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2018-2019Institutional Calendar

Friday

Wednesday
Tuesday
Thursday
Friday
Tuesday
Monday
Tuesday
Friday
Monday
Friday
Monday
Monday
Friday
Monday
Monday
Wednesday
Thursday
Friday
Friday
Tuesday
Sunday
Monday
Tuesday
Thurs-Fri.
Monday
Monday
Monday
Wednesday
Mon.-Fri.
Friday
Friday

Tuesday
Friday
Tuesday

Monday

Tuesday
Friday
Monday
Thursday
Monday

July 6

August 1
August 14
August 16
August 17
August 21
August 27
August 28
August 31
September 3
September 7
September 10
September 17
September 28
October 8
October 9
October 17
October 18
October 19
November 2
November 6
November 11
November 12
November 13
November 2223
November 26
December 3
December 3
December 5
December 144
December 14
December 14

December 1:danuary 4
Decembef7-January 11

December 18
December 21
December 25

November 13

January 1
January 4
January 7
January 10
January 14

Fall Semester Fee Payment Begins
(refer to HC Student Guide for more information or later registration)
Application Priority Date

Fall Orientation+ Afternoon

Fall Orientation Afternoon

Final Application Deadline

Fall Convocation

Fall Semester Classes Begin

Make-up Orientation Evening

Last day to add classes without instrugiermission

Labor Day - College Closed

Bookstore- Last Day for Returns

Last day to add classésstructor permission required)

Last day to drop without record and receivefand

Part 1 of AlcoholEDU Sexual Assault Preventipand Transit dué-all)
Columbus Day- College OPEN and classes in session

Last day to drop first half only class

FirstHalf Semester Classes End

Second Half Semester Classes Begin

Mid-term grades due

Part 2 of AlcoholEDU Sexual Assault Preventipand Transit dué-all)
Election Day - CollegeClosed

Veteran's Day

Veteran's Day (observed) College Closed

Registration begins for current students

Thanksgiving Break - College Closed

Lastday to drop classes

Registration begins for new students

Graduation applications are due for Spring 2019 graduates

Last day to drop second half only class

Book Buyback

Last Day of Fall Semester Classes

RN Pinning Ceremony

Bookstore Closed

Semester Break No Classes, College Open

Grades Due

Grades Posted to MY HC

Christmas Day - College Closed

Spring Semester Fee Payment Begins
(refer to HC Student Guide for more information or later registration)
New Year's Day- College Closed
Final Application Deadline
Bookstore Opens

Spring Orientation Afternoon
Spring Semester Classes Begin

Helena College University of Montam

i 20182019 Academic Catalog



Make up Spring OrientationEvening

Last day to add classes without instructor permission

Martin Luther King Day - College Closed

Bookstore- Last Day for Returns

Last day to add classésastructor permission requidd

Last day to drop without record and receive a refund

President's Day- College Closed

Last day to drop first half only class

Part 1 of AlcoholEDU Sexual Assault Preventipand Transit duéSpring)

First Half Semester Classes End

Second Half Semester Classed Begin

Mid Term Grades Due

Spring Break** - No Classes, College Open, Bookstore Closed
**subject to change depending on Helena School District spring break

Part 2 of AlcoholEDU Sexual Assault Preventipand Transit duéSpring)

Registration begins for current students

Last day tadrop classes

Helena College Day No Classes, College Open

Last day to drop second half only class

Graduation applications are due for Summer and Fall 2019 graduates

Reqgistration beginfr new students

Book Buyback

Last day of classes

RN Pinning Ceremony

Graduation

Grades Due

Grades Posted to MY HC

Tuesday January 15
Friday January 18
Monday January 21
Friday January 25
Monday January 28
Monday February 4
Monday February 18
Tuesday February 26
Friday March 1
Thursday March 7
Friday March 8
Tuesday March 12
Mon.-Fri. March 2529
Friday April 5
Monday April 8
Wednesday April 17
Friday April 26
Monday April 29
Tuesday April 30
Wednesday May 1
Mon.-Thurs May 6-9
Wednesday May 8
Friday May 10
Saturday May 11
Monday May 13
Wednesday May 15
Monday May 13
Monday May 27
Tuesday May 28
Wednesday June 5
Wed-Fri. June 2628
Friday June 28
Monday July 1
Thursday July 4
Thursday July 4
Monday July 5
Monday July 8
Friday August 2
Friday August 9
Thurs-Fri. August 910
Friday August 910
Friday August 17
Friday August 17

Beginning of PN sessions

Memorial Day - College Closed

Beginning of first 5week session and &nd 10week sessions

Part 1 of AlcoholEDU Sexual Assault Preventipand Transit duéfirst 5-wk,
6-wk, 10wk sessions)

Bookstore Closed for Inventory

End of first 5week session

Beginning of second-%eek session

Independence Day College Closed

Part 2 of AlcoholEDU Sexual Assault Preventipand Transit duéfirst 5-wk,
6-wk sessions)

End of 6week session

Part 1 of AlcoholEDU Sexual Assault Preventipand Transit duésecond 5
wk session)

End of10-week and secondweek sessions

Part 2 of AlcoholEDU Sexual Assault Preventipand Transit dug¢second 5
wk, 10wk sessions)

Bookstore Summer Buyback

End of PN sessions

End of LPN Sessions

LPN Pinning Ceremony

20182019 Academic Catalog
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General Information

Mission Statement

Helena College, a comprehensive tye@ar college, provides access to and support of
high quality lifelong educational opportunities for our diverse community

Core Themes

Through an inclusive campus and commuiiige discussionofHelna Col | ege
vel

s pu
identified individually and coll ecti 0

pose and goaz
t efi

ne the Cc

< O

1 Student Access and Success
1 High Quality Education
1 Community Enrichment

Vision Statement
Helena @llege will be recognized as a responsive regional provider of comprehensive educational opportunities, as a partnel
economic and community development, and as a diverse and accessible community of learners. Helena College will prorr
excellence in edwation, maintain fiscal and operational integrity; and cultivate an environment of fellowship, inclusiveness, anc
respect

Strategic Plan
A strategic planning day was held at Helena College. From this camigesvent including affaculty, staff and administrators,

six themes emerged that were further developed by the College Council into the following six strategic goals and retatesl obje
identified intheCo | | e g eZ32 plard 1 2

1. PROMOTE STUDENT SUCCESS AND ACHIEVEMENT

9 Construct academic pathways for undergraduate education that enable seamless career transition or postsecondary
educational transfer.

