ACADEMIC INFORMATION

Academic Issues

The College catalog is the primary source for statements of the academic polices and
regulations which govern students’ academic life at the College. As is the case with the
Student Handbook, students are responsible for obtaining a copy of the catalog (available
on the TC website) and for knowing and abiding by the policies and regulations therein.
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Academic Integrity

ACADEMIC INTEGRITY

A primary responsibility of higher education is to provide students with the opportunity for inquiry and the freedom to discuss and
express their views openly and freely without fear of retaliation or abuse of person or property. These attributes are the foundation of good
citizenship. For these reasons, students have an obligation to act in a fair and reasonable manner toward their peers, the faculty, staff,
administration and the physical property of the College. Academic integrity and personal conduct, both on-campus and off-campus, are
critical elements in achieving these goals. Violations of college regulations (that have been adopted to protect the college community) will
be subject to academic sanction and/or disciplinary action. This may include, but is not limited to, violations of regulations governing
plagiarism, cheating, examination impersonation, academic fraud and acts of personal behavior such as sexual harassment, vandalism and
substance abuse. The College’s policies (and their processes) provide guidance to the individuals charged with administering disciplinary
action or academic sanction while outlining the protection to be afforded to students through their right of appeal. Disciplinary authorities
are encouraged, whenever possible and appropriate, to settle findings of violation by informal resolution.

The purpose of this information is to

«  Help if you have been accused of academic dishonesty;

«  Help you decide what to do if you know or suspect someone else of committing or participating in academic dishonesty;
«  Help you understand academic integrity better so you can avoid unintentional acts of academic dishonesty.

It is important to know the rules. Temple College’s rules can be found in the policy section of this handbook, under “College Policies.”
You can also obtain a copy of the Academic Integrity Policy from the Web or the Office of the Vice President of Educational Services
(Administration Building). Finally, there are handouts on plagiarism or related subjects, and course syllabi should make reference to
cheating or plagiarism. Excellent writing guides are available in the library and the Bookstore. Every student involved in essay or report-
writing should follow an appropriate style guide in order to correctly and completely acknowledge all sources and forms of assistance.

It is the responsibility of the student to know the rules.

Temple College values academic honesty. Faculty members have implemented a variety of measures to identify, address, and eliminate

academic dishonesty as it might occur in the learning process:

«  Examinations are carefully monitored by faculty members;

» Individuals taking examinations in the college Testing Center are required to sign in and to display a student ID card;

«  Different versions of an exam may be alternated row by row;

»  Assignments done out of class may be subject to scrutiny (if the teacher has not authorized collaboration);

»  Faculty can often tell that an essay has been plagiarized, even if they do not at first know the exact source of unacknowledged passages;

»  Faculty are aware of various forms of ‘Cyber-Cheating’ which may include downloading papers
from the ‘Net’ or purchasing an essay from an agency. Despite everyone’s best efforts, students responding anonymously to surveys
indicate a fairly high level of cheating - well above the numbers of students caught and punished. Some cheating and plagiarism is due
to student ignorance of rules and obligations. One goal of this section of the handbook is to reduce cheating due to ignorance.

What to do if you are accused of cheating or plagiarism

1. You will probably feel angry at the person who accuses you, even though he or she is just trying to make the academic environment
more honest. Do what you can to master your angry feelings so you won'’t say anything you later regret.

2. Answer questions honestly. The instructor (or designated instructional leader) has an obligation to investigate and to try to determine
the truth. Lying or fabricating evidence may lead to a more severe sanction or disciplinary action.

3. Remember, there is an appeal process available to you. Regardless of the circumstances, you must be allowed an opportunity to “tell
your side of the story.” Remember that allegations of cheating must be substantiated by some kind of evidence (having seen the act,
having physical proof, or having receipt of a report from another student).

4. Consider the evidence against you. Contrary to popular belief, evidence does not have to be conclusive. The burden of proof is
based on the ‘balance of probabilities’ that is; if a reasonable person can say: “Based on this evidence, cheating probably took place.”
If you encounter an instructor who, in your opinion, is handling a cheating accusation unprofessionally, you may want to seek advice
from someone else (another faculty member, a department chair or division director, or administrator) who may help you. However,
keep in mind that the College is obligated to handle incidents that may result in sanction or disciplinary action with the strictest
confidence, and so should you. Therefore, discuss these sensitive matters only with those in whom you can place the most trust.

