to affect the United States
in recorded history. St. Bernard Parish, the home parish of the campus, was almost completely
decimated. The College took a direct hit and suffered flood waters which, in many areas, did not
recede for weeks. The first floor of every building on the Chalmette campus was flooded more
than seven feet.

Despite dire predictions, the College presented a fall “minimester” within weeks of the disaster,
enrolling students in on-line classes, classes at Slidell High School, and other locations. By the
end of December, the Facilities Department along with volunteer crews and others, had gutted
the first floors of the buildings and had electricity, water, and sewer connections in the Arts,
Sciences & Technology Building. The College became an oasis in the ravaged parish and
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catalyst for business with industry revitalization as it opened the campus for business in January
of 2006 and resumed classes on campus on January 25, 2006.

Since 2006, the College has experienced unprecedented growth, exceeding our pre-Katrina
enrollment in 2010, and experiencing our highest Spring Semester enrollment in 2014. Nunez
can credit some of this growth in enroliment to a very successful dual-enrollment program that
has averaged over 700 students each fall and spring.

FACILITIES

Since its inception, Nunez Community College has been rapidly growing, especially with regards
to the transformation of its facilities. While Nunez was the victim of the calamitous effects of
Hurricane Katrina, the devastating aftermath was the catalyst of Nunez’s invigorating
revitalization. Since the restoration of Nunez’s campus commenced, Nunez’s classrooms have
widely expanded and continue to do so.

The College is located on the site of the former technical institute. During the first year of
operation, technical institute classrooms and shops were used to accommodate technical
programs. There were, however, no facilities available to house academic courses and programs.
Initially, trailers served as classrooms while construction to expand the permanent academic
facility began. By the end of the 1993-94 academic year, Building D, constructed in part by
students in the technical programs, was erected. This building was initially equipped with
general classrooms, Health and Natural Sciences faculty offices, labs, and classrooms. An
addition to the building has since been built. This extension allowed Nunez to enhance the
learning resources and environment in Building D to include science classrooms and
laboratories. Furthermore, since the 2015-16 academic year, an elaborate greenhouse has been
built on site, which offers a supplemental, hands on learning experience to relevant lecture
courses.

In the fall of 1998, the College acquired an additional facility, the Stewart Administration
Building. This building, located on Paris Road, a main north-south artery connecting Chalmette
to East New Orleans, held administrative offices and a large conference room prior to Katrina.
The building has since been demolished and rebuilt. Its reconstruction was completed in the
2015-16 academic year, and it is now where student affairs, institutional research, human
resources, institutional advancement, business affairs, and the office of the Chancellor are
located.

In January, 2000, the three-story Arts, Sciences, and Technology building was dedicated. The
building, located on a site midway between the original buildings on Lafontaine Street and the
Stewart Administration Building on Paris Road, is comprised of a 400-seat auditorium, a library
that can accommodate more than 60,000 volumes, a law library, several general purpose and
specialized classrooms, and faculty offices. Its newest edition includes the Student Success
Center where students can receive supplemental services to enhance the quality of their college
experience. There, students can receive academic advising, career advancement, dual enrollment
counseling, and transition advising. Nunez students are also provided with tutoring services to
improve their understanding and overall success in all major areas of study.
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In February of 2003, the College named a wing of one of the older buildings after John J. Kane,
former director of the Elaine P. Nunez Technical Institute. Kane was instrumental in the merger
that produced Nunez Community College and was active in the educational arena, even in his
retirement. The wing formerly called “Building A” was dedicated as “The Kane Technology
Wing.” Due to irreparable damage, this building was demolished in 2016 and is currently being
reconstructed as a new technical building, which will house trades and culinary arts.

The newest addition to the campus is the Fine Arts building located on Magnolia Street across
from the Arts, Sciences, and Technology Building. It was completed and put into use during the
2016-17 academic year. It houses all fine arts, music, theater, and CDYC programs and classes.

ACADEMIC GROWTH

Since its origin, Nunez Community College has shown steady progress in its quest to become an
institution of higher learning that will have a tremendous impact on the future of its service area
and the State of Louisiana. By the end of the 1993-94 academic year, the student body had an
annual growth rate of approximately seven percent. Prior to Hurricane Katrina, the College
served approximately 2,400 students each semester in credit courses. Enrollment in continuing
education courses added to that number. Enrollment in Fall 2010 exceeded pre-Katrina numbers.

Nunez still continues to provide dynamic course and program offerings. Working constantly with
businesses and industries, Nunez provides quality workforce training and with four- and two-
year colleges to provide consistent and accurate articulation of course credit. To enhance
transfer opportunities for students who wish to continue their education, the College has
developed articulation agreements with four-year institutions throughout the region.

In addition to the growth in programs and articulation, Nunez has pursued community support in
the form of its Investing in Educational Excellence Capital Campaign. Nunez received funds for
eight Endowed Professorships from various businesses and individuals in the community and
raised over one million dollars in the Capital Campaign. The College continues to pursue
development opportunities, both through the Nunez Community College Foundation and through
outside funding agencies. The Foundation usually sponsors events to raise funds for the
College’s programs and services. In addition to Foundation funding, Nunez currently averages
over 20% of budget from grants and contracts.

To further develop the institution and provide service to the community, Nunez Community
College and the St. Bernard Economic Development Council have formed a partnership through
a resolution establishing that group as the Advisory Council to the Chancellor for Workforce
Development. This partnership strengthens the mission of the College to serve the economic
development needs of the community and the career development needs of its students. In every
area, Nunez continues to expand, thus continuing its history of growth and diversity and
establishing itself as the educational leader in its service area.
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MISSION

Nunez Community College is a comprehensive community college offering general education
and occupational technologies curricula that blend the humanities, social sciences, and natural
sciences and lead to associate degrees, certificates, and workforce development opportunities.

GOALS
Nunez Community College Educational Goals include providing:

1. Educational opportunities that prepare students for lifelong learning, responsible
citizenship, productive and satisfying careers, as well as the opportunity to transfer to
senior institutions;

2. A variety of occupational programs with input from local employers and industry that
prepare students for immediate employment;

3. General education courses that transfer to senior institutions;

4. A program of developmental education for students who need to strengthen their
academic backgrounds;

5. Student support services including educational counseling, placement testing, and career
counseling designed to assist students in selecting a course of study that meets their
needs;

6. A means to acquire an awareness of global and multicultural issues that produce
responsible world citizens;

7. Opportunities for gaining basic and general understanding of ethics;

8. Instructional methods that include technologies and distance learning options that prepare
students for careers in the 21 century;

9. Continuing education courses and services that meet the needs of students and the
community.

COMMITMENT TO INSTITUTIONAL EFFECTIVENESS

Nunez Community College is responsible for providing not only the resources and facilities
necessary for quality instruction and services but also an ongoing evaluation of the quality of its
programs and services. Nunez’s quest for quality is exhibited in its Strategic Plan.

The College’s Strategic Plan is broad based and involves faculty, staff, alumni, the community,
and students. The Plan evaluates how effectively the institution achieves its goals as outlined in
the College’s Mission and Statement of Purpose. This evaluation process encompasses a variety
of assessment methods that measure the effectiveness of both educational programs and support
services. College personnel then use the results of these assessments to identify strategies for
improvement. Once strategies have been identified, the institution seeks to implement changes
that will enable it to fulfill its stated purpose.

11| Page



INSTITUTIONAL EFFECTIVENESS PLANNING MODEL

4 )

NUNEZ
VEARLYUNIT
BUDGET
MISSION (SI(STLSS) REQUESTS
JEARLY BUDGET
couzoe 2,

NUNEZ
STRATEGIC
PLAN
A

LCTCS/BOR IMPLEMENTATION
EXTERNAL S\;ESJ;I;?YE[&EIS OF UNIT PLANS
u
MANDATES (IMPLEMENTATION OF

IMPROVEMENTS)

1S

YEARLY PROGRAM EVALUATION
UNIT PLAN AND REVIEW (including
RESULTS PSLOsand SLOs)

PROGRAM
REVIEW

EDUCATIONAL POLICY AND SERVICES

The administration, faculty, and staff of Nunez Community College are dedicated to creating a
positive climate for encouraging the lifelong learning process and to providing the following
services:

Open-door admissions, policies, and procedures that encourage the diversity of interests,
aptitudes, talents, and needs of the community;

Occupational programs and courses lasting several weeks to two years in the areas of arts,
sciences, business, and technology, which may lead to job entry, career advancement, or pursuit
of a higher degree;

General education and articulated courses that prepare students in the liberal arts and that
provide for a smooth transition into a senior institution;

Developmental courses that prepare students for college-level studies;

Comprehensive student services including academic advising, financial aid, job placement, and
student activities to meet the needs of the College community;
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Continuing education through sponsorship of non-traditional instructional programs,
professional consultation, short courses, institutes, seminars, and similar non-credit courses for
which continuing education units may be awarded; and

Learning resources including a library, instructional laboratories, and state-of-the-art
equipment.
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ADMISSIONS AND REGISTRATION

ADMISSION TO THE COLLEGE

Students seeking admission to Nunez must meet the admission requirements for the classification
under which they are entering. Admissions applications should be submitted prior to or during
the registration period of the semester the student desires to enroll.

Any applicant who applies for admission to Nunez Community College will not be denied
admission on the basis of race, religion, sex, national origin, marital status, veteran status, or
disability.

Emergency Medical Technology, Practical Nursing, Teaching, and Process Technology-Fast
Track are limited-enrollment programs that have special admissions requirements as identified in
their respective program descriptions.

Requests for general admissions information should be directed to:

Admissions Office
Nunez Community College
3710 Paris Road
Chalmette, LA 70043
Phone 504-278-6467
OR
admissions@nunez.edu

Admission applications should be completed online at www.nunez.edu. Anyone wishing to apply
in person may do so at the Admissions Office. Applications should be made as early as possible
in the semester preceding the period of anticipated enroliment.

It is the responsibility of all students to familiarize themselves with rules and regulations of
the College as stated in this Catalog. Additionally, those who plan to transfer credits earned at
Nunez must familiarize themselves with the program, course, and grade requirements of the
college to which they plan to transfer.
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ADMISSION REQUIREMENTS
All students applying to the College may be fully admitted if the following criteria are satisfied:

1. The student has completed and submitted an application for admission;

2. The student has provided proof of selective service registration as required by Louisiana
R.S. 17:3151 (if applicable);

3. The student has provided proof of immunization in compliance with Louisiana R.S.
17:170 (if born after 1956).

All admissions requirements must be met within 30 calendar days from the official first day of
class. If the student fails to provide all requested documents, a registration and transcript hold
will be placed on his or her academic records.

Students enrolling in courses which have prerequisites as outlined in this Catalog may need to
submit test scores and/or official transcripts from prior institutions. These documents may be
submitted to the Admissions Office.

In accordance with the Clery Act’s mandate to offer a a Sexual Violence Prevention Program,
first time freshmen will be provided with an electronic training opportunity at new student
orientation. The link to complete the training will also be sent via email after the first day of
class.

HOME-SCHOOLED STUDENTS

Admissions requirements for home-schooled students are the same as for all new students. All
home-schooled students without a high school diploma or GED/HISET are eligible to apply for
admission provided they have successfully completed an approved or registered home-school
program in accordance with Louisiana General Laws or the laws of their home state. So that the
College may determine whether a student has participated in an approved/registered home-
school program, the student shall submit, at the time of the admissions application:

1. Proof that s/he is sixteen (16) year of age or older.
2. An official, current transcript for any coursework completed.

3. Documentation verifying the home-school’s registration or approval status by the State of
Louisiana—Board of Elementary and Secondary Education or equivalent governing body
in the student’s home state.

Students under the compulsory attendance age of sixteen (16) and who have completed their
home-school program must submit a letter from the student’s school district’s superintendent or
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school committee stating that the student is not considered truant and is not required to attend
further schooling. The College reserves the right to limit or deny enrollment of a student under
the age of sixteen (16) in a course or program based on its case-by-case consideration of a
variety of factors, including but not limited to the student’s maturity, life experience, placement
test scores, prior education, course content, instructional methodology, and risks associated with
a particular course or program.

IMMUNIZATION

As required by Louisiana R.S. 17:170, Schools of Higher Learning, and as a condition of
enrollment, all Nunez Community College students born after 1956 must provide proof or waiver
of immunization. The required immunizations for institutions of higher learning are as follows:
1. Measles, Mumps, and Rubella (MMR)--Two (2) doses
2. Tetanus, Diphtheria (Td/Tdap)--One (1) dose in the last 10 years
3. Meningococcal meningitis--Two (2) doses OR one (1) dose, if first dose was given on or
after age 16

Louisiana R.S. 17:170 states that no person seeking to enter any school shall be required to
comply with the provisions of immunization if the student submits either:
1. A written statement from a physician stating that the procedure is contraindicated for
medical reasons
2. A written dissent from the student or parent (waiver)

Forms to be completed by the student’s physician or other health care provider, as well as a
waiver, are available in the Student Affairs Office and online. Some specific programs have
additional immunization requirements.

In the event of an outbreak of measles, mumps, rubella, tetanus, diphtheria, or meningitis, the
College will require unimmunized students to leave campus until the outbreak is over or until
they submit proof of adequate immunization.

The Nunez Community College Health Center, located on campus, is able to provide some
students with proof of immunization records as well as immunizations. Call 504-278-6318 for
more information.

PROOF OF RESIDENCE

New students may be required to provide proof of their residence with their application for
admission. Acceptable documentation may include vehicle registration, voter registration,
marriage to a resident, full-time employment for one year, designation of Louisiana as one’s
permanent address on school and employment records, current mortgage or rent receipts, most
recent state and/or federal tax returns, or other documents that indicate the location of a student’s
official domicile. The Dean of Student Affairs or Director of Admissions may require multiple
forms of proof in order to determine residence for admissions and billing purposes.
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Regulations establishing residence are based primarily on the location of the home, place of
employment, and military status. A resident is defined generally, though not conclusively, as
one who has lived in Louisiana for at least one full year (365 days) immediately preceding the
first day of class of the semester/term of enroliment for which resident classification is
sought. A student may not establish residence while residing in Louisiana for the primary
purpose of attending school.

The Non-Resident Fee policy is further explained in the “Tuition and Fees” section of the
Catalog.

SELECTIVE SERVICE REGISTRATION

The Federal Selective Service Act, along with Louisiana R.S. 17:3151, requires male applicants
between the ages of 18 and 26 to provide evidence that they have registered with Selective
Service (SS) before they will be allowed to register for classes. The Admissions Office is able to
verify registration electronically, however, students may be asked to provide documentation such
as a copy of the applicant’s SS Registration Card or a printout from www.sss.gov indicating the
applicant’s registration status.

The following categories of students are exempt from this requirement:
1. Males currently in the armed services and on active duty;
2. Veterans of the armed services who submit a copy of their DD-214 discharge certificate;

3. Non-citizens who first entered the U.S. after they turned 26.

AMERICANS WITH DISABILITIES ACT (ADA)/SECTION 504

Nunez Community College complies with the regulations of the Americans with Disabilities Act
and Section 504 of the Rehabilitation Amendments. The ADA Coordinator is responsible for
meeting individually with students to determine if special accommodations are needed, to
determine what documentation is needed, and to arrange the appropriate accommodations as
required under ADA and Section 504.

Students with special needs should contact the ADA/504 Coordinator at (504) 278-6422 at least
90 days before planning to enroll so that authorized accommodations can be arranged in a timely
manner.

Students requesting or receiving accommodations should be aware that it is their
responsibility to inform the ADA Coordinator regarding any change in the status of their
disability, their enrollment, or their accommodations.

It is also the responsibility of the student to notify the ADA Coordinator for continued
accommodations prior to the beginning of each semester.
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ORIENTATION

All first-time freshmen and transfer students are encouraged to attend one of the New Student
Orientation sessions offered. Details of New Student Orientation are sent by email invitation and
published on the school website.

Additionally, an online orientation module is available year-round to all students on the Canvas

learning platform. For questions regarding orientation, contact Student Affairs at (504) 278-6467
or email admissions@nunez.edu.

Act 321 of 2017 requires that, effective Fall 2018, each public postsecondary management board,
in conjunction with the Commissioner of Higher education and the president of each public

university shall adopt a policy requiring unplanned pregnancy prevention education to unmarried
students and be included in freshman orientation activities.
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ADMISSION CLASSIFICATIONS

FIRST-TIME ENTERING FRESHMEN

A freshman student enrolling in college for the first time (never having attended any regionally-
accredited college) may enroll at Nunez if he or she meets one of the criteria below:

1. A high-school graduate of a secondary school approved by a state department of
education.

2. Arrecipient of a state-issued high-school equivalency diploma (GED/HISET)

3. A home-schooled student who has successfully completed an approved or registered
home-schooled program in accordance with Louisiana General Laws or the laws of the
student’s home state.

4. A home-schooled student who has not completed an approved program, a non-high
school graduate (with no GED/HISET), or a graduate of a non-accredited high
school. Such a student must show the ability to benefit from college by completing all
necessary developmental courses if placement test or ACT scores indicate a need for
them. Those whose test scores indicate that remediation is necessary will be admitted
and must complete and show satisfactory progress in all required developmental courses
prior to regular admission in a degree or certificate program. Home-schooled students
not requiring remediation will be eligible to enroll in college-level courses and may
matriculate in a degree or certificate program.

5. A student who has not completed a high school diploma or earned a GED/HISET, and is
at least 16 years old.

TRANSFER STUDENTS

A transfer student is any student who has been previously enrolled at any other postsecondary
school. Transfer students may enroll at Nunez if they are eligible for readmission at the last
school attended.

Official transcripts, sent directly by mail or electronic eScript from the Registrar of the previous
institution(s) to the Nunez Admissions Office, must be submitted if transfer credit will be applied
to a degree or certificate program during the student’s enrollment at the College or if a
prerequisite must be fulfilled as outlined in this Catalog. Once received, transfer credits from
regionally-accredited institutions of higher education will be recorded on the student’s
permanent academic records. The College will compute the grade point average for transfer
students in the same manner as is done for a Nunez student.

Upon receipt of each transcript, Admissions Office personnel determine if the institution where
the credit was earned is accredited or recognized. All credits earned at regionally-accredited
schools are accepted in transfer; however, not all credits earned may apply toward a particular
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degree or certificate. Acceptance of transfer credits to meet degree/certificate program
requirements will be governed by the following guidelines:

1. Acceptance of courses taken more than 8 years before a student transfers to Nunez
Community College is determined by the Department Chair or Program Manager in
which the student’s program of study resides.

2. Acceptance of courses that are not equivalent to courses taught at Nunez Community
College is determined by the student’s Department Chair or Program Manager.

3. Grades for transferred courses will be interpreted according to the Nunez grading scale
and will be recorded as follows:

e Plus (+) or minus (-) symbols will be disregarded

o Grades of Satisfactory, Pass, and Credit will be treated alike and will count only in
hours earned.

« Failing grades, including W, will count as hours attempted.
o Grades in developmental courses are treated the same as grades in other courses.
e Grades of NC (no credit) will not be recorded

e Incomplete (“I””) grades will be treated as “I” grades issued by Nunez and will be
converted to “F” if not converted to a passing grade by the Nunez deadline.

4. Transcripts will be evaluated for degree-seeking students during their first semester at
Nunez by Admissions Office personnel.

5. A transfer grade of “D” may not meet the course pre-requisites for courses in a
sequence. Refer to the “Course Descriptions” and “Program Descriptions” sections of
the Catalog to verify minimum grade requirements for specific courses.

6. If the transfer work was earned in quarter hours, the credits will be converted to semester
hours. (The number of quarter hours times 2/3 equals the number of semester hours.)

7. The Louisiana Board of Regents Student Transfer Guide and Articulation Matrices
(https://regents.la.gov/master-course-articulation/) as well as individual transfer guides
from institutions with which Nunez has entered into transfer agreements, will be used to
determine course equivalencies.

Courses taken at institutions that are not accredited by regional associations recognized by the
Council for Higher Education Accreditation (CHEA) or the U.S. Department of Education
(USDE) are generally not accepted at Nunez Community College. However, students
transferring from non-regionally accredited institutions can request credit, provided the college
itself can document that faculty qualifications and student competencies in the transferred
courses are equivalent to Nunez courses.
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Students may pursue one of the following avenues to gain acceptance of this coursework:
1. Use the coursework as a basis to apply for credit by examination.

2. Use the coursework as a basis to apply for LEAP (Life Experience Assessment Program)
credit.

3. Establish that a regionally-accredited institution has accepted the courses in question
toward a degree or certificate.

TRANSFER GPA

A student who transfers to Nunez with an adjusted cumulative/overall grade point average
(GPA) of 2.00 or higher will be admitted in good standing.

A transfer student with less than a 2.00 adjusted cumulative/overall GPA will be admitted on
academic probation. If in the first semester, the student fails to achieve a semester grade point
average of 2.00 or higher, the student will be academically suspended for one semester.

Transfer students who were on academic suspension at their previous institution may not be
admitted to Nunez until their suspension period had ended. However, students may appeal in
writing to the Dean of Academic Affairs or his/her designee to enroll while on academic
suspension. Students who intend to transfer back to the previous institution should get express
written consent from the suspending institution granting the student permission to enroll at
Nunez while on suspension.

MATRICULATING STUDENTS

A matriculating student is defined as a student taking courses for credit who intends to complete
an associate degree or certificate program at Nunez Community College.

NON-MATRICULATING STUDENTS

Students who wish to take credit courses for personal enrichment, job improvement, or reasons
other than to pursue a degree or certificate are permitted to enroll as non-matriculating students.
Non-matriculating students are not eligible for financial aid.

WORKFORCE DEVELOPMENT STUDENTS

Students who wish to take courses that include workforce training, leisure, and non-credit
courses. Workforce Development students are not eligible for financial aid.



STUDENTS CURRENTLY ENROLLED IN HIGH SCHOOL

(DUAL ENROLLMENT)

Dual enrollment agreements between Nunez Community College and area high schools provide
educational opportunities for high school juniors and seniors. A current high school student who
has the approval of the College, the high school principal or designee, and parent or guardian
may attend Nunez Community College while still enrolled in high school.

The College reserves the right to limit the number of hours and the particular courses for which a
high school student may enroll. Contact the Dual Enrollment Coordinator at 504-278-6425.

INTERNATIONAL STUDENTS

Nunez Community College is currently not issuing student visas for international students to
attend college. To be eligible for a student visa, a student must maintain full-time study in an
approved program. It is not always possible for the College to guarantee that students will be
able to enroll in a full-time course load. Rather than jeopardizing an international student’s
eligibility to remain in the country, Nunez recommends contacting one of the larger colleges or
universities in the area that offers the program the student wishes to pursue.

VISITING (SUMMER-ONLY) STUDENTS

Students who plan to enroll for a summer session only while on break from another institution
are allowed to enroll. Students taking a course with prerequisites outlined in this Catalog must
submit an official transcript or test scores indicating that they are eligible to enroll. Students
who decide to continue past the summer will be required to apply for regular admission and meet
transfer admissions requirements.

RE-ADMITTED STUDENTS

Students who interrupt their studies by failing to register for and attend classes during a fall or
spring semester must submit a new admissions application before re-enrolling at Nunez. A
student who does not enroll at Nunez for a fall or spring semester must adhere to the Catalog in
effect at the time of re-entry in order to meet graduation requirements.

ACADEMIC RENEWAL

Nunez Community College provides students an opportunity to restart their academic record
after a break in enrollment and a demonstration of academic maturation upon re-

enrollment. Academic renewal provides a student with the opportunity to restart his/her college
study in academic good standing by eliminating previously-attempted courses from the student’s
current GPA. An application for renewal does not ensure approval; rather, each application will
be evaluated on its merits and approved only when the student convincingly demonstrates
potential for success.
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The following guidelines apply:

1. No less than one semester must elapse between the end of the semester in which the
student was last registered for credit at any college or university and enrollment under
Academic Renewal.

2. The student must submit an application for academic renewal to the Student Affairs
office during the semester the student first registers at Nunez. The application shall
include evidence that sufficient academic maturation has been achieved and that there is
reasonable expectation of satisfactory performance.

3. Student Affairs will evaluate each application and process the renewal only to those who
meet the criteria. Applying does not ensure approval.

4. 1If Academic Renewal is granted, the only prior academic credit that will carry forward is
for courses where a grade of “C” or higher was earned. However, the prior record
remains a part of the student’s overall academic record.

5. If Academic Renewal is granted, the date is entered on the transcript. Hours excluded
through Academic Renewal will be included in a student’s financial aid status for
determination of the timeframe standard.

6. Specific guidelines are outlined on the Request for Academic Renewal form.

7. Official transcripts from all prior institutions must be received by the Admissions Office
at the time of the Academic Renewal request.

Academic Renewal granted at/by an institution within LCTCS shall be accepted and honored
system-wide. A non-LCTCS institution may choose to not accept, in transfer, Academic
Renewal granted by another institution. Students are encouraged to investigate the impact of the
Academic Renewal policy if they plan to transfer to another institution outside of LCTCS.

TUITION AND FEES

All tuition and fees must be paid at the time of registration except when a student qualifies for
the deferred-payment plan or when a financial aid award has already been approved. Payment
may be made either in person or online by logging into your LoLA account, clicking the Student
Account, tab, Payment Processing tab and then the Payment Options tab. A student is
considered officially registered once tuition and fees are paid, a payment plan has been
processed, or financial aid has been secured In addition, all admissions requirements must be
met.

A small convenience fee may be assessed to students who elect to pay by credit card. A $10 late
payment fee will be assessed to those students whose full payments or payment arrangements are
not completed within the registration period.

Students may be administratively dropped for nonpayment of tuition and fees. For specific
tuition and fee amounts, consult the website (www.nunez.edu) or call the Bursar’s Office at 504-
278-6403.
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TUITION APPEAL POLICY

Students may submit a Tuition Appeal within one year of the original semester start date to
appeal an outstanding tuition balance that was not paid in full by the stated due date. The student
must submit in writing a letter with any supporting documentation stating why the questioned
tuition amount is incorrect and should be forgiven. The letter should be addressed to the Nunez
Community College Tuition Appeals Committee and forwarded to the Nunez Community
College Student Affairs Office.

Any person submitting an appeal after the account has been turned over to the State of Louisiana
Attorney General’s Office may be subjected to pay a 25% collection cost fee of the total tuition
amount being appealed even if approved.

NON-PAYMENT COLLECTION CLAUSE

Any debt owed to the College as a result of the student’s failure to make required payments or
failure to comply with the terms of applicable program as governed by the Nunez Community
College Catalog will result in a violation of the terms and conditions of the student’s enroliment
contract with the College. After several unsuccessful attempts by Nunez Community College to
secure payment, any remaining debts may be transferred to the State of Louisiana Attorney
General’s Office, or other outside collection agency, for collection. Upon transmittal for
collection, the student will be responsible for collection/attorney’s fees in the amount of at least
twenty-five per cent (25%) of the unpaid debt, plus all court costs.

TUITION AND FEES DEFERMENT

Throughout the registration period, a deferred tuition and fee payment plan is available online by
applying at www.nunez.edu and logging in to your LoLA account and clicking the payment
option link on your student account summary tab. A minimum payment as defined by the
college’s payment plan of tuition and fees (fees will include a $30 plan activation fee) must be
paid at the time of enrollment in the deferred payment plan. Normally, the college opens the
payment plan during early registration. If a student enrolls in the payment plan during early
registration for the fall or spring semesters then the required minimum payment, depending on
the enrollment date, will be either 1/5 or % of the total tuition and fees due (1/4 is required
during summer early registration). If a student enrolls in the payment plan during regular or late
registration for the fall or spring semesters, then the required minimum payment will be 1/3 of
total tuition and fees due (1/2 is required during summer regular or late registration). A small
convenience fee may also be assessed to students who elect to pay by credit card. Information on
the deferred payment plan is available from the Bursar’s Office. Failure to comply with the
deferred payment plan may result in the student being withdrawn from all courses.

AUDITED COURSE FEES AND TUITION

Students auditing courses are assessed the regular tuition and fees for the courses enrolled.
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CREDIT BY EXAMINATION

A student will be assessed a fee of $8 per credit hour when applying to take an examination to
receive college credit. The fee is paid prior to taking the exam. The fee is non-refundable even
if the student does not receive credit by examination.

LABORATORY AND OTHER COURSE FEES

Some areas of instruction, such as laboratory courses and courses that include competency
testing, require extra fees. These fees are listed in this Catalog under the course descriptions.

LATE-REGISTRATION

A student who registers after the close of the regular registration period is charged a $10 late-
registration fee.

LEAP CREDIT

A student will be assessed a fee of $8 per credit hour when applying for LEAP (Life Experiences
Assessment Program) credit. The fee is paid upon receiving Department Chair or Program
Manager’s approval to pursue LEAP credit. The fee is non-refundable even if credit is not
granted after the portfolio is evaluated.

LIBRARY FINES AND REPLACEMENT

Fines will be assessed for overdue books and other materials borrowed from the Library. Unpaid
fines will be added to a student’s bill and will result in a hold being placed on the student’s
record. For non-returned items, the cost of replacement will be charged to the student.

MOTOR VEHICLE REGISTATION FEES AND FINES

A registration fee of $20 is charged to all students who park a motor vehicle on campus. Fines
beginning at $20 may be assessed for parking violations. Motor vehicle registration must be
renewed every fall semester. Students may park their registered vehicles in designated student
areas. A student must present the following items before being issued a parking permit:

e A valid Nunez identification card
e Vehicle registration
e Driver’s license

e Proof of insurance
THIS IS NO LONGER TRUE — NEED TO INCLUDE NEW PROCEDURES FROM BURSAR
Students who own more than one vehicle will be allowed to purchase additional parking decals.
Please note that parking decals must be affixed in the rear window on the driver’s side of
the vehicle.
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Students parking vehicles in areas designated as faculty and staff, visitor, handicapped or fire
zones will be ticketed accordingly. For safety reasons, vehicles illegally parked in fire or
handicapped zones may be towed at the student’s expense.