1 Increase educational access and support for a diverse student population through community efforts and collaboration.

91 Pronote a culture of collaboration and communication that ensures that the College meets its mission.

2. ADVANCE ACADEMIC EXCELLENCE AND SCHOLARSHIP

1 Provide relevant and enriching instruction academic programs that address the evolving job market and glolmétlycommu
1 Utilize research and assessment data to make evitiasesl decisions regarding curriculum, instruction, and programming.
1 Demonstrate that students have learned requisite knowledge and skills relevant to their educational goals.

3. BUILD COMMUNITY ENGAG EMENT AND PARTNERSHIPS

i Foster collaborative partnerships with business, industry, and the broader community to enhance workforce development ¢
lifelong learning.

1 Evaluate and respond to-going and emerging community educational and workforce needs.

1 Expand civic engagement opportunities through wmaked learning and other reebrld educational experiences.

4. MODEL AND FOSTER EQUITY, INCLUSION, AND CULTURAL COMPETENCY

1 Ensure that recruitment and hiring practices promote equity and inclusion.

9 Develop aiversity and inclusion action plan with measurable outcomes and ongoing assessment.

1 Deliver professional development and other training to support the increased cultural competency of students and
employees.

5. ENSURE INSTITUTIONAL INTEGRITY

1 Maintain andenhance a transparent process for resource prioritization and allocation that fosters efficient, effective and
equitable use of fiscal resources.
1 Procure and allocate resources to support the mission of Helena College.

i Devise and implement performance rie for assessing institutional progress towards identified goals.

Helena College University oMontana 3 20182019Academic Catalog



Accreditation, Certification, and Approval

Helena College University of Montana is accredited by thenqui r i es regarding an institu
Northwest Commision on Colleges and Universities. Northwest Commision on Colleges and Universities should be
o o ) ) directed to the administrative staff of the institution. Individuals
Accreditation of an institution of higher e.duca.tllon -by. thpmay also contact:
Northwest Commission on Colleges and Universities indicates
that it meets or exceeds criteria for the assessment of institutional Northwest Commission on Colleges and Universities
quality evaluated through a peer review process. An accredited 8060 165th Avenue N.E., Suite 100
college or university is one which has available the necessary Redmond, WA 98052 (425) 52824
resources to achieve its stated purposes through appropriate www.nwccu.org
educational programs, is substantially doing so, and gives
reasonable evidence that it will continue to do so in th&ccreditation by the Northwest Commission on Colleges and
foreseeable futurelnstitutional integrity is also addressedUniversities refers to the institution as a whole. Therefore,
through accreditation. statements |ike Afully accredit
o o by the Northwest Commisson on Col |l eges and
Accreditation by the Northwest Commission on Colleges al this degree is accredited by

Universities is not partial but applies to the institution as a Wh0|&. ol |
As such, it is not a guarantee of every course or progréaredf

or the competence of individual graduates. Rather, it provides
reasonable assurance about the quality of opportunities available

to students who attend the institution.

20182019 Academic Catalog 4 Helena College University of Montana
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Additional Opportunities & Support

Learning Opportunities for High School Students
Access to Success
Adult Education
TRIO Student Suppoi$ervices
Continuing Elucationand Workforce Development
Office of eLearning
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Learning Opportunities for HigBchool Students

High school students seeking an early stasardearning college credit have a number of opportunities at Helena College through
Dual Creditcourses, College Credit Onlgind Big Sky Pathways$ielena College allows high school students to take up to 11 Dual
Enrollment credits per semester.

Dual Credit Courses

Helena College provides dual credit courses for high schadksts through agreements across the region with the following
districts and high school®roadwaterCounty, Drummond, Granite County, Helena School District, and Jefferson County. Dual
credit allows students to enroll in courses at their high schoatssttisfy diploma requirements and provide college credits
applicable towards degree and certificate programs at Helena College. Earned credits are accepted by the high schoal and Hi
College. Course availability varies by high school location.

College Credit Only
The College Credit Onli?rogram allows area high school students the opportunity to experience the college environment by takir
classes at Helena College. Eligible students can stakingoon a degree or certificate program offered by@béege or earn
transferable credits towards a feggar degree from the Montana University Systeased upon seat availability one week prior to
the beginningof the semesterAll students interested in Dual Credit/College Credit only will need to meet the following
requirements:

9 Students may register for up to 11 credits per semester and must satisfy any course prerequisites or placement requireme

9 Studentgnust be 16 years of age, in their junior or senior year, and must provide proof of high school enrollment or

participation in a home schooling program.

1 Students must submit a Dual Enrollment Application and Registration Form.

9 Dual credit/ College Credit @ly courses are provided at a reduced cost for tuition and fees.

1 Earned credits may be transferable to other colleges and universities.

Students interested in participating in teal CreditCollege Credit Onlghould contact Admissions and Reccatld06447-6910.
Course registration opens one week prior to the beginning of each semester.

Montana Career Pathways

Pathways guide students to their chosen academic and career goalsithyngseamless transitions from high school to college
and into the workforce. Through a Montana Career Pathways Grant, Helena College provides students with opportunities
experience technical college programs through events such as FABrication Endaygomen in Gear. Pathways also works to
strengthen dual credit offerings available at each high school, online, asaimpus. Dual credit Technical Math and Technical
Writing are especially useful for students entering career and technical fielgsamsoof Study (detailed pathways) in Accounting,
Automotive Technology, Business, Compufeded Manufacturing, Computer Network Administration, Computer Programming,
Fire and Rescue, Legal Support Specialist, Medical Administrative Assistant, MedidatingssNursing, Prd&”harmacy,
Psychology/ Soci ol ogy/ Ment al Heal t h, and Wel di ng ar e
http://helenacollege.edu/admissions_enrollment/caegpathways.aspx

To help students plan how their dual enrollment courses will be used in a college program, Helena College has devedoped ar
distributing packets of Career Pathways and General Education Planning Sheets. Contact Jan Clina
(jan.clinard@helenacollege.edwr 4476951) for copies of these planning worksheets.