Here are examples of some improper (or unprofessional) reactions to academic dishonesty:



A. The instructor appears to take the matter very personally, looks at the alleged offender with loathing, and refuses to allow the student
the chance to convey “their side of the story.”

B. The instructor warns the student not to appeal because much worse could happen than the sanction being imposed. (Students cannot
be denied their due process rights for any reason. If you are threatened with this kind of action, seek the help of a department chair,
division director, or administrator immediately.)

C. The instructor offers no reason for believing the student cheated, but demands proof that the student did not or offers superficial
evidence for an accusation based on a generalization or a judgment of the person. (“I can’t believe anyone your age would say that.”
“The writing is too good for a student.”)

Penalties

Various factors influence instructors, department chairs, division directors, and administrators when deliberating the appropriate academic
sanction/disciplinary action for academic dishonesty:

»  Was the offense planned or the result of an impulse?

+  Has the student been honest and cooperative during the investigative process?

+  Isthis afirst offense?

»  Does the student appear to be genuinely sorry for the offense?

»  Were other students compromised through the actions of this student?

»  Was this student irresponsible in not knowing that the offense was an offense?

The penalties listed in the Academic Integrity Policy are examples. They range in severity from no action (least severe) to the XF grade

(a grade which designates failure of the course based on violation of the academic integrity policy) to expulsion and possible criminal
prosecution (for capital offenses). Note that the policy is divided into two sections: basic and capital violations. Instructors retain the right
to apply the appropriate academic sanction for basic violations, but are encouraged to do so in consultation with their department chair
to ensure adherence to the policy and allowance of due process. If an instructor believes a student is guilty of a capital violation of the
academic integrity policy, he or she cannot impose academic sanctions or penalties more severe than an “XF” without referring the case to
the discipline committee through their department chair or division director. It is important to note that the possible academic sanctions
for “basic” violations are different from the disciplinary sanctions intended for “capital” violations. However, regardless of which form of
sanction may be forthcoming, students are guaranteed due process rights which means you will have an opportunity to be heard and to
appeal the recommended sanction to administrative authorities. Of course, this does not imply or promise reversal of the recommended
sanction; it simply allows you the opportunity to present your reasons for appeal.

Less severe penalties: (for “basic violations) include:

«  Verbal warning/no grade related sanction

»  0/F on the assignment/quiz/exam (with or without possibility of makeup)

+  0/F in the course (with or without prohibition of future enrollment in course)

+  Recommendation/Designation of the “XF” grade (with or without prohibition of future enrollment in the course) More severe
penalties apply if there is evidence of planning or involvement of others
in the offense (i.e., “capital violations™)

+  Formal reprimand

»  Probationary status

. Suspension (for one semester or more)

»  Reduction or retraction of college-awarded scholarship(s)

»  Suspension from participation in college-sponsored activities

+  Requirement of community service hours

»  Denial of graduation application

»  Expulsion, and/or

»  Criminal prosecution (as may be warranted by evidence)

»  Repeal of original grade and/or degree (if dishonesty is discovered after grade/degree is awarded)

Expulsion, unlike suspension, is deemed to be permanent. Expulsion appears to be reserved for very serious cases which may also involve
criminal prosecution.

Criminal prosecution is reserved for criminal acts, such as fraud, forgery, theft and impersonation.

Fraud

The regulations on academic dishonesty as outlined in the handbook describe a number of fraudulent acts, but the reference is not intended
to be comprehensive because the nature of cheating continually evolves. While innocent acts can sometimes be mistaken for cheating or
plagiarism, this rarely happens with fraud. Fraud is usually a deliberate lie. For example, submitting a forged signature for clinical work or
failing to disclose information on an application is fraudulent. Consequently, it is sometimes dealt with more severely.
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Your rights

Student Rights: As an academic matter, basic violations of the academic integrity policy will result in academic sanctions applied by the

respective faculty member. However, students are guaranteed the following process prior to disposition of sanction or disciplinary action:

(1) Notification of the allegation(s) and possible sanctions,

(2) Notification as to how their alleged actions violated college policy,

(3) Opportunity to meet with the faculty member and hear the evidence to be applied as justification for academic sanctions and/or
disciplinary action,

(4) Notification as to the recommendation to be made by the faculty member and/or discipline committee, and

(5) Opportunity to appeal the application of academic sanction and/or disciplinary action to the department chair, division director,
VPES, and Academic Integrity Committee (AIC). The decision of the AIC is final.