NON-RESIDENTS

A resident student is defined for tuition purposes as one who has abandoned all prior domiciles
and has been domiciled in Louisiana continuously for at least one year (365 days) immediately
preceding the first day of class of the term of enroliment for which resident classification is
sought. A non-resident for tuition purposes is a student not eligible for classification as a
resident under the following regulations.

An individual’s physical presence in Louisiana for one year must be associated with substantial
evidence that such presence was with the intent to establish and maintain a Louisiana

domicile. Presence within the state solely for educational purposes will not be sufficient for
residence classification regardless of the length of time in the state. Simply owning property,
paying taxes, or having voting privileges in Louisiana does not by itself qualify a student for
Louisiana residency.

Non-resident students will be charged an additional fee. Also, students enrolled only in web-
based, electronically-delivered courses are not assessed a non-residence fee.

Once a student has earned an associate degree at Nunez, the student may be classified as a
resident for tuition purposes to pursue subsequent degrees. Also, dependents of Nunez graduates
may enroll as residents even if the parent is no longer a resident of Louisiana.

Military personnel on active duty and their dependents will be classified as residents during the
time the active duty member is stationed in Louisiana.

Eligibility for classification as a Louisiana resident is determined by the Director of Admissions
after the completed online application for admission and other related documents have been
submitted. At least three (3) items of documentary evidence shall be required and all relevant
documentation will be considered in the residency classification, including but not limited to
vehicle registration, voter registration, Louisiana-issued professional license, marriage to a
resident, full-time employment for one year, designation of Louisiana as one’s permanent
address on school and employment records, current mortgage or rent receipts, most recent state
and/or federal tax returns, or other documents that indicate the location of a student’s official
domicile.

Once classified as a non-resident, a student may request a change in residency status with the
Director of Admissions no later than ten (10) working days following the first day of class. If
the reclassification is denied, the student may appeal in writing no later than ten (10) working
days after the notice of such decision. The appeal will be forwarded to the Student Financial
Assistance Committee, which will examine all documentation. If the Committee finds that the
student is entitled to reclassification as a resident, such a recommendation will be made to the
Chancellor and written notice of the decision will be sent to the student, the Admissions Office,
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and the Bursar. Failure of a student to comply with the stated deadlines shall constitute a waiver
of all claims for reclassification for the applicable semester.

The complete Louisiana Community and Technical College System (LCTCS) Policy (#2.008) on
residency for tuition purposes can be found in the Policies: Student Services section of the
LCTCS website at www.lctcs.edu.

STUDENT SELF-ASSESSED FEE

The proceeds from the $12 self-assessed student SGA fee go directly to the Student Government
Association (SGA), which oversees disbursement of the funds for various student events. The
SGA sponsors annual activities such as festivals, films, and speakers. In addition, funds are
provided to various academic departments and clubs/organizations for cultural and social
enrichment.

STUDENT ACTIVITY FEE

Effective Summer 2017, all students will be assessed a $3.00 per credit hour fee (capped at 12
hours) each Fall, Spring and Summer term. The proceeds from this assessment will be used to
offer student activities throughout the year. A student activity calendar will be published and
managed by the Student Affairs Office. Students are encouraged to meet with the Dean of
Student Affairs if they desire to share ideas and/or participate in the planning of events.

TECHNOLOGY

As per House Bill No. 2339 (Regular Session 1997) and with the approval of the SGA Governing
Board, the College will assess each student a $5-per-credit-hour technology fee to be used for the
purpose of improving the technologies available to students. The fee will be assessed each term
of enrollment on all hours for which a student enrolls, up to a maximum of $60 per term.

TRANSCRIPT POLICY AND FEES

All admission requirements and financial obligations to the College must be met in full before
transcripts are issued. Students who have defaulted on student loans or who owe repayment of
grant funds may not receive a copy of their transcript until the debt is cleared.

An Official Transcript may be obtained by completing an electronic transcript request form via
our website under “Quick Links” at www.nunez.edu. The fee for an Official transcript is $7.25.

Transcripts from the St. Bernard Parish Community College and Elaine P. Nunez Technical
Institute were in paper format and were destroyed in the flooding from Hurricane Katrina. The
College may not be able to verify attendance or graduation for alumni from these two former
institutions. Affected students should contact the Registrar at 504-278-6424.
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RETURNED CHECKS

The Nunez Community College Bursar’s Office will levy a $25.00 NSF/banking fee for student
returned checks from banking institutions due to non-sufficient funds (NFS), closed account, or
stop payments.

LOUISIANA NATIONAL GUARD WAIVER

Under the Louisiana R.S. 29:36.1, certain members of the Louisiana National Guard may be
exempt from paying full tuition. Even with this exemption, a student must pay fees and purchase
all required books and supplies. In addition, the student must be in good academic standing to
receive the waiver.

The National Guard tuition exemption may be requested by contacting the Bursar during each
registration period to verify the student’s eligibility according to the LA National Guard State
Tuition Exemption Program List. Repayment of amounts waived may be required upon
withdrawal from College.

Guard members who are eligible for TOPS (Tuition Opportunity Program for Students) must
also notify the Registrar and will be eligible for the TOPS National Guard Award in lieu of a
regular TOPS payment.

SENIOR CITIZENS

Senior citizens are encouraged to contact the Financial Aid Office to apply for a Pell Grant
which is financial aid awarded by the Federal Government based on a student’s income. A
limited number of tuition waivers may be available to senior citizens age 55 and above who do
not qualify for other financial assistance. To apply for a senior citizen tuition waiver, see the
Bursar’s Office.

REFUND POLICY

Refund of tuition for the fall and spring semesters upon reductions in credit hours or official
withdrawal from the College is made according to the schedule listed in the Academic Calendar.
Refund deadlines vary for the summer session and for special short-term credit courses
according to the length of those courses. The refund schedule for special sessions will be
published in the Academic Calendar.

Refunds resulting from the reduction in credit hours during the published refund period will be
processed, provided the student completes the drop/withdrawal process prior to the posted
deadline. Non-attendance does not constitute withdrawal.

Students must request their refunds in the Bursar’s office. Students who wish to appeal the
refund they receive (or lack thereof) must complete a Tuition Appeal Form in the Student Affairs
Office. A letter stating the reasons the student feels he or she is entitled to a refund should be
attached to the Tuition Appeal Form. Supporting documentation may also be attached. These
appeals are submitted to the Student Financial Assistance Committee. The student will be
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notified in writing of the decision of the Committee. A student may make a final appeal to the
Chancellor of the College.

No refunds are made when a student is administratively dropped.

RETURN OF TITLE IV FUNDS POLICY

OFFICIAL AND UNOFFICAL WITHDRAWAL

A student who wishes to resign from the College must do so online via LoLA. Withdrawal
includes a step that must be completed in the Financial Aid Office. If a student has received
Title IV Financial Aid from the government and withdraws or stops attending class on or before
completing 60% of the semester, the Federal Return of Title IV Funds policy will be applied.
The policy will apply to any student who receives the Pell Grant, Federal Supplemental
Educational Opportunity Grant (FSEOG), and Direct Loans who officially withdraws, stops
attending and is administratively dropped, is dismissed, or never begins attendance in all classes.

Financial Aid recipients should contact the Financial Aid Office prior to completing the
withdrawal process to ascertain if they will be affected by this policy.
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PLACEMENT TESTS

REGISTRATION PROCEDURES

Students planning to enter Nunez Community College should request that their American
College Test (ACT) score report be sent to the College. Nunez’s ACT code is 1605. Students 25
years of age or older do not have to submit ACT scores.

American College Test (ACT) or Accuplacer Test scores from within the past three years are
requested of entering degree- or certificate-seeking freshmen students. The purpose of these
tests is to ensure that students are properly placed in English, mathematics, reading, and general
education courses. Students whose test scores indicate a need for additional preparation in basic
skills will be advised to enroll in appropriate developmental courses to help prepare them to
perform successfully in higher-level courses. Students who perform exceptionally well on
placement tests may be placed in advanced courses. The College provides testing for students
who do not have recent test scores. Prospective students should utilize the placement testing link
at www.nunez.edu for more information and to register for the placement test if needed.

Retake tests are available to students after a period of 30 days from the initial test date, or by
special permission from the Dean of Academic Affairs or designee. Students must demonstrate
some form of tutoring or remediation before retaking the placement test.

Students will not be refused admission because of low test scores. Tests scores are used for
advising and placement purposes only. However, should the Dean of Student Affairs determine
that an applicant has not demonstrated the ability to benefit from enrolling in college-level
courses, the applicant will be referred to continuing education programs or restricted to enrolling
in developmental courses as a non-matriculating student. Also, referrals to appropriate outside
agencies will be made to assist the applicant in pursuing his or her goals.

Students requiring developmental reading courses are expected to fulfill these obligations within
their first year of enrollment and will not be enrolled in any 2000-level course until all reading
deficiencies are resolved. Students requiring DEVR 0740 cannot enroll in any general education
courses above ENGL 1000 and MATH 1150. Students enrolled in DEVR 0780 may register for
some 1000-level general education courses concurrently with their reading course; however,
dropping the reading course may result in administrative withdrawal from the other general
education courses.
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ACADEMIC ADVISING

All students are encouraged to meet with an academic advisor before enrolling in any course.
Students should visit the Nunez Community College Advising Center regularly to ensure that
they complete their program in a timely manner. Advisors are faculty and staff who have
knowledge of the College’s programs, courses, and policies. Academic advisors review test
scores, previously-attempted college credit, and students’ educational goals to approve specific
courses each semester. Visit the LoLA portal to access your Advisor’s name & contact
information.

STUDENTS IN ONLINE CLASSES

Students wishing to enroll in online classes offered by the College must

1. Possess basic computer skills (e.g., creating, opening, saving, copying, and printing files;
using email and the internet);

2. Have access to a computer with high speed (DSL/Cable) internet connection other than on
campus;

3. Have an active e-mail address;

4. Have access to any software required by the course prior to the beginning of the course;
5. Complete the online orientation before registration or as the first class activity;

6. Participate in a face-to-face meeting.

7. Be able to take their final exam on campus or an approved site.

The following students are not eligible to enroll in online courses:

1. Students taking or testing into developmental classes. (Students required to take only
MATH 0980 as a developmental class may take one on-line class.)

2. Students on academic probation or suspension.

Exceptions to these rules may be granted by the Dean of Academic Affairs or designee.

AUDITING STUDENTS

Students who do not want to earn college credit may enroll for no credit under audit status during
the registration period or, with the approval of the Dean of Academic Affairs or designee, later in
a semester. A regularly-enrolled student may audit courses. Others who wish to audit must
obtain official admission to the College.
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Auditing students will not receive college credit, nor will they be permitted to take advanced-
standing examinations or credit examinations on the courses audited. However, courses
previously audited may be taken for credit by enrolling in the course. An auditing student is
required to attend class and participate in course activities. The same fee schedule applies to
audited courses. A student’s enrollment status for most forms of financial aid will be based only
on the semester hours scheduled for credit, not the hours taken under the audit status.

CONCURRENT ENROLLMENT

A student who is enrolled at Nunez Community College is required to notify the Registrar
whenever he or she enrolls at another college or university during the registration period of the
semester or session in which the student is enrolled at both Nunez and another institution. Upon
completion of each term of concurrent enroliment, the student is required to have an official
transcript from the other institution sent to Nunez for the determination of academic standing.

This policy does not apply to students who are officially cross-enrolled under one of the
agreements described in the next section.

CROSS-ENROLLMENT AGREEMENTS

Through formal transfer agreements, Nunez students will be able to register for a limited number
of classes at the University of New Orleans (UNO), Southeastern Louisiana University (SLU),
Southern University of New Orleans (SUNO), and Delgado Community College (DCC).
Students should contact the Registrar of their home campus for information regarding the
procedures to be followed under the cross-enrollment agreements. Generally, you cannot take a
course at the host institution if it is offered at your home institution during the academic year of
your cross enrollment. Final approval rests with the officials at the host campus. Students from
other institutions who wish to cross-enroll for Nunez courses should initiate the process with
their home-campus Registrar and submit the signed paperwork to the Registrar’s Office at Nunez
Community College for approval. Contact the Registrar’s Office for more information.

ARTICULATION AGREEMENTS

Nunez Community College is a participant in the Louisiana Board of Regents Student Transfer
Guide and Articulation Matrices located at (https://regents.la.gov/master-course-articulation/.
On the College website, www.nunez.edu, students may find information about the Louisiana
Transfer degrees, transfer agreements with several regional institutions, links to other colleges,
and other resources to help them track their own progress toward graduation. Information on the
transferability of courses may be obtained from Nunez advisors or the website; however,
students are encouraged to contact the school to which they plan to transfer for an official
evaluation of their transfer credit.

MOBILIZATION/ACTIVATION OF RESERVISTS AND NATIONAL

GUARD
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The College recognizes that many of its students serve our country in the reserve forces of the
U.S. Armed Services and in the Louisiana National Guard and that these students are subject to
unforeseen mobilization/activation in response to local, regional, national, and international
emergency situations. The College wishes to minimize the effects of this disruption on the
students’ academic careers.

If activation/mobilization occurs:

1. During the first 14 days of the semester, the student will be completely withdrawn from
all classes with a full refund/cancellation of tuition and refundable fees. No grade will be
recorded on the student’s permanent record.

2. During the period between the 15" day of the semester and the last day to withdraw, the
student will receive a “W” grade for all classes. Tuition and refundable fees will be
refunded at 100%.

3. After the last day to withdraw with a “W” grade, the student may:

a. Choose to take a “W” in all classes, and receive a full refund, or

b. Request an incomplete (“I”) grade for some or all courses, and receive a refund of
only the prorated amount of tuition and fees for the courses in which a “W?” has been
received. The student shall have one year after the conclusion of the involuntary
term of active duty to make up the work.

c. Request, with the concurrence of the instructors of the affected courses, to receive a
final grade based on the work that was completed up to the date of
activation/mobilization, or

d. Request, with concurrence of the instructors of the affected courses, to take an early
final examination.

To qualify under the provisions of this policy, a student must present official military orders to
the Dean of Student Affairs. If the time between notification and activation does not allow the
student to request consideration under this policy, a parent, or spouse may do so.

STUDENT AFFAIRS

The Office of Student Affairs is responsible for all of the non-academic and non-financial
aspects of a student’s enrollment at the College. The Office is located in the Administration
Building and is under the leadership of the Interim Vice Chancellor for Student Affairs. Student
Affairs offers the following services to students and, in some cases, to the community at large.

ADMISSIONS OFFICE

The Vice Chancellor for Student Affairs and the Director of Admissions oversee the
management of the Admissions Office personnel, policies and procedures. The main functions
of this office are recruiting, processing of applications for admission, collecting and evaluating
student credentials, and coordinating dual enrollment.
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The Office also sends reminders to provisional students, evaluates records for incoming transfer
students, and provides an array of printed materials to walk-in students, potential students at
recruiting events, and campus visitors. Placement testing is also conducted during each
registration period and by appointment.

Students who have questions regarding admission procedures, admission deadlines, or other
information should call the Student Affairs Office at 504-278-6467.

REGISTRATION AND STUDENT RECORDS

The Registrar is responsible for the maintenance and security of student academic records, as
well as the scheduling of early, regular, and late registration sessions each semester. The
Registrar is also charged with the enforcement of the College’s academic policies and
procedures.

The dates for registration, drop and add, and deadlines to withdraw are published in the Catalog.
Registration is not complete until the appropriate fees have been paid or payment arrangements
have been processed. A student may not register for credit courses in any semester after the
scheduled registration dates for that semester without permission of the Dean of Academic
Affairs or designee.

TRANSCRIPTS

Student records, including academic transcripts, are housed in the Student Affairs Office. Copies
of these records are available to students through written requests. Transcripts will not be sent to
a third party without a written or electronic release initiated by the student, unless the request is
from an authorized agency of the government.

All admission conditions and financial obligations to the College must be met in full before
transcripts are issued. Students who have defaulted on student loans or who owe repayment of
grant funds may not receive a copy of their transcript until the debt is cleared.

CONTACT INFORMATION

Students who need to make changes to his or her mailing address, name, or phone number after
registration, should do so online in LoLA. Students are held responsible for all communications
sent by College offices to most recent (email & home) address provided.

FAMILY EDUCATION RIGHTS AND PRIVACY ACT

The College recognizes that maintaining student information and academic records is vital to the
student’s education and to institutional research. The College is obligated to exercise discretion
in recording and disseminating information about all students to ensure that privacy is
maintained.

In accordance with the Family Education Rights and Privacy Act (Sec. 513 of P.L. 93-380,
Education Amendments of 1974, which amends the General Education Provisions Act Sec. 438),
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postsecondary students attending Nunez Community College have access to their official
records. Nunez assumes that all students are independent unless the parents document
dependency. Parents may document dependency by showing that the student is listed as a
dependent on the parent’s latest, Federal Income Tax Return. The Act further provides that
certain information designated as “directory information” may be released by the College about
the student unless the student has informed the Dean of Student Affairs or the Director of
Admissions in writing that such information should not be released.

Directory information includes the student’s name, address, telephone number, email address,
date and place of birth, date of enrollment, division in which enrolled, classification, major,
degree(s) earned, awards, participation in officially recognized activities, photograph, and the
most recent previous educational agency or institution attended.

A student who desires that any or all of the above-listed information not be released must notify
the Dean of Student Affairs or the Registrar in writing each semester within 10 days after the
final day of registration.

INTELLECTUAL PROPERTY AND SHARED ROYALTIES

Faculty, staff, and students involved in research activities related to their employment or
enrollment at Nunez are governed by the LCTCS policy, which can be found at
www.lctcs.edu/policies/asp

STUDENT RIGHTS AND RESPONSIBILITIES

Nunez Community College provides relevant information in order to ensure that all students are
familiar with their rights and responsibilities. New students are encouraged to attend an
orientation at which the College’s policies and procedures are presented and discussed. Students
are also expected to read and follow all of the policies and procedures published or announced in
this Catalog, the Nunez and LCTCS websites, and grade reports, as well as notices posted
throughout the campus.

STUDENT RIGHTS

In order to provide conditions indispensable to the full achievement of the objectives of higher
education, the College guarantees the following rights to all students:

1. Consideration for admission and for scholarships without regard to race, color, gender,
national origin, religious or political beliefs, military status, or disability.

2. Participation in campus, local, national, or international organizations for intellectual,
religious, social, political, economic, or cultural purposes when such organizations do not
infringe upon the rights of others.

3. Issuance of publications following appropriate procedures.

4. Democratic student governance.
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5. Use of campus facilities with appropriate approval.
6. Choice of speakers and topics subject to approval.
7. Petition for changes through proper channels.

8. Due Process in any disciplinary matters.

STUDENT RESPONSIBILITIES

Acceptable student conduct is determined, in most cases, by good sense and judgment. The
following acts, as set forth by legislative action, board policy, or College policy, are contrary to
acceptable conduct. Any student who commits or attempts to commit any of these acts will be
subject to disciplinary proceedings.

Actions requiring discipline include, but are not limited to, the following Student Code of
Conduct:

1. Intentional obstruction or disruption of teaching, research, administration, disciplinary
action, or an authorized college event.

2. Unauthorized occupation of, or unauthorized entry into, any College facility.

3. Physical abuse, or threat thereof, against any person on campus or at any College-
authorized event, or any other conduct that threatens or endangers the health and safety of
any such persons.

4. Theft or damage to property of the College or a person on the campus.

5. Intentional interference with the right of access to College facilities or with any lawful
right of any person on campus.

6. Setting a fire on campus.

7. Unauthorized use or possession on campus of firearms, ammunition, or other dangerous
weapons, substances, or materials.

8. Dishonesty, such as cheating, plagiarism, or knowingly furnishing false information to
the College.

9. Forgery, alteration, or misuse of College documents, records, or identification.
10. Use, possession, distribution or acquisition of any controlled dangerous

substances (Schedules I through V) in addition to any other substance whose use is
controlled by state or federal laws.
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11. Failure to comply with the directives of college officials, campus police, or other college,
local or state officials when requested to do so.

12. Conduct that adversely affects the student’s suitability as a member of the academic
community (e.g., drunkenness, use of profanity, disorderly conduct, harassment in any
form).

13. Smoking and other uses of tobacco or e-cigarettes in classrooms, laboratories, shops, and
other designated places prohibited by law or campus policy.

14. Gambling on college property.

15. Sexual offenses including rape, acquaintance rape, and other non-forcible sexual
offenses.

16. Littering, graffiti, or other defacement of campus property.

17. Bringing a pet of any kind inside campus building, unless approved in advance by the
Dean of Academic Affairs or the Dean of Student Affairs.

18. Any breach or violation of any state, federal, or local laws on campus.

19. Aiding or inciting others to commit any act set forth above.

WEAPONS ON CAMPUS

With the exception of duly-authorized law enforcement officers, carrying a firearm, or dangerous
weapon, by anyone on campus property, at campus-sponsored functions, or in a firearm-free
zone is unlawful, and violators shall be subject to criminal charges and campus disciplinary
action.

DRUG-FREE CAMPUS POLICY

Nunez Community College prohibits the abuse of drugs, including alcohol, on campus, or at any
activity sanctioned by the College. It is unlawful to possess, use, or distribute illicit drugs on
Nunez property, or at any college-sponsored event, whether or not the event is conducted on
campus. In addition, Nunez prohibits the use of alcohol on campus, except when approval is
granted by the Chancellor for employees and outside groups or by the Deans of Academic and
Student Affairs for student organizations. Students and employees who wish to serve alcohol at
approved College functions must request approval in writing no later than two weeks prior to the
scheduled event.

In addition, the Nunez Campus is a Tobacco-Free environment since legislation was passed in
August 2014. Refer to the Smoking & Tobacco Free Policy and Alcohol and Drug Prevention
Program at www.nunez.edu.
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The College will provide referral services, and other assistance to students, faculty, and staff who
seek help with substance abuse problems. The following sanctions will apply for failure to
comply with the drug-free policy.

COLLEGE SANCTIONS

Violation of the College drug policy by students, faculty, or staff will result in disciplinary
action. Depending on the nature of the offense, this can take the form of a written reprimand,
suspension, demotion, reduction in pay, or termination of the person’s association with Nunez.

LEGAL SANCTIONS

In Louisiana, the production, manufacture, distribution, dispensing, or possession of illegal drugs
is punishable by law. The Criminal Code of Louisiana carries specific penalties for the
possession and use of illegal drugs.

It is also unlawful in Louisiana for anyone under 21 years of age to purchase or possess any
alcoholic beverage for any reason in any place open to the public. Driving under the influence of
alcohol is also illegal in Louisiana. Anyone with a blood alcohol level of .08 or above (or above
the legal limit in force at the time of occurrence) will be charged with driving under the influence
or driving while intoxicated.

PROGRAMS AVAILABLE FOR SUBSTANCE ABUSE COUNSELING,

TREATMENT, OR REHABILITATION

The following clinics provide evaluations and out-patient treatment and are means of referral to
in-patient public treatment facilities.

JEFFERSON PARISH
Addictive Disorders Center
5001 West Bank Expressway
Marrero, LA 70072
504-349-8708

ST. TAMMANY PARISH

Florida Parish Human Service Authority (FPHSA)
2331 Carey St.

Slidell, LA 70456

985-646-6406

NorthLake Addicted Disorder Clinic
900 Wilkinson Street

Mandeville, LA 70448

985-624-4450

(Only Adults at least 21 years old)
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STUDENT DISCIPLINARY PROCEDURE

In cases of student misconduct, the following procedure applies:

1.

Initial Report: A report is made in writing by the complainant to the Dean of Academic
or Dean of Student Affairs or designee within 48 hours of the occurrence of knowledge
of a violation of one or more of the enumerated Student Responsibilities.

Dismissal or Further Investigation: The Dean or designee shall determine whether the
report alleges facts that set forth a violation of one or more of the enumerated Student
Responsibilities. If it does not, the report is dismissed. If it does, the Dean conducts an
investigation of the matter to include, but not be limited to, one or more face-to-face
interviews of the accused violator(s), of witnesses for and against the accused violator(s),
and the receiving of evidence relevant to the investigation.

Sanctions: If an investigation indicates to the Dean or designee that a violation of one or
more of the Student Responsibilities has occurred, a sanction may be imposed on the
accused violator(s) by the Dean or designee. In the event that a sanction is imposed, the
accused violator(s) will be notified by certified mail of the decision to impose a sanction,
the nature of the sanction, the reasons for the imposition of sanction, and the specific
item(s) of evidence relied upon in reaching the decision.

Right of Appeal: Each accused violator has the right to appeal any portion of the
decision rendered by the Dean or designee by notifying the Dean in writing of the intent
to appeal. The notice of intent to appeal must be received by the Dean within 72 hours
from the date of receipt of the Notice of Decision or the right of appeal is lost.

Appellate Procedure: Upon receipt of a timely notice of appeal, the Dean shall convene
an Appellate Review Panel comprised of students, faculty, and staff not directly
supervised by the Dean.

a) Right to Counsel: Accused violators possess the right to have counsel present at
any proceedings of the Review Panel for the sole purpose of advising the accused
violator. The proceedings are informal by nature and do not permit counsel to
participate in any other fashion. Neither the Rules of Evidence, nor of Civil or
Criminal Procedure, are applicable to these proceedings.

b) Scope of Review and Disposition: The Review Panel is empowered to convene
hearings, call witnesses, weigh evidence, and take all necessary steps to review
the appropriateness of the decisions made by the Dean or designee with respect to
the violations alleged, sanctions imposed, reasons for the decision and the
evidence relied upon, or any other matter deemed relevant by the panel. The
Review Panel is likewise empowered to affirm or reverse, wholly or in part, the
decision of the Dean or designee. The Review Panel is empowered to conduct
further investigation by calling other witnesses and/or receiving additional
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evidence if necessary. The Review Panel may adjourn and continue its
proceedings as it deems necessary.

c) Recording of Proceedings: All proceedings of the Appellate Review Panel will
be electronically recorded and, in the event of a further appeal, transcribed at the
request of any party.

d) Judgment of the Panel: The review Panel’s judgment is reached by a voice vote
of its members. The judgment shall be rendered in written form and shall include
the reasons for the decision.

6. Further Appeal: Accused violators may appeal the Judgment of the Appellate Review
Panel to the Chancellor within 72 hours of receipt of the judgment of the Appellate
Review Panel. The judgment of the Chancellor constitutes a final judgment at the
institutional level. The student may appeal the decision of the Chancellor to the Louisiana
Community and Technical College System Board of Supervisors. The appeal must be
filed within 30 calendar days of receipt of the Chancellor’s decision. The System staff
shall then review the due process proceedings followed by the College and submit
recommendations to the LCTCS Board.

NOTE: No provision or part of this disciplinary procedure should be construed as a
derogation of the right of any person accused hereunder to seek relief in any other forum
for dispute resolution established under state or federal law.

STUDENT GRIEVANCE PROCEDURE

Nunez Community College adheres to policy that prohibits discrimination or harassment on the
basis of gender, religious affiliation, ethnicity, age, political belief or national origin, and it
affords students an orderly process for the redress of non-academic and non-financial grievances.
The College will also attempt to resolve a problem that a student may have with its employees
when the student can demonstrate that his or her participation in College programs or services is
restricted by the problem.

Federal Law (20 USC sec. 1681 et seq.) provides that “No person in the United States shall, on
the basis of sex, be excluded from participation in, be denied the benefits of, or be subjected to
discrimination under any educational program or activity receiving Federal financial assistance.
Regulations also require that colleges and universities implement a procedure for “prompt and
equitable resolution of sex discrimination complaints.”

LOUISIANA COMMUNITY AND TECHNICAL COLLEGE SYSTEM

POLICY REGARDING HARASSMENT

Harassment, including sexual harassment, is prohibited by the Equal Employment Opportunity
Commission, the Office for Civil Rights, and State Regulations (R.S. 23:301, 312, 332), and
therefore, it is the policy of Nunez Community College and LCTCS that unlawful harassment of
employees and students is prohibited.

40| Page



Harassment is physical, verbal, and visual conduct that creates an intimidating, offensive, or
hostile environment that interferes with work performance. This includes harassment because of
race, gender, sexual orientation, religious creed, color, national origin, ancestry, disability or
medical condition, age, or any other basis protected by federal, state, or local law, ordinance, or
regulation.

Sexual harassment is defined by the Equal Employment Opportunity Commission as:
Unwelcome sexual advances, request for sexual favors, and other verbal or physical conduct of a
sexual nature when:

1. Submission to such conduct is made either explicitly or implicitly a term or condition of
an individual’s employment,

2. Submission or rejection of such conduct by an individual is used as the basis for
employment affecting such individual, or

3. Such conduct has the purpose and effect of unreasonably interfering with an individual’s
work performance or creating an intimidating, hostile, or offensive working environment.

LCTCS applies this definition to the areas of academic advancement, academic standing, and
academic performance.

Workplace harassment infringes on employees’ right to a comfortable work environment, and it
is a form of misconduct that undermines the integrity of the employment relationship. No
employee—male or female—should be subjected to unsolicited and unwelcome overtures or
conduct, either verbally, visually, physically, or electronically transmitted. Although this list is
not all-inclusive, examples of prohibited conduct include:

1. Taking any personnel action on the basis of an employee’s submission to or refusal of
sexual overtures;

2. Unwelcome or unwanted conversations;
3. Unwelcome or unwanted touching;
4. Continued or repeated verbal abuse of a sexual nature;

5. Explicit or degrading verbal comments, suggestions, or slurs about another individual or
his/her appearance;

6. Offensive comments regarding sexual or private matters;
7. Display of sexually suggestive pictures or objects;

8. Offensive jokes;
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9. Verbal abuse, comments, names, or slurs that in any way relate to an individual’s race,
color, gender, sexual orientation, age, religion, national origin, or disability; and

10. Any other offensive or abusive physical, visual, or verbal conduct.

This policy applies to all members of the LCTCS Board of Supervisors, unclassified employees,
students, supervisors, managers, faculty, vendors, and all other individuals doing business with
LCTCS. It is the policy of LCTCS that no member of the LCTCS community may harass
another. This includes harassment of an employee by another employee, of a student by an
employee, of an employee by a student, or of a student by another student. Additionally, under
appropriate circumstances, LCTCS may take action to protect its employees and students from
harassment, on LCTCS property or at LCTCS-sponsored events, by individuals who are not
students or employees of LCTCS. For additional information, please refer to the Campus Sexual
Violence Prevention Program at www.nunez.edu.