Students should check with their high school counselor for approved classes or contact AdanissiResords at 46647-6912.

Helena College University oMontana 7 20182019Academic Catalog


http://helenacollege.edu/admissions_enrollment/careerpathways.aspx
mailto:jan.clinard@helenacollege.edu

Access td&Success

In an effort to improve options for those students severeliglaor who
have completely dropped out of high schddklena College anthe
Helena School Districthave formed a p#rership called Access tc
SuccessThis pathway serves as a model dropout recovery/reengage
program in the Helena community.

Access to Success a high school diploma completion program. A ACCESS To

coursewak is provided in an adult learning environment. The progran
housed on the Helena College campus. Eligibility is limited to th
persons 16 and over not currently enrolled in school and who do not
a high school diploma. Those not meeting eligipitequirements will be

referred to other skibuilding programs within the district.

In Access to Successtudents have the opportunity to pursue their high school diploma while also given the chance to enroll in
college classe Someclasse®ffer dual creditand allowstudents to work simultaneously toward their high school diploma and post
secondary goal$-or students meeting tlemtry-level course placement requirements and in need of the core high school credit, the
optionfor dual credit will be provided at no cost to the student.

Maintaining small class sizes is essential to creating a supportive learning environment. All students begin by taliagitedour
AStrategies for Success o requined foretheic high schiool diglami. [IEgch stuadati will e sapparteds e s
through individual case management and small class size. Students also have access to all the support services peovided on t
Helena College campus. It is our hope that this oppoytwiit open new doors for those in need within our community.

For moreinformation,contact:

Access to Success

Helena College (Room 004)
1115 N. Roberts Street
Helena, MT 59601
406-447-6380

20182019 Academic Catalog 8 Helena College University of Montana



Adult Education

Helena Adult Learning Center
Services include:
1 Create Career or College Pathway Plan
1 Preparation for Higher Education, including trade programs, certification, and 2 year or 4 year institutions.
1 Increase skills required for employment
1 Build Literacy and Math Proficiency
1 Preparation for HISET

Orientation advising, and minimushour s of attendance are considered part
services provided by the Adult Learning Center. Class sessiemdfared every six weeks.

Focuses on preparing students for employment and or college readiness. This includes preparation for the HISET (High Sct
Equivalency Test).

HISET Testing Center
Provides the students the opportunity to take the HISET Ekagh school equivalency t§stithout accessing other services offered
through the Adult Learning Center.

For more information, contact:

Adult Education

Helena College

1115 North Roberts St. Room 117
Helena, MT 59601
Phone406-447-6387

Hﬂlm

lic

Schodls

a great phace 10 Jearn
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TRIO Student Suppoi$bervices

Program Description

TheTRIO Student Suppoervices program serves 140 Helena Colle -

students at any given time. It is grant funded and provides service
assist students who are from traditidpainderrepresented population
andwho may be considered-ask, or potentially at risk, in regar

completing a college educatiohRIO SSS offers a partnership to it
participants inachieving academic, career, financial, and persors T UD ENT SUPPORT SERVICES
success

Eligibility Criteria
Note: Students must meet flur of the criteria below:

1. Be acitizen or nationalf the United States, or metie residency requirements for Federal student financial assistance.

2. Be adegreseeking student enrolled in a minimum of 6 credit hours per regular semester and having the objective of completing
18-24 credit hours per year.

3. Denonstrate a need for academic support, as determined by this program through an application process, in order to successfull
pursue a posstecondary educational program.

4. Be at least one of the following:
a. First generation college student status (neithegrgdras completed aykar degree);
b. Income qualified (as described by the U.S. Department of Eduaaitidelines)or
c. Anindividual with a documented disability (physical, mental, or learning)

Program Services

Academic Advising and Planning

Participants will receivsupplementahdvising from aTRIO SSS stafinember Educational information and assessments will be
utilized to identify academic need&hroughcollaboration with Helena College facultyand stéfEar | v Al ert Ref er r
is sentto TRIO SSSstaffif a participant is having difficulty in order for the program to assist as an active partner.

Personal Guidance and Counseling
Guidance relating to college transition, campus/community resources, social and cultural enriching activities, and rgenatal pe
concerns is providetb all TRIO SSSparticipants Professional counseling is availalde a limited basidy a licensed counselor.

Financial Guidance
Each participant receives guidance in financial preparation, aid in applications and scholarship/grant letters, etc.

Tutoring
Tutoring is available tbelpparticipantsavigate course materidldditional academic coaching services are available to assist each
participant as needed.

Computer Access:
Computer access availableto participants in the program ar€eRIO SSS computers can be utilized for class researajects,
typing papers, etc. IPads can be checked out in the librarydadlittbaal assistancsavai | abl e at the partic

20182019 Academic Catalog 10 Helena College University of Montana



Continuing Educatioand Workforce Development

Lifelong Learning and Professional Development

Helena College Continuing Educatiand Workforce Developmemixtends the resources of tellege by providing a wide range
of high quality noncredit training and educational opportunities, developed and delivered in response to the cofinffaunity
individuals, businesses, and families.

Enrichment programs allow individuals to pursue quality education and explore interests throughdamging array of short
courses in:

1 Painting, drawing, creative writing, foreign languages

1 Digital photography, basic computers, knife building, welding

1 Wildland firefighting, small business class, personal finance classes

1 Professional development aodreer training courses and more

Our noncredit professional certificate programs and professional development courses are designed to help each individual re
his/her full potential, whether you are new the workforce, enhancing your current careerkiogwo meet licensure/certification
requirements. Courses are designed to meet industry standards and many prepare you to test for state and natiomal Lertificati
wide array of our career training certificate courses are offered online while ceuckeas our Reserve Officer Training, Certified
NursingAssistant, Certified Clinical Medical Assistant, Pharmacy Technician and Phlebotomy Technician are offered in a tradition
classroom setting.

Classs are offered on an ongoing and continuous basis. They range in length from one hour to 30+ hours in duration and may
eligible for college credit or continuing education units. Our courses are affordable and convenient for your lifestyfer We o
evenig, weekend, lunchtime and online courses to meet the needs of working professionals and families. For a listing of our curr
course offerings, view our websitevatvw.helenacollegesdu/continuinged.