Capital violations must be referred to the VPES for adjudication by the Academic Integrity Committee when the recommended academic
sanction and/or disciplinary action is more severe than the application of the “XF.”

The Academic Integrity Committee (AIC) will serve as an advisory committee to the Vice President of Educational Services (VPES) called to
serve in those instances when (a) the affected faculty member is unable or unwilling to recommend academic sanction, (b) the nature of the
violation requires the recommendation of disciplinary sanction (i.e., for capital violations), and (c) when the student appeals the decision of
the VPES. The VPES will not serve on the AIC, but reserves the right to appoint the chair and AIC members (in consultation with the faculty
and staff).

When a student appeals, he or she is entitled to due process and a hearing with the AIC. The request for an appeal must be made in writing
to the Chair of the AIC (through the VPES) on or before the (5) fifth day following the disposition of academic sanction or disciplinary
sanction. The AIC shall notify the student concerned, in writing, of the date, time, and place for the hearing which shall take place within
(15) fifteen class days after the date of the letter. The decision of the AIC is final.

How offenses are recorded

1. Ifyou receive an “XF” grade, it will be recorded on your transcript with your other grades and will factor into your GPA
just like an “F” (i.e., 0 points).

2. Reported incidents of academic dishonesty are recorded in the VPES office and faculty members are encouraged to call (prior to
recommending academic sanction) to determine whether or not you have been accused or found guilty of any previous act of cheating.
It is important to note that once you have received an academic sanction for a “basic” violation, all subsequent violations are handled
as “capital” (more serious) violations and may result in more severe punishment.

3. Inorder to protect the privacy interest of the students and the academic sanction and/or discipline process, information regarding
previous acts of academic dishonesty (and the related sanctions effected) will be stored in the VPES office in a secure file.

How to avoid cheating and plagiarism in tests and exams

1. Do not sit near friends.

2. Shield your answer sheet so that others cannot see it.

3. Take no notes, books or other items into a test or exam except those expressly authorized. If unsure about what is permitted,

always ask.

Do not gaze around the room when writing a test or exam.

Do not communicate with any other student during a test or exam. Communicate only with the instructor or proctor.

Arrive on time. Hand in all papers as required.

If you hear of anyone obtaining information about a test or exam in advance, report it to the instructor immediately.

If procedures for administering or supervising tests or exams seem inadequate to you, let the instructor or other instructional leader

(department chair, division director, or VPES) know what your concerns are.

9. Report to the instructor any unusual or suspicious behavior of other students writing the test or exam.

10. Keep any electronic devices (including pagers and/or cell phones) secure and away from testing area.

11. Ifyou are using an approved electronic device (i.e., graphing calculator), be sure to check with your teacher and demonstrate that
nothing has been stored in the memory. You may be asked to use the equipment of the department rather than your own personal
equipment to protect fellow students from an unfair advantage.

12. Refrain from any “distracting” behavior (i.e., tapping on the desk with your pencil or similar activity) as this may be construed as
sending “signals” to others.
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In essays, reports and other assignments

1. Know the rules, including the specific rules for the specific assignment. If you are not sure if you are allowed to work with others, check
with your teacher.

2. Do not work with a fellow student on any assignment unless authorized to do so. It is called ‘inappropriate collaboration’ if you exceed
the amount of group work expected by the professor. Make sure you clearly understand the professor’s expectations for individual and
group work on each assignment/project.

3. Acknowledge all assistance received, including help from friends or others in terms of proofreading,
suggestions or information.



4. Do not submit work that is not entirely yours (i.e., use of another student’s essay, use of a downloaded essay from the ‘Net’, use of an
assignment purchased from a service/agency).

5. Do not cite in your bibliography any books, articles or other sources e.g., including the world wide web, which you have not used for
the assignment in question.