PROCEDURE FOR FILING A COMPLAINT

A complaint of harassment should be presented as promptly as possible after the alleged
harassment occurs. Employees who believe they are the subjects of harassment, or who have
knowledge of harassing behavior, must report such conduct to their direct supervisor, and to the
institution’s Human Resource Department. All institutions are required to develop a system of
recording all formal written complaints to be submitted and kept on file in the Chancellor’s
Office and in the office of the system president for the LCTCS system office staff. Any student
who believes they are the subject of harassment or who have knowledge of harassing
behavior must report such conduct to the Dean of Student Affairs, located in the
Administration Building on Paris Road, or by calling 504-278-6467.

Employees or students also may submit a complaint to the institution’s Chancellor. Students or
employees will not be required to report or make a complaint of harassment to the person who is
allegedly engaging in the problematic conduct. In the event that an individual feels
uncomfortable making a complaint at the institution level, such complaint may be made at the
system level with the LCTCS Director of Human Resources (225-922-2800), Louisiana
Community and Technical College System, 265 South Foster Drive, Baton Rouge, Louisiana
70806.

Complaints of harassment will be investigated promptly and in as impartial and confidential a
manner as possible. A member of Human Resources will conduct investigations, unless
otherwise deemed necessary, in order to assure an impartial and confidential investigation.
LCTCS will not tolerate any type of discipline or retaliation, direct or indirect, against any
employee or other person who in good faith, files a complaint of or responds to questions in
regard to having witnessed prohibited harassment. False charges are treated as serious offenses
and may result in disciplinary and/or civil action.
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Any employee, member of management, or student who is found, after appropriate investigation,
to have engaged in harassing conduct is subject to appropriate disciplinary action up to and
including termination of employment and/or student standing per Nunez Community College’s
policies in place governing students.

The following is intended to provide information to persons wishing to file a complaint if they
believe that the College has violated specific sections of the Principles of Accreditation of the
Southern Association of Colleges and Schools Commission on Colleges (SACSCOC). Before
filing a complaint, please read the Commission policy “Complaint Procedures for the
Commission or its Accredited Institutions” located on the SACSCOC website at
WWW.SacsCcoc.org.

The Commission reviews complaints submitted by students, faculty, and the public about its
member institutions. This information helps the Commission assure that an institution continues
to meet the standards of accreditation. Procedures have been established to provide a mechanism
for the Commission to consider complaints that address significant violations of the
Commission’s standards. All institutions accredited by the Commission on Colleges are required
to have in place adequate procedures for addressing complaints by students, employees, and
others.

As outlined in the complaint policy, it is the responsibility of the complainant first to attempt to
resolve the matter with the institution. The complainant is responsible for providing evidence
that all remedies available at the institution have been exhausted. In order to file a complaint
with the Commission on Colleges, the complainant must describe these efforts on the complaint
form, which can be found on the SACSCOC website.

ACADEMIC APPEALS PROCEDURE

Academic appeals must follow the chain of authority as described in the procedures below.

Academic Appeals can be for:
1. Final grade disputes,

2. Drops for excessive absences, and
3. Academic standing and eligibility in courses and programs.

The general procedure for an academic appeal is as follows:

Final Grade Disputes

Grades may be challenged until the end of the regular semester following the semester in which
the grade was received. This includes the final grade given to a student who has been accused of
alleged cheating or plagiarism. Only final grades may be appealed.
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1. Informal resolution: The student discusses the matter with his/her instructor and tries to
resolve the issue informally.

2. Dean of Academic Affairs Review: To pursue the matter further, the student appeals in
writing to the Dean of Academic Affairs or designee. If the matter cannot be resolved to
both the instructor’s and student’s satisfaction at the Dean level, the student must file a
formal appeal in writing to the Chancellor.

3. Chancellor Review: To pursue the matter further, the student appeals in writing to the
Chancellor attaching documentation and attempts to resolve the problem at that level. If the
matter cannot be resolved to both the instructor’s and the student’s satisfaction with the
Chancellor, the Chancellor may refer the matter to an ad hoc Academic Appeals Committee.

4. Academic Appeals Hearing: The Chancellor appoints an ad hoc Academic Appeals
Committee and sets a hearing for a specific day, time, and location. The Dean of Student
Affairs or the Chancellor’s designee will serve on this committee. The Committee may
review the student’s written appeal and documentation by the student and instructor and
may interview witnesses as it deems necessary. All parties will receive written notice of the
outcome of the appeal. Decisions of the Academic Appeals Committee will stand unless the
student or the instructor appeals in writing to the College Chancellor. The decision of the
Chancellor is final.

DROPS FOR EXCESSIVE ABSENCES

A student who is dropped by the instructor for excessive absences may appeal this action first to
the instructor, then to the Dean of Academic Affairs or designee, and finally, in writing to the
Chancellor. In order that the student may be reinstated, with the reasonable possibility of
completing coursework successfully, the student will be allowed to attend class during the time
the appeal is being considered. Specifically, the student will be allowed to attend class from the
date the student first contacts the Dean until the student and instructor are notified of the decision
by the Chancellor. Final authority rests with the College Chancellor.

ACADEMIC STANDINGS AND ELIGIBILITY IN COURSES AND

PROGRAMS

Students who are denied admission into a course or program may appeal to the Dean of
Academic Affairs or designee. Normally, the decisions of the Dean of Academic Affairs are
final and are subject only to review by the Chancellor.
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FEDERAL FINANCIAL AID

SCHOOL CODE: 015130

Nunez Community College is dedicated to the philosophy that no student who desires a college
education should be denied that opportunity because of a lack of funds. Various types of
financial assistance programs are administered impartially through the Financial Aid Office,
which counsels students on eligibility and application procedures to help students achieve their
educational and professional goals.

Students who need financial assistance should start by completing the Free Application for
Federal Student Aid (FAFSA) online at www.fafsa.ed.gov. The application explains which tax
return students need for reference. No other documentation is necessary until the U.S.
Department of Education processes the request. If it is necessary for the college to request more
information from students for verification purposes, notifications will be sent to them by email
and LoLA. Numerous financial resources such as grants, scholarships, and loans are available for
students who attend Nunez Community College.

Applications for the next academic year (beginning in late August) are available October 1.
Priority deadline is May 1. The approval process may take several weeks, so students are
encouraged to apply as soon as they make the decision to apply for admission to the College.
Students must reapply for financial aid each academic year.

To learn more about financial aid programs, how aid is distributed, student rights and
responsibilities, or policies and procedures, students may contact the Financial Aid Office in the
Administration Building by emailing financialaid@nunez.edu.

ELIGIBILITY FOR FEDERAL STUDENT AID

All financial aid funds are awarded to students without regard to race, color, religious or political
affiliation, gender, sexual orientation or gender identity, citizenship, national origin, age,
disability/handicap, marital status or veteran’s status, pregnancy, childbirth, or medical
conditions. Consistent with U.S. government requirements, Nunez Community College limits all
financial assistance awards to the costs of attendance. Nunez Community College recommends
filing for all state aid by April 15. Students can submit their completed FAFSA as early as
October 1.

Federal financial aid is dependent on the availability of funds and resources. To be eligible,
a student must:
1. Be a United States citizen, a resident of a Trust Territory, or has permanent resident
status approved by the U.S. Citizenship and Immigration Services;
2. Possess a high school diploma or equivalent;
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Be admitted to an eligible program;

4. Be in compliance with U.S. Selective Service registration requirements, if male and
between the ages of 18 and 25 years old (see www.sss.gov);

5. Not owe a refund on a previous federal Title IV grant and is not in default on federal

student loans;

Not have been convicted of sale/ possession of illegal drugs.

Have maintained satisfactory academic progress (SAP) and is in good academic standing;

8. Have a valid Free Application for Federal Student Aid (FAFSA) on file in the Financial

Aid Office.

~No

The academic year for a Federal Pell grant is twenty-four (24) credit hours. Full-time enrollment
is considered to be twelve or more credit hours per semester; three-quarter time enrollment is
considered to be nine to eleven credit hours per semester; half-time enrollment is considered to
be six to eight credit hours per semester; less than half-time is considered to be one to five credit
hours per semester. Students must be enrolled in at least 6 credit hours to be eligible for student
loans.

Financial Aid Application Procedure

1. Apply for admission to Nunez Community College as a degree seeking student. Financial
aid will be awarded after students are formally admitted into an eligible degree or
program of study.

2. Complete the Free Application for Federal Student Aid (FAFSA), indicating Nunez
Community College in the College Release Section (015130-school code). Students do
not need to be formally admitted to submit the FAFSA application.

3. Nunez Community College receives the FAFSA results for review. This information
contains the necessary information to determine eligibility for the various federal
financial aid programs. Students must notify the Financial Aid Office if they are awarded
funds from other resources and check their financial aid status in their LOLA account.

Students are notified of their eligibility with an Award Notification available online in LoLA.
Students must complete the loan award notification process by either accepting or rejecting the
funds offered. Unaccepted awards are subject to cancellation. Students must reapply for financial
aid each academic year. The financial aid process depends on the accuracy of the student’s
completed financial aid forms. Prompt return of requested documents expedites the process.
Students should contact the Financial Aid Office if they have any questions.

VERIFICATION

Verification is a process to confirm the information the student/parent provided on the FAFSA.
Verification selection can be random or because a student’s FAFSA data was incomplete,
estimated, or inconsistent. The U.S. Department of Education selects 30% of students for the
verification process. Processing can take up to two weeks. Therefore, timely submission of
required documents is required. Applications are considered complete only after all necessary
parties (student, spouses, parents, etc.) have provided the required/requested documentation
containing complete and correct financial data.
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Documentation may be required to confirm the information on the FAFSA. This will include a
verification worksheet and may include the student/parents tax transcript. If the student is
considered a dependent student, Nunez Community College may also request a copy of the
parent's tax transcript.

As part of the verification process, taxable income for all tax filers from the previous year must
be validated. To verify taxable income, the student must either:
1. Select the IRS data retrieval process link through the FAFSA online, or
2. Request Tax Return transcripts through the IRS. Students are required to submit a copy
of their tax return transcript and their W-2s. Parent of a dependent student need to submit
a copy of their IRS Tax transcript and W-2s in order to complete the Verification process.
If the student can’t locate these important documents they can easily be obtained, free of
charge, from the IRS. The IRS can be reached at 800-908-9946.

Additionally, certain types of untaxed income and other items must be verified. For 2018-2019,
verification tracking groups will place the student in one of the five verification tracking groups
along with the required information:

Standard Verification Group (V1)
e Verification Worksheet
e |RS Tax Transcript

Custom Verification Worksheet (V4)
e High School Completion and Educational Purpose Statement Worksheet
e SNAP Verification Worksheet
e Child Support Verification Worksheet

Aggregate Verification Group (V5)
e Verification Worksheet
IRS Tax Transcript
High School Completion and Educational Purpose Statement Worksheet
SNAP Verification Worksheet
Child Support Verification Worksheet

Untaxed Income (V6)
e Verification Worksheet
e |RS Tax Transcript
e W-2 Untaxed Income Verification Worksheet

TYPES OF FINANCIAL AID

Federal Assistance Programs (U.S.)

Pell Grants

The Federal Pell Grant is a Federal grant which does not need to be repaid. The Pell Grant helps

qualified students with financial need to meet their educational expenses. This grant is available

only to undergraduate students who have not completed a bachelor’s degree, or used more than 6
full-time equivalent years of the Pell Grant. In addition, a student must be enrolled full-time, (10
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credit hours each quarter), to receive the maximum award. Part-time awards are available to
eligible students attending less than full time, as well.

Federal Supplemental Educational Opportunity Grants (FSEOG)

The FSEOG is a federal grant program for undergraduate students with exceptional financial
need. FSEOG funds are limited, and Pell Grant recipients are accorded priority. This grant does
not need to be repaid.

Federal Stafford Loans (Subsidized and Unsubsidized)

The Federal Direct Loan programs offer federally guaranteed educational loans for students
whose cost of attendance cannot be met by other financial aid programs. Unsubsidized loans are
available to eligible students regardless of income level. Students must maintain at least half-
time enrollment to receive federal loans. Repayment on the principle of the loans is deferred
while the student remains in school on at least a half-time basis. The Subsidized Federal Loan
does not accrue interest during deferment periods. The program’s loan limits are:

YEAR DEPENDENT INDEPENDENT

First year (0 to 29 $5,500 $9,500

credits) No more than $3,500 of this No more than $3,500 of this
amount may be in subsidized amount may be in subsidized
loans. loans.

Second year (30 or more | $6,500 $10,500

credits) No more than $4,500 of this No more than $4,500 of this
amount may be in subsidized amount may be in subsidized
loans. loans.

Lifetime Limits $31,000 $57,500

These limits are subject to change by the U.S. Department of Education. Students receiving
financial aid may have the amount of their loans limited to meet federal guidelines. An
origination fee may be deducted from the loan. Students are limited by an aggregate limit based
on their academic career.

Federal Work-Study Programs (FWS)

Students who have financial need and who wish to earn part of their educational expenses
through salaried or hourly employment may qualify for the Federal Work-Study program.
Salaries will be based on the prevailing minimum wage, but also may be related to the type of
work and any special skill required. Work-study funds are limited.

U.S. Veteran and Military Student Assistance — Veterans

Nunez Community College Financial Aid Office assists veterans, active duty military personnel,
students who are in the United States Armed Services reserves, and eligible spouses and
dependents with the process of identifying and receiving tuition benefits. Veterans of the armed
forces have ten (10) years succeeding the date of their active duty discharge to apply for
educational benefits. Federal guidelines with regard to educational benefits are also obtainable
through an education advisor at the appropriate military station branch or the Veterans
Administration Regional Office.
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FEDERAL STAFFORD LOANS

Loan Application Procedure
Log in to the Federal Student Aid Student Loans site at www.studentloans.gov with the Federal
Student Aid ID. Students will need to complete the following:
1. Loan Request and Adjustment Form — Complete the Loan Request and Adjustment Form
and submit to the Financial Aid Office.
2. Master Promissory Note (MPN) - Complete the Master Promissory Note (MPN) for
Nunez Community College.
3. Loan Entrance Counseling - Complete the Loan Entrance Counseling for Nunez
Community College.

Master Promissory Note (MPN)

Nunez Community College requires first-time borrowers to complete the MPN at
www.studentloans.gov. Students must sign in using their own Federal Student Aid PIN to
complete the Master Promissory Note. Students who do not have a Federal Student Aid PIN
should visit www.pin.ed.gov to obtain one.

Financial Literacy for Borrowers

Nunez Community College provides borrowers with the following information and services
throughout the course of their enrollment using a variety of means such as video/in-person
counseling, college courses, publications, electronic newsletters to email accounts, and insertion
of information in award letters:

Income potential of occupations relevant to their course of study

Information on personal finance

Interactive tools to manage debt

Information on loan repayment options

Not all students who meet the Title IV requirements for a loan will be offered a loan at
Nunez. The College reserves the right to refuse a loan request based on students’ previous
borrowing/repayment history as well as total student loan indebtedness.

If students are placed on financial aid suspension at the end of the spring semester, their
remaining loan disbursements will be cancelled and their loan repayment amount will be reduced
accordingly.

First-time borrowers must complete the Direct Loan Entrance Interview and a Federal Direct
Loan Master Promissory Note (MPN) online at www.studentloans.gov. First-time borrowers will
receive the first disbursement no sooner than 30 calendar days after the first day of class for the
semester in which they are enrolled and must have completed the Direct Loan Entrance
Interview.

EXTERNALLY-FUNDED SCHOLARSHIPS
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All scholarship awards are considered resources in determining eligibility for most financial aid
programs and must be reported to the Financial Aid Office.

Financial Aid Contacts
TOPS Grants

Meg Greenfield, Registrar
504-278-6424

Federal Programs

(Pell Grant, Loan, Federal Work Study, FSEOG)
Financial Aid Office

504-278-6479

LAMP Scholarship
Greg Bazin
504-278-6299

St. Bernard Career/Business Solutions
504-278-4261

Louisiana Office of Student Financial Assistance (TOPS and
GO Grants)
www.osfa.la.gov

Louisiana Rehabilitation Services
1-800-737-2957

Veterans Benefits

www.gibill.va.gov

1-888-442-4551

Or Maria Sanchez, Veterans Affairs Representative,
Student Affairs Office, 504-278-6478

Information on all sources of financial aid may be obtained by contacting the

Financial Aid Office
Nunez Community College
3710 Paris Road
Chalmette, LA 70043
504-278-6479

TOPS

(Tuition Opportunity Programs for Students)

All associate degree programs, technical diplomas, and one-year certificate programs offered at
Nunez are eligible under the TOPS Honors and Opportunity Awards. Honors and Opportunity
Awards may be used in fall and spring semesters only. Students should see the Registrar if they
are TOPS eligible.
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All associate of applied science degree programs, technical diplomas, and occupational
certificate programs are eligible under the TOPS Tech Award. Tech Awards may be used in the
fall and spring semesters and for certain required courses may be used in the summer when
summer attendance is mandatory.

The priority deadline for TOPS is July 15th, by which time students must have submitted an
online FAFSA. However, Nunez recommends filing for all state aid by May 15th. The
information reported on the FAFSA will also be used for the Louisiana GO Grant.

VETERANS BENEFITS

Discharged servicemen, reservists, those currently serving in the Armed Forces, and eligible
dependents who plan to apply for Veteran’s Administration (VA) Educational Benefits must
contact the VA at 1-888-442-4551 www.gibill.va.gov. All forms for the VA are available
through its website. Further information regarding regulations for veterans, dependents, or
reservists may be obtained from the Financial Aid Office.

Once deemed eligible by the VA to receive educational benefits, students must meet with the VA
representative at the College (in Financial Aid) so that their enrollment can be certified via the
Internet each semester. To receive continued certification for benefits, recipients must remain in
good standing. If students’ cumulative Grade Point Average (GPA) places them on academic
probation, the student will be allowed to receive VA benefits for one additional semester. If,
after one semester, students fail to achieve a cumulative GPA of at least 2.00, students will not
be certified to receive any additional VA benefits until they are once again in good standing.

38 U.S.C. 3679(c). Veterans Access, Choice, and Accountability Act of Official School
Catalog Addendum

The following individuals shall be charged the in-state rate, or otherwise considered a resident,
for tuition and fees purposes:

e A Veteran using educational assistance under either chapter 30 (Montgomery G.1. Bill -
Active Duty Program) or chapter 33 (Post-9/11 G.1I. Bill), of title 38, United States Code,
who lives in the State of Louisiana while attending a school located in the State of
Louisiana (regardless of his/her formal State of residence) and enrolls in the school
within three years of discharge or release from a period of active duty service of 90 days
or more.

e Anyone using transferred Post-9/11 GI Bill benefits (38 U.S.C. § 3319) who lives in the
State of Louisiana while attending a school located in the State of Louisiana (regardless
of his/her formal State of residence) and enrolls in the school within three years of the
transferor's discharge or release from a period of active duty service of 90 days or more.

e Anyone using benefits under the Marine Gunnery Sergeant John David Fry Scholarship
(38 U.S.C. § 3311(b)(9)) who lives in the State of Louisiana while attending a school
located in the State of Louisiana (regardless of his/her formal State of residence) and
enrolls in the school within three years of the Service member’s death in the line of duty
following a period of active duty service of 90 days or more.
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e Anyone described above while he or she remains continuously enrolled (other than
during regularly scheduled breaks between courses, semesters, or terms) at the same
school. The person so described must have enrolled in the school prior to the expiration
of the three-year period following discharge, release, or death described above and must
be using educational benefits under either chapter 30 or chapter 33, of title 38, United
States Code.

FEDERAL WORK STUDY (FWS)

Students interested in work-study should obtain an application for student employment from the
Financial Aid Office. The Financial Aid Office (FAO) will determine eligibility for Title IV
Federal Work Study (FWS). If it is determined that students are eligible, the FWS application
will be submitted to the Human Resources. Campus personnel in need of work-study students
will interview and may check references when considering an applicant for a student worker
position. Upon selection, an appointment approval form must be completed by the student’s
Supervisor, the Financial Aid Office, and Human Resources. Supervisors will be contacted
when the student is approved to begin work. Students are not to begin working until receiving
such approval.

Each department shall be responsible for supervising its own student workers. This shall include
ensuring that the student worker works the appropriate number of hours (usually no more than 20
hours per week) and ensuring that time sheets are submitted when due.

Federal Work Study students may be employed during periods of non-enroliment between
semesters and during the summer; however, a statement of intent to enroll must be on file in the
Financial Aid Office for each period of non-enrollment. Students working during the summer
period of non-enrollment must also have filed a FAFSA for the upcoming award year for
employment after June 30",

Federal Work Study is a financial aid award, as are Pell Grants and Loans. Students are eligible
for FWS if the total amount of the financial aid awards that they accept plus work-study wages
do not exceed their need.

The example below shows a student with an annual cost of attendance of $10,000, an Estimated

Family Contribution (EFC) of $2,000, a Pell Grant of $5,000, an SEOG of $1,000 and a Loan of
$2,000. If the student accepts all aid offered, he/she will not be eligible for FWS because his/her
remaining need is $0.

Budget (Cost of Attendance) = $10,000
Estimated Family Contribution = $2,000
Pell Grant = $5,000

Direct Loan = $2,000

SEOG = $1,000

Unmet Need = $0
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However, if the student declines the loan, he/she will be eligible for FWS because his/her
remaining need will then be $2,000, which can be earned through FWS. Thus, students often
must choose between FWS and loans.

Budget (Cost of Attendance) = $10,000
Estimated Family Contribution = $2,000
Pell Grant = $5,000

SEOG = $1,000

Unmet Need = $2,000

Maximum Earned under FWS = $2,000

Students on Financial Aid Probation will be eligible for FWS for one probationary
semester. Students placed on Financial Aid Suspension will not be eligible for FWS. All work-
study participants must be in overall good standing with the College.

FINANCIAL AID AWARDS
All award notifications will be distributed to students through LoLA.

The amount of federal financial aid awarded may vary, depending on a student’s anticipated
enrollment status (or in the case of late awards, the student’s enrollment status at the time the
award is given). A financial aid recipient must meet all eligibility requirements by the time the
awards are processed and disbursed.

Students submitting completed applications by the priority date are usually processed first and
receive their awards earlier. Students who apply after the priority date may receive financial aid,
but could initially have to pay for tuition, fees, and books until all late applications are processed
and awards distributed.

Tuition, fees, book purchases, and/or outstanding deferments are collected from financial aid
payments once the awards are made. If there is a credit balance, that amount is refunded to the
student via his/her selected refund payment option. A student’s contact information on file with
the school, including addresses (with signatures, where applicable), should always be kept
current. Outdated or invalid information may cause delays in receiving a refund.

Aid Adjustments
Your financial aid award will be adjusted for the following reasons:

e Enrollment status is verified on the last day of the drop/add period for each
semester/term. If a student drops or adds classes by this date, the Pell Grant/TOPS/GO
Grant and student loans awards will be adjusted accordingly.

e Faculty reports non-attendance for classes. A student’s financial aid, including student
loans, will be adjusted if the student does not attend any one of their classes (assuming
the credit hours adjustment actually changes a student’s aid eligibility).

e Receiving Pell Grant or Loans at two different colleges during the same academic year,
which exceeds the total maximum limit for that year.
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e Any aid may be adjusted, if a student totally withdraws before the federal deadline to
withdraw and the student may have to repay the aid they did not earn. See more detailed
information under "Title IV Policies."

e Direct Student loans and/or other student financial aid awards may be adjusted to prevent
over award situations due to the receipt of either a fee discount, tuition aid, outside
scholarship, change in residency classification, or similar assistance.

e Direct Student Loans will also be adjusted or cancelled based on a check of half-time
status at the beginning of the loan period.

Disbursement of Federal Financial Aid Funds

When financial aid is disbursed, the Bursar's Office first applies funds to tuition, fees, books and
other amounts owed to the college, if applicable. Remaining award funds, if available are
disbursed through the BankMobile refund system. Students will need to follow the directions
received from BankMobile and choose how they want their refund delivered. Students may
choose from their options, including a refund deposited to another bank account of the student's
choice.

Students must have submitted all required financial aid paperwork by the published deadline
each semester to receive a disbursement. Late applications will be processed and awarded
weekly. Depending upon the date of receipt, students who submit late applications will be
expected to pay their tuition and fees prior to receipt of their award.

Each semester, disbursements are issued approximately 4 weeks after the start of classes.
Disbursements for late applicants will occur each week thereafter through the end of the
semester, depending upon the date of approval.

First Time Loan Borrowers: All first time loan borrowers are subject to a thirty (30) day delayed
disbursement of loan funds for the semester.

Loan Borrowers: Single semester loans will be issued in two disbursements, the second being
after midterms.

BOOKSTORE

Although financial aid funds are not disbursed until after the start of the term, students may
charge books and class related supplies at the Nunez Community College Bookstore. To be
eligible to charge expenses, students must:

e Be currently enrolled for at least 3 credit hours

¢ Be making satisfactory academic progress

e Have sufficient aid awarded to cover tuition, fees, and the amount of the bookstore

charges
e Not have any past due charges on their Nunez Community College student account

Students who submit approved financial aid applications by the priority deadline may charge
books and class-related supplies within the published “charge” period prior to the start of a term.
Those who apply late, depending upon date of submission, should be prepared to pay for their
books to avoid delays in getting them.
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If financial aid does not cover all charges, any amount still owed becomes a student account debt
that must be paid by the end of the semester.

ATTENDANCE

Attendance Policies

Failure to Begin Attendance

Federal regulations require that students earn their financial aid funds by attending and actively
participating in courses. Attendance information is collected from faculty to verify financial aid
eligibility. If a student fails to begin attendance in a course, the institution is required to reduce
the student’s financial aid, enrollment level and eligibility.

Last Date of Attendance Determination

Students who have been paid federal financial aid funds are required to earn these funds by
participating in classes. Students who no longer participate or withdraw from all their courses
prior to the 60% point in the semester, but have already received their federal financial aid
disbursement, may have been overpaid. The repayment amount for an overpayment is based
upon the number of days in the semester the student has completed and the student’s last date of
an academically-related activity. A federally mandated formula is used to calculate the amount of
the overpayment.

POST WITHDRAWAL

Post Withdrawal Disbursements

If a student totally withdraws from a semester and receives less federal aid than the amount
earned, then the student may be eligible for a post-withdrawal disbursement. The student must
have met all of the conditions for a late disbursement prior to withdrawing. Grant funds will
automatically be applied towards outstanding charges created by the withdrawal.

Any amount of a post-withdrawal disbursement that is not credited to a student's account will be
offered to the student within 30 days of the date that the institution determined that the student
withdrew. Upon receipt of a timely response from the student, the College will disburse the
funds within 90 days of the date of determination of the student's withdrawal date.

Nunez Community College maintains the right to decide whether or not to make a post-
withdrawal disbursement in the event that the student responds after 14 days of the date that the
notification was sent.

Nunez Community College’s Admissions and Registrar’s Offices can also provide students with
the requirements and procedures for officially withdrawing from school.

REFUND AND REPAYMENT

Refunds are distributed to the Federal Financial Aid programs based on calculations prescribed
by the Department of Education. If funds remain available after all refunds to federal aid
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programs are made a credit may be issued to the student. The student may be asked to return
financial aid funds in cases where the student drops courses, withdraws from courses, or vanishes
from courses.

Students receiving financial assistance and who withdraw from all courses in a term are subject
to the return of the Title IV aid refund policies dictated by federal guidelines. Dropping courses
may affect students’ current and future eligibility for financial aid. Students who withdraw from
all courses prior to attending more than 60% of an enrollment term will have their eligibility for
aid recalculated based upon the percent of the quarter attended.

A student who receives Title IV Federal Financial Aid may have to repay a pro-rated portion of
the financial aid received if he or she does any of the following during the period spanning the
first 60% of the term:

e Drops/withdraws from all classes.

e If full-time, drops/withdraws from enough classes to change their status from full-time to

part-time.

e If part-time, drops/withdraws from ANY classes.

e Stops attending classes without notification.
A student meeting these conditions is billed for the amount owed, and a hold is placed on his/her
account until payment is made.

SATISFACTORY ACADEMIC PROGRESS (SAP)

The United States Department of Education mandates that students must maintain Satisfactory
Academic Progress (SAP) toward the completion of their degrees within a reasonable period of
time to be eligible for Title 1V financial aid programs including Federal Pell, Federal SEOG,
Federal Work Study and Go Grants.

Satisfactory Academic Progress (SAP) is defined as:
e Grade Point Average—Achieving and maintaining a required 2.00 grade point average
e Pace of Progression—Passing a required number of hours (67% of all hours attempted)
and
e Maximum Time Frame—Total attempted hours must not exceed 150% of the published
length of the students’ declared program of study. Refer to the Nunez Community
College catalog at www.nunez.edu for program requirements.

When is SAP Reviewed?

Students will be evaluated at the end of each payment period (semester). At the conclusion of
each payment period, students must earn the minimum cumulative GPA, minimum number of
credit hours, and be within the maximum timeframe. At the time of each evaluation, a student
who has not achieved the required GPA, or who is not successful in completing his or her
educational program at the required pace, is no longer eligible to receive Title IV assistance. An
appeal may be filed and if approved, the student will receive financial aid but will be placed on
financial aid probation.

Students who are on an academic plan will be monitored each semester. SAP will be reviewed
and determined BEFORE aid is initially awarded and based on the official program of record.
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How is SAP Reviewed?
SAP is measured in three ways: (1) Qualitative/GPA, (2) Quantitative/Pace, and (3) Maximum
Time Frame

Qualitative Measure (GPA)

The qualitative standard is the student’s cumulative grade point average (GPA). The qualitative
standard requires that as the number of hours attempted increases, the student’s cumulative GPA
must also increase. Nunez students must achieve a cumulative GPA relative to the total number
of hours attempted as outlined in the chart that follows:

All grades for attempted coursework will be considered. These include, but are not limited to,
courses passed, courses failed, courses from which the student withdrew (officially or
unofficially), repeated courses, transfer courses, and non-credit remedial/developmental
coursework.