To register for classes, please use our convenient, online registration or call Continuing Edtidaszts 7-6946.
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Office of e_earning

The Office of eLearning expands and complements the prograrhielana College by offering a variety of online and hybrid
learning experiences for our diverse student community.

As a student taking an online or hybrid course, you will be able to access your online course content through the Msmdle cour
portal availake from the Helena College website. Moodle is our online learning management system.

In order to locate your class in Moodle, gomtaw.helenacollegeedu.Choose fALogind (top right), t

1 Click onthe Moodle icon.

T Click on ONetl|I D Loginbé.
1 Enter your NetID and Password.

T Click on 6My Coursesbd.

Once you have accessed Moodle, you wild/| find a variety of
Student sd cour slearnm@and navigatingsMoodg.o u wi t h

Delivery methods using Moodle include the following as outlined in BOR P808y7:

1 Distance Education is defined as planned learning that normally occurs in a different place from teaching, requiring
specialized course dgn, instructional techniguespmmunication through various technologies, and spegjalnizational
andadministrative arrangements. Both synchronous anccheymous learning are included in this definition.

1 Faceto-Face/Enhanced delivery is charaized when instruction occurs inteaditional classroom with faem-face
interaction betweethe instructor and studentd,any local campus or remote site, and includes afiitim of technology to
enhancehe class withut reducing student setitne.

1 Internet or Online delivery implies that 100%tbé& course section is offeredmpletely online and delivered
asynchronously, wih no faceto-face interactiobetween instructors and students.**

9 Blended or Hybrid learning is designed specifically talbkvered partially online imn asynchronous format and partially
through faceo-face (F2F) interaction, typicallin the classroom. Both online and F2F interactiare required for the
course.This delivery is characterized by the expectatioredficed=2F class meeting timghen compared to the egaient
credit classroom course.

**Some online classes may require synchronous (e.g. chat rooms, webinars, etc.) and/or onsite learning events (es giefetiddri
sites, etc.). Contact the instructor imare details on a specific class.

All Hybrid (HO) and Online (O) have an associated per credit fee of $12.50 fordHyid $25 for Online Courses.

If you need any assistance wehearning please contact:

The Office of d_earning
elearning@helenacollege.edu
406-447-6364
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AdmissionRequirements and Procedures

Helena College Welcome Center Readmission

The Welcome Centgrovides assistance to new and readmittin@tudents who have previously attended Helena College as
students. Prospective students in search of an application, cldegreeseeking students must reapply for admission if they have
schedule, information about courses and programs of studgen absent from th€ollege for two or moreconsecutive
financial aid,admissions guidance, or who want to check thacademic semesters (excluding summer). Readmitted students
status of a submitted applti@@n may contact the Welcome must follow currentcatalog requirements upon return. The
Center at 408147-6900. The Welcome Center is located next tgrocedure for readmission to Helena College is as follows:

the main entrance of the Donaldson Cam{Reom 101). 1. Submit a completed and signed application for readmission.
o 2. Submit official transcripts from all college(s) attended since
Application Process last attending Helena College, if dispble.

Open admission allows arstudent who might benefit from a 3. If readmission follows academic suspension from Helena
Helena College education the opportunity to enroll in classes. C0||ege' app”cants must submit an academic p|an with their
Applicationsfor admission are accepted and processed in the gpplication for readmission. Readmissién conditional

order they are received. The deadline for priority admission uypon approval of the academic plan by the Admissions
consteration is one month prior to the start of each semester and Review Committee.

complete applications are due one week before the start of each

semester. Studesiare encouraged to apply eady/financial aid Application Fee

is offered and programs are filled on a ficetme, firstserved A $30 nonrefundable application fee is required of all fitishe
basis. Acceptance for admission to tiellege does not applicants to The University of Montamampuses, including
guarantee acceptance or placement in any particular prograrie University of Montana, Missoulaollege, Montana Tech
Prospective students should review the Program Offerinfighlands College, The University of MontanaVestern, and
section of the catalog for specific program requirementsielena College. If a student does not enroll within one calendar
Falsification or willfu suppression by a student of anyyear of application fee payment, the application fee expires.
information called for on an application for admission may béfter attending any ofthe Montana University System

grounds for cancellation or denial of admission. institutions, students may submit a Transmittal application and
the appropriate fee as an application to iasyitution within the
First-Time and Transfer Admission system For more information, please seek assistara &ither

Students who plan to earn a degree or certificate, or enrolitinh e Admi ssi ons or Registraraos
seven or more credits in any one semestest submit the

following information: Orientation
1. A completed and signed application for admission. Orientationis held for all new students and students who have
2. A $30 nonrefundable application fee. been absent from th€ollege for two or more consecutive

3. Proof of immunizationfiborn after December 31, 1956: academic semesters, excludswgnmer. Orientation sessions are
proof of age if born before January 1, 195BGee offered prior to and during the beginning of each semester.
Immunizationsection) College policies, procedures, regulations, and financial aid

4. Official high school transcripts received from an accrediteihformation are explained to students. Orientation information is
high school with a graduation date posted, a copy of GEDailed to all accepted students appmately three weeks prior
HIiSET scors, or Accuplacertest scores demonstratingto the orientation session. All degreeeking students are
Ability to Benefit Non-accredited high school graduatescharged an orientation feand sientation is mandatory.
will be required to provide AC/BAT or Accuplacerscores
to meet ability to benefiequirements.

5. Official college transcripts, if applicable.

Veteran Priority of Service

Pursuant to federal laws, Helena College mtes Priority of
Serviceto all programs that receive funding from the U.S.
Non-DegreeAdmission Department of Labgmeaning the right of veterans and eligible
Non-Degreeadmission is designed for students seeking persorsgdouses will have enrollment precedence over acovared
enrichment who do not plaw earn a degree or certificate, doperson in obtaining training and/or educational services,
not seek finacial aid, and who enroll in sevemedits or fewer notwithstanding any other provision of the law.

in any one semester. The deadline for -degree

admission/registration is the fifth day of classes each semesﬁalligible vetgrans are defined as .persons who have §erved on
The following information needs to be subted: active duty in the U.S. Armed Services and who were discharged

1. A completed and signed application for admission. under conditions other than dishonorable. For further
2. A $30 nonrefundable application fee. information on Priority of Setice, including determining the

3. Demonstrated completion of any prerequisites or necess ftus of eligible spouses, please contact the Veteran Resources
placement testing. Office (Room 119, Donaldson Campux call 406447-6953.
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Immunizations 5. An individual must register to vote in Montanahié/she
All students enrolling in seven or more credits are subject to the €Xxpects to exercise the right to vote.

following requirements in accordance with Montana state la@ If an individual chooses to attend any unit of the Montana
(ARM 37.114.711): University Systemduring the twelvemonth period of

1.