6. Do not lend your work to other students unless you feel certain they will not use it dishonestly.

7. Keep a xeroxed copy of all assignments, essays, and reports you hand in to be graded. Keep rough copies and notes until your final
grade is received. Notes and rough copies can constitute valuable evidence that your work is your own.

8. When saving electronic files, save the drafts of assignments/ papers under different versions. This maintains a record of your work as
it develops to the final version and may also help you demonstrate that your work is your own.

9. If you submit an assignment by sliding it under an instructor’s office door (not recommended), confirm the next day or as soon as you
can that the assignment was received. Make a note of the actual time and date of submission.

10. The assignment you prepare for one course should not be used for a different course unless you receive the approval of your teacher.
This is called ‘duplicate submission’.

11. When in doubt about any practice, ask your instructor. Do not rely on friends, relatives or fellow students for information about what
is acceptable academic practice in a particular course or discipline.

12. When material you read impresses you, be particularly careful to use your own words. Use quotation marks and cite sources whenever
you use the words of another, even phrases only one or two words in length. Acknowledge all sources of information and inspiration.

What to do if you know or suspect someone else of cheating

Anyone who suspects someone else of committing academic dishonesty has several choices:

«  Talk about your suspicions with the other person

»  Report the suspicion to the instructor/department chair/or division director

+  Remain uninvolved before deciding to remain uninvolved. Consider the big picture. Who benefits most from your lack of action? The
wrong-doer. If you feel a moral obligation to try to make your college a fairer and more honest place, try to find a way to get involved.
Please contact an academic advisor, the VPES office, or any other college staff member for advice.

Talking to the other person: Many Temple College students hope to enter careers where peer monitoring is an important means of
maintaining professional ethical standards. If you decide to talk to someone you suspect of academic dishonesty, make sure you are familiar
with the academic integrity policy. Then consider the evidence you have that a dishonest act has taken place or will take place. Be clear
about your own motives and goals. You may want to consult someone you trust before undertaking the difficult task of talking to someone
you suspect.

Reporting a suspect: There are two ways to make such a report: (1) by giving the instructor, department chair or division director (or
VPES) a tip; (2) by giving evidence. When you give a tip, you need not disclose your identity. You are merely advising the instructor, chair
or director that you suspect academic dishonesty took place (or will probably take place). It is up to that person to investigate and gather
evidence needed to charge the offenders. You do not become a witness. A tip can be written, phoned or given in person. Sometimes a tip
will not be useful because the instructor is unable to find any evidence in support of the claims made. From the college’s point of view, it is
always preferable to have a witness willing to state what they have seen or heard.

If you have any questions, please contact the VPES office or website for more information. Students are expected to place all records on file
with the specific offices (Admissions & Records, Student Life, Financial Aid, etc.) and to keep them up to date. Failure to do so will subject
the student to disciplinary action, including suspension.

It is the responsibility of the student to read and adhere to the Academic Integrity Policy which is printed in full on pages 48-51.
TRANSFER OF CREDIT

Temple College is a participating institution in the Texas Common Course Numbering System. Courses designed for transfer have a
standardized four-letter prefix followed by a four-digit number. The four-letter prefix identifies the subject area. For example, ENGL is

the common prefix for English courses, while DRAM is the common prefix for drama/theatre courses. The four digit number following

the prefix identifies specific courses within the subject area. Each digit in the four-digit sequence gives additional information about the
course. The first digit identifies the course as either freshman level (1) or sophomore level (2). The second digit identifies the number of
credit hours students earn upon successfully completing the course. Most often this digit will be a 1, 2, 3, or 4. The final two digits serve to
establish the sequence in which the courses are generally taken. Thus, General Chemistry I -- CHEM 1411 is taken before General Chemistry
II-- CHEM 1412.

Courses at TC that are developmental in nature and not designed for college credit or transfer have a O (zero) as the first digit.

Students should check the catalog under their program of study with the college they plan to transfer to for information on transferability of
technical courses. Course equivalency guides for academic transfer courses are available in the Advising Center.
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TRANSFER STUDENTS

A transfer student who is not scholastically eligible to return to the college he/she last attended will not be eligible for regular admission to
Temple College. For information on exceptions and special admission, contact the Director of Admissions and Records. A transfer student
who was placed on probation at the college he/she last attended will be admitted on probation to Temple College and must meet the
minimum standard of work during his/her first semester of enrollment in order to continue in attendance.