Quantitative Measure (Pace of Progression)

In calculating the quantitative measure, Nunez Community College will measure the “pace” at
which the student is progressing. This is calculated by dividing the cumulative course hours
completed/passed by the cumulative/total course hours attempted. The College considers
cumulative hours completed/earned and hours attempted to calculate “pace.” Therefore, all
courses passed, courses failed, courses from which the student withdrew (officially or
unofficially), repeated courses, transfer courses, and non-credit remedial/developmental
coursework are considered, even if the student did not receive financial aid.

Maximum Time Frame

Students may receive federal financial aid if they have attempted no more than 150% of the
hours required to complete their program. To determine the maximum allowable hours for a
specific program or study, refer to the Nunez catalog at www.nunez.edu. Determine the total
number of hours required for the program and multiply that figure by 1.50. (Example: If 60 hours
are required to complete the degree program, then multiply 60 hours x 1.50 = 90. The maximum
allowable attempted hours for the degree program in this example = 90 hours.)

Hours attempted includes all hours pursued, earned, withdrawn, and failed. All of these hours are
counted as attempted even if the student did not receive aid.

How Other Factors Pertain to SAP

“I”” GRADES

Any course in which an “I” grade is given counts in hours attempted. However, it is not included
as earned until such time as the course is complete and an “A”, “B”, “C”, or “D” grade is earned.

How to Submit an Appeal

Students who do not meet Satisfactory Academic Progress (SAP) standards have the right to
submit an appeal to the Appeals Committee. These appeals are generally based on mitigating
circumstances.

Examples of extenuating circumstances maybe defined as, a prolonged illness, accidents that
require hospitalization of the student or a close family member, death of an immediate family

57



member, or other extreme documented accidents or incidents. Only appeals documenting
specific circumstances will be considered for approval.

All appeals MUST have documentation that corresponds with the type of appeal the student is
filing.

Students may appeal to the Appeals Committee. The student must be able to meet the Nunez
Community College SAP requirements by the end of the semester in which the student is
appealing. In addition, students must complete the Financial Aid Appeal Form (available on our
webpage at http://www.nunez.edu/financial-aid-forms).

Re-Establishing Financial Aid Eligibility

Should the student choose to “sit out” or attend another school for a period of time, he/she is still
subject to meeting the SAP requirements for the semester in which she/he re-enrolls at Nunez
Community College “Sitting out” has no bearing on regaining eligibility).

Students who do not meet SAP Standards have two options to receive Financial Aid in future
semesters:
1. Attend and regain eligibility for financial aid without the benefit of financial aid or
2. Submit an appeal to the Appeals Committee and receive approval from the Appeals
Committee

To reestablish financial aid eligibility, a student must enroll and maintain regular attendance.
Should a student choose not to enroll (“sit out”) for a semester, the student must meet the
conditions listed below for re-enrollment.

Attend and regain without the benefit of Federal Financial Aid:
Students may attend at their own expense without the benefit of federal financial aid, attempt and
earn a cumulative 67% of hours attempted and earn the required 2.00 GPA.

Appeal (with an Academic Plan):

If it is clear the student will NOT be able to meet the progress requirements by the end of the
semester the student may appeal. The Academic Plan must be submitted with the Appeal, that “if
followed”, will ensure that the student will be able to meet the Nunez Community College SAP
requirements by a specific point in time, without exceeding 150% of their degree program. The
student will be eligible for aid as long as the student adheres to the Academic Plan. Students who
are following an Academic Plan will need to see the Faculty/Academic Advisor each semester
prior to registering for classes.

If the appeal is approved (with An Academic Plan), the Academic Plan requires 100 percent
successful completion of courses, no grades or marks of D, F, W or I, and the attainment of a
2.00 or higher semester/cumulative GPA.

Other Types of Appeals
Students who have not attended a college or university for ten years or more must submit an
appeal letter for automatic approval.

Effective Fall 2013, students failing to meet the quantitative standards by exceeding the federal
150% limit may appeal citing a change of major, change in degree (such as a change from a 4-
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year business degree to a 2-year science degree), a double major, or a second Associate’s
Degree. A completed “Satisfactory Academic Progress Appeal Form” Letter and a Degree Audit
from Academic Affairs must be attached to the student’s appeal form. These appeals are not
automatically approved and are subject to approval by the Appeals Committee. If the Appeal is
approved, the student will be placed on an Academic Plan.

FINANCIAL AID WARNING & PROBATION STATUS

A student who fails to establish good academic standing or to make satisfactory academic
progress (SAP) after a Financial Aid Warning period or after transferring in from other
institutions becomes ineligible for financial aid. If the student has mitigating circumstances
beyond his/her control that affected his/her ability to meet SAP standards, the student may
appeal the loss of his/her eligibility. The law gives some examples where allowances might be
made for mitigating circumstances; these examples are not limited to just these mitigating
circumstances:

o Student becomes very ill or is severely injured (Must provide a statement from physician
on official letterhead verifying illness with aligning dates included. Do not submit bills.)

e A student’s immediate family member dies (Must provide death certificate and/or
obituary. Immediate family members are parents, grandparents and siblings.)

To appeal the loss of eligibility, a student must complete a Nunez Community College
“Financial Aid Appeal Form” and submit it with appropriate documentation to the Financial Aid
Appeals Committee. A student may complete and submit a Financial Aid Appeal form by the
last day to withdraw from a class with a “W”. The documentation must be directly related to the
events that affected the student’s ability to meet SAP standards. The appeal should also include
the steps the student is taking to ensure progress in the future. After completing and submitting
the Financial Aid Appeal form, the committee will meet and render a decision within a week
after receipt of the appeal form. The Financial Aid Appeal committee meets every Friday (more
often during registration periods). If the appeal form is submitted on Thursday then the
committee will notify the student in writing and mailed to the student’s address listed on the
Financial Aid Appeal Form by the Monday following the Appeal Committee meeting.

If the appeal is approved, the student will be placed on Financial Aid Probation and it will list
specific requirements the student must meet to continue to receive financial aid. Financial Aid
Probation means that a student may receive Title IV Higher Education Act (HEA) program funds
for one payment period. Any student that prevails upon the appeal process shall be placed on
Financial Aid probation and will be eligible to receive Title IV aid during the

period. Additionally, the student may have to submit an Academic Plan to the Committee for
approval. The student must adhere to the Satisfactory Academic Progress (SAP) terms and
conditions.

Students who are not making SAP at the end of the Financial Aid probation period will be

ineligible to receive Title IV funds for the following payment period. A student must meet SAP
prior to having eligibility for Title IV HEA funding reinstated.
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If a student’s appeal is denied, the student may regain eligibility by meeting the conditions listed
in the following section. Since there is no guarantee that Title 1V, HEA financial aid will be
reinstated by the Financial Aid Appeals Committee, students should be aware that they will need
to pay their tuition and fees in order to secure their enrollment in selected classes. Students will
be reimbursed if the appeal is approved by the Financial Aid Committee.

REINSTATEMENT OF FINANCIAL AID ELIGIBILITY

If a student fails to meet standards of academic progress and does not have mitigating
circumstances; or the student fails to meet the conditions of an appeal, the student may apply for
his/her aid reinstated after:

e Enrolling in at least 6 credit hours of courses required for a degree and

« Paying his/her fees without the use of Title IV financial aid and

o Complete all courses attempted with at least a “C” (2.0) grade in each course (Grades of
“W”, “I”, “D” or “F” need not apply for reinstatement.)

Once the student has met all three requirements, he/she may submit an appeal form, based on the
semester’s final grade report. All requests for reinstatement will be reviewed and a decision will
be made by the Financial Aid Committee. The Financial Aid Committee will review the appeal
form and ensure that the student did, in fact, complete at least 6 semester credit hours and passed
each class with a grade of “C” or better (2.0) (Appeal forms can be accessed from the Nunez
Community College website (www.nunez.edu) under Financial Aid. If the appeal is not received
within 10 business days before the weekly meeting, the appeal will be reviewed in the following
weekly meeting. Please allow up to two weeks for the Financial Aid Committee to respond in
writing with a decision on the appeal.

ACADEMIC RENEWAL

Academic Renewal does not apply towards federal student aid programs. When evaluating
Satisfactory Academic Progress (SAP), all courses that apply toward the program of study must
be counted no matter when the courses were taken. However, students may use the mitigating
circumstances of academic renewal to support a financial aid appeal.

DEVELOPMENTAL EDUCATION

The guidelines for the application of federal financial aid are outlined by the United States
Department of Education in the Federal Student Aid Handbook. The limits to the application of
federal financial aid to payment for developmental education are as follows: the maximum
number of hours that a student may receive Title 1V federal aid for developmental education
courses is 30 hours within 12 consecutive months or one academic year. For students taking
developmental education courses at Nunez Community College, the limit applies to repeat
coursework as follows: a student may receive federal financial aid to take a developmental
education course a maximum of two times; any additional attempts to complete the course will
not be covered by federal financial aid, and the credit hours for the course will not count toward
the students enrollment status (full-time or part time). In other words, from that point forward,
the credit hours for that specific developmental education course will not count in the enroliment
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status and the student will no longer be eligible to receive federal financial aid for developmental
education courses.

REPEATED COURSES

Repeated courses will count in the cumulative attempted hours. Only one repeated course may
be funded with Title IV federal aid if the student has previously passed the course.

WITHDRAWALS

A student who desires to withdraw from a course may do so in LoLA online during the period
allowed for dropping a class. It is the student's responsibility to review the Nunez Community
College Academic Calendar for the specific date by which one may drop a course. No notation
of courses attempted will be made on the permanent record of a student who withdraws from the
College by the last day to add classes in a particular semester. After that, the withdrawal from a
course will be noted on the student's permanent record. It is the student's responsibility to
consult the Academic Calendar for the specific date by which one may withdraw without
receiving a grade notation.

Official Withdrawal (completely withdraw from all courses)
An Official Withdrawal occurs when the student notifies the Admissions Office, the Registrar’s
Office, or withdraws completely through LoLA:

o Completes a Notice of Enrollment Termination Form and a Financial Aid Exit Interview
(for Loan repayment amount).

o If a student notifies the school of a withdrawal in writing then the date of withdrawal will
be the date on the written notification.

o Completely withdraws on Nunez Community College’s LoLA software system.

« Aninstructor notifies the Registrar’s Office that the student has not been in attendance or
withdraws student through LoLA.

Any course in which a grade of “W” is given is counted in hours attempted. Be aware that
excessive withdrawals from classes could result in the loss of eligibility for financial

aid. Additionally, students may be required to repay unearned aid for complete withdrawals and
will lose their eligibility if they fail to do so. Please see Nunez Community College’s R2T4
policy on the web at www.nunez.edu.

All students, who have withdrawn and choose to re-enter into a course, will be placed under the
same satisfactory or unsatisfactory progress status prevailing at the time of the prior withdrawal.
Nunez Community College does not offer Leaves of Absences to students.

RETURN OF TITLE IV FUNDS POLICY

This policy applies to students who withdraw (official or unofficial) or are dismissed from
enrollment at Nunez Community College. It is separate and distinct from the Nunez Community
College’s Refund Policy. The calculated amount of the “Return of Title IV Funds” that is
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required for students affected by this policy are determined according to the following
definitions and procedures, as prescribed by regulation.

Nunez Community College must provide within 30 days of the date of the college’s
determination that the student withdrew, a written notification to the student.

The college has 45 days from the date the institution determines that the student withdrew to
return all unearned funds for which it is responsible. The school is required to notify the student
if they owe a repayment via written notice. The school must advise the student or parent that
they have 14 calendar days from the date the school sent the notification to accept a post-
withdrawal disbursement, if applicable. If a response is not received from the student within the
permitted time frame or the student declines the funds, the school will return any earned funds
that the school is holding to the Title IV programs. Post-withdrawal disbursement must occur
within 90 days of the date the student withdrew.

The Return of Title IV Funds (R2T4) regulation does not dictate the institutional refund
policy. The calculation of Title IV funds earned by the student has no relationship to the
student’s incurred institutional charges.

A school is required to determine the earned and unearned Title IV aid a student has earned as of
the date the student ceased attendance based on the amount of time the student spent in
attendance or, in the case of a clock-hour program, was scheduled to be in attendance.

In accordance with federal regulations the calculated amount of the Return of Title IV Funds is
allocated in the following order:

Unsubsidized Direct Loans

Subsidized Direct Loans

Federal PLUS loans

Direct PLUS loans

Federal Pell Grants

Academic Competitive Grants (ACG)

Federal Supplemental Educational Opportunity Grants (FSEOG) for which a return of
funds is required.

ENROLLMENT CERTIFICATION

Nunez Community College will certify the student’s enrollment at the official 14" (7" in
summer if the student is receiving summer financial aid) class day for the purpose of determining
financial aid awards. After a student has submitted all required documentation, has completed
the verification process, and is certified eligible for financial aid, students’ status is considered as
being a financial aid recipient. Students whose financial aid awards satisfy the minimum amount
due to the College will be considered officially registered. Students are responsible for any
amount not covered by their financial aid awards.

FINANCIAL AID CONTACTS
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1-800-4-FEDAID (1-800-433-3243)
TTY users may call:
1-800-730-8913

Students may also contact their Financial Aid Director at:
504-278-6478

Information is also available on Student Aid on the Web at www.studentaid.ed.gov.

*This policy is subject to change at any time, and without prior notice.

STUDENT SERVICES AND ACTIVITIES

CAREER SERVICES

Nunez Community College’s Career Services Office is a valuable tool that students can utilize to
ease their transition into College, whether from high school, or after returning to College after an
extended period of time. The services are available to all students in need of assistance with
choosing a major, developing an academic plan that will lead to success in the student’s chosen
career field, researching occupational information such as job requirements and salary
information, resume writing, personal presentation and interviewing skills, mock interviews,
current job opportunities, job placement assistance, and transfer information for students
planning to continue their education. An annual Job Fair is sponsored each year for students and
the general public. The Career Services Office can be reached by calling 504-278-6257.

DISABILITY SERVICES OFFICE (ADA)

Nunez Community College’s Disability Services Office provides and coordinates tools,
reasonable accommodations, and support services to allow students with disabilities to
participate fully in the academic environment. Nunez complies with the regulations of the
Americans with Disabilities Act and Section 504 of the Rehabilitation Amendments.

The Disability Services Coordinator is responsible for meeting individually with students
identified as having a documented disability or impairment to review submitted documentation
and arrange the appropriate accommodations, as required under the ADA and Section 504, and
can be reached at 504-278-6422.


http://www.studentaid.ed.gov/

It is the responsibility of the student to notify the ADA Coordinator for continued
accommodations prior to the beginning of each semester. Requests for special
accommodations or services should be submitted to the Disability Services Office at least (4)
weeks prior to the first official day of classes each semester.

It is the responsibility of the students requesting or receiving services from the Disability
Services Office to inform the ADA Coordinator regarding any changes in the status of their
disability, their environment, or their accommodations.

VOTER REGISTRATION

The Disability Services Office provides assistance, in compliance with the National VVoter
Registration Act of 1993, with completing and submitting Louisiana VVoter Registration
Applications and Voter Declaration Forms to any student filing for Disability Services. This
service is supplied to student with disabilities on an ongoing basis. For more information contact
the Disability Service Office at 504-278-6422.

MEDICAL EMERGENCIES

Family members who must reach students for a medical emergency should call Student Affairs at
504-278-6467. Only in cases of true medical emergencies will campus officials attempt to locate
students. If students cannot be located, College personnel will attempt to notify the caller.

STUDENT HEALTH SERVICES

The Nunez Community College Health Center is located in trailers J-11 & J-12. Employees and
students may utilize health services and are encouraged to contact a Health Center representative
at 504-278-6318 if services are needed.

The Clinic is staffed by a multi-disciplinary team of healthcare professionals. Before students
and employees can be treated, a signed written consent form must be on file. Insurance is billed
when available and a small fee assessed when applicable.

In the event of an emergency requiring medical attention, the instructor or other College
employee will determine the severity of the injury and call 911 immediately, if necessary. In
some cases, health care professionals on campus may provide temporary care or health
counseling for students who are ill or injured. In an emergency situation, the professional may
administer first aid only (including CPR) as indicated, until the services of a physician or EMS
can be obtained.

In case of a major accident, one that requires immediate medical attention, the instructor or other
College employee will call 911 for an ambulance and the person will be sent to an Emergency
Room or Urgent Care Facility as determined by EMS personnel. The College will attempt to
notify the student’s emergency contact as soon as possible. The student will be responsible for
the medical costs. A report of any accident or injury should be made by the College employee to
Administrative Services as soon as possible.
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In cases of questionable mental health or instability leading to possible accident, injury, or
violence, the instructor or other College employee should call campus police (504-278-6332) and
then the administrator on duty should be contacted.

All students are required to identify emergency contact information during the admissions
application process. Students should list individuals who can be notified of accidents, injuries, or
serious illness that occurs during school hours. Responsibility for treatment is to be assumed by
the parents of minor students and by adult students themselves.

In addition to the Health Center on campus, the nearest medical care facility cooperating with the
College is:

St. Bernard Parish Hospital
8000 W. Judge Perez Dr.
Chalmette, LA 70043
Phone 504-826-9500

OVERALL GOOD STANDING

Students must be in “overall good standing” to be eligible for student organizations, honors, and
other extracurricular activities. Students are in overall good standing with the College when they
have met the requirements of academic good standing, do not owe any money or property to the
College or any of its departments, and do not have any disciplinary sanctions on file in the Office
of Student Affairs.

STUDENT GOVERNMENT ASSOCIATION

The Student Government Association (SGA) is the official body that represents all of the
students of the College. All regularly-enrolled college students are automatically members of the
SGA upon payment of tuition and fees. The membership has the authority to elect officers and
senators. The SGA president serves on the Chancellor’s Council and is the voice of the students
in the governance of the College. The SGA sponsors social, cultural, and educational events on
campus and funds these activities through the self-assessed student activity fee, which is paid
each semester by all students.

Through student petitions and referenda, the SGA has the authority to approve expenditures from
the SGA self-assessed fees. Such requests also require the approval of the SGA Advisor.

The SGA recommends expenditures from the technology fee paid by all students. The
technology fee was reauthorized by the Spring 2013 student body. The technology fee funds
computer equipment, computer technicians, essential supplies, and equipment for academic
programs and student services that increase the level of technology available to students and
improve student life and learning.

There are many College committees that include students as members.

Meetings and other activities are posted on bulletin boards in campus buildings. Meetings of the
SGA are open to all students and students are encouraged to get involved by attending meetings,
seeking appointments as senators, and running for office in the spring election.



STUDENT LIFE

The co-curricular activities of students are important to personal growth and development. At
Nunez, all such programs are planned and coordinated through the Office of Student Affairs.
Scholastic, professional, and service organizations have been developed in response to expressed
interest and to provide leadership opportunities for students. Officers of all student organizations
must maintain overall good standing. This also applies to all members of student organizations
unless otherwise specified by the organization’s charter or constitution. Several organizations
offer membership to College faculty and staff and the community, as well as students.

Intramural sports may be offered at the College at the request of a sufficient number of students.

Student activities are offered in cooperation with the Student Government Association, student
organizations, and faculty sponsors. In addition, groups and students who have specialized needs
and/or interests may petition the Dean of Academic Affairs and/or the Dean of Student Affairs
for official recognition as a student organization.

The following is a list of approved organizations:

Culinary Club is comprised of students with an interest in the Culinary Arts. The Culinary
Club hosts fundraising food sales through the year and organizes and presents the annual King
Cake Competition.

EMS Student Organization is comprised of EMT and Paramedic students interested in
promoting awareness of Emergency Medical Services in the community through service. In
addition to service, the organization promotes from within by having experienced paramedic
students mentor new EMT students.

Gamma Beta Phi National Honor and Service Society (GBP) is a national non-profit, honor
and service organization for students in higher education. Students must be committed to
excellence in education, good character, and service. To qualify for membership, students must
have completed 12 or more credit hours of college-level work and have earned a cumulative
grade point average of 3.20 or better.

PTEC Club is comprised of students who are currently pursuing the AAS in Process
Technology. The Club often hosts workshops and roundtable events to promote knowledge of
the industry and career attainment.

Phi Theta Kappa Honor Society (PTK) is an international, co-educational honorary society for
students attending two-year colleges. To be eligible for membership, students must be currently
enrolled in at least 3 hours of degree course work, have a 3.50 or higher grade point average on
12 or more hours earned from Nunez, be of good moral character, and show evidence of
leadership abilities. Membership in Phi Theta Kappa is by invitation only.

HAZING

Warriors Prayer Club is a Christian organization that meets weekly for prayer and fellowship.

Baseball Team is an intercollegiate baseball team that competes in NJCAA Division 23.
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Interested prospects should attend a try-out as announced on www.nunez.edu.

The Board of Supervisors of the Louisiana and Community Technical College System
(LCTCS) and Elaine P. Nunez Community College are committed to providing a safe
academic and social environment for all students. In accordance with Louisiana Revised
Statute 17:1801, hazing in any form is prohibited at Nunez.

The following hazing policy applies to all employees and students:

Definition of Hazing: Any action taken or situation created, whether on or off college property,
which has a potential for causing physical injuries or mental anguish to the individual. Hazing
may include but is not limited to the following activities when these activities are life threatening
or are intended to hurt or physically or mentally humiliate the individual:

¢ Physical abuse such as kidnapping, paddling, slapping, branding, burning:

e Physical exercise, such as scavenger hunts, road trips, or any activity resulting in excessive
fatigue, physical or psychological shock;

o \Wearing apparel, costumes, or makeup which is uncomfortable to the individual or, if worn
publicly, is conspicuous; is demeaning to the individual, the observer, ethnic groups,
differently-abled individuals, the LGBTQ spectrum, or religious/spiritual observers; or is
not normally in good taste;

e Engaging in public stunts, hair cutting, morally degrading or humiliating games or
activities, giving of food or drink (alcoholic or non-alcoholic) which is distasteful or
designed to provoke nausea or inebriation;

e Any form of verbal harassment, any action or situation which subjugates an individual to a
condition where he/she might tend to lose self-respect or suffer injury to personal or
religious values;

e Any activities that interfere with the student's scholastic responsibilities; and the use of
obscenities and vulgarities in dress, language, or action.

Duty to Report: No student organization or individual shall employ a program of student
initiation/pledge education or social events that includes hazing. It is the duty of all student
organization members and any faculty or staff member to report immediately any violation of
this policy to the Vice Chancellor for Student Affairs for student violations and the Director of
Human Resources for employee violations. Any violation of this policy shall be investigated and
appropriate disciplinary action taken.

Expectations for Violations: Any violation of this policy, including knowledge of and failure
to report, may result in expulsion in the case of students and termination in the case of
employees, and suspension of activities for a minimum of one academic year of any student
organization that participates in hazing. Individuals accused of violations of this policy will be
adjudicated through the College's codified student and/or employee judicial process.

Education, Awareness, and Prevention: Nunez provides education, awareness, and prevention
activities for hazing that include but are not limited to the following:

e Awareness seminars with organization advisors and student organization members
e Inclusion in new faculty/staff orientation.
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e Inclusion in new student orientation.
e Policy posting on Canvas & college website for students and employees.
e Awareness seminars with athletic coaching staff and student-athletes.

LOST AND FOUND

A Lost and Found box is located in the Student Success Center (AST building) and the Student
Affairs Office (Administration building). Items turned in to Lost and Found must be claimed
within 30 days. Unclaimed items will be discarded or donated to local agencies.
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ADMINISTRATIVE AND BUSINESS SERVICES

BUSINESS AFFAIRS

The Division of Business Affairs includes all business and fiscal functions of the College and is
under the administration of the Chief Financial Officer (CFO).

BUSINESS SERVICES

The accounts payable, accounts receivable, payroll, restricted funds, and purchasing departments
provide for the business needs of the College and are under the supervision of the Controller.

BURSAR (STUDENT BILLING)

The Bursar’s Office is responsible for the billing of students and/or third parties and the
collection of payments toward student accounts. Problems with the tuition and fee bills should
be directed to the Bursar.

BOOKSTORE

The College has contracted with BBA Bookstores to provide bookstore services to students,
faculty, and staff. The College Chief Financial Officer monitors bookstore activities to ensure
that the bookstore is meeting the needs of students and faculty.

HUMAN RESOURCES

The Office of Human Resource is part of the Department of Business Affairs. Its function is to
develop and administer Human Resource activities that are designed to fulfill the college mission
through the fair, efficient, and economical use of personnel in accordance with the requirements
of Nunez Community College and the Louisiana Community and Technical College System.

This office formulates and issues policies concerning placement and recruitment, employee
relations, and training and employee development. In addition, this office develops and
implements policies and procedures in alignment with current federal, state, and local laws,
rules, and regulations governing personnel matters.

The Office of Human Resources serves as the liaison between the employee and the state

agencies which handle the fringe benefits and cafeteria plan products, as well as serves as liaison
between the employee, the College, and the various state retirement systems.
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ADMINISTRATIVE SERVICES

FACILITIES MAINTENANCE/SAFETY

This area of the College is responsible for the physical facilities, property control, maintenance,
facility planning, parking, and hazardous waste/safety concerns. Emergency procedures are
posted in all buildings and hallways. Unsafe situations should be reported to maintenance by
calling 504-278-6332.

SMOKING AND TOBACCO-FREE CAMPUS

Nunez Community College is now a smoking and tobacco-free campus. This policy applies to
all students, faculty, staff, contractors, vendors, and visitors to all college properties, events held
on college properties, officially sanctioned college sponsored or affiliated events that are held
off-campus. More information is available on the website under policies (www.nunez.edu).

CAMPUS POLICE

To ensure the safety of students and employees, the College employs commissioned police
officers with full power of arrest. Officers are responsible for maintaining a safe campus through
preventative measures such as educational activities, the enforcement of parking policies, and
student 1D card policy. To contact campus police, call 504-278-6332.

Potential criminal activity, sex offenses, and other emergencies on campus should be reported
directly by any student or employee to a campus police officer in person or by calling 504-278-
6332 or by dialing 911 for outside emergency assistance. Student victims of crime on campus
are encouraged to contact the Dean of Academic Affairs and/or the Dean of Student Affairs as
soon as possible in person or by calling 504-278-6285 or 504-278-6467.

Assistance will be provided in reporting the crime, preserving the evidence, and seeking outside
help if needed.

CAMPUS SECURITY POLICY AND CRIME STATISTICS

The College endeavors to provide consistently accurate information to our community regarding
the safety of our campus. In accordance with the Disclosure of Campus Security Policy and
Campus Crime Statistics Act of 1990 (20 U.S. C 1092f) and the Hate Crimes Statistics Act (28
U.S. C. 534), Nunez provides information relating to crime statistics and policies concerning
campus crime to current students and employees. This same information is available to
prospective students and employees upon request.

The campus crime statistics for Nunez and most other U.S. colleges during the three preceding
years can be found at http://ope.ed.gov/security/. Crime reports are collected from campus
police, College employees with significant responsibility for student and campus activities, and
local law enforcement officers who respond to reports of potential crimes on campus and on
public property immediately adjacent to campus. These reports are maintained in the Facilities
Department.
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Criminal Offenses - On campus

Total occurrences on campus

Criminal offense 2011 2012 2013 2014 2015
a. Murder/Non-negligent manslaughter 0 0 0 0 0
b. Negligent manslaughter 0 0 0 0 0
c. Sex offenses - Forcible 0 0 0 0 0
d. Sex offenses - Non-forcible 0 0 0 0 0
e. Robbery 1 0 0 0 0
f. Aggravated assault 0 0 1 0 0
g. Burglary 0 0 0 0 0
h. Motor vehicle theft 0 0 0 0 0
i. Arson 0 0 0 0 0
Caveat:

Criminal Offenses - Public Property

Total occurrences on Public Property

Criminal offense 2011 2012 2013 2014 2015
a. Murder/Non-negligent manslaughter 0 0 0 0 0
b. Negligent manslaughter 0 0 0 0 0
c. Sex offenses - Forcible 0 0 0 0 0
d. Sex offenses - Non-forcible 0 0 0 0 0
e. Robbery 0 0 0 0 0
f. Aggravated assault 0 0 0 0 0
g. Burglary 0 0 0 0 0
h. Motor vehicle theft 0 0 0 0 0
i. Arson 0 0 0 0 0
Caveat:

PLANNING, INSTITUTIONAL EFFECTIVENESS, AND

RESEARCH

The Office of Planning, Institutional Effectiveness and Research (IE/IR) is vital to the College’s
planning and evaluation of its programs and services. Improvement in all areas is an important
goal of the College. The satisfaction of students, employees, area employers, and business and
industry is measured in a variety of ways by IE/IR.

Students are asked to complete course/instructor evaluations and satisfaction surveys each
semester. The data gathered from these surveys are used by campus administrators to make
critical decisions regarding the academic and support services offered at the College and by all
campus personnel for planning, grant writing, and other resource-seeking activities.

This office produces an annual Fact Book, which contains a significant amount of data about the
College and its students. The Fact Book is available in the Library and on the College’s Website
(www.nunez.edu).

71


javascript:openglossary(10)
javascript:openglossary(6)
javascript:openglossary(26)
javascript:openglossary(27)
javascript:openglossary(19)
javascript:openglossary(2)
javascript:openglossary(3)
javascript:openglossary(4)
javascript:openglossary(5)
javascript:openglossary(10)
javascript:openglossary(6)
javascript:openglossary(26)
javascript:openglossary(27)
javascript:openglossary(19)
javascript:openglossary(2)
javascript:openglossary(3)
javascript:openglossary(4)
javascript:openglossary(5)

72



INSTITUTIONAL ADVANCEMENT

ALUMNI ASSOCIATION

The purpose of the Alumni Association is to promote the educational, physical, and athletic
growth of the College and to preserve the friendships existing between former students and the
College.

Membership is open to graduates and friends of the College who are interested in furthering its
development. Former students of St. Bernard Parish Community College and Nunez Technical
Institute are also encouraged to join. Contact the Office of Institutional Advancement at 504-
278-6421 for additional information.