Students born in 1957 or later must provide evidence that continuous physical presende/shemust limit enroliment
they have received two measles ando rubella to a maximum ofevencredits per semester.

immunizations, with dose one administered at 12 monthsﬂiI re are additional requlation ncerning married persons and
age or later and dose two administered at least 28 days a p'e are adarionalreguiations concerning married persons a
thers with special circumstances. The basic rules for making

dose one. No measles vaccination before 1967 is valid. lgo X . . .

L ) . . the classification are found ir
rubella vaccination before 1969 is valid. As an alternatlveR
studeits may supply a laboratory report from a CLIA
approved laboratory indicating that the student is immu

to measles and/or rubella.

Student may be conditionally enrolled for an initial term ifsybject to Board of Regerfmlicy 940.1, a stient may petition

they have not received the second dose of measles andfra change in classification status or appeal an initial residency

rubella vaccine provided they receive the second dose @termination. Students petitioning for reclassification need to

least 28 days after the first dose and before the beginningc@mpleteand submithe residency questionnaire to the Helena

the succeeding school term. College Admissions Evaluator. The burddrpooof, including

A student may be exempt from the above requirements fgfoduction of required documentation, is upon the individual

medical reasons (ARM 37.114.715) providing the studerkeking reclassification. To be eligible to receivstate status

supplies a statement from a physician (MD or DO) holdingor a particular term of enrollment, the individual must be

a license to practice in thenifled States or Canada stating: gjigible for in-state status on or before theti fstructional day

a. The specific immurzation is contraindicated; of the term, and the reclassification petition must be submitted

b. The time period the immization is contraindicated; py that date. Otherwise, a change in classification is effective on
and the first official day of enrollment for the first term following the

c. The reasons for the contraindication. date the petition is received bye AdmissiongOffice unless the

. filing of a Montana individual income tax form is required
A student may be exempt from the above re rementstJ }e . . . - ’
" y xemp ve requl f?]lwhlch case the effective date is the date of filing the tax form.

religious reasons providing the student supplies a notariz;ﬂe final decision by Admissions and Rec e appealed
statement that immunizati?nfch acrng. f:nornttria_“rr_}/r c?:mm%n%eng thudent
religious beliefs. This notarized statement must bé)o memi ommssioner o gre ucafion,  a €

submitted annually by anytuglent claiming a religious R ; ; sio nle rh ﬁllsb d ebc'it Z ito :‘h may be
exemption (ARM 37.114.716). egents. An appeal shall be submitted to the campus

administration for transmittal to the Commissioner and must be

esidencyPolicyandcan be obtained frothe Wetome Center
norwww.helenacollegeedu. Contact Admissions and Recoats
406.447-6912.

ResidencyRequirements submitted within 14 calendar days of the finampus decision.

The Montana University Systenclassifies applicants for
admission and current studeais either irstate or oubf-stae P
for fee purposes. In general, a person must meet the requirem%n
. . . e
listed below to qualify for irstate status:
1.

Safetyand Security Considerations

L{rssuant to Board of Reger®®licy 301, Helena College may
ny or condition admission, readmission, or continuing
enrollment of any individual who, in the judgment of the
campus, presents an unreasonable risk to the safety and welfare
or} the campus and persons thereon. In making such judgment,
. : . . the campus may, among other things, take into account the
appropriate actions during the twelmenth period the Cndiviodu arlngﬁe&rienh?e selﬁttgerﬁ%(l)a/imc%and

i ntent t o ma k e Mont ana od‘ueos 1per : : .
. . . . .. _destructive tendencies, (2) behavior at other educational
requiredtwelve-monthperiod does not begin until specific .

. . institutions, and (3) any rehabilitative therapy the individual may
actions are taken to change legal ties to Montana. have underaone. A decision to utilize th thorit nferred b
An individual mustbe at least 51% financially self ave undergone. ecision to utilize the authortly conterred by

- . . . this paragraph shall be comnicated to the individual in
sufficient during the entire twelveonth periodand may . . . .
. . . writing. Any such decision may be appealed in writing to the

not be claimed as an exemption under federal income tax = . :

. . ssociate Dean of Academic and Student Affairs
regulations by someone filing an enftstate federal tax
return.
A person must have filed a Montana incorag teturn or
have had Montana income tax withheld as required by state
tax laws during the twelvenonth period.
If a person owns or operates a motor vehicle in Montana,
he/shemust license the vehicle in Montana witli@é days
of moving. If a person doeohown or operate a vehicle.
They should obtain a Montana State ID within 60 days

A person must be physically present in Montérawelve
(12) or more consecutive months without an absence
excess of a total of 30 day®@ne must demonstrate by
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Western Undergraduate ExchanggWUE) regard to their transfer credits. Students should be aware of the
Students who are residents of Alaska, Arizona, Californifollowing transfercredit guidelines:

Colorado, Hawaii, Idaho, Nevada, New Mexico, North Dakota, I Courses must be colledevel, defined as those courses
Oregon, South Dakota, Utah, Washington, and Wyoming may that are applicable toward a certificate, an associate of

be eligible to participate in the Westerdndergraduate applied science, associate of arts, associate of science, or
Exchange(WUE) program. If selected, students pay reduced baccalaureate degree at their respective institution. In all
fees which are approximately one and -biadf times current cases, such courses shall not include remedial or

resident fees. WUE application materials will be sent to students developmental courses.

from participting states. Contact Admissions and Recuouitts 1 Montana Board of RegenBolicy 301.5.2 guarantees that

WUE-related questions. Admissions and Records will award  coursework completed in the last five years will be

available WUE waivers on a firsbme firstserved basis to reviewed for possible use inastuteds speci fic

qualifying applicants. This award extends to the completion ofa  of study, and coursework completed in the last fifteen

s t u d& progta@ or two years, whichever comes first, provided  years will be reviewed for possible use to satisfy general

the student: 1) maintains a 2.5 cumulative grade point average; education requirements or as elective coursework. The