A transfer student whose transcript does not indicate that he/she was on probation, but whose academic record during the last semester of
his/her attendance at another college did not meet the minimum standard of work at Temple College, will be admitted on probation and
must meet the minimum standard of work during his/her first semester of enrollment in order to continue his/her attendance.

ATTENDANCE

It is a common mistake for college students to assume that attendance in classes is optional —
but nothing could be further from the truth. Your attendance in college is critical for the following reasons:

«  For students on financial aid, the federal government requires the college to monitor your attendance in class, and — for those
students who are chronically absent — the college is required to return financial aid awards to the U.S. Department of Education
(See Return to Title IV information). If this occurs, you may be responsible for the repayment of all or part of your financial aid
award.

»  Also, because many faculty members plan learning experiences that require student participation, your absence diminishes the
learning of other students (not just your own).

»  Finally, attending college is considerably more than registering for classes. What you are likely to get out of your college experience
is directly proportional to what you put into it. Not attending class — for any reason — tells your instructor that you are indifferent
about your college education and, in many cases, can and will have a negative impact on your grade. Therefore, students are
expected to be present and punctual for those classes and laboratories in which they are enrolled, as regular attendance is requisite
or satisfying most course objectives. While the faculty has the option to drop students for non-attendance, itis the
student’s responsibility to drop a class if he/she is unable to continueattending the class. Students who are dropped
from their only developmental course will also be dropped from other coursework.

To reinforce the importance of attendance, the Temple College faculty and administration drafted and passed a comprehensive attendance
policy which outlines attendance expectations. Be advised that faculty members may elect to drop students from courses when students
miss the equivalent of two weeks of classes (four absences). It is also important to note that because the policy gives the teacher
the option to drop non-attending students, it is critical that students communicate with their instructor to avoid
surprises regarding their enrolled status in each class. Also, be advised of the following: (1) Instructors do not make judgements
concerning the validity of the reason for missing class; therefore, absences are not determined to be excused or unexcused; this means that
(with the exception of religious holidays and college-sponsored events) all absences count against you and may result in being dropped
from the class, and (2) Some programs may have an attendance policy which is more stringent due to the requirement of state or national
boards.

Students representing the College in sponsored activities related to credit courses or intercollegiate athletics will not be counted absent

or penalized for work missed during their absences; however, they are expected to communicate their absence with their instructors — in
advance — and make arrangements for class work that may be missed or due upon return to campus. Faculty/staff sponsoring college-
related activities will be responsible for notifying the faculty and the Vice President of Educational Services of planned absences (including
a list of participating students and the dates that they will be absent) one instructional week prior to the event. This policy also applies to
high school students taking dual credit courses who must attend ISD scheduled activities. Students who expect to be absent because of
religious holy days will not be counted absent, and they will be allowed to make up their missed work if they contact the Division Director
of Student and Enrollment Services and comply with the provisions of Texas Education Code 51.911 which mandates a written request in
observance of religious holy days be made no later than the twelfth day of a semester.

COURSE LOAD GUIDELINES

Normal and Maximum

The normal course load for a student during the fall and spring semesters is five (5) four (4) “solid” courses. To make normal progress
toward a degree, a student must complete four five courses per long semester or attend summer school or another long semester to make
up the course deficiency.

All foreign International students authorized to attend TC must always be enrolled in a minimum of twelve (12) semester hours at Temple
College during the fall and spring semesters. No foreign international student is permitted to enroll at another college while enrolled at TC
without the written permission of the Director of Admissions and Records and the International Student Advisor. Under no circumstances



will a foreign international student be permitted to enroll in more than five (5) “solid” courses, inclusive of all colleges, during a long
semester. The maximum course load that a student will be permitted to carry at one time is five (5) “solid” courses. Students will be

permitted to carry more than five (5) courses under one of the two following conditions: (1) the student must take a sixth course to graduate

at the end of the current semester, or (2) the student made a grade no lower than a “B” as a full-time student the previous long semester.

ADDS/ DROPS

Students who have completed registration (tuition and fees paid), and wish to change their schedules (adds and drops) need to check
that semester’s class schedule for the add/drop dates and times. Students are required to see an advisor before making any changes to a
schedule. Students need to be aware that HB 116 states: Except as provided under rules adopted under Subsection (d), an institution of
higher education may not permit a student to drop more than six courses, including any course a transfer student has dropped at another
institution of higher education, under circumstances described by Subsection (b).