INFORMATION TECHNOLOGY

This department is responsible for the maintenance of the campus computer network,
instructional computer laboratories, and overall coordination of the College’s computer
resources. The Information Technology Department’s personnel review computer equipment
and software requests and maintain licenses for software programs supported by the College.
The Information Technology Department is also responsible for providing network access to
both faculty and staff; this department also provides e-mail access to students as well as
assistance with access to various academic software suites.

PUBLIC AFFAIRS AND MARKETING

Public Affairs and Marketing serves Nunez Community College primarily as the media link to
the alumni, faculty, students, staff, and the community at large. The promotion of the College
through literature is one priority, along with news releases that create an awareness of the many
programs and services available to the College population and the community. The Public
Information Officer can be reached at 504-278-6421.

NUNEZ COMMUNITY COLLEGE FOUNDATION

The Nunez Community College Foundation provides an effective vehicle for local solicitation of
funds, helps support programs and facilities at the College, and provides an open channel
through which friends and organizations may contribute toward the present and future growth
and development of the College. The Foundation is managed by a Board of Directors. The
charter of this corporation is structured to promote the educational and cultural welfare of Nunez
Community College.

Anyone interested in supporting the College through donations of any type should contact
Institutional Advancement by calling 504-278-6491.

WORKFORCE DEVELOPMENT

Nunez’s Workforce Development department provides services that promote personal,
professional, and economic development within our service area. It is designed to provide
industry-driven assessment and training programs to respond to the needs of the regional
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workforce. Through comprehensive initiatives, the College assists employers to retrain, upgrade,
and attract a skilled workforce to the region. Contact Workforce Development at 504-278-6420
to learn about current offerings or customized training.
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ACADEMIC AFFAIRS

LEARNING RESOURCES

CAMPUS LIBRARY

The Nunez Community College Library is a vital part of the educational program of the
institution. The facility, opened in Spring 2000, includes approximately 25,000 square feet with
seating for 165 at tables, carrels, and computers.

The librarians conduct library module sessions for all students and bibliographic instruction for
classes as requested by the instructor. Instructors for some classes participate in course
integrated library instruction, providing assignments that increase both information literacy skills
and subject knowledge. A librarian is available to help patrons with research needs during all
open hours.

The Library houses a collection of over 38,000 volumes in an easily accessible open-shelf
arrangement and over 48,000 electronic books that can be accessed on and off campus. The
Library receives about 45 current periodicals and newspapers and has access to many thousand
periodicals in electronic format.

The Library is a selective depository for state documents. The Law Library’s extensive
collection supports paralegal students. The archives concentrate on materials concerning St.
Bernard Parish and associated topics. Through collaboration with the history department, the
Archives are accumulating a vast number of local oral histories. The St. Bernard Genealogical
Society Library is housed near the Archives.

The Library is a member of LOUIS (Louisiana Library Network) and as such has access to full
text databases through internet enabled computers. These electronic resources are also
accessible off campus from the Library web page at http://www.nunez.edu/Library.htm. The
Library staff is dedicated to assisting all students and faculty whether they are in the Library or
accessing Library resources and services from off campus to meet their informational needs.

LEARNING LABORATORIES

The Student Success Center provides personal computerized tutorials for most levels of
mathematics, English, reading, and science. The Center also offers word processing, spreadsheets
and database applications, and printing is available for course-related work. Students can also
access the internet when doing academic research. Computers are available during normal school
hours, and assistance is provided during posted hours. Also, instructors and tutors offer
individualized and group study sessions during scheduled hours or by appointment. A number of
programs provide specialized laboratories that are available for additional practice during
schedules hours. Additionally, student success activity workshops and seminars are available, the
dates are posted on the Nunez website (www.nunez.edu).


http://www.nunez.edu/Library.htm

EXPERIENTIAL EDUCATIONAL PROGRAMS

In recognition of the importance of on-the-job training as part of occupational and professional
preparation of students, Nunez Community College offers three experiential educational
programs: internships, practicums, and cooperative educational programs. These provide
supervised work experience in the various curricula while granting academic credit according to
the standards of the accrediting agencies. Students gain occupational experience to help prepare
them for meaningful employment.

These programs provide the opportunity to:

1. Develop outside the classroom program-related knowledge and skills that are used in the
work setting;

2. Explore, confirm, or modify career choices;
3. Develop professional experience and contacts;
4. Insome cases, earn money while working;

5. Receive academic credit toward a degree for work experience while attending school.

COLLEGE COOPERATIVE EDUCATION PROGRAMS

College cooperative education is an educational plan in which paid employment is integrated
into college curriculum. Students on scholastic probation are not eligible. Agreements involving
the student, the College, and the employer must be confirmed prior to registering for a
cooperative course. A student must meet with his or her Department Chair or Program Manager
before enrolling for cooperative credit.

INTERNSHIP

Internship programs help to orient students to the world of work, emphasize practical aspects of
the business world, and provide closer liaison and cooperation among the student, the College,
and the work environment. Internships may be paid or unpaid.

PRACTICUM AND CLINICAL EXPERIENCES

Supervised work experience is offered in the fields of Care and Development of Young Children,
Culinary Arts, Emergency Medical Technology, Process Technology, Practical Nursing, and
Teaching. Students work a minimum number of hours during the semester as specified in the
course syllabus.

CONTINUING EDUCATION PROGRAM

Continuing Education offers non-credit courses (not applicable to a degree or certificate
program) that are designed to expand career opportunities and may be taught differently from
traditional college courses. Additional offerings include courses and seminars that relate to
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recreation and lifestyle. These courses are concerned with the improved use of leisure time and
personal development for both teenagers and adults. Special areas of interest include arts and
crafts, physical fitness and health, cooking, and auto and home maintenance. For more
information, call 504-278-6420.

ACADEMIC POLICIES

CREDIT HOURS AND GRADING SYSTEM

Credit hours are units of credit earned for successfully completing a course during a given
semester. A credit or semester hour represents one hour of class work or at least two hours of
laboratory work a week together with the necessary outside preparation for a semester. The
number of credit hours associated with each course is included in its course description. The
value of each course of instruction and the amount of work required for graduation are stated in
terms of semester credit hours. The “Program Descriptions” section of the Catalog identifies the
number of credit hours required for completion of each credential awarded by Nunez.

At the end of each semester, students will receive a grade for every credited course in which they
were enrolled. A letter grade is assigned for each credit course they complete. The syllabus for
each course describes the criteria for determining the course grade, which indicates the student’s
level of accomplishment in achieving the course objectives. Each letter grade is assigned quality
points, as indicated in the chart below. Quality points earned for each course are determined by
multiplying the number of quality points for each grade by the number of credit hours assigned
to each course. The total number of quality points a student earns divided by the number of
credit hours for those courses produces a grade point average (GPA) for the semester. Quality
points are based on those credit hours of which a student registers and receives a grade of “A” —
“F”. Credit courses for which a student receives a grade of “P” are included in earned hours but
not quality hours. Courses for which students register but late withdraw with a grade of “W” are
included in attempted hours but not quality hours.

The cumulative grade point average (GPA) is the result of the grade points earned in all courses
for which a student receives a letter grade, divided by the total number of credits involved in
those courses. Only grades of “A”, “B”, “C”, “D”, and “F” are computed in the GPA. Grade
Point Averages are rounded to the second decimal place. A cumulative GPA of at least 2.0 for
all courses applied to the student’s program is required for graduation.

For every course attempted, final grades are reported for each student according to the following
grading system:

Letter  Description Quality Points

Grade Per Credit Hr.
A Outstanding 4

B Above Average 3

C Average 2

D Passing Below Avg. 1

F Failing 0

w Withdrawn Not Computed
I Incomplete Not Computed
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P Pass Not Computed

NP Not Passed Not Computed
AUD  Audit Not Computed
-E Excluded Not Computed
-E Amnesty Renewal Not Computed

Nunez Community College accepts only transfer credits that have been awarded a grade of “C”
or better, including grades of “P” or “Pass”. The grade of “P” will be awarded for non-traditional
credit, non-credit, credit by exam, by-passed courses, and some lab or clinical courses
accompanying a lecture course.

Cumulative Quality Hours are all hours for which a student has registered and received a final
grade of “A” — “F” at the College as well as all quality hours accepted in transfer (including
hours that would have been accepted had the student not earned a grade of “F”).

Adjusted Quality Hours are all hours for which a student has registered and receives a grade
“A” —“F” excluding those credit hours removed from the calculation of the student’s grade
point average (GPA) through repeat/delete policy and/or those credit hours removed through
Academic Renewal.

INCOMPLETE GRADES
An “I” grade is a temporary grade that may be assigned by the instructor only in circumstances

where a finite amount of work has been missed. An “I” grade may result from failure to take a
final exam or failure to complete required assignments. For an instructor to issue an “I”” grade,
the student and instructor must sign an Incomplete Grade Contract detailing the reasons for the
“I” grade, the work that must be completed for the “I”” to be converted to a computed letter grade,
and the date all work is to be completed.

Completed “I” contracts must be submitted to the Dean of Academics or designee for approval at
the time final grades are submitted. The work must be completed no later than the end of the
semester following the semester in which the “I”” grade was received unless an earlier date is
agreed upon. If the “I” grade is not removed, it will convert to an “F” and will be calculated as
such in the grade point average.

REPEAT/DELETE POLICY

Students who repeat a course in which a grade of “C” or lower was earned may apply for the
deletion of the earlier grade from cumulative grade point average calculations if both attempts
were at Nunez. The form to apply for the Repeat/Delete Policy is available in the Student
Affairs Office. The cumulative grade point average will reflect the adjusted average on grade
reports and transcripts. Grades for the same course will be deleted no more than three times.
Although the student may repeat a course more than three times, the prior grades will be deleted
only for the first three attempts. The same limits apply to transfer students whose transcripts
indicate deleted grades for repeated courses.

Students are cautioned that the grades earned in all courses attempted will remain on the
transcript and that other college and universities may not honor the repeat/delete policy offered at
Nunez.



DEAN’S LIST

At the end of each semester, the College publishes a Dean’s List recognizing those students who
have completed at least 12 hours with a semester GPA of at least 3.50. The Vice Chancellor for
Student Affairs will submit the list to the Public Affairs and Marketing Office. Changes or
corrections that occur after the list is published will not be submitted for publication.

GRADUATION REQUIREMENTS

GENERAL REQUIREMENTS

Students should meet on a regular basis with their advisor to be sure that they are making
progress toward the completion of their certificate or degree program. To qualify for an
associate degree or certificate, students must meet the following requirements:

1. Apply for graduation by the deadline noted in the Catalog. Applications are available
online via LoLA. The college may initiate an application on behalf of the student.

2. Complete the requirements of their program as described in the Catalog in effect at the
time they enrolled. As an alternative, students may follow the requirements in the
Catalog in effect during their final semester as long as they have been continuously
enrolled. If a student changes their major, or if they do not enroll at Nunez Community
College for a fall or spring semester, they must follow the program requirement described
in the Catalog that is in effect at the time of the change of major or the return to College.

3. Earnat least a “C” in each required major course, as identified in the Catalog program
description, and any other courses identified in the program description. (The last grade
earned is the official grade for a repeated course.) The adjusted program grade point
average must also be at least 2.00.

4. Complete at least 25% of required courses applied toward the degree or certificate in
residence at Nunez. This percentage may not include any credit from non-traditional
sources, with the exception of credit earned through credit by examination. Courses
applied toward the 25% residency requirement may include the 50% of required major
courses reference in #7 below.

5. Earn no more than 25% of the total hours applied toward the degree or certificate from
portfolio-based, non-traditional sources.

6. Earn no more than one-third of the credits needed in required major courses from non-
traditional sources (not including credit by examination). Major courses are identified in
the Catalog program description.



7. Earn no less than 50% of the required major courses in residence at Nunez. Major
courses are identified in the Catalog program description.

8. Complete at least the number of credits stipulated in the degree program. In cases where
courses or programs have been revised, however, an appropriate course substitution may
be approved by the Program Manager, Department Chair responsible for that program, or
the Dean of Academic Affairs or designee.

9. Complete the required amount of 2000-level courses applicable toward an associate
degree as described in the program description.

10. Receive, in writing, approval from the Dean of Academic Affairs or designee for any
deviation from the required curriculum. Students may not apply toward graduation credit
a lower-level course in a sequence after earning credit in the higher-level course.

11. Fulfill all obligations to the College, including financial obligations, prior to established
dates. Student loan recipients must complete an exit interview online at
www.studentloans,gov which will be sent to the institution.

12. The College strongly encourages participation in commencement. Students participating
in the ceremony must adhere to Nunez graduation dress code. Information about specific
graduation costs & procedures are sent to all applicants in the spring

13. The College reserves the right to confer a certificate, diploma or degree on any student
who has fulfilled the program requirements.

Students must receive written approval from the Dean of Academic Affairs or designee for any
deviation from these requirements.

REQUIREMENTS FOR A SECOND DEGREE OR CERTIFICATE

A student must meet all course requirements for a second degree or certificate and must earn at
least an additional nine semester hours for a second certificate or 15 semester hours for a second
degree. These hours cannot apply toward the first degree or first certificate. In addition, an
official declaration of major must be on file prior to applying for a second degree or certificate so
that the appropriate Catalog requirements can be determined.

In degree and certificate programs (e.g., LA Transfer degrees, Business Technology, General
Studies Degrees, etc.) where there are several possible concentrations, a student is not eligible
for a second credential if an additional concentration is completed.

STUDENTS IN DISCONTINUED MAJORS

Any student remaining eligible for a discontinued program who has completed 50% or more of
the required courses in that program will be allowed to complete the program at Nunez. The
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student must complete the requirements within two years after the semester in which the program
was discontinued. A student may be allowed to transfer into Nunez remaining required courses
to complete the degree if Nunez cannot offer the courses. Exceptions to this policy may be
granted by the Dean of Academic Affairs or designee.

TRANSFER AND RE-ENTRY STUDENTS

Transfer and re-entry students applying for admission must note on the Application for
Admission each regionally-accredited institution they have attended and must provide an official
copy of each transcript in order for the College to determine their eligibility to enroll and in order
to determine which transfer credits may be applied toward graduation requirements. Transfer
students may be required to provide the Catalog and/or syllabi from each of the other institutions
attended.

GRADUATION HONORS

Three categories of honors are recognized at graduation. All honor graduates will wear an honor
cord at graduation.

4.0 Graduates are graduates in a degree/diploma program who have earned an “A” in every
course attempted. These graduates will be identified as a perfect 4.00 graduate. The
unadjusted cumulative/overall grade point average is used to determine this honor.

Chancellor’s Honor Graduates (teal cord) are students who have earned an Associate’s
degree and/or technical program with an adjusted program grade point average of at least
3.80 on the college-level work attempted for the degree or diploma program.

Honor Graduates (silver cord) are students who have earned an Associate’s degree and/or
technical diploma with an adjusted program grade point average of a 3.50-3.79 on the
college-level work attempted for the degree or diploma program.

DEGREE DESIGNATIONS & GPA

Associate Degree Recipients — An applied/academic degree program, with a general education
core component. The Associate degree can prepare students to enter the workforce or for
transfer to a 4-year university. A.A. degrees are usually offered by community colleges and two-
year transfer institutions.

Technical Diploma Recipients - An applied, technical program (45-60 hours), often formed by
combining multiple Certificates and/or Technical Competency Areas. Technical Diploma
programs are strictly limited to technical and community colleges.

Certificate Recipients — An applied, academic, or technical program (16-34 hours), which
marks completion of a trade or in some instances partial mastery in a subject area.

81



Adjusted Cumulative Grade Point Average (GPA) — This GPA is adjusted to exclude those
quality hours and grades that have been removed from the calculation of a student’s grade point
average through a repeat/delete policy and/or Academic renewal.

Cumulative Grade Point Average — This unadjusted grade point average is calculated using all
grades earned from all institutions. This is the grade point average used to recognize “4.00
Graduates” at commencement.

ACADEMIC STATUS

There are three categories of academic status: academic good standing, academic probation, and
academic suspension. Specific programs within the institution may set higher academic status
rules.

Academic Good Standing — Students whose grade point average is at least 2.00 are in academic
good standing.

Academic Probation — A student is placed on academic probation whenever his or her adjusted
cumulative grade point average (GPA) falls below a 2.00. Once on academic probation, a
student remains on probation (as long as each semester’s GPA is at least 2.00) until an adjusted
cumulative GPA of 2.00 or higher is achieved. Students on probation are encouraged to meet
with their academic advisor to discuss support services that are available to help students achieve
academic success.

Academic Suspension — Students who are on academic probation and who fail to achieve a
semester GPA of at least 2.00 will be suspended for one semester. If a student is put on
academic suspension at the conclusion of a spring semester, the student is suspended for the
following fall semester. If a student is put on academic suspension at the conclusion of a fall
semester, the student is suspended for the following spring semester.

ENROLLMENT DURING A SUSPENSION PERIOD

Students who have been suspended may appeal to the Dean of Student Affairs if they feel that
extenuating circumstances contributed to their unsatisfactory academic performance. Appeals
must be submitted prior to the end of regular registration for the semester for which the student
wants to enroll. Appeals may be granted or denied. As a condition of enrollment during a
suspension period, the courses in which the student is allowed to enroll may be limited. If a
suspended student is granted permission to enroll, and earns a semester grade point average of
less than 2.00, another one-semester suspension will occur.

Credits earned by students while on suspension may or may not be accepted toward a degree or
certificate at other institutions. Individual colleges and universities determine whether students
will be awarded credit for courses taken while on suspension. Therefore, all students on
suspension who intend to transfer should confer with the transfer institution prior to enrolling.

ACADEMIC STATUS DETERMINATION IN SPECIFIC MAJORS

Faculty in a given major may, with the approval from the Dean of Academic Affairs or designee,
establish higher academic standards for admission to, continuation in, and/or re-entry to that
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major. At present, the only areas with such higher academic standards are Emergency Medical
Technology, Process Technology-Fast Track, Practical Nursing, and Teaching.

AWARDING OF NON TRADITIONAL CREDIT

AWARDING OF CREDIT FOR PRIOR LEARNING AND EXPERIENCE

Nunez Community College offers a variety of ways for a student to receive college credit based
on learning experiences outside the traditional college classroom:

1. College Board Advanced Placement (AP) Program.
2. Advanced Placement by ACT

3. Credit by Examination

4. Life Experience Assessment Program (LEAP)

5. Military Credits

6. Non-Traditional Credit from Other Institutions

When such credit is awarded, the student’s transcript will indicate the method (e.g., examination,
portfolio, military) by which the credit was granted.

COLLEGE BOARD ADVANCED PLACEMENT (AP) PROGRAM

The College will grant credit to admitted students for certain courses in which the Advanced
Placement (AP) exam score is a 3 or higher.

AP CREDIT PROCEDURE

Credit for Advanced Placement must be requested during registration for the first semester of
enrollment. A student must be both enrolled and in good standing at the time credit is awarded.
A non-refundable $8 per credit hour fee must be paid prior to the credit being granted. For more
information on how to apply for AP credit, students should contact the Registrar.

ADVANCED PLACEMENT BY ACT

A student who submits to Nunez Community College, American College Testing (ACT) scores

of an acceptable level may request advance placement in English and mathematics. Credit for

advanced placement courses must be requested during registration for the first semester of

enrollment. A student must be both enrolled and in good standing at the time credit is awarded.
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Advanced standing for mathematics and English is initiated by submission of official ACT
scores to the Admissions Office. Upon verifying the ACT scores, the Registrar will enter the
appropriate course credit on the student’s transcript.
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CRITERIA AND PROCEDURES FOR ADVANCED PLACEMENT BY
ACT

ENGLISH

An English score of 28 or higher will result in advanced placement in ENGL 1020 — English
Composition Il and course credit for ENGL 1010 — English Composition | upon successful
completion of English Composition I1.

MATHEMATICS

A mathematics score of 19-26 will result in advanced placement in MATH 1300 — College
Algebra.

=

N

A mathematics score of 27 or higher will result in advanced placement in MATH 1400 —
Trigonometry, and course credit for MATH 1300 upon successful completion of
Trigonometry.

w

A student with transfer credit in a mathematics course higher than pre-calculus algebra may
be awarded bypass credit for MATH 1300 if approved by the Chair of the Department of
Mathematics.

CREDIT EXAMINATIONS

A Nunez Community College student who believes he/she is qualified to earn college credit for
experience or previous training may request credit by examination. A student who wishes to
apply for credit by examination must get the approval of the Chair of the Department in which
the course is offered.

If the examination involves shop or laboratory activities, a brief description of the examination
also must be approved by the Department Chair. Credit examinations must test all the
competencies required to pass a course as currently required for regularly enrolled students.

The following regulations govern the program:

1. Credit examinations are approved by the Department Chair only after the student is
enrolled in at least one course at the College.

2. A non-refundable fee of $8 per credit hour is charged prior to administration of the
examination.

3. To receive credit, a student must demonstrate a minimum proficiency of 70% for all
competencies in the course.

4. Semester hours of credit earned by credit examination are assigned a “P” grade. No
quality points are earned. Such credit does not enter into grade point average
computations.



5. Students intending to use credit by examinations to meet the degree requirements of other
institutions should check the requirements of the receiving institution.

6. A student who wishes to take a credit examination for earlier courses in a sequence must
take the examination by the end of registration for the semester in which he/she enrolls
for the more advanced course. If proficiency is not demonstrated on the exam, the
student will be administratively dropped from the higher-level course and placed into an
appropriate-level course.

7. Students may take a credit examination in the same course only once.

8. Students may not take a credit examination in a course in which they are currently
enrolled or which they have previously completed successfully at any regionally
accredited college.

9. Students who are granted academic renewal may take credit examinations for any course
completed with a grade of “C” or better prior to requesting renewal.

10. Students may not take credit examinations for a course that was audited.

11. Deviations from the policy described above must be approved by the Dean of Academic
Affairs or designee.

PROCEDURES FOR CREDIT BY EXAMINATION

1. The student requests an Application for Credit by Examination from the appropriate Division
Office or the Student Affairs Office. Current enrollment is verified. If the student is
enrolled, the date, student’s name, student ID number, course number, course title, and credit
hours are entered on the form and the student is directed for approval to the Chair of the
Department from which the course is offered.

2. The Department Chair for the student’s major must be consulted by the student to make
certain that the credit earned through examination may be used to fulfill program
requirements.

3. The student takes the form to the Bursar’s Office and pays the required fee when the request
has been approved by the Department Chair.

4. The Bursar’s Office, upon receipt of payment, completes the payment section of the form and
issues a receipt to the student.

5. The student completes the examination with the instructor designated by the Department
Chair to administer the examination.

6. The instructor administering the examination completes the test information section (score,
date of exam, etc.) and submits the form to the Student Affairs Office where the form is
processed, and a copy is distributed to the appropriate Division Office.

COLLEGE LEVEL EXAMINATION PROGRAM (CLEP)
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Nunez welcomes students from a wide variety of backgrounds and learning experiences. Many
students come to our institution with a firm grounding in a particular discipline. We recognize
their prior learning by accepting a full range of College-Level Examination Program® (CLEP®)
exams, which measure mastery of college-level, introductory course content. Students who
achieve satisfactory scores on these exams can earn the credits and course exemptions.

PROCEDURES FOR CLEP CREDIT

Students who have taken or wish to take CLEP exams should speak with the Program
Coordinator for their major for acceptance criteria. Official score reports should be sent to
Nunez once acceptance has been verified. A non-refundable $8 per credit hour fee must be paid
prior to the credit being granted.

LIFE EXPERIENCE ASSESSMENT PROGRAM (LEAP)

In accordance with recent trends recognizing non-traditional learning experiences, Nunez
Community College offers students the opportunity to gain course credit hours through the Life
Experience Assessment Program (LEAP). College credit may be awarded for knowledge gained
through reading and private study but primarily through validated work experience. The central
principle in the LEAP program is that what a student knows is more important than how the
knowledge was gained.

PROCEDURES FOR LEAP CREDIT

1. The student requests an application for LEAP Credit from the appropriate Division Office or
the Student Affairs Office. Current enrollment must be verified. If the student is enrolled,
the date, student’s name, student identification number, course number, course title, and
credit hours are entered on the form and the student is directed for approval to the Chair of
the Department in which the course is offered.

The Department Chair for the student’s major must be consulted by the student to make
certain that the credit earned through LEAP may be used to fulfill program requirements.

If the request for LEAP credit is approved, the Department Chair will instruct the student on
the components of an acceptable portfolio.

The student pays the appropriate fee in the Bursar’s Office, then completes the payment
section of the form and issues a receipt to the student.

The student submits the completed form to the Department Chair, who requests that the
student’s portfolio be evaluated by the appropriate instructor.

The instructor evaluating the portfolio may request additional documentation from the
student. Upon completion of the evaluation, the instructor submits his/her recommendation
to the Department Chair.

If the instructor’s recommendation is approved by the Department Chair, the Chair completes
the form and submits it to the Student Affairs Office.

Once the LEAP credit is entered on the student’s transcript, the student and the appropriate
division office(s) will receive copies of the student’s unofficial transcript.
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MILITARY CREDITS

Students who have earned credit through courses taken while in the armed services may apply to
the Veterans Affairs Representative for acceptance of these credits. Credit recommendations
from the American Council on Education (ACE) are usually accepted. The Dean of Academic
Affairs or designee will determine which credits earned through military training are applicable
towards graduation. These hours count as part of the total hours of non-traditional credits
applicable toward a degree or certificate.

PROCEDURES FOR REQUESTING CREDIT FOR MILITARY

EXPERIENCE

1. The student must provide an Appraisal Request, a transcript, or an American Council of
Education (ACE) evaluation of military experiences after a review of the Tracking System
(ARRTYS).

2. Upon receipt of the official transcript and/or ACE evaluations, the Registrar will post the
ACE credit recommendations to the student’s transcript. Such credits are not counted as
hours attempted; they count only as hours earned.

3. The student and the Dean of Academic Affairs or designee will be given an unofficial copy
of the updated transcript.

4. The student should meet with the Dean of Academic Affairs or designee to discuss the
applicability of military credit to fulfill degree or certificate requirements.

No more than 25% of the total hours applicable toward a degree or certificate may be from non-
traditional, portfolio-based, and/or LEAP credit. Also, no more than one-third of the hours
composing the major or area of concentration may be from non-traditional, portfolio-based,
and/or LEAP credit. A student must be both enrolled and in good standing at the time of
application and may make an application only once for any given course. A non-refundable fee
must be paid prior to the application being accepted.

NON-TRADITIONAL CREDITS FROM OTHER INSTITUTIONS

The College may accept non-traditional credits that have been awarded by other regionally
accredited institutions. These credits have the same limitations in their use in meeting
graduation requirements as do non-traditional credit for which a student is eligible.

Transfer students who have been awarded non-traditional credit at other institutions should meet
with their Department Chair to discuss the acceptance of such credit toward meeting graduation
requirements at Nunez.
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GENERAL POLICIES AND PROCEDURES

ATTENDANCE

All students are expected to regularly and punctually attend all classes in which they are
enrolled. Failure to do so may jeopardize a student’s scholastic standing and may lead to
suspension from the institution.

Each instructor must keep a permanent attendance record for each class. These records are
subject to inspection by appropriate College officials. During the first week of class, faculty
members are required to state in course syllabi and to explain their expectations regarding class
attendance for students.

Students seeking excused absences must submit to their instructor the reasons for their absences
within three days after returning to class. The instructor may excuse a student for being absent.
The instructor shall accept an official excuse issued by the Dean of Academic Affairs or
designee. However, excused absences do not excuse the student from making up any work
missed during the absence. If a student accumulates excessive unexcused absences, the
instructor may drop the student from the roll of that class. Faculty cannot drop a student once
final exams have begun.

A student who is dropped for excessive absences may appeal this action first to the instructor,
then to the Dean of Academic Affairs or designee, and finally to the Chancellor. The student
must notify the Dean of Academic Affairs or designee of the appeal in writing within one week
of receiving the notice from the Student Affairs Office. The student will be allowed to attend
class during the time the appeal is being considered to allow the student opportunity to complete
the course as if the appeal is granted. The student and the instructor will be notified in writing as
to the outcome of the appeal.

MAJOR

A major is a program of study leading to a degree, certificate or other approved credential. The
College offers many programs of study and these programs are considered majors. Major
courses for each program are identified in the program description in this Catalog. These
courses must be completed with a grade of “C” or higher.

CHANGE OF MAJOR

A matriculating (degree-seeking or certificate-seeking) student may transfer from one degree or
certificate program to another. A non-matriculating student may declare a major after meeting
the admission requirements for a matriculating student. Such application is made in the Student
Affairs Office. The Catalog in effect at the time the official change of major is processed must
be followed for graduation purposes.



DUAL MAJORS

A student may work towards a second degree or certificate if:

1. The second degree is worked on concurrently along with the first degree or certificate

2. Or after completion of the first degree.
However, a student must officially declare both majors prior to the final semester needed for the
second degree or certificate by completing the appropriate form in the Student Affairs Office.

COURSE LOAD

Only an exceptional student may, upon the approval of the Dean of Academic Affairs or
designee, enroll in more than 19 credit hours (10 hours in summer session). The maximum
allowable course load is 21 credit hours (13 hours in summer session). The Dean of Academic
Affairs or designee must approve all requests for greater course loads.

COURSES IN SEQUENCE

A student may not apply, towards graduation, credit earned in a course in its respective sequence
after having received a passing grade in the higher-level course in that sequence, except with
special permission from the Dean of Academic Affairs or designee. A course in a sequence is
defined as a course for which it is necessary to successfully complete the first course prior to
enrolling in the second (a prerequisite) when both courses are in the same series (e.g.,
Introduction to Algebra, Algebra for College Students, and College Algebra, or English
Composition | and English Composition I1).

DROPPING COURSES AND WITHDRAWING FROM COLLEGE

Students may drop courses or may withdraw from the College with grades of “W” up to the
specified date in the calendar published on the website (www.nunez.edu). Students leaving the
institution must withdraw online in LoLA. Students who stop attending without officially
withdrawing will receive failing grades in all courses. Dropping a course or withdrawing
from the College after the refund period will not reduce the student’s financial obligation to the
College and may affect eligibility for continued financial aid.