2) does not change his or her program of study; 3) completes a guarantee provides only that courses falling into the

minimum of 12 credits each semester of enrollment; and 4) does relevant timgperiods will be analyzed for possible use in

not changehis or her state of legal residence. Students who a st udent s degree program.

change any of these conditions stated above may lose the WUE courses will be automatically accepted. Further, the

award. Appealsvill be considered on a case by case basis and policy allows individual Montana University System

should be directed to the Director of Admissions and Records. campuse discretion with regard to consideration of
outdated coursework; however, since it is a discretionary

Credit by Examination _ o decision, it cannot be challenged. The provisions of this
Students may be awarded credits by examination through the policy also govern the eval
following three options: o that have been completed at Helena €yl Students
' CollegeLevel Examination Program (CLEP) with outdated coursework are encouraged to contact
Required scores on thespective CLERxams will Admissions and Records the appropriate academic
warrant full course credit in the equivalent Helena department.
College course. Official results must be sent directly from | Courses must have been completed with a letter grade of
the CLEP Testing Center to Admissions and Records C- or higher, or a Pass from a Pass/No Raading
f Advanced PlacementAP) _ met hod if the course woul d
A score of 3, 4, or 5 on an Agxam for any equivalent intended program of study. (Students should refer to the
Helena College course will warrant the award of full Academic Informatiorsection for limits on pass/no pass
course credit. Official results must be sent directly from credits.)
the AP testing center to Admissions and Records Al programs of study require thahethird of the
1 Credit by Exam (C|_3E) . . academic credit hours be earned at Helena College.
Students may receive credit through nationally | Courses accepted for transfer credit will appear on a
recognized professional licenses or certificates gained studentds transcript. The ¢
through_examin_a_tioqs. Students must be able to provide total credits earned, but grades earned for accepted
the original certification document and examples of the transfer credits vlinot be included in the grade point
curriculum for the certi€ation. The student must verify average (GPA

the certification through his or her advisor and the

Re g i sOfficea If cirsculum and certification cannot
be verified, the student may be able to show
competencies through the challenge process. Students
should refeto the Challenge Policy for more
information.

Compl etion of a studentds a
deadline, which is one month prior to the first day of
classes of the term for which a student has appliet, wil
facilitate the processing of evaluation of transcripts for
transfer credit.

Students will be _notified in writing of the admission decision,

A student will receive a grgadgp Qdmod 5heditt 9ctept@d™dr w&nbié %' Hel@na 2
through CLEIPAP/CBE. The total credits aarded for CLEP and College, and the transferability of general educatoa/ or

CBE for a student cannot exceed 25% of the credits required {QL tive credits within ten working days of the receipt of a

his or her degree. completed transfer application on or before the priority deadline.
Students seeking transfer of credits to satisfy degree and/or

Transfer of Credit fificat . ; ¢ h their official t .
Students who have previously attended a regionally accredifey | 'ct€ requirements must ‘have their oflicia rampsri

technical school, colleger aniversity may be eligible to receive reviewed by faculty from the appropriate academic program.

transfer credits. Upon receipt of an official transcript, Helena
College will cooperate with students to make a fair decision with
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Students completing their transfer application before the priori; To print, publish, or cause to be printed or published a
deadline will be notified of the transferability of credits towards catalog or other notice or advertisement indicating a
specific degree and/or certificate requirements no thtn the limitation, specification, or discriminatiotbased on the
last day to add classes for the intended term of entry. race, color, creed, religion, age, physical or mental
handicap, sex, marital status, or national origin of an
applicant for admissiorar,

To announce or follow a policy of denial or limitation of
educational opportunities of a group of itsmieers through

a quota or otherwise, because of race, color, sex, marital

Students wishing to appeal decisions made regarding their St&tus, age, creed, religion, service in federally or state
transfer credits must submit a signed written request to the defined uniform service, veteran status, political ideas,
AdmissiongOffice. Appealswith regard to the transferability of genetic information, gender identity, gender expressions,
credits to atisfy degree and/or certificate requirements will be ~ Sexual orientation or physical or mental handicap, or

reviewed by the appropriate program faculty and/or division national origin.

chair as needed. Appeals with regard to the transferability pf »qgition, this facility may not be used in the furtherance of
general educatlgn and/or elective cr'egllfcs will aI.so be rewew%%y discriminatory practice, nor become a party to an agreement,
by the appropéte faculty andfor division chair as needeoIarrangement, or plan which has the effect of sanctioning

Students who have submitted their appeal in a timely Manngg iminatory practices. Racial or sexual harassment of students
will receive a response and final decision prior to registration f%rr faculty is unlawful

the following academic term.

Students who complete their transfer application after the
priority deadline will receive a complete evaluation of theipL
credits for transfer and will be notified of the results prior to
registration for the following academic term.

) i ) i This policy is in compliance with the requirements of Titles VI
Students with questions or who need further inforamagbout 5,4 v/ of the Civil RightsAct of 1964 as amended, Title ¢
transfer policies should contact Admissions and Realrd®6 o gy cational Amendments of 1972, Titles VIl and VIII of the
4476912. Public Health Act, the Rehabilitation Act of 1973, the
Americans with Disabilities Act, the Montana Human Rights
To help students plan theitransfer within the Montana Act and the Montana Governmental Code of Fair Practices.

University System a transfer initiative was implemented inhelena College is an equal_ opportunlty/afnrmgtlve actlon_
2007. The initiative incorporates common course name afigployer. The catalog, advertisements, and recruitment material

numbering to make the transition from institution to institutio'!! prlesent programs and information in a way to discourage
easie. For moreinformation, see the MUS Common CourseS€Xua Stereotyping.