W-Withdrawn-denotes a dropped course initiated by the student.

WP-Withdrawn Passing-denotes a dropped course initiated by the faculty who is passing the course at the time of the drop.
WF-Withdrawn Failing-denotes a dropped course initiated by the faculty or student who is failing the course at the time of the drop.
*See Attendance Policy for additional information

Withdrawals

Students who withdraw from courses (drop) prior to the official census dates will not appear on the official class rolls for the courses, nor
will the courses show on their permanent records. Withdrawals after the add/ drop periods described above require the proper approvals
as outlined by the Admissions and Records Office. A student must officially withdraw from a course to receive a “W” grade. A student has
not officially withdrawn from a class if he/ she simply stops attending unless he/she is administratively withdrawn. It is the student’s
responsibility to withdraw from classes. To withdraw from classes please see an academic advisor before the last date to withdraw.
W-Withdrawn-denotes a dropped course initiated by the student. Withdrawals after the official census dates will be handled according to

the following rules:

Fall and Spring Sixteen-Week Length Classes

After Before Grade
12th Class Day End of 12th Week w
End of 12th Week End of Semester No Withdrawals Allowed*

*Students may receive “I” (Incomplete) grades in cases of medical emergencies or some other highly unusual circumstances. For summer
deadlines, see the College catalog.

OPEN COMPUTER LAB POLICIES

The open computer labs on the campus of Temple College are provided for the academic pursuits of TC’s student population. Current
Microsoft Office Suite software is available in all the open computer labs and various labs will also have course-specific software programs
installed on their computers. The priorities for use of the open lab computers are as follows:

1. Academic use — research, class work, etc.

2. Other educational pursuits: medical, genealogical, creative pursuits

3. Educational games

4. Personal interest

There is a two-hour time limit on the use of computers which will only be enforced if students are awaiting access to the equipment. If a
computer lab is full and students need computers for academic purposes, anyone signed in for over two hours will be asked to relinquish
his/her computer. If no one has been there for over two hours, the above priority list will determine who is allowed to remain at a
workstation.

There may be instances where a student may be offended by the material another student is accessing. Any student so offended should
notify the lab assistant of the problem. In the case of a complaint regarding objectionable material, the following steps will be taken to
resolve the problem:
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1. If possible and agreed to by the offended person, the offended person will be moved to another workstation.
2. If possible, the offending person will be moved to another workstation.
3. Ifthelab is full and no other workstation is available, the lab assistant will ask the

offending person to remove the objectionable material from the screen.

Lab assistants will document and report all such incidents to the Vice President of Educational Services. If the offended student desires to
file a formal complaint, he/she may do so with the Vice President of Educational Services.

Failure of any student to comply with the requests of a lab assistant or other staff member may result in disciplinary action as defined
elsewhere in the Student Handbook.

MATH LAB

The Math Tutoring Lab (MTL) offers tutoring for students taking math courses at Temple College. The MTL is staffed by faculty instructors
as well as qualified qualified student tutors. Students can receive tutoring in courses ranging from developmental math all the way up to
Calculus. Check the mathematics department website for hours of operation or contact the MTL for more information at (254) 298-8373.
The Mathematics Department offers the Computer-Aided Mathematics (CAM) Classroom. The CAM classroom is a computer-aided
learning environment which specializes in gradually bringing the student up to college level performance through a series of self-paced,
developmental math courses. It is powered by the successful “I Can Learn” software series and staffed by Math faculty members. See an
advisor for information on how you can sign up for this course. Check the mathematics department website for hours of operation.

The Math Tutoring Lab and Computer-Aided Mathematics Lab are located on the first floor first floor of the Math and Biomedical Science
building.

GRADUATION APPLICATION

Students will be considered as candidates for graduation only upon completion of the Application for Graduation. Students must submit
the application for graduation by the following deadline dates:

Spring Graduation February 1
Summer Graduation June 1
Fall Graduation October 1

If the first of the month falls on a holiday or a weekend, the deadline date will be extended to the next business day. Students who do not
submit their paperwork by these dates will be charged a $30.00 late fee. The last day to submit a late application for graduation for a term
is three four weeks before the last regular class day of the term.