Students may be administratively dropped from courses for which they do not have the
appropriate pre-requisites.

Financial aid recipients should be aware that dropping courses and withdrawing from the College
will have an effect on financial aid eligibility and should discuss their situations with the
Financial Aid Director before or during the drop/withdrawal process.

EXAMINATIONS AND PORTFOLIOS

Final examinations or final assessments are required and held at the end of each semester or
summer term in accordance with the schedule published in the Catalog. When final
examinations are inappropriate because of the nature of the course, the Dean of Student Affairs
may approve exceptions to this requirement. Students who have more than two final exams
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scheduled on the same day may request that their instructor reschedule a final exam. Requests
may be denied.

Some courses may require students to pass a proficiency “exit” examination or to complete an
approved portfolio before they receive credit for the course or are eligible to enroll in subsequent
courses.

OFF-CAMPUS EDUCATIONAL EXPERIENCES

Off-campus educational experiences (OCEE) sponsored by Nunez Community College
complement classroom instruction and are considered an important part of the educational
process. While the College endorses the concept, it also stresses the importance of students
performing all class work in a timely manner. If students have to miss other classes in order to
participate in an off-campus experience, it is the students’ responsibility to make up all work
covered during this absence. Participation in an OCEE will not in itself excuse students from
attending other classes in which they are enrolled. OCEE as used in instruction, include all
events (except athletic competitions), organized by a staff or faculty member in which Nunez
students are taken off campus to participate in instructional or cultural activities directly related
to their course of study.

Requests for OCEE must be approved by the Dean of Academic Affairs or designee at least one
week prior to the scheduled event. Overnight OCEEs require special approval of the Dean of
Academic Affairs or designee prior to making arrangements for the trip. Safety should be
emphasized at all times. Proper instruction on conduct and safety should be given to the class
prior to departure.
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STUDENT CLASSIFICATION

CLASS STANDING

A student is classified as a freshman if he or she has earned fewer than 30 credit hours in
college-level courses. A student is classified as a sophomore if he or she has earned 30 or more
credit hours in college-level courses.

FULL-TIME/PART-TIME STATUS

A student is classified as full-time or part-time in accordance with the number of credit hours
pursued during a term of enrollment. Twelve or more hours constitutes full-time status in a
regular semester (six hours in a summer session).

OFFICIAL 14™ /7™ DAY ENROLLMENT

Students’ classification is determined by registration information on the official 14" class day
(7™ in the summer) and again at the end of each semester according to the number of credit hours
and quality points earned.



CURRICULUM INFORMATION

READING REQUIREMENTS

Reading competence can be demonstrated through successful completion of a reading course or
through testing. Students requiring developmental reading courses are expected to fulfill these
obligations within their first year of enrollment and will not be enrolled in any 2000-level course
until all developmental reading requirements are completed. Students requiring DEVR 0740
cannot enroll in any general education courses above ENGL 1000 and MATH 1150. Students
enrolled in DEVR 0780 may register for 1000-level general education courses concurrently with
their reading course; however, dropping or withdrawing from the reading course may result in
administrative withdrawal from the other general education courses. Students requiring a
development reading course may not enroll in online courses.

GENERAL EDUCATION COURSES

Courses to fulfill the general education requirements may be selected from the following:

ENGLISH

ENGL 1010-English Composition | (CENL 1013) and ENGL 1020-English Composition Il
(CENL 1023)

ANALYTICAL REASONING/MATHEMATICS

MATH 1150-Math for Technology, MATH 1190-Math for Allied Health, MATH 1200-Survey
of Mathematical Concepts (CMAT 1103), MATH 1203-Applied Algebra (CMAT 1203), MATH
1300-College Algebra (CMAT 1213,) MATH 1400-College Trigonometry (CMAT 1223),
MATH 1700-Finite Math (CMAT 1313), MATH 2000-Statistics (CMAT 1303), MATH 2010-
Calculus I (CMAT 2115), MATH 2100-Calculus Il (CMAT 2125), SPTP 1210/2210-Special
Topics in Science and Math

ARTS

FINE ARTS: FIAR 1000-Introduction to Drawing, (CART 2203), FIAR 1010-Sculpture
Fundamental ,(CART 1123), FIAR 1150-Figure Drawing (CART 2213), FIAR 1200-Art
Appreciation (CART 1023), FIAR 1600-Introduction to Painting, FIAR 1700-Ceramics I, FIAR
1710-Ceramics |1, FIAR 1800-Digital Photography, FIAR 1850-Introduction to Digital Art,
FIAR 1900-Introduction to Printmaking, FIAR 2100-Intermediate Drawing, FIAR 2400-Survey
of Visual Arts to 1400 (CART 2103), FIAR 2410-Surrvey of Visual Arts from 1400 (CART
2113), FIAR 2500-Watercolor; MUSIC: MUSC 1013-Music Appreciation (CMUSC 1013),
MUSC 1100-Music Fundamentals, MUSC 1400-Survey of Music from Medieval to Classical,
MUSC 1500-Survey of Music from Romantic to Present; THEATER: THEA 1100- Classical
Theater, THEA 1200-Modern Theater (CTHE 1013), THEA 1300-Introduction to Acting (CTHE
2013), THEA 1500, 1550, 1600, 1650-Acting Workshop (1 credit), THEA 2100-Direction and
Production, THEA 2110-Advanced Acting (CTHE 2113); Video Production: VIPR 1100-Video
Production I, VIPR 1200-Video Production 11
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HUMANITIES

ENGLISH: ENGL 2010-Survey of English Literature I (CENL 2103), ENGL 2020-Survey of
English Literature 11 (CENL 2113), ENGL 2100-Short Story and Novel, ENGL 2110-Poetry and
Drama (CENL 2313), ENGL 2150-Introduction to Fiction Writing, ENGL 2210-Major
American Writers (CENL 2173) ENGL 2600-World Literature | (CENL 2203), ENGL 2610-
World Literature 11 (CENL 2213); FINE ARTS: FIAR 1200-Art Appreciation (CART 1023)
FIAR 2400-Survey of Visual Arts to 1400 (CART 2103), FIAR 2410-Survey of the Visual Arts
from 1400 (CART 2113); FRENCH: FREN 1010-Elementary French | (CFREN 1013), FREN
1020-Elementary French Il (CFREN 1023); HISTORY: HIST 1010-History of Western
Civilization I (CHIS 1013), HIST 1020-History of Western Civilization 1l (CHIS 1023), HIST
1500-World History I (CHIS 1113), HIST 1510-World History Il (CHIS 1023), HIST 2010-
American History to 1865 (CHIS 2013), HIST 2020-American History from 1865 (CHIS 2023),
HIST 2100-Louisiana History (CHIS 2033); MUSIC: MUSC 1013-Music Appreciation
(CMUSC 1013), MUSC 1100-Music Fundamentals, MUSC 1400-Survey of Music from
Medieval to Classical, MUSC 1500-Survey of Music from Romantic to Present; PHILOSOPHY:
PHIL 1100-Introduction to Philosophy; (CPHL 1013) RELIGION: PHIL 1130-World Religions;
(CREL 2213) SPANISH: SPAN 1010-Elementary Spanish I (CSPAN 1013), SPAN 1020-
Elementary Spanish 11 (CSPAN 1023), SPAN 2010-Intermediate Spanish I (CSPAN 2013),
SPAN 2020-Intermediate Spanish Il (CSPAN 2023); SPEECH: SPCH 1100-Fundamentals of
Effective Speaking (CCOM 1013), SPCH 1310-Interpersonal Communication (CCOM 2213),
SPCH 2150-Public Speaking (CCOM 2013), SPCH 2200-Argmentation and Debate (CCOM
2113); SPECIAL TOPICS: SPTP 1110/2100 Special Topics in Arts and Humanities; THEATER:
THEA 1100-Classical Theater, THEA 1200-Modern Theater (CTHE 1013)

NATURAL SCIENCES

BIOLOGY: BIOL 1010-Introductory Anatomy and Physiology, BIOL 1020-Introductory
Anatomy and Physiology Lab, BIOL 1030-Nutrition for Food Service Personnel, BIOL 1040-
Animal Behavior, BIOL 1050-Marine Biology, BIOL 1060-Principles of Biology | (CBIO
1013), BIOL 1070-Principles of Biology I Laboratory (CBIO 1011), BIOL 1080-Principles of
Biology Il (CBIO 1021), BIOL 1090-Principles of Biology Il Laboratory (CBIO 1021), BIOL
1100-General Biology | (CBIO 1033), BIOL 1110-General Biology | Laboratory (CBIO 1031),
BIOL 1200-General Biology Il (CBIO 1043), BIOL 1210-General Biology Il Laboratory (CBIO
1041), BIOL 1500-Nutrition & Diet Therapy (CBIO 2073), BIOL 2000-Microbiology (CBIO
2123), BIOL 2010-Microbiology Laboratory (CBIO 2121), BIOL 2050-Genetics, BIOL 2200-
Louisiana Wetlands Ecology, BIOL 2210/ENVN 2210-Environmental Science (CEVS 1103),
BIOL 2220-General Botany (CBIO 2313), BIOL 2230-General Botany Lab, BIOL 2300-Human
Anatomy and Physiology | (CBIO 2213), BIOL 2310-Human Anatomy and Physiology
Laboratory (CBIO 2211), BIOL 2400-Human Anatomy and Physiology Il (CBIO 2223), BIOL
2410-Human Anatomy and Physiology Laboratory Il (CBIO 2221); CHEMISTRY: CHEM 1100-
General Chemistry I (CCEM 1123), CHEM 1110-General Chemistry | Laboratory (CCEM
1121), CHEM 1200-General Chemistry 11 (CCEM 1133), CHEM 1210-General Chemistry |1
Laboratory (CCEM 1131), CHEM 2070/ENVN 2070-Chemistry of Water, Air, and Soil, CHEM
2200-Organic Chemistry | (CCEM 2213), CHEM 2210-Organic Chemistry | Laboratory (CCEM
2211); GEOLOGY: GEOL 1010-Physical Geology (CGEO 1103), GEOL 1030-Physical
Geology Laboratory (CGEO 1101); PHYSICAL SCIENCE: PHSC 1000-Physical Science |
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(CPHY 1023), PHSC 1100-Physical Science | Laboratory, PHSC 1200-Physical Science Il
(CPHY 1033), PHSC 1300-Physical Science Il Laboratory; PHYSICS: PHYS 1100-General
Physics | (CPHY 2113), PHYS 1110-General Physics | Laboratory (CPHY 2111), PHYS 1200-
General Physics Il (CPHY 2123), PHYS 1210-General Physics Il Laboratory (CPHY 2121);
SPECIAL TOPICS: SPTP 1210/2210-Special Topics in Science and Math

SOCIAL/BEHAVIORAL SCIENCES

ANTHROPOLOGY: ANTH 1100 Cultural Anthropology, ANTH 2100 Anthropology of Sex and
Gender; ECONOMICS: ECON 2000-Microeconomics (CECN 2223), ECON 2020-
Macroeconomics (CECN 2213), ECON 2250-Money and Banking (CECN 2313);
GEOGRAPHY: GEOG 1200-World Regional Geography (CGRG 2213), POLITICAL SCIENCE:
POLI 1100-American Government (CPOL 2013), POLI 2610-Constitutional Law;
PSYCHOLOGY: PSYC 1100-Introduction to Psychology (CPSY 2013), PSYC 1130-
Psychology of Personal Adjustment, PSYC 2000-Social Psychology (CPSY 2413), PSYC 2100-
Human Growth and Development (CPSY 2113), PSYC 2200-Child Psychology (CPSY 2313),
PSYC 2220-Adolescent Psychology (CPSY 2213), PSY C-2250-Educational Psychology;
SOCIOLOGY: SOCI 1100-Introduction to Sociology (CSOC 2013), SOCI 1510-Sociology of
Sexual Behavior, SOCI 2090-Criminology (CCRJ 2113), SOCI 2100-Social Problems (CSOC
2113), SOCI 2200-Marriage and the Family (CSOC 2213), SOCI 2220-Drug Abuse, SOCI 2300-
Society and the Person, SOCI 2400-Juvenile Delinquency, SOCI 2500-Sociology of Deviant
Behavior; SPECIAL TOPICS: SPTP 1510/2510-Special Topics in Social Sciences
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ACADEMIC PROGRAM INFORMATION

ACADEMIC PROGRAMS

The following are brief descriptions of the academic programs offered at Nunez Community
College. Students are required to complete a minimum of 25% of the required hours in all
degree or certificate programs in residence at Nunez. Additional graduation requirements are
described in the “Graduation Requirements” section of the Catalog. Students who intend to
transfer to another college should discuss these plans with a Nunez advisor and with a counselor
from the other college so that maximum articulation of credits can be achieved.

Technical Competency Area (TCA) An applied course or a series of courses (1-16 hours), a
TCA provides a student with a specific technical competency. TCA’s are often combined to
form a technical certificate.

Certificate of Technical Studies (CTS) An applied, technical program (usually 16-33 hours) to
provide a student with a broad technical competency. The CTS is not designed for transfer to an
associate or baccalaureate degree program; the Certificate of Applied Science (CAS) is more
appropriate for such transferability. After completion, students may consider pursuing a CAS in
the same field.

Certificate of Applied Science (CAS) A more academically-oriented program (usually 30-42
hours) created by combining a CTS with a limited general education component (at least 9
hours). At a minimum, the general education component should be fully transferrable into any
undergraduate academic program. After completion, students may consider pursuing an
associate degree in the same field.

Certificate of General Studies (CGS) An academically-oriented program designed to provide
students with a broad foundation of fundamental academic skills, primarily for personal growth
or as preparation for further collegiate study. The CGS framework allows students an
opportunity to tailor their courses to meet admission or pre-requisite requirements of a transfer
institution. The 30-hour curriculum consists of eight general education courses (24 hours) and
two elective courses. After completion, the students may consider pursuing an Associate of
General Studies.

Technical Diploma (TD) An applied, technical program (45-60 hours), often formed by
combining multiple C.T.S.s and/or T.C.A.s. T.D. programs are strictly limited to technical and
community colleges.

Associate of Applied Science (AAS) An applied/academic degree program, with a limited
general education core component, primarily designed to prepare students for immediate
employment or career entry. AAS degrees can be formed by combining a TD with 15 hours of
required general education or can be a distinct curriculum unrelated to any pre-existing program
of technical studies. If technical coursework required of the degree is intended for transfer to a
four-year institution, this coursework must meet appropriate SACSCOC requirements.
Associate of Arts (AA) An academic degree program with a significant general education core,
designed primarily to serve as preparatory education for transfer to a related baccalaureate
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program. To assure maximum acceptance of credit, students should consult both a Nunez
advisor and a representative of the institution to which they plan to transfer.

Associate of Science (AS) An academic degree program with a significant general education
core, designed primarily to serve as preparatory education for transfer to a related baccalaureate
program. To assure maximum acceptance of credit, students should consult both a Nunez
advisor and a representative of the institution to which they plan to transfer.

Associate (A) An academic degree program with a significant general education core, designed
to prepare students for immediate employment or career entry, but which also may serve as
preparatory education for transfer to a related baccalaureate program. To assure maximum
acceptance of credit, students should consult both a Nunez advisor and a representative of the
institution to which they plan to transfer.

Louisiana Transfer Associate (AA/LT or AS/LT) An Associate of Arts or Associate of
Science degree that follows a prescribed curriculum (providing both structure and flexibility) and
assures transfer of the 60 hours in the degree plus credit for completion of the required general
education block at any public university. To assure maximum acceptance of credit, students
should consult both a Nunez advisor and a representative of the institution to which they plan to
transfer.
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STUDENT LEARNING OUTCOMES

College Wide General Education Outcomes
1. Students communicate effectively.

2. Students critically analyze information to identify and solve problems.
3. Students demonstrate awareness of historical culture and/or social issues.

Business (Entrepreneurship, Accounting, Business Administration, Hotel

Restaurant Tourism)
1. Demonstrate ability to gather relevant information from multiple sources and evaluate data

from various sources and disciplines within business studies.
2. Apply basic ethical strategies for effectively managing and operating a business.
3. Demonstrate the ability to work in teams.
4. Application of verbal and presentation skills using appropriate technology while
demonstrating the ability to properly use business terminology.

Care and Development of Young Children

1. The student demonstrates consistent competence and professionalism as an educator of

young children.

2. The student effectively applies the principles of developmentally appropriate practice in
planning and practice.

3. The student effectively deals with common occurrences in early childhood setting
independently or with minimal assistance from a professional educator.

4. The student communicates effectively with children and adults in early childhood setting.

5. The student demonstrates respect for children, individually and as a group.

Culinary Arts

1. Demonstrate a mastery of food service sanitation concepts and practices.

2. Exhibits positive work ethic, including efficiently using time.

3. Uses professional cooking and baking procedures, equipment, and terminology to adequately
meet industry standards.

4. Uses food management essentials of effective purchasing and cost control.

Emergency Medical Technician/Paramedic
1. Cognitive-Upon completion of the program, the student will demonstrate the ability to

comprehend, apply, analyze, and evaluate information relevant to his or her role as an entry
level EMT/Paramedic as defined by the U.S. Department of Transportation National Standard
Curriculum goals and objectives.

2. Psychomotor-Upon completion of the program, the student will demonstrate technical

proficiency in all the skills necessary to fulfil the role of an entry level EMT/Paramedic.
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Heating, Ventilation & Air Conditioning

1. Students demonstrate understanding of thermodynamics, psychometrics, and electrical

theory as related to refrigeration systems. The student will be able to use this knowledge to
design and repair refrigeration systems.

2. Students demonstrate the ability to safely and effectively use tools and equipment required
for repairing and installation of air conditioning and refrigeration systems.

3. Students demonstrate understanding of and recognize components used in refrigeration
systems. Students will know function, construction, location, and interaction of these
components in refrigeration systems.

4. Students obtain E.P.A. Type | and Type Il Refrigerant Certification.

3. Affective-Upon completion of the program, the student will demonstrate personal behavior
consistent with professional employer expectations for entry level EMT/Paramedic.

Process Technology

1. Safety, Health, and Environment-Demonstrates; Student applies an understanding of the

safety, healthy, and environmental policy and exhibits this behavior. Applies safe work
practices.

2. Mechanical Aptitude-Student demonstrates an understanding of the maintenance and
operation of process equipment. Applies the reasoning behind proper equipment line up,
safety, and process concerns while operating process equipment.

3. Technical Ability-Student demonstrates an understanding of the technical aspects of the
process technology. Applies skills and knowledge systems and troubleshooting ability.

4. Communication-Student demonstrates and applies communicating clearly, effectively, and
concisely in both verbal and written form, including the ability to interpret and carry out SOP
and EOP.

5. Work Ethics-Student demonstrates and applies the following work ethics: a) Dependability, b)
Quality of work, c¢) Work attitude, d) Adaptability, e) Human Relations Skills.

Medical Office Management

Students use proper medical terms.

Students evaluate administration of medical organizations.
Students demonstrate managerial skills.
Students demonstrate accurate CPT.

A A

Students demonstrate accurate ICD 10.

1. Nursing student demonstrates knowledge of scientific principles & application of critical

thinking skills in provision of care to clients.
2. Nursing student consistently demonstrates cultural sensitivity considering the ethnic,

socioeconomics & life experiences of client in providing care.
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Nursing student demonstrates safety & proficiency in performance of basic nursing skills and
medication administration.

Nursing student demonstrates personal behavior consistent with professional employee
expectations for entry level LPN.

Nursing student demonstrates knowledge of content appropriate for entry level LPN as
defined by LBPNE (La. State Board of Practical Nurse Examiners).

Paralegal
Student functions effectively in an office/court environment.

Student demonstrates the requisite written skills to communicate effectively in the legal
community.

The student effectively drafts various legal pleadings and transaction documents.

The student demonstrates the ability to use appropriate technology in performing legal
research.

The student demonstrates critical reasoning skills by analyzing laws and legal opinions.
The student identifies ethical issues that occur in the legal environment.

Patient Care Technician
Communicate effectively through writing, speaking, listening, reading and interpersonal skills

in both the classroom and clinical setting.

Demonstrate an understanding of professional ethics and legal responsibilities.

Apply infection control guidelines including techniques for maintaining isolation.

Exhibit critical thinking and problem-solving skills to locate, analyze and apply information in
career planning and employment.

Model work readiness traits required for success in the work place including integrity,
honesty, accountability, punctuality, time management and respect for diversity.

Teaching

Teacher candidates demonstrate knowledge of content appropriate for elementary teachers
defined by the Louisiana Department of Education.

Teacher candidates communicate effectively with adults and children.

Teacher candidates use hardware, software, e-mail, and web-based resources and apply
these to educational situation.

Teacher candidates will identify education career options and set a personal professional goal
with plans for achieving it.

AN e

Welding
Students practice safety in welding shop with tools and equipment.
Students complete American Welding Society student preparation.
Students weld a bend test within industry standards.
Students exhibit exemplary work ethics.
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PROGRAMS OF INSTRUCTION

TECHNICAL COMPETENCY AREAS
Care and Development of Young Children

Certified Nursing Assistant—Limited Enroliment
Culinary Arts—Basic

Culinary Arts—Sanitation

Data Tasking, Email, and Collaboration
Databases

EKG

Emergency Medical Technician—Basic
Emergency Medical Technician — Advanced
Entrepreneurship

Hotel, Restaurant, and Tourism

Process Technology

Paralegal

Phlebotomy

Presentations

Spreadsheets

Tack Welding

Word Processing

CERTIFICATE OF GENERAL STUDIES

General Studies

CERTIFICATE OF APPLIED SCIENCE
Business Technology

Care and Development of Young Children
Medical Coding and Billing
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CERTIFICATE OF TECHNICAL STUDIES

Aerospace Manufacturing Technology
Application Fundamentals

Application Fundamentals — Advanced
Business Fundamentals

Culinary Arts

Databases

Electrical Construction

Electrical Construction—Advanced
Emergency Medical Technician-Paramedic—Limited Enrollment
Heating, Ventilation, and Air Conditioning
Industrial Maintenance

Microsoft OS

Paralegal Studies

Patient Care Technician

Software Development

Spreadsheets

Welding: ARC Welding

Word Processing

TECHNICAL DIPLOMAS

Aerospace Manufacturing Technology
Business Information Technology
Culinary Entrepreneurship

Industrial Maintenance

Practical Nursing—Limited Enrollment

ASSOCIATE DEGREE PROGRAMS

General Studies

ASSOCIATE OF ARTS

Louisiana Transfer General Business Concentration
Louisiana Transfer Fine Arts Concentration
Louisiana Transfer Humanities Concentration
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Louisiana Transfer Social Sciences Concentration
Paralegal Studies

ASSOCIATE OF APPLIED SCIENCE
Aerospace Manufacturing Technology
Business Technology
Accounting Concentration
Business Administration Concentration
Entrepreneurship Concentration
Hotel, Restaurant, and Tourism Concentration
Medical Office Management Concentration
Care and Development of Young Children
Process Technology

ASSOCIATE OF SCIENCE

Louisiana Transfer Biological Sciences Concentration
Louisiana Transfer Physical Sciences Concentration
Teaching (Grades 1-5)—Limited Enroliment
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PROGRAM DESCRIPTIONS

The following section of the Catalog provides a description of each academic program offered
by the College and of the program outcomes.

Major courses in each program must be completed with a grade of “C” or better. In some
programs, as indicated on the respective program page, other courses in addition to the major
must be completed with a grade of “C” or better. The total credit hours required by each
program and any other program-specific requirements are also indicated on the program page.
Students should consult their academic advisor or program manager prior to scheduling their
classes each semester.

The College reserves the right to make changes to the courses and programs contained in this
Catalog as necessary to keep the programs current to meet the needs of the students, business,
and industry. All changes will be included on the website (www.nunez.edu).
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CERTIFICATE OF GENERAL STUDIES

The General Studies Certificate program allows students to complete the first year of study
toward an associate or baccalaureate degree. Students who plan to transfer after completion of
the certificate should discuss their plans with an advisor from the college they will attend to
determine what courses will transfer.

General Education Requirements: Students must earn a grade of “C” or better in each. At
least nine (9) credit hours must be earned in residence. General Education course should be

carefully selected to satisfy requirements of the degrees to be pursued upon completion of the

certificate.

COURSE RUBRIC DESCRIPTION CREDIT
ENGL 1010 English Composition | 3
ENGL 1020 English Composition |1 3
MATH 1200 or Higher | Survey of Mathematical Concepts or Higher 3
Fine Arts See the General Education Courses page of the 3
Catalog for eligible Fine Arts courses
Natural Sciences See the General Education Courses page of the 3
Catalog for eligible Natural Sciences courses
Social Sciences See the General Education Courses page of the 3
Catalog for eligible Social Sciences courses
Humanities See the General Education Courses page of the 3
Catalog for eligible Humanities courses
Subtotal 21
Approved Electives: Must earn a grade of “C” or better
COURSE RUBRIC DESCRIPTION CREDIT
ELECTIVES Two courses from a single category as described on
the General Education Courses page of the Catalog. It 5
is recommended that one course be at the 1000 level
and one course at the
Subtotal 6
COURSE RUBRIC DESCRIPTION CREDIT
ELECTIVE Select a course from one of the following categories:
Humanities, Mathematics, Natural Science, or Social 3
Science
Subtotal 3
TOTAL 30
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ASSOCIATE OF GENERAL STUDIES

The Associate of General Studies degree program allows pre-baccalaureate studies in many
areas. (To ensure the transferability of coursework, students should complete all required
courses with a grade of “C” or better.) The degree also provides an opportunity for students with
specific workforce needs to complete an associate degree not met by other degree options. A
minimum of 12 hours must be taken at the 2000 level. Additionally, a minimum of 15 hours
must be taken in residence. A student may not be awarded the Associate of General Studies

more than once.

General Education Requirements

COURSE RUBRIC DESCRIPTION CREDIT
ENGL 1010 English Composition | (must earn a ‘C’ or better.) 3
ENGL 1020 English Composition Il 3
MATH 1200 or Higher | Survey of Math Concepts or Higher 3
Any speech 3
BUSN 1150 Survey of Microcomputer Applications 3
Humanities Elective See the General Education Courses page of the Catalog 3

for eligible Humanities courses
Fine Arts Elective See the General Education Courses page of the Catalog 3

for eligible Fine Arts courses
Social/Behavioral See the General Education Courses page of the Catalog 6
Sciences Electives for eligible Social Sciences courses
Natural Sciences See the General Education Courses page of the Catalog 6
Electives for eligible Natural Sciences courses

Subtotal 33

Area of Concentration: Grades of “C” or better are required for all courses in this area

COURSE RUBRIC DESCRIPTION CREDIT
Courses with the same prefix or prefixes in the same
category. (Note: If the area of concentration is Natural
Sciences or Social/Behavioral Sciences, the
corresponding pair in General Education Requirements
may be replaced with a pair of transferable courses from 18
another subject area. If the area of concentration is
Humanities or Fine Arts, the corresponding General
Education Requirement may be replaced with another
course.)
Subtotal 18
COURSE RUBRIC DESCRIPTION 9
Elective courses
Subtotal 9
TOTAL 60
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ASSOCIATE OF ARTS/LOUISIANA TRANSFER DEGREE

The Associate of Arts/Louisiana Transfer (AA/LT) Degree provides a seamless transition to
appropriate baccalaureate degree programs at public colleges and universities in Louisiana.
Students should select courses carefully to ensure they satisfy the requirements of the desired
degree at the receiving institution.

The degree includes 39 credit hours of General Education requirements and 21 credit hours of
electives that prepare the student for the requirements of the desired bachelor’s degree. All
courses must be completed with a grade of “C” or better.

The Associate of Arts/Louisiana Transfer (AA/LT) Degree includes four concentrations:
Business, Fine Arts, Humanities, and Social Sciences. Please see the following program pages
for the requirements for each concentration.

Students pursuing a Louisiana Transfer Degree should check the catalog of the institution to
which they intend to transfer for specific course recommendations, depending on their
anticipated major.