Numbering TransfeGuide online atvww.mus.edu Students Helena College shall ensure that the “éscrimination pdty,
wishing to transfer Helena College credits to another college 9§ it affects applicants and students, is published and
university should contact thedmissions Office at the receiving gisseminatedResourcesvho have disabilities should contact
institution for information and policies concerning thepjsapility Services if accommodations are needed or if obstacles
evaluation and acceptance of transfer credits. are encountered at Helena College. Students should follow the
complant procedure outlined in the Helena College Student

Palicy of Nondl_scrlmlnatlon - Handbookf they believe this policy of nondiscrimination is not
Helena College is committed to providing all personsgqual being followed

opportunity for education, employment, and participation in

activities as provided by law. It is unlawful: Any person wishing more information regarding Helena

1. To exclude, expel, limit, or otherwise discriminate againgto | | ege6s policy and pmnatoress a:
an individual seeking admission as a student or aMarassment, Sexual Misconduct, Stalking and Retaliation, may
individual enrolled as a studein the terms, conditions, or do so through contacting tf&tle IX Coordinator and &tion

privileges of the institution because of race, creed, religiogo4/Title Il Coordinator at 406-447-6937 or
sex, marital status, color, age, physical handicap, nation@ltrick.turner@ helenacollegesdu.

origin, service in federally or state defined uniform service,
veteran status, political ideas, géio information, gender
identity, gender expressions, sexual orientation or physical
or mental handicap, unless based on reasonable grounds;
2. To make or use a written or oral inquiry or form of
application for admission that elicits or attempts to elicit
information or to make or keep a record concerning the race,
color, sex, marital status, age, creed, religion, service in
federally or state defined uniform service, veteran status,
political ideas, genetic information, gender identity, gender
expressions, sexual orientation, physical or mental
handicap, or national origin of an applicant for admission;

Montana University SystemTransfer Initiative
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PlacementAssessment

Students must submit Accuplactgst scores to assist with necessary to meet program requirements may require
placement. A writing sample may be required from studentstoe ngt heni ng a studentds progr
assist with placement into the appropriate writing course. ACdlder than three years from the time of enrollment are not
and SAT scores, the Montana University SysteWiriting accepted. Placement testing results are not used to determine a
Assessmen{MUSWA), and transferable college credits willst udent 6 s admi ssi on status to
also be considered for math and English placement iadetermine Ability to BenefifThere isa $30 fee foAccuplacer
accordance with Board of Regemslicies. Placemertesting testing. Please call 46847-6939 to schedule akccuplacertest

results demonstrating a need for developmental coursewadssion.

MATH Placement
ACCUPLACER ACCUPLACER
ACT SAT Quantitative, Advanced Algebra
Algebra, Statistics Function

MO080 PreAlgebra& Algebra |

M105 W/045

M108T Business Math

M111T w/060 (20€219) 200239

M111T Technical Math (22@39)

M120T Math w/Health Care App

MO092 Algebra | Needs

M105 W/0® 18-20 ACCUPLACER 240300 200219
MO093 Algebra Il (STEM Prep) QRAS does not determir

M105 Math for theliberal Arts MO093 placement. With ¢

M115 Probability and Linear Math 21 490 score higher than 220249
M132 Numbers & Ops K Teachers 263, tester will take

M133 Geometry & Geometric 48 AAF for placement.

M121 College Algebra

M234 Advanced Topics 48 23 530 250-262
M151 PreCalculus
*STAT216 Introduction to Statistics 25 570 263270
M171 Calculus | 27 610 271-300
*Students that successfully pass M105, with-aCbetter, are eligible to take STAT216

Writing (English) Placement
ACT ACT
(2015 and prior) (2016 and on) SAT ACCUPLACER
. 0-6 Writing sub score .
Cducation (ABE) OR 1315ELA 2001 430 Wi 200220
13-15 English/Writing 9
WRIT 101 W/096
College Writing W/Lab 16-17(E/W) 16-17(ELA) 221-249
7 Writing sub score 7 Essay
o OR 18 ELA 440 Writing 250-300
9 9 18 English/Writing
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Expenses

20182019Tuition and Fee Schedule
All fees are subject to Board of Regesyproval.

The Board of Regentsas approved the fee schedulewever, fees are subject to change without notice. Final approved schedules
are available in Business Servieesrd onl i ne on the Commi ssi o0n erandfdes dfe bgseccon E
credit hours and are paid by the student each semester. Different fee schedules are applied for studentgegitidntyEContact
Business Services for more information. The $30.0Gstegion fee is nomefundable.

= $ @ 3 @

. E 3 38 L 3z & L 8 & 3
2 & s s S L% & S8 =z & =& g g 3 &
S o ] o En 5 - o © = kel & = c®
o o) 5 = Sl =3 Q 2 k] [ =293 x 3 24 S 3
5 [ o oOf w < n 5 = n® = z¢ = zQ
1 30.00 108.59 3.92 8.34 3.96 2.09 5.20 150 15.00 15.00 193.60 3.59 239.34 436.53
2 30.00 217.18 7.84 16.68 7.92 4.18 10.40 3.00 15.00 15.00 327.20 7.18 478.68 813.06
3 30.00 325.77 11.76 25.02 11.88 6.27 15.60 450 15.00 15.00 460.80 10.77 718.02  1,189.59
4 30.00 434.36  15.68 33.36 15.84 8.36 20.80 6.00 15.00 15.00 59440 14.36 957.36 1,566.12
5 30.00 54295 19.60 41.70 19.80 10.45 26.00 750 15.00 15.00 728.00 17.95 1,196.70 1,942.65
6 30.00 651.54 23.52 50.04 23.76 1254 31.20 9.00 15.00 15.00 861.60 2154 1,436.04 2,319.18
7 30.00 760.13 27.44 58.38 27.72 1463 36.40 10.50 15.00 15.00 99520 25.13 1,675.38 2,695.71
8 30.00 868.72 31.36 66.72 31.68 16.72 41.60 12.00 15.00 15.00 1,128.80 28.72 1,914.72 3,072.24
9 30.00 977.31 35.28 75.06 3564 18.81 46.80 13.50 15.00 15.00 1,262.40 32.31 2,154.06 3,448.77