Students who do not apply by the deadline dates will not be considered for graduation for that term and will need to submit an application
for the next graduation date.

Students are encouraged tomust see Advising for a final degree check prior to enrolling for their last semester.

Caps and gowns may be purchased in the Bookstore. Announcements may also be ordered through the Bookstore.

TESTING REQUIREMENTS

According to State law, students must meet the Texas Success Initiative (TSI) requirements prior to entering any Texas public institution
of higher education. TSI measures the student’s skills in reading, writing, and mathematics prior to enrolling in any college-level course.
Students who enroll in a Level-One certificate program (42 hours or fewer) are not required to meet TSI requirements. However, if they
decide to enter a Level- Two certificate program or a degree program, they become TSI liable and must take the assessment test. Transfer
students will be required to meet all the Texas Success Initiative requirements. Students are responsible for providing official TSI status
documentation. Temple College will honor assessment test scores on an official transcript from other colleges



TESTING

To meet TSI requirements, students may take the THEA Test at the regularly scheduled THEA testing sites, or by computer (CAT) at
designated centers around the State. Temple College offers the THEA Quick Test and the ACCUPLACER for student placement test.
Information about THEA Quick Test and the ACCUPLACER (test dates, cost, etc.) will be posted on the Testing Center website. Students
requiring special testing accommodations should contact the Disability Coordinator (254-298-8335)

for information.

Testing Center

The Temple College Testing Center, located on the second floor of One College Centre, is open to help students with their testing needs.
These may include placement tests, course make-up exams, correspondence testing, and other individual tests. Students will be required
to present a picture I.D. (student ID card) when they come to take a test. Children may not accompany parents while parents are taking
testing. All tests must be completed by the Testing Center’s posted closing time.

DEVELOPMENTAL PROGRAM

Students who perform below the minimum passing standard set by the Higher Education Coordinating Board (THECB) for a tested skill
area on the assessment test must participate in a developmental education program. This means that you will be required to take a series of
“skill-building” classes in either math, reading, or English prior to taking college-level courses in any of these areas. Remember, while these
courses do not “count” as transfer or degree credit, they can and do prepare you for college-level courses. And we do a great job at that! TC
was recently named one of the top 5 community colleges in Texas for the quality of our DE programs.

STUDENT/EMPLOYEE COMPLAINTS INVOLVING FACULTY

In the unlikely event that a TC student has a complaint they wish to convey regarding an instructor, they should begin the process by
speaking directly to the faculty member involved about their concerns. For matters that are not resolved by direct communication, students
are required to put their concerns in writing and take their concerns to the faculty member’s immediate supervisor (the department chair).
For more specific information, please refer to the Student/Employee Complaint Involving Instructor Policy on page 56.

STUDENT AND ENROLLMENT SERVICES

Student and Enrollment Services are located in One College Centre (OCC) and the Portable Building P32 Student and Enrollment services
include: Admissions and Records, Advising and Retention, Financial Aid, Testing Center, Student Support Services, Educational Assistance
Center and TRIO (located south of ISC).

Our mission is to create social and academic integrity through a relationship of shared responsibilities between students and Temple College
that results in successful education and career planning and encourages the pursuit of learning and life skills.

What is the Admissions and Records Office?

The Admissions and Records (A & R) Office is responsible for tracking and verifying your academic progress through the following methods:
Receiving and entering applications for admissions to TC

Receiving and sending transcripts

Changing a student’s contact information

Enrollment verification

Academic program changes (your major)

Verification of program completion for graduation
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What is the Advising and Retention Office?

The Advising and Retention Office offers services to students with regard to making decisions and promoting their success and well-being.
Services include career counseling, educational planning, transfer advising, and preliminary degree audits. Educational planning includes
assisting students in deciding on a college major and providing course scheduling advice. Short-term personal counseling and referral
services are also available.

Advising Requirements
Prior to registering, the following students must be advised by a College Advisor or Counselor:

«  Students who have not passed the THEA, Accuplacer, or other TSI approved test
«  Freshman students entering college for the first time
«  Any transfer student seeking a degree or certificate registering for the first time at Temple College.
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