Completion of the AA/LT degree guarantees that the student has met, in full, all lower-division
general education requirements at the receiving Louisiana public university. Graduates
transferring with the transfer degree will have junior status. Courses or GPA requirements for
specific majors, departments, or schools are not automatically satisfied by an AA/LT degree.
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ASSOCIATE OF ARTS/LOUISIANA TRANSFER DEGREE

BUSINESS CONCENTRATION

COURSE RUBRIC

English (6 Hours: Gen Ed)
ENGL 1010

DESCRIPTION

English Composition |

ENGL 1020
Math/Analytical Reasoning

MATH 1300

English Composition 11

(6 Hours: Gen Ed)
College Algebra

MATH Elective

BIOL 1060/1080, CHEM

Any other Analytical Reasoning/Mathematics course as
listed on the General Education Courses page of the
Catalog

Natural Sciences (9-10 Hours: 9 Gen Ed + 0-1 Lab)

Sequence in Biological or Physical Sciences (6 Hours)

CREDI

Foreign Language

Social/Behavioral Sciences
Psychology/Sociology

1100/1200, PHYS 6
1100/1200

BIOL 1060, CHEM 1100, | Lecture in Area Opposite of Sequence (3 Hours)

or PHYS 1100 if not taken 3
above

BIOL 1070, CHEM 1100, | Lab to Augment one of the above Science Lectures (0-1

or PHYS 1110 to match Hours) 0-1
lecture course

Humanities (9-12 Hours = 9 Gen Ed + 0-1)

ENGL 2010, 2020, 2100, | Literature (3 Hours) 3
2110, 2210, 2600, 2610

SPCH 1100, 1310, 2150, | Speech/Communication (3 Hours) 3
2200

Humanities/Speech/ See the General Education Courses page of the Catalog 3-6

for eligible courses (3-6 Hours)

& Business (21-24 HOURS= 6 GEN ED + 15-18)
Any Psychology/Sociology course as listed on the
General Education Courses page of the Catalog (3 Hours)

Free Elective

Any Social/Behavioral or Business course as listed not
previously taken in the above courses

3
ECON 2000 Microeconomics (3 hours) 3
ECON 2020 Macroeconomics (3 Hours) 3
MATH 2000 Statistics (3 Hours) 3
ACCT 2400 Financial Accounting (3 Hours) 3
ACCT 2150 Managerial Accounting (3 Hours) 3
BUSN 1150 Survey of Microcomputer Applications (3 Hours) 3

3

Fine Arts (3 HOURS= 3 GEN ED)

Fine Arts See the General Education Courses page of the Catalog 3
for eligible Fine Arts courses
Total Possible Credits: 39 Gen Ed + 12-31 electives | 51-70
Total Credits Required for Degree Completion: 39 Gen Ed + 21 electives 60
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ASSOCIATE OF ARTS/LOUISIANA TRANSFER DEGREE
FINE ARTS CONCENTRATION
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COURSE RUBRIC DESCRIPTION CREDIT
English (6 Hours: Gen Ed)
ENGL 1010 English Composition | (3 Hours) 6
ENGL 1020 English Composition Il (3Hours)

Math/Analytical Reasoning (6 Hours: Gen Ed)

MATH 1300 College Algebra
MATH Elective Any other Analytical Reasoning/Mathematics course as

listed on the General Education Courses page of the 6
Catalog

Natural Sciences (9-10 Hours: 9 Gen Ed + 0-1 Lab)

BIOL 1060/1080, Sequence in Biological or Physical Sciences (6 Hours)

CHEM 1100/1200, 6

PHYS 1100/1200
BIOL 1060, CHEM 1100, | Lecture in Area Opposite of Sequence (3 Hours)

or PHYS 1100 if not taken 3
above

BIOL 1070, CHEM 1110, | Lab to Augment one of the above Science Lectures (0-1

or PHYS 1110 to match Hours) 0-1

lecture course

Humanities (9-12 Hours =9 Gen Ed + 0-1)

ENGL 2010, 2020, 2100, | Literature (3 Hours)

2110, 2210, 2600, 2610 3
SPCH 1100, 1310, 2150, Speech/Communication (3 Hours) 3
2200

Humanities/Speech/ See the General Education Courses page of the Catalog 3-6
Foreign Language for eligible courses (3-6 Hours)

Social/Behavioral Sciences & Business (6-9 HOURS=6 GEN ED + 0-3)
Social Science Any Social/Behavioral Sciences course as listed on the
General Education Courses page of the Catalog 6-9

Fine Arts (15-24 Hours = 3 Gen Ed + 12-21)

Fine Arts Courses [include | Any Arts (FIAR/MUSC/THEA) course as listed on the

one from at least three General Education Courses page of the Catalog (15-24

areas: History; Hours) 15-24

Appreciation; Theory; or

Basic Skills]

Free Elective Any transfer course as approved by a Transfer Advisor (0- 0-3
3 Hours)

Total Possible Credits: 39 Gen Ed + 12-31 electives | 51-70
Total Credits Required for Degree Completion: 39 Gen Ed + 21 Electives 60

110



ASSOCIATE OF ARTS/LOUISIANA TRANSFER DEGREE

COURSE RUBRIC DESCRIPTION CREDIT

English (6 Hours: Gen Ed)

ENGL 1010

English Composition | (3 Hours)

ENGL 1020
Math/Analytical Reasoni
MATH 1300

English Composition 11 (3 Hours)
ng (6 Hours: Gen Ed)
College Algebra (3 hours)

MATH Elective

BIOL 1060-1080,
CHEM 1100/1200,
PHYS 1100/1200

Any other Analytical Reasoning/Mathematics course as
listed on the General Education Courses page of the
Catalog (3 hours)

Sequence in Biological or Physical Sciences (6 Hours)

BIOL 1060, CHEM
1100, or PHYS 1100 if
not taken above

Lecture in Area Opposite of Sequence (3 Hours)

BIOL 1070, CHEM
1110, or PHYS 1110 to
match lecture course
Humanities (24-30 HOU
ENGL 2010, 2020,

Lab to Augment one of the above Science Lectures (0-1
Hours)

RS =9 GEN ED + 15-24)
Literature (3 Hours)

Social/Behavioral Scienc
Social Science

Fine Arts

es (6-12 Hours = 6 Gen Ed + 0-6)
Any Social/Behavioral Sciences course as listed on the
General Education Courses page of the Catalog (6-12
Hours)

Fine Arts (3 Hours = 3 Gen Ed)

Any Arts (FIAR/MUSC/THEA) course as listed on the
General Education Courses page of the Catalog

2100, 2110, 2210, 2600, 3
2610

Humanities/Speech/ See the General Education Courses page of the Catalog

Foreign Language for eligible courses (21-27 Hours) 21-.27

6-12

Total Possible Credits: 39 Gen Ed + 15-31 electives

54-70

Total Credits required for degree Completion: 39 Gen Ed + 21 electives

60
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ASSOCIATE OF ARTS/LOUISIANA TRANSFER DEGREE
SOCIAL SCIENCES CONCENTRATION

English (6 Hours: Gen Ed)

ENGL 1010 English Composition | (3 hours) 6

ENGL 1020 English Composition 11 (3 hours)

MATH 1300 College Algebra (3 Hours)

MATH Elective Any other Analytical Reasoning/Mathematics course as 6
listed on the General Education Courses page of the
Catalog

| Natural Sciences (9-10 Hours = 9 Gen Ed + 0-1 Lab)
BIOL 1060/1080, Sequence in Biological or Physical Sciences (6 Hours)
CHEM 1100/1200, 6

PHYS 1100/1200
BIOL 1060, CHEM Lecture in Area Opposite of Sequence (3 Hours)
1100, or PHY'S 1100 if 3
not taken above
BIOL 1070/ CHEM Lab to Augment one of the above Science Lectures (0-1
1110, or PHYS 1110 to | Hours) 0-1
match lecture course

Humanities (9-21 Hours = 9 Gen Ed + 0-12)

ENGL 2010, 2020, Literature (3 Hours)

2100, 2110, 2210, 3
2600, 2610

Humanities/Speech/ See the General Education Courses page of the Catalog for eligible

Foreign Language courses (21-27 Hours) 21-27

Social/Behavioral Sciences (15-27 Hours = 6 Gen Ed + 9-21)

Any Social/Behavioral Sciences course as listed on the

Social Science General Education Courses page of the Catalog (15-27 15-27
Hours)
Fine Arts Any Arts (FIAR/MUSC/THEA) course as listed on the 3

General Education Courses page of the Catalog
Total Possible Credits: 39 Gen Ed + 9-34 electives 48-73

Total Credits Reiuired for Deiree Comﬁletion: 39 Gen Ed + 21 electives 60
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ASSOCIATE OF SCIENCE/LOUISIANA TRANSFER DEGREE

The Associate of Science/Louisiana Transfer (AS/LT) Degree provides a seamless transition to
appropriate baccalaureate degree programs at public colleges and universities in Louisiana.
Students should select courses carefully to ensure they satisfy the requirements of the desired
degree at the receiving institution.

The degree includes 39 credit hours of General Education requirements and 21 credit hours of
electives that prepare the student for the requirements of the desired bachelor’s degree. All
courses must be completed with a grade of “C” or better.

The Associate of Science/Louisiana Transfer (AS/LT) Degree includes two concentrations:
Biological and Physical Sciences. Please see the following program pages for the requirements
for each concentration.

Students pursuing a Louisiana Transfer Degree should check the catalog of the institution to
which they intend to transfer for specific course recommendations, depending on their
anticipated major.

Completion of the AS/LT degree guarantees that the student has met, in full, all lower-division
general education requirements at the receiving Louisiana public university. Graduates
transferring with the transfer degree will have junior status. Courses or GPA requirements for
specific majors, departments, or schools are not automatically satisfied by an AS/LT degree.
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ASSOCIATE OF SCIENCE/LOUISIANA TRANSFER DEGREE
BIOLOGICAL SCIENCES

COURSE RUBRIC DESCRIPTION CREDIT

ENGL 1010

English (6 Hours: Gen Ed)
English Composition |

ENGL 1020

MATH 1300/1400

English Composition Il

Math /Analytical Reasoning (6-12 Hours: 6 Gen Ed + 0-6)

College Algebra/Trigonometry (0-3 Hours)

MATH 1400/2000

Trigonometry/Statistics (3-4 Hours)

MATH 2000/2050

Statistics/Calculus (0-5 Hours)

6-12

Natural Sciences (18-28 Hours: 9 Gen Ed + 9-19)

CHEM 1200/1210

Chemistry Il & Lab (4 Hours)

BIOL 2000/2010

Microbiology & Lab (4 Hours)

Natural Science
Courses

ENGL 2010, 2020,

Any other Natural Science courses as listed on the
General Education Courses page of the Catalog (6-16)

Gen Ed Literature (3 Hours)

BIOL 1100/1110, Biology I & Il and Labs (Choose options for Science 8
BIOL 1200/1210 Majors; 8 Hours)
CHEM 1100/1110 Chemistry & Lab (4 Hours) 4

Choose at least 6 hours from the list below

6-16

Humanities (9-21 Hours: 9 Gen Ed + 0-12)

Social Sciences

Social Sciences/Behavioral Sciences (6 Hours: Gen Ed)
See the General Education Courses page of the Catalog
for eligible Social Sciences courses (3 Hours)

Fine Arts (3 hours: Gen Ed)

2100, 2110, 2210, 3
2600, 2610

Humanities/Speech/ See the General Education Courses page of the Catalog

Foreign Language for eligible courses (6-18 Hours) 6-18

6
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Fine Arts See the General Education Courses page of the Catalog 3
for eligible Fine Arts courses ((3 Hours)
Total Possible Credits: 39 Gen Ed + 9-37 electives 48-76
Total Credits Required for Graduation: 39 Gen Ed + 21 electives 60




ASSOCIATE OF SCIENCE/LOUISIANA TRANSFER DEGREE
PHYSICAL SCIENCES

English (6 Hours: Gen Ed)
ENGL 1010 English Composition | 5
ENGL 1020 English Composition Il
Math/Analytical Reasoning (8-10 Hours: 6 Gen Ed +2-4)
MATH 2010 Calculus I (4-5 Hours) 8-10
MATH 2100 Calculus 11 (4-5 Hours)

Natural Sciences (17-27 Hours: 9 Gen Ed + 8-18)
CHEM 1100/1110, 1200/1210, | Sequence + Labs in Chemistry or Physics (Choose
PHYS 1100/1110, 1200/1210 | options for Science Majors: 8 Hours) 8

BIOL 1100 Biology I (3 Hours) 3
Choose at least 6 hours from the list below
CHEM 1100/1110, 1200/1210 | Chemistry & Lab if not used for sequence ( 3-8

Hours)
PHYS 1100/1110, 1200/1210 | Physics & Lab if not used for sequence (3-8 Hours) 6-16
Science/Engineering Math Any other Analytical Reasoning/Mathematics or
Courses Natural Science courses as listed on the General

Education Courses page of the Catalog (6-16 Hours)
Humanities (9-21 Hours: 9 Gen Ed + 0-12)

ENGL 2010, 2020, 2100,2110, | Gen Ed Literature (3 Hours)

2210, 2600, 2620 3
Humanities/Speech/ See the General Education Courses page of the
Foreign Language Catalog for eligible courses (6-18 Hours) 6-18
Social Sciences/Behavioral Sciences (6 Hours: Gen Ed)
Social Science See the General Education Courses page of the
Catalog for eligible Social Sciences courses (6 6
Hours)
Fine Arts Any Arts (FIAR/MUSC/THEA) course as listed on
the General Education Courses page of the Catalog. 3
(3 Hours)

Total Possible Credits: 39 Gen Ed + 10-34 electives) | 49-67
Total Credits Required for Graduation: 39 Gen Ed + 21 electives 60
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TECHNICAL DIPLOMA
AEROSPACE MANUFACTURING TECHNOLOGY

This program, designed in partnership with industry, provides classroom and hands on training
that allows students to develop the knowledge and skills to successfully perform the tasks
required of an entry level aerospace manufacturing technician.

Major Course: Must earn a grade of “C” or better
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COURSE RUBRIC DESCRIPTION CREDIT
PTEC 1030 Industrial and Plant Safety 3
PTEC 2070 Quality Control 3
ARST 1000 Introduction to Aerospace 1
ARST 1040 Introduction to Electronic and Electrical Assembly 4
ARST 1050 Fluid Systems 2
ARST 1210 Print Reading 3
ARST 1500 Hoist and Crane Equipment 1
ARST 1760 Advanced Electronic and Electrical Assembly 4
ARST 1780 Introduction to Mechanical Assembly 5
ARST 2510 Welding Processes for Aerospace Manufacturing 5
ARST 2700 Aerospace Mechanical Assembly 4
ARST 2760 Adhesive Bonding 5
ARST 2780 Composite Materials 1
ARST 2790 Fabrication for Aerospace Manufacturing 3
ARST 2800 Surface Preparation and Coatings 2
TOTAL 46




CERTIFICATE OF TECHNICAL STUDIES
AEROSPACE MANUFACTURING TECHNOLOGY

This program, designed in partnership with industry, provides classroom and hands on training
that allows students to develop the knowledge and skills to successfully tasks in electrical and
mechanical assembly for aerospace manufacturing.

Major Courses: Must earn a grade of “C” or better in each. At least twelve (12) credit

hours must be earned in residence.

COURSE RUBRIC DESCRIPTION CREDIT
PTEC 1030 Industrial and Plant Safety 3
PTEC 2070 Quality Control 3
ARST 1000 Introduction to Aerospace 1
ARST 1040 Introduction to Electronic & Electrical Assembly 4
ARST 1760 Advanced Electronic & Electrical Assembly 4
ARST 1780 Introduction to Mechanical Assembly 5
ARST 2700 Aerospace Mechanical Assembly 4
TOTAL 24
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ASSOCIATE OF APPLIED SCIENCE

AEROSPACE MANUFACTURING TECHNOLOGY

This degree program, designed in partnership with industry, provides classroom and hands on
training that allows students to develop the knowledge and skills to successfully perform the tasks
required of an entry level aerospace manufacturing technician.

General Education Requirements

COURSE RUBRIC DESCRIPTION CREDIT
ENGL 1010 English Composition | 3
MATH Math 1200 or higher 3
NATURAL SCIENCE | Choose PHSC 1000, PHSC 1200, PHY'S 1100, or 3

CHEM 1100
Subtotal 9

Major Courses: Must earn a grade of “C” or better in each. At least twelve (12

hours must be earned in residence.

) credit

COURSE RUBRIC DESCRIPTION CREDIT
PTEC 1030 Industrial and Plant Safety 3
PTEC 2070 Quality Control 3
ARST 1000 Introduction to Aerospace 1
ARST 1040 Introduction to Electronic and Electrical Assembly 4
ARST 1050 Fluid Systems 2
ARST 1210 Print Reading 3
ARST 1500 Hoist and Crane Equipment 1
ARST 1760 Advanced Electronic and Electrical Assembly 4
ARST 1780 Introduction to Mechanical Assembly 5
ARST 2510 Welding Processes for Aerospace Manufacturing 5
ARST 2700 Aerospace Mechanical Assembly 4
ARST 2760 Adhesive Bonding 5
ARST 2780 Composite Materials 1
ARST 2790 Fabrication for Aerospace Manufacturing 3
ARST 2800 Surface Preparation and Coatings 2

Subtotal 46

Elective: Must earn a grade of “C” or better.

COURSE RUBRIC DESCRIPTION CREDIT
HUMANITIES Elective 3
SOCIAL SCIENCE Elective 3

Subtotal 6
TOTAL 61
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ASSOCIATE OF SCIENCE
TEACHING (GRADES 1-5)

The Associate of Science in Teaching program provides high-quality foundational coursework
designed to produce teacher candidates for university colleges of education. This limited-
admissions program is aligned with the state reform efforts and baccalaureate degree redesign.
Its focus is on elementary grades 1% through 5. Admission and completion requirements for
this program are as follows:
e Must be a high school graduate with
0 A minimum high school GPA of 2.50 or
o An ACT composite score of 19 or placement above development courses;
e Successfully complete an entrance interview;
e Have a background check that meets all state-identified regulations to interact with your
children;
e Complete any required developmental courses with a grade of “C” or higher;
e Maintain a minimum cumulative GPA as follows:
o 2.00 for 0-15 hours,
0 2.20 for 16-30 hours,
0 2.50 for 31-60 hours.
e Students must earn a grade of “C” or higher in all courses to ensure their transferability.

Program Outcomes:
1. Teacher candidates demonstrate knowledge of content appropriate for elementary

teachers defined by the Louisiana Department of Education.

2. Teacher candidates communicate effectively with adults and children.

3. Teacher candidates use hardware, software, e-mail, and web-based resources and apply
these to educational situation.

4. Teacher candidates will identify education career options and set a personal professional
goal with plans for achieving it.
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English Requirements

Mathematics

COURSE RUBRIC DESCRIPTION CREDIT
ENGL 1010 English Composition | 3
ENGL 1020 English Composition 11 3
ENGL 2210 Major American Writers 3
ENGL 2020 English Literature Il 3

Subtotal 12

COURSE RUBRIC DESCRIPTION CREDIT
BIOL 1060 Principles of Biology | 3
BIOL 1070 Principles of Biology | Lab 1
BIOL 1080 Principles of Biology 11 3
PHSC 1000 Physical Science | 3
PHSC 1100 Physical Science | Lab 1
PHSC 1200 Physical Science II 3
PHSC 1300 Physical Science Il Lab 1

Subtotal 15

Social Sciences

COURSE RUBRIC DESCRIPTION CREDIT
MATH 1300 College Algebra 3
MATH 1600 Elementary Number Structures 3
MATH 1630 Elementary Geometry and Statistics 3
MATH 2000 Statistics 3

Subtotal 12

COURSE RUBRIC DESCRIPTION CREDIT

Select one transferable Fine Arts Elective from the General 3
Education section of the catalog.
Subtotal 3

COURSE RUBRIC DESCRIPTION CREDIT
HIST 1510 World History 11 3
HIST 2010 American History to 1865 3

Subtotal 6

Teac Courses

COURSE RUBRIC DESCRIPTION CREDIT
POLI 1100 American Government 3
GEOG 1200 World Regional Geography 3

Subtotal 6

COURSE RUBRIC DESCRIPTION CREDIT
TEAC 2010 Teaching and Learning In Diverse Settings | 3
TEAC 2030 Teaching and Learning In Diverse Setting Il 3

Subtotal 6
TOTAL 60
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CERTIFICATE OF APPLIED SCIENCE

BUSINESS TECHNOLOGY

The Certificate of Applied Science in Business Technology degree program prepares students for
entry level positions in a wide array of business-related industries such as accounting; hotel,
restaurant, and tourism; legal, medical, and general office management; computer information
systems; or computer technology. A minimum of 9 hours must be taken at the 2000 level.
Additionally, a minimum of 15 hours must be taken in residence. The Certificate of Applied
Science in Business Technology will satisfy 30 hours for the Associate of General Studies degree
program for students who want an associate degree.

General Education Requirements

COURSE RUBRIC DESCRIPTION CREDIT
ENGL 1010 English Composition | (must earn a grade of “C” or better) 3
MATH 1200 or Survey of Mathematical Concepts or higher 3
higher
ECON 2000 or Microeconomics or Macroeconomics (satisfies the Social 3
ECON 2020 Science Requirement)

Subtotal 9

COURSE RUBRIC DESCRIPTION CREDIT
Business Electives Any ACCT, BUSN, CINS, CTEC, ECON, FINA, OADM, 21

or OFCR
Subtotal 21
TOTAL 30
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ASSOCIATE OF APPLIED SCIENCE BUSINESS TECHNOLOGY

ACCOUNTING

The Business technology program prepares students for positions in business and industry. This
track provides exposure to a broad range of business theory and skills with an emphasis on
Accounting. To pursue a general business track, see the Associate of General Studies.

Program Outcomes:
1. Demonstrate ability to gather relevant information from multiple sources and evaluate

data from various sources and disciplines within business studies.
2. Apply basic ethical strategies for effectively managing and operating a business.
3. Demonstrate the ability to work in teams.
4. Application of verbal and presentation skills using appropriate technology while
demonstrating the ability to properly use business terminology.

General Education Requirements |

COURSE RUBRIC DESCRIPTION CREDIT
ENGL 1010 English Composition | (must make a grade of “‘C’ or better 3
ENGL 1020 English Composition 11 3
MATH 1300 College Algebra 3
SPCH 1100 Fundamentals of Effective Speaking 3
Humanities See the General Education Courses page of the Catalog for 3

eligible Humanities courses
ECON 2000 Microeconomics (this fulfills the Social Science 3
Requirement
Natural Science See the General Education Courses page of the Catalog for 3
eligible Natural Sciences courses
Subtotal 21

Major Courses: Must earn a grade of “C” or better in each. At least 21 credit hours must be

earned in residence.

COURSE RUBRIC DESCRIPTION CREDIT
ACCT 1500 Payroll Accounting 3
ACCT 2100 Computerized Accounting 3
ACCT 2150 Managerial Accounting 3
ACCT 2400 Principles of Financial Accounting 3
Accounting Electives | Select two courses from the following: ACCT 2180, ACCT 6

2200, or ACCT 2330

BUSN 1100 Introduction to Business 3
BUSN 2100 Management 3
BUSN 2190 Legal Environment of Business 3
BUSN 2400 Business Communication 3
BUSN 1150 Survey of Microcomputer Applications 3
BUSN 1610 Spreadsheets 3
ECON 2020 Macroeconomics 3

Subtotal 39

TOTAL 60
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ASSOCIATE OF APPLIED SCIENCE BUSINESS TECHNOLOGY
BUSINESS ADMINISTRATION

The Business Technology Program prepares students for positions in business and industry. This
track provides exposure to a broad range of business theory and skills with an emphasis on
Business Management. To pursue a general business track, see the Associate of General Studies.

Program Outcomes:
1. Demonstrate ability to gather relevant information from multiple sources and evaluate

data from various sources and disciplines within business studies.
2. Apply basic ethical strategies for effectively managing and operating a business.
3. Demonstrate the ability to work in teams.
4. Application of verbal and presentation skills using appropriate technology while
demonstrating the ability to properly use business terminology.

General Education Requirements

COURSE RUBRIC DESCRIPTION CREDIT

ENGL 1010 English Composition | (must earn a grade of *C” or better 3

ENGL 1020 English Composition Il 3

MATH 1300 College Algebra 3

SPCH 1100 Fundamentals of Effective Speaking 3

Humanities See the General Education Courses page of the Catalog for 3
eligible Humanities courses

Social Sciences See the General Education Courses page of the Catalog for 3
eligible Natural Sciences courses

Natural Sciences See the General Education Courses page of the Catalog for 3
eligible Natural Sciences courses

Subtotal 21
Major Courses: Must earn a grade of “C” or better in each. At least 21 credit hours

earned in residence.

COURSE RUBRIC DESCRIPTION CREDIT
ACCT 2400 Principles of Financial Accounting 3
BUSN 1100 Introduction to Business 3
BUSN 2000 Marketing 3
BUSN 2100 Management 3
BUSN 2150 Human Resource Management 3
BUSN 2190 Legal Environment of Business 3
BUSN 2400 Business Communication 3
BUSN 2700 Fundamentals of Strategic Management for Business 3
Administration
BUSN 1150 Survey of Microcomputer Applications 3
ECON 2000 Microeconomics 3
ECON 2020 Macroeconomics 3
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FINA 2010 or Finance or Personal Finance 3
BUSN 1330
MATH ELECTIVE | Select one course from the following: 3
MATH 1400, MATH 1700, or MATH 2000
Subtotal 39
TOTAL 60
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TECHNICAL COMPETENCY AREA
ENTREPRENEURSHIP

The Technical Competency Area in Entrepreneurship (TCA Entrepreneurship) is designed to
assist students in learning the basic concepts for successful business implementation or
improvement. Each student will complete nine (9) credit hours of designated course work and
will complete the WorkKeys National Career Readiness Certification.

COURSE RUBRIC DESCRIPTION CREDIT
BUSN 1500 Introduction to Entrepreneurship 3
BUSN 1520 Marketing for Entrepreneurs 3
BUSN Elective Select one course from the following:
ACCT 2100, BUSN 1100, BUSN 1175, BUSN 1330, 3
BUSN 1510, BUSN 1530, BUSN 2100, BUSN 2200
Subtotal 9
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ASSOCIATE OF APPLIED SCIENCE BUSINESS TECHNOLOGY

ENTREPRENEURSHIP

The Business Technology Program prepares students for positions in business and industry. This
track provides exposure to a broad range of business theory and skills with an emphasis on
Entrepreneurship and small business. To pursue a general business track, see the Associate of
General Studies. Must earn a grade of “C” or better in all course work.

Program Outcomes:

1. Demonstrate ability to gather relevant information from multiple sources and evaluate data from
various sources and disciplines within business studies.

2. Apply basic ethical strategies for effectively managing and operating a business.

3. Demonstrate the ability to work in teams.

4. Application of verbal and presentation skills using appropriate technology while demonstrating
the ability to properly use business terminology.

General Education Requirements

must be in residence.

COURSE RUBRIC DESCRIPTION CREDIT
ENGL 1010 English Composition | (must earn a grade of “C” or better) 3
MATH 1300 College Algebra 3
HUMANITIES Any humanities course other than SPCH or foreign 3
language
ECON 2000 or Microeconomics or Macroeconomics (this fulfills the 3
ECON 2020 Social Science requirement)
Natural Sciences See the General Education Courses page of the Catalog for 3
eligible Natural Sciences courses
Subtotal 15

Major Courses: Must earn a grade of “C” or better in each. At least 21 credit hours

COURSE RUBRIC DESCRIPTION CREDIT
ACCT 2100 Computerized Accounting 3
BUSN 1100 Introduction to Business 3
BUSN 1500 Starting a New Business: Introduction to Entrepreneurship 3
BUSN 1510 Small Business Management 3
BUSN 1520 Marketing for Entrepreneurs 3
BUSN 2200 Business Law 3
BUSN 2400 Business Communication 3
BUSN 2500 Finance for Entrepreneurs 3
BUSN 2550 Foundations of Strategic Management for 3
Entrepreneurship
BUSN 1150 Survey of Microcomputer Applications 3
Subtotal 30

6 Hours of Approved Business Electives

BUSN Elective Select two courses from the following: BUSN 1175, 3

BUSN Elective BUSN 1330, BUSN 1530, BUSN 2000, BUSN 2100, 3
BUSN 2150

Subtotal 6

9 Hours with the same prefix or prefixes in the same category.
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Elective 3

Elective 3

Elective 3
Subtotal 9
TOTAL 60

TECHNICAL COMPETENCY AREA

HOTEL, RESTAURANT, TOURISM ADMINISTRATION

This TCA provides the completer a general survey of the functions and practices of a business.
It provides an overview of accounting, marketing, general management, human resources
management, finance, purchasing and production and operations management through the
introduction to business course. Through the two hospitality courses, it provides an
understanding of the scope and complexity of the hospitality industry, introduces key hospitality
definitions, the opportunities available, and the training necessary to achieve a successful
hospitality management career, a detailed presentation of lodging operations management in
specific areas including office operations, housekeeping and sanitations; food and beverage; and
facility operations. Risk management/security and accounting/financial operations are also
provided. Both latter courses will follow the American Hotel and Lodging Association (AHLA)
curriculum. Prior to the completion of this TCA, students will test for the Certified Guest Service
Professional (CGSP) designation and Responsible Vendors License (TIPS) both industry-based
certifications. Micros Opera web-based training is also included.

COURSE RUBRIC DESCRIPTION CREDIT
BUSN 1100 Introduction to Business 3
BUSN 1800 Introduction to Hospitality Management 3
BUSN 2800 Lodging Management 3
TOTAL 9

127



ASSOCIATE OF APPLIED SCIENCE BUSINESS TECHNOLOGY

HOTEL, RESTAURANT, AND TOURISM CONCENTRATION

The Business Technology Program prepares students for positions in business and industry. This
track provides exposure to a broad range of business theory and skills with an emphasis of Hotel,
Restaurant & Tourism Administration. To pursue a general business track, see the Associate of
General Studies.

Program Outcomes:
1. Demonstrate ability to gather relevant information from multiple sources and evaluate

data from various sources and disciplines within business studies.
2. Apply basic ethical strategies for effectively managing and operating a business.
3. Demonstrate the ability to work in teams.
4. Application of verbal and presentation skills using appropriate technology while
demonstrating the ability to properly use business terminology.

General Education Requirements

COURSE RUBRIC DESCRIPTION CREDIT
ENGL 1010 English Composition | (must earn a grade of “C” or better) 3
ENGL 1020 English Composition Il 3
MATH 1300 College Algebra 3
SPCH 1100 Fundamentals of Effective Speaking 3
Humanities See the General Education Courses page of the Catalog for 3
eligible courses
ECON 2000 or Microeconomics or Macroeconomics 3
ECON 2020
Natural Sciences See the General Education Courses page of the Catalog for 3
eligible Natural Sciences courses

Subtotal 21
Major Courses: Must earn a grade of “C” or better in each. At least 21 credit hours
must be in residence.
COURSE RUBRIC DESCRIPTION CREDIT
ACCT 2400 Principles of Financial Accounting 3
BUSN 1100 Introduction to Business 3
BUSN 1800 Introduction to Hospitality Management 3
BUSN 2100 Management 3
BUSN 2150 Human Resource Management 3
BUSN 2190 Legal Environment of Business 3
BUSN 2400 Business Communication 3
BUSN 2800 Lodging Management 3
BUSN 2820 Marketing for Hospitality and Tourism 3
BUSN 2890 Foundations of Strategic Management for Hospitality 3
BUSN 1150 Survey of Microcomputer Applications 3
CULA 1020 Basic Food Preparation 3
Approved Elective | 3 credit hours of coursework in either BUSN or CULA 3

Subtotal 39

TOTAL 60
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CERTIFICATE OF APPLIED SCIENCE
MEDICAL CODING AND BILLING

The Medical Coding and Billing Certificate of Applied Science program prepares students for

employment in hospitals, medical billing offices, doctors’ offices, and insurance offices as

coders and billing specialists. All the courses in the Certificate Program can be applied to the

Associate of Applied Science in Business Technology (Medical Office Management

concentration.) To pursue a general business track, see the Associate of General Studies.
General Education Requirements

COURSE RUBRIC DESCRIPTION CREDIT
ENGL 1010 English Composition | (must earn a “C” or better 3
BUSN 1150 Survey of Microcomputer Applications 3
MATH 1200 Survey of Mathematical Concepts 3
BIOL 1010 Introduction to Anatomy & Physiology (satisfies the 3

Natural Science requirement)

Select one course from one of the following

Humanities See the General Education Courses page of the Catalog
for eligible Humanities courses
Fine Arts See the General Education Courses page of the Catalog 3
for eligible Fine Arts courses
Social Sciences See the General Education Courses page of the Catalog
for eligible Social Sciences courses
Subtotal 15
Major Courses: Must earn a grade of “C” or better in each. At least twelve (12) credit
hours must be earned in residence.
COURSE RUBRIC DESCRIPTION CREDIT
HSOM 1020 Medical Terminology | 3
HSOM 1030 Medical Terminology 1l 3
HSOM 1110 Basic CPT Coding 3
HSOM 2010 Legal Aspects of Medical Office 3
HSOM 2050 Medical Office Management 3
HSOM 2090 Advanced Medical Coding 3
HSOM 2150 Reimbursement and Patient Billing 3
HSOM 2700 Basic ICD10-CM Coding 3
Subtotal 24
TOTAL 39
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ASSOCIATE OF APPLIED SCIENCE BUSINESS TECHONOLGY

MEDICAL OFFICE MANAGEMENT

The Business Technology Program prepares students for positions in business and industry. This
track prepares students specifically for the Health Services industry and provides exposure to a

broad range of business theory and skills with an emphasis on Medical Office Management. To
pursue a general business track, see the Associate of General Studies.

Program Outcomes:

1. Students use proper medical terms.

o s wn

Students evaluate administration of medical organizations.
Students demonstrate managerial skills.

Students demonstrate accurate CPT.

Students demonstrate accurate ICD 10

General Education Requirements

earned in residence.

COURSE RUBRIC DESCRIPTION CREDIT

ENGL 1010 English Composition | (must earn a grade of “C” or better) 3

MATH 1300 College Algebra 3

Humanities Any Humanities course other than SPCH or Foreign 3
language

ECON 2000 or Microeconomics or Macroeconomics (satisfies the Social 3

ECON 2020 Science requirement)

BIOL 1100 General Biology | (satisfies the Natural Sciences 3
requirement)

BIOL 1110 General Biology | Lab 1

Subtotal 16

Major Courses: Must earn a “C” or better in each. At least 21 credit hours mu

st be

COURSE RUBRIC DESCRIPTION CREDIT
BUSN 1100 Introduction to Business 3
BUSN 2400 Business Communication 3
BIOL 2300 Human Anatomy and Physiology | 3
BIOL 2310 Human Anatomy and Physiology | Lab 1
BIOL 2400 Human Anatomy and Physiology |1 3
BIOL 2410 Human Anatomy and Physiology Il Lab 1
BUSN 1150 Survey of Microcomputer Applications 3
HSOM 1020 Medical Terminology | 3
HSOM 1030 Medical Terminology 1l 3
HSOM 1110 Basic CPT Coding 3
HSOM 2010 Legal Aspects of the Medical Office 3
HSOM 2050 Medical Office Management 3
HSOM 2090 Advanced Medical Coding 3
HSOM 2150 Reimbursement and Patient Billing 3
HSOM 2600 Human Disease for Allied Health 3
HSOM 2700 Basic ICD10-CM Coding 3
Subtotal 44
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TOTAL 60

Note: According to AHIMA (www.ahima.org, July 2014) students completing this program
meet the following requirement to sit for AHIMA certification testing: Completion of other
coding training programs that include Anatomy and Physiology, Medical Terminology, Basic
ICD, Diagnostics and Procedural, and Basic CPT Coding.
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CERTIFICATE OF TECHNICAL STUDIES
PARALEGAL STUDIES

This certificate program is designed to provide intensive paralegal training to prepare students to
enter the job market as paralegals in law firms, insurance companies, government agencies, title
companies, banks and corporations. All of the courses in this certificate apply toward the Associate
of Arts in Paralegal Studies.

General Education Requirements

COURSE RUBRIC DESCRIPTION CREDIT
BUSN 1150 Survey of Microcomputer Applications 3
BUSN 1600 Word Processing 3
ENGL 1010 English Composition | 3

Subtotal 9

Major Courses: Must earn a grade of “C” or better in each. At least twelve (12) credit

hours must be earned in residence.

COURSE RUBRIC DESCRIPTION CREDIT
PARL 1000 Introduction to Law and Paralegal 3
PARL 1050 Litigation 3
PARL 1100 Legal Research 3
PARL 2000 Case Analysis 3

Subtotal 12

Paralegal Elective: Must earn a grade of “C” or better.

COURSE RUBRIC DESCRIPTION CREDIT
Select three courses from the following: PARL 1200,
PARL 1300, PARL 1500, PARL 2050, PARL 2100,
PARL 2150, PARL 2200, PARL 2250, PARL 2300, or
PARL 2350, PARL 2400, PARL 2500, PARL 2600,
BUSI 2190, BUSN 2200, ENVN 1030, OFCR 1400, 9
OFCR 1450, OFCR 2100, OADM 1500, OADM 1510,
OADM 1710, POLI 1100, POLI 2610, SOCI 2090,
SOCI 2400, STPT 1180, or any PARL course approved
by advisor

Subtotal 9
TOTAL 30
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ASSOCIATE OF ARTS
PARALEGAL STUDIES

This program is designed to educate and train paralegals to work independently under the
supervision of attorneys in all areas of law. Graduates are prepared for careers in law firms,
insurance companies, government agencies, title companies, banks and corporations. Paralegals
organize and manage the flow of work in law offices and handle routine legal documents in other
office settings. They also do background research and investigation for attorneys, research legal
issues, and interview and prepare witnesses and clients for depositions and court appearances.
They prepare drafts of motions, briefs or arguments and maintain files, documents, and
correspondence about cases. They also organize, file, maintain case histories and may regularly
interface with the police, attorneys, government officials, and a variety of court personnel.

Program Outcomes:
1. Student functions in an office /court environment.

2. Student demonstrates the requisite written skills to communicate in the legal community.

3. The student can draft various legal pleadings and correspondence documents.

4. The student can to use appropriate technology or other resources in performing legal
research.

5. The student is able to review laws and legal opinions.
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General Education Requirements |

COURSE RUBRIC DESCRIPTION CREDIT
BUSN 1150 Survey of Microcomputer Applications 3
ENGL 1010 English Composition I (must earn a grade of “‘C’ or better) 3
ENGL 1020 English Composition Il 3
MATH 1200 or Survey of Mathematical Concepts or Higher 3
MATH 1203
Humanities See the General Education Courses page of the Catalog for 3
eligible Humanities courses

Social Sciences See the General Education Courses page of the Catalog for 5
eligible Social Sciences courses.

Natural Sciences See the General Education Courses page of the Catalog for 5
eligible Natural Sciences courses

Fine Arts See the General Education Courses page of the Catalog for 3
eligible Fine Arts courses

Subtotal 30

Major Courses: Must earn a grade of “C” or better in each. At least twelve (12) credit hours

must be earned in residence.

COURSE RUBRIC DESCRIPTION CREDIT
PARL 1000 Introduction to Law and Paralegal 3
PARL 1050 Litigation 3
PARL 1100 Legal Research 3
PARL 2000 Case Analysis 3
PARL 2500 Practicum 3

Subtotal 15

Paralegal Electives: Must earn a grade of “C” or better in each.
COURSE RUBRIC DESCRIPTION CREDIT

Select four courses from the following: PARL 1200,
PARL 2050, PARL 2100, PARL 2150, PARL 2200, PARL
2250, PARL 2300, or PARL 2350, PARL 2600, BUSI

2190, BUSI 2200, OFCR 1400, OFCR 1450, OFCR 2100, 12
OADM 1500, OFCR1510, OADM 1710, STPT 1180, or
any PARL course approved by advisor
Subtotal 12
COURSE RUBRIC DESCRIPTION CREDIT

Select one course from the following: BUSN 1600, BUSI
2190, BUSI 2200, ENVN 1030, OFCR 1400, OFCR 1450,
OFCR 2100, OADM 1500, OADM 1510, OADM 1710, 3
POLI 1100, POLI 2610, SOCI 2090, SOCI 2400, STPT
1180, or any PARL course approved by advisor

Subtotal 3
TOTAL 60
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TECHNICAL COMPETENCY AREA

DATA TASKING, EMAIL, AND COLLABORATION

The Technical Competency Area (TCA) in Data Tasking, Email, and Collaboration will provide
basic skills training in microcomputer applications, customer service, and data tasking, email,
and collaboration.

Major Course: Must earn a grade of “C” or better

COURSE RUBRIC DESCRIPTION CREDIT
BUSN 1150 Survey of Microcomputer Applications 3
BUSN 1175 Customer Service, Sales, and Skills 3
BUSN 1640 Data Tasking, Email, Collaboration 3
TOTAL 9

TECHNICAL COMPETENCY AREA
DATABASES

The Technical Competency Area (TCA) in Databases will provide basic skills training in
microcomputer applications, customer service, and databases.
Major Course: Must earn a grade of “C” or better

COURSE RUBRIC DESCRIPTION CREDIT
BUSN 1150 Survey of Microcomputer Applications 3
BUSN 1175 Customer Service, Sales, and Skills 3
BUSN 1630 Databases 3
TOTAL 9

TECHNICAL COMPETENCY AREA
PRESENTATIONS

The Technical Competency Area (TCA) in Databases will provide basic skills training in
microcomputer applications, customer service, and presentations.

Major Course: Must earn a grade of “C” or better

COURSE RUBRIC DESCRIPTION CREDIT
BUSN 1150 Survey of Microcomputer Applications 3
BUSN 1175 Customer Service, Sales, and Skills 3
BUSN 1620 Presentations 3
TOTAL 9
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TECHNICAL COMPETENCY AREA

SPREADSHEETS

The Technical Competency Area (TCA) in Databases will provide basic skills training in
microcomputer applications, customer service, and spreadsheets.
Major Course: Must earn a grade of “C” or better

COURSE RUBRIC DESCRIPTION CREDIT
BUSN 1150 Survey of Microcomputer Applications 3
BUSN 1175 Customer Service, Sales, and Skills 3
BUSN 1610 Spreadsheets 3
TOTAL 9

TECHNICAL COMPETENCY AREA
WORD PROCESSING

The Technical Competency Area (TCA) in Databases will provide basic skills training in
microcomputer applications, customer service, and word processing.

Major Course: Must earn a grade of “C” or better

COURSE RUBRIC DESCRIPTION CREDIT
BUSN 1150 Survey of Microcomputer Applications 3
BUSN 1175 Customer Service, Sales, and Skills 3
BUSN 1600 Word Processing 3
TOTAL 9
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CERTIFICATE OF TECHNICAL STUDIES
APPLICATION FUNDAMENTALS

This program is designed to provide students with the skills and training necessary to sit for and
successfully complete a variety of entry-level Microsoft certifications. These certifications will
enable students to gain employment in IT and Business Administrative fields. According to
Microsoft data, the types of certifications which will be incorporated into the proposed
coursework can increase wage opportunities by as much as $16,000 per year.

Major Course: Must earn a grade of “C” or better

COURSE RUBRIC DESCRIPTION CREDIT
BUSN 1150 Survey of Microcomputer Applications 3
BUSN 1175 Customer Service, Sales, and Skills 3
BUSN 1600 Word Processing 3
BUSN 1610 Spreadsheets 3
BUSN 1620 Presentations 3
BUSN 1630 Databases 3
BUSN 1640 Data Tasking, Email, and Collaboration 3
BUSN 2600 Advanced Word Processing 3
BUSN 2610 Advanced Spreadsheets 3
TOTAL 27

CERTIFICATE OF TECHNICAL STUDIES
ADVANCED APPLICATION FUNDAMENTALS

This program is designed to provide students with the skills and training necessary to sit for and
successfully complete a variety of Microsoft Technology Associate Certifications. These
certifications will enable students to gain employment in IT and Business Administrative fields.
According to Microsoft data, the types of certifications which will be incorporated into the
proposed coursework can increase wage opportunities by as much as $16,000 per year.

Major Course: Must earn a grade of “C” or better

COURSE RUBRIC DESCRIPTION CREDIT
BUSN 1175 Customer Service, Sales, and Skills 3
BUSN 2620 Advanced Databases 3
BUSN 2630 Microsoft Windows Operating Fundamentals 3
BUSN 2640 Networking and Security Fundamentals 3
BUSN 2650 Web Development Fundamentals 3
BUSN 2660 Software Development Fundamentals 3
BUSN 2670 Configuring and Supporting Windows 3
TOTAL 21
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CERTIFICATE OF TECHNICAL STUDIES

BUSINESS FUNDAMENTALS

This program is designed to serve as a training and skill building program for students seeking to
gain access to careers in the field of office administration.

Major Course: Must earn a grade of “C” or better

COURSE RUBRIC DESCRIPTION CREDIT
BUSN 1100 Introduction to Business 3
BUSN 1175 Customer Service, Sales, and Skills 3
BUSN 1330 Personal Finance 3
BUSN 2100 Management 3
BUSN 2400 Business Communication 3
Elective Select 1 course from the following:

BUSN 1600, BUSN 1610, BUSN 1620,

BUSN 1630, BUSN 1640, BUSN 2600, BUSN 2610, 3

BUSN 2620, BUSN 2630, BUSN 2640, BUSN 2650,

BUSN 2660, BUSN 2670

TOTAL 18

CERTIFICATE OF TECHNICAL STUDIES
DATABASES

This program is designed to provide students with the skills and training necessary to sit for and
successfully complete Microsoft Access Certifications. These certifications will enable students
to gain employment in IT and Business Administrative fields. According to Microsoft data, the
types of certifications which will be incorporated into the proposed coursework can increase
wage opportunities by as much as $16,000 per year.

Major Course: Must earn a grade of “C” or better

COURSE RUBRIC DESCRIPTION CREDIT
BUSN 1150 Survey of Microcomputer Applications 3
BUSN 1175 Customer Service, Sales, and Skills 3
BUSN 1630 Databases 3
BUSN 2620 Advanced Databases 3
Business Elective Select two of the following: BUSN 1100, BUSN 1330,

BUSN 1530, BUSN 1600, BUSN 1610, BUSN 1620, 3

BUSN 1640, BUSN 1640, BUSN 2600, BUSN 2610,
Business Elective BUSN 2630, BUSN 2640, BUSN 2650, BUSN 2660, 3

BUSN 2670

TOTAL 18
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CERTIFICATE OF TECHNICAL STUDIES

MICROSOFT OS

This program is designed to provide students with the skills and training necessary to sit for and
successfully complete a variety of Microsoft Technology Associate Certifications. These
certifications will enable students to gain employment in IT and Business Administrative fields.
According to Microsoft data, the types of certifications which will be incorporated into the
proposed coursework can increase wage opportunities by as much as $16,000 per year.

Major Course: Must earn a grade of “C” or better

COURSE RUBRIC DESCRIPTION CREDIT
BUSN 1150 Survey of Microcomputer Applications 3
BUSN 1175 Customer Service, Sales, and Skills 3
BUSN 2630 Microsoft Windows Operating Fundamentals 3
BUSN 2640 Networking and Security Fundamentals 3
BUSN 2670 Configuring and Supporting Windows 3

Select one of the following: BUSN 1100, BUSN 1330,
Business Elective BUSN 1530, BUSN 1600, BUSN 1610, BUSN 1620,

BUSN 1630, BUSN 1640, BUSN 2100, BUSN 2400, 3
BUSN 2600, BUSN 2610, BUSN 2620, BUSN 2650,
BUSN 2660

TOTAL 18

CERTIFICATE OF TECHNICAL STUDIES

SOFTWARE DEVELOPMENT

This program is designed to provide students with the skills and training necessary to sit for and
successfully complete a variety of Microsoft Technology Associate Certifications. These
certifications will enable students to gain employment in IT and Business Administrative fields.
According to Microsoft data, the types of certifications which will be incorporated into the
proposed coursework can increase wage opportunities by as much as $16,000 per year.

Major Course: Must earn a grade of “C” or better

COURSE RUBRIC DESCRIPTION CREDIT
BUSN 1150 Survey of Microcomputer Applications 3
BUSN 1175 Customer Service, Sales, and Skills 3
BUSN 2650 Web Development Fundamentals 3
BUSN 2660 Software Development Fundamentals 3
BUSN 2670 Configuring and Supporting Windows 3
Business Elective Select two of the following: BUSN 1100, BUSN 1330,

BUSN 1530, BUSN 1610, BUSN 1620, BUSN 1630, 3
Business Elective BUSN 1640, BUSN 2100, BUSN 2400, BUSN 2600

BUSN 2610, BUSN 2620, BUSN 2630, BUSN 2640, 3

BUSN 2670

TOTAL 18
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CERTIFICATE OF TECHNICAL STUDIES

SPREADSHEETS

This program is designed to provide students with the skills and training necessary to sit for and
successfully complete Microsoft Excel Certifications. These certifications will enable students
to gain employment in IT and Business Administrative fields. According to Microsoft data, the
types of certifications which will be incorporated into the proposed coursework can increase
wage opportunities by as much as $16,000 per year.

Major Course: Must earn a grade of “C” or better

COURSE RUBRIC DESCRIPTION CREDIT
BUSN 1150 Survey of Microcomputer Applications 3
BUSN 1175 Customer Service, Sales, and Skills 3
BUSN 1610 Spreadsheets 3
BUSN 2610 Advanced Spreadsheets 3
Business Elective Select two of the following: BUSN 1100, BUSN 1330,
BUSN 1530, BUSN 1600, BUSN 1620, BUSN 1630, 3
- . BUSN 1640, BUSN 2100, BUSN 2400, BUSN 2600,
Business Elective | g 2620, BUSN 2630, BUSN 2640, BUSN 2650, 3
BUSN 2660, BUSN 2670

TOTAL 18

CERTIFICATE OF TECHNICAL STUDIES

WORD PROCESSING

This program is designed to provide students with the skills and training necessary to sit for and
successfully complete Microsoft Word Certifications. These certifications will enable students
to gain employment in IT and Business Administrative fields. According to Microsoft data, the
types of certifications which will be incorporated into the proposed coursework can increase
wage opportunities by as much as $16,000 per year.

Major Course: Must earn a grade of “C” or better

COURSE RUBRIC DESCRIPTION CREDIT
BUSN 1150 Survey of Microcomputer Applications 3
BUSN 1175 Customer Service, Sales, and Skills 3
BUSN 1600 Word Processing 3
BUSN 2600 Advanced Word Processing 3
Business Elective Select two of the following: BUSN 1100, BUSN 1330,
BUSN 1530, BUSN 1610, BUSN 1620, BUSN 1630, 3
. . BUSN 1640, BUSN 2100, BUSN 2400, BUSN 2610,
Business Elective | s 2620, BUSN 2630, BUSN 2640, BUSN 2650, 3
BUSN 2660, BUSN 2670

TOTAL 18
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TECHNICAL DIPLOMA

BUSINESS INFORMATION TECHNOLOGY

This program is designed to provide students with the skills and training necessary to sit for and
successfully complete a variety of Microsoft Certifications. These certifications will enable
students to gain employment in IT and Business Administrative fields. According to Microsoft
data, the types of certification which will be incorporated into the proposed coursework can
increase wage opportunities by as much as $16,000 per year. Certifications range from
administrative, covering all aspects of Microsoft Office, to IT support functions, covering
operating system maintenance and coding.

Major Course: Must earn a grade of “C” or better

COURSE RUBRIC DESCRIPTION CREDIT

BUSN 1150 Survey of Microcomputer Applications 3

BUSN 1175 Customer Service, Sales, and Skills 3

BUSN 1600 Word Processing 3

BUSN 1610 Spreadsheets 3

BUSN 1620 Presentations 3

BUSN 1630 Databases 3

BUSN 1640 Data Tasking, Email, and Collaboration 3

BUSN 2600 Advanced Word Processing 3

BUSN 2610 Advanced Spreadsheets 3

Business Elective Select seven courses from the following: 3

BUSN 1100, BUSN 1330, BUSN 1530, BUSN 2100, 3

BUSN 2400, BUSN 2620, BUSN 2630, BUSN 2640, 3

BUSN 2650, BUSN 2660, BUSN 2670 3

3

3

3

ENGL 1000 or Applied Writing or higher 3
higher

MATH 1150 or Math for Technology or higher 3
higher

TOTAL 54

Note: Elective options are as follows:

BUSN 1100: Introduction to Business; BUSN 1330: Personal Finance; BUSN 1530: Special
Topics in Entrepreneurship; BUSN 2100: Management; BUSN 2400: Business Communication;
BUSN 2620: Advanced Databases SQL; BUSN 2630: Microsoft Windows Operating
Fundamentals; BUSN 2640: Networking and Security Fundamentals; BUSN 2650: Web
Development Fundamentals; BUSN 2660: Software Development Fundamentals; BUSN 2670:
Configuring and Supporting Windows
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TECHNICAL COMPETENCY AREA

CULINARY ARTS: BASICS

food service occupations.

COURSE RUBRIC DESCRIPTION CREDIT

CULA 1020 Basic Food Preparation 3

BUSN 1800 Introduction to Hospitality Management 3
Total 6

TECHNICAL COMPETENCY AREA IN CULINARY ARTS
SANITATION

The technical competency area in Culinary Arts prepares students for employment in a variety of
food service occupations.

COURSE RUBRIC DESCRIPTION CREDIT

CULA 1000 Culinary Arts & Sciences 3

CULA 1050 Sanitation 3
Total 6
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The certificate program in Culinary Arts prepares students for employment in a variety of food

service occupations.

CERTIFICATE OF TECHNICAL STUDIES
CULINARY ARTS

Program Outcomes:

1. Demonstrate a mastery of food service sanitation concepts and practices.
2. Exhibits positive work ethic, including efficient use of time.
1. Uses professional cooking and baking procedures, equipment, and terminology to

adequately meet industry standards.
2. Uses food management essentials of effective purchasing and cost control.

General Education Requirements: Must earn a grade of “C” or better in each.

COURSE RUBRIC DESCRIPTION CREDIT

ENGL 1000 Applied Writing or Higher 3

MATH 1150 Math for Technology or Higher 3
Subtotal 6

Major Courses: Must earn a grade of “C” or better in each. At least twelve (12) credit

hours must be earned in residence.

COURSE RUBRIC DESCRIPTION CREDIT
CULA 1000 Culinary Arts & Sciences 3
CULA 1020 Basic Food Preparation 3
CULA 1050 Sanitation 3
CULA 1500 Baking 3
CULA 1700 Foodservice Management | 3
CULA 1750 Meat, Poultry, Seafood 3
CULA 1800 Soups, Stocks, Sauces 3
Elective Either CULA 1600, BUSN 1510, BUSN 1800, FIAR 1000, 3
or FIAR 1010
Subtotal 24
TOTAL 30
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TECHNICAL DIPLOMA
CULINARY ENTREPRENEURSHIP

The Technical Diploma in Culinary Entrepreneurship will enable students to master skills within
the areas of Culinary Arts and Entrepreneurship. Students will be provided with a variety of
Culinary Arts coursework in order to promote mastery in the field and the attainment of industry-
based certifications. Students will also learn the skills necessary to successfully start and
manage a small” business within the food-service industry.

General Education Requirements

COURSE RUBRIC DESCRIPTION CREDIT
ENGL 1000 or Higher | Applied Writing or Higher 3
m’;‘rg;i 1150 or Math for Technology or Higher 3

Subtotal 6
Major Courses: Must earn a grade of “C” or better in each.

COURSE RUBRIC DESCRIPTION CREDIT
BIOL 1030 Nutrition for Food Service Personnel 3
BUSN 1500 Introduction to Entrepreneurship 3
BUSN 1520 Marketing for Entrepreneurs 3
BUSN 2900 Business Plan Basics 1
CULA 1000 Culinary Art and Science 3
CULA 1020 Basic Food Preparation 3
CULA 1050 Sanitation 3
CULA 1500 Baking 3
CULA 1700 Food Service Management I: Purchasing 3
CULA 1750 Meat, Poultry, and Seafood 3
CULA 1800 Soups, Stocks, and Sauces 3
CULA 1900 Garde manager Management 3
CULA 2020 Externship Program 3
CULA 2710 Food Service Management Il: Cost Control 3
CULA 2730 Food Service Management Ill: Supervision 3
CULA 2800 Culinary Seminar 3
CULA 2850 Culinary Practicum 3
CULA 2900 International Cuisine 2
ELECTIVE Course must be chosen from BUSN or CULA 3

Subtotal 54
TOTAL 60
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TECHNICAL COMPETENCY AREA
CARE AND DEVELOPMENT OF YOUNG CHILDREN

The single-course Technical Competency Area (TCA) in the Care and Development of Young
Children serves as a credentialing course for child-care teachers at centers seeking a 2-Star level
or above under Louisiana’s Quality Rating System.

Major Course: Must earn a grade of “C” or better

COURSE RUBRIC DESCRIPTION CREDIT
CDYC 1050 Introduction to the Care and Development of Young 3
Children
TOTAL 3

CERTIFICATE OF APPLIED SCIENCE
CARE AND DEVELOPMENT OF YOUNG CHILDREN

The Care and Development of Young Children certificate program provides significant training
for child-care providers that meet the 5-Star requirements for lead teachers under Louisiana’s
Quality Rating System and meets most training requirements for assistant directors.

General Education Requirements

COURSE RUBRIC DESCRIPTION CREDIT
ENGL 1010 English Composition | (must earn a grade of “C” or 3
better)

MATH 1200 or Survey of Mathematical Concepts or Higher 3

Higher

PSYC 1100 Introduction Psychology 3

PSYC 2200 Child Psychology 3

SPCH Any Speech 3
Subtotal 15

Major Courses: Must earn a grade of “C” or better in each course.

COURSE RUBRIC DESCRIPTION CREDIT

CDYC 1050 Introduction to the Care and Development of Young 3

Children

CDYC 2300 Literature /Language Development 3

CDYC 2730 or Curriculum and Teaching Materials in Early Childhood 3

CDYC 2130 or Infant and Toddler Curriculum Development

CDYC 2850 Guiding and Managing Child Behaviors 3

CDYC Elective One course, to be approved by advisor 3
Subtotal 15
TOTAL 30
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ASSOCIATE OF APPLIED SCIENCE
CARE AND DEVELOPMENT OF YOUNG CHILDREN

The Care and Development of Young Children program provides education and training in the
care of young children. A student who completes this program is prepared to assure the health,
safety, and well-being of young children who are in out-of-home care. This degree program
meets the child development training requirement for a 5-Star child-care director under
Louisiana’s Quality Rating System. Students who intend to transfer to a teacher education
program at a 4-year institution should consider the Associate of Science in Teaching (Grades 1-
5) program. Students who intend to transfer the CDY C degree should be aware that any grades
below “C” in General Education courses are unlikely to transfer.

The CDYC course prefix has replaced the ECDV, ECED, and EDUC course prefixes.

Program Outcomes:

1.

The student demonstrates consistent competence and professionalism as an educator of
young children.

The student effectively applies the principles of developmentally appropriate practice in
planning and practice.

The student effectively deals with common occurrences in early childhood setting
independently or with minimal assistance from a professional educator.

The student communicates effectively with children and adults in early childhood setting.
The student demonstrates respect for children, individually and as a group.
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General Education Requirements

COURSE RUBRIC DESCRIPTION CREDIT
ENGL 1010 English Composition | (must earn a grade of “C” or 3
better)
ENGL 1020 English Composition 11 3
MATH 1200 or Survey of Mathematical Concepts or Higher 3
Higher
SPCH See General Education Courses page of the catalog for 3
eligible courses
Humanities See the General Education Courses page of the Catalog 3
for eligible Humanities courses
Natural Sciences See the General Education Courses page of the Catalog 3
for eligible Natural Sciences courses
PSYC 1100 Introduction to Psychology 3
PSYC 2200 Child Psychology 3
BUSN 1150 Survey of Microcomputer Applications 3
Fine Arts See the General Education Courses page of the Catalog 3
for eligible Fine Arts courses
Subtotal 30
Major Courses: Must earn a grade of “C” or better in each. At least twelve (12) credit
hours must be earned in residence.
COURSE RUBRIC DESCRIPTION CREDIT
CDYC 1050 Introduction to the Care and Development of Young 3
Children
CDYC 1110 Observation and Participation 3
CDYC 2300 Literature/Language Development 3
CDYC electives Three courses, to be approved by advisor 9
CDYC 2980 Practicum 6
Subtotal 24
COURSE RUBRIC DESCRIPTION CREDIT
Electives Two courses, to be approved by advisor 6

TOTAL 60
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TECHNICAL COMPETENCY AREA
CERTIFIED NURSING ASSISTANT

Nursing assistants provide basic bedside care and comfort to patients and residents in multiple
healthcare settings. The Nursing Assistant TCA prepares students for employment in long-term
care, hospitals, home healthcare, and other healthcare facilities.

Classroom instruction includes an introduction to healthcare, basic nursing skills, body structure
and function, and infection control. The program includes instruction on the Federal Nursing
Home Reform Act or OBRA national skills standards. Students must complete CPR
certification (BLS for Healthcare Providers from the American Heart Association).

Students participate in clinical activities under the supervision of the instructor at approved
healthcare facilities including local hospitals, long-term-care facilities, and/or nursing homes.
Upon successful completion of this course, the student is qualified for certification (CNA) and
employment in the areas of long-term care, home health, and acute care.

Course Requirements:
e Achieve ACT score of Composite 13, OR

e Achieve ACCUPLACER score of Reading 53, OR
o Eligibility for DEVR 0780

Program length: One semester

Drug testing is required upon admission and at various times during the nursing assistant
program. A criminal history record, background check and credential evaluation are required of
all 