10 30.00 1,085.90 39.20 8340 39.60 2090 52.00 15.00 15.00 15.00 1,396.00 3590 2,393.40 3,825.30
11 30.00 1,194.49 43.12 91.74 4356 2299 5720 16.50 15.00 15.00 1,529.60 39.49 2,632.74 4,201.83
12 30.00 1,303.00 47.00 100.00 4750 25.00 6240 18.00 15.00 15.00 1,662.90 43.00 2,872.00 4,577.90
13 30.00 1,303.00 47.00 100.00 4750 25.00 67.60 18.00 15.00 15.00 1,668.10 43.00 2,872.00 4,583.10
14 30.00 1,303.00 47.00 100.00 4750 25.00 7280 18.00 15.00 15.00 1,673.30 43.00 2,872.00 4,588.30
15 30.00 1,303.00 47.00 100.00 4750 25.00 78.00 18.00 15.00 15.00 1,678.50 43.00 2,872.00 4,593.50
16 30.00 1,303.00 47.00 100.00 4750 25.00 8320 18.00 15.00 15.00 1,683.70 43.00 2,872.00 4,598.70
17 30.00 1,303.00 47.00 100.00 4750 25.00 8840 18.00 15.00 15.00 1,688.90 43.00 2,872.00 4,603.90
18 30.00 1,303.00 47.00 100.00 4750 25.00 93.60 18.00 15.00 15.00 1,694.10 43.00 2,872.00 4,609.10
19 30.00 1,303.00 47.00 100.00 4750 25.00 93.60 18.00 15.00 15.00 1,694.10 43.00 2,872.00 4,609.10
20 30.00 1,303.00 47.00 100.00 4750 25.00 93.60 18.00 15.00 15.00 1,694.10 43.00 2,872.00 4,609.10
21 30.00 1,303.00 47.00 100.00 4750 25.00 93.60 18.00 15.00 15.00 1,694.10 43.00 2,872.00 4,609.10
22 30.00 1,303.00 47.00 100.00 4750 25.00 93.60 18.00 15.00 15.00 1,694.10 43.00 2,872.00 4,609.10

* Includes Access Feaf $1.32 and Building Feef $2.60 per credit
** Includes Computer Feef $4.02 and Technology Fe&$4.32 per credit

1 Students will be charged a $25 per credit fee associated with courses provided by online (O) delivery.

1 Students will be charged a $12.50 per credit fee associated with courses pyawdeid (HO) delivery.

9 Students will be charged a $15.00 Wellness Pésase sethe Welcome Centdor more information.

1 All new students are charged &5500Identification Card~ee and all new degreseeking students are charged a $&0
OrientationFeein addition to the above schedule.

Additional fees may be charged for students registered in some progranasd/or courses. Contact Business Serviced
406-447-6921 for information.
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Booksand Supplies Payment of Tuition and Fees

Books and supplies are purchased on a semester badsur schedule bill is a combination of your class schedule, the
Textbooks and supplies aresdlable at the Bookstotecated on number of credits you have registered for, and the amount it
the Donaldson Campuas 1115 North Roberts Street. Textbooksosts to attend Helena College. Until your schedule and
and supplies for Airport Campudasses can be purchased atorresponding bill are finalized by you online, by mail, or in
Bookstore East, located ¢ime Airport Campus main floor. Both person, you are not a student at Helena College. Your financial
bookstores accept cash, credit cards (with the exception aifl will not disburse to your account.

American Express), and checks made payable to Helena

College. Tools are required for each student enterind’ the schedule bill is not paititalized by the published
Automotive Technology, Aviation Maintenance, Computer payment deadline, you will be dropped from all classes. Please

Aided Manufacturing Diesel Technology and Welding S€€ the published payment datethim SudentGuide.
Technologyprograms. Students should refer to the tool sectiqfj, do you access your schedule bill online?

of the catalog. f Go to MyHG log in to your account
Deferred Fee Payment Plan 9 Select Student Seines and Financial Aid
A deferred fee payment plan is authorized providive: 1 Select Payment and Account Information

1. At least one quarter of total fees are paid at the time thell Select Pay and Finalize your Registration Bill

deferred fee payment plan is initiated, Note:Financial aid will not be applied to your account until you

2. An additional one quarter is paid within the first 30 days ‘finalize your schedule bill by the payment deadline. If this is not

the semester )
’ completedyou will be dropped from your classes.
3. An additional one quarter is paid within the first 60 days oi P g PP y

the beginnig of the semester, and Remember, after you have accepted your financial aid, you must
4. The full amount is paid in full within 90 days of thewait 24 hoursdr your account to reflect that you have Financial
beginning of the semester. Aid funds for your tuition. If you do not wait, the system will

iti . o . require you to use a credit card ecleeck for payment. Please
Tuition and mandatory fees less any financial aid are eligible fgrq y pay

q X ) ) é)ntact the=inancial AidOffice with questions.

eferral. Execution of a promissory note with the terms an

conditiors of the deferment will be required. Log into MyH& \What if you have funding from an outside source?

complete the application for the deferred payment plan. Thi®u will not be able to use the online feature. Biongnail your

plan is not available for the summer semester or to any perssigned schedule bill to the cashier. If you have questions about
with an outstanding debt to the College. The Deferred Paymemiur third party payment, call Student Accountst
Agreement must be renewedy Business Servicesit the 406-447-6921. If fundingdoesnot showon your schedule bill,
beginning of each semester. notify Student Accounts.

Students participating in this plan will be assessed Note: Even if you do not have a balance due, you must
administrative charge of $30 each semester. Failure to mipay/finalize your bill with BusinesServices

scheduled payments will resulttime student being ineligible for

future deferment and may r e\ogatignal Rghabllitatiphe | | ati on of a stud

enroliment with no refund of payments already collected. A $1&ertain persons with an employment disability may qualify for
fee will be assessed each time a scheduled payment is late. €ducation assistance through the Rehabilitative/Visual Services

Division, Montana Department of Social and Rehabilitation
Non-Payment Services. Students should contact that office at44B86952 for
Any peson who owes the College any fees, fines, or othefiore information.

charges will not be permitted to receive a transcript, diploma. - ) ) } -
certificate, or academic record: to register or attend classes; ¢NOt€: This information must be included on the Financial Aid

access any College facilities or services until the debt haspAWard and will be included in a

paid or satisfactorily adjusted through Business Service@id-
Interest may be charged at the rate. of 10% on the balance due All students must sign and return a schedule bill.
from the day after the due date until the full amount has been

paid, and any attor ramgeshecesfag/es or ot her costs or <ch
for the collection of the amount owed may be added to the
balance due.
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Tuition Refunds 1 75% of all remaining fees will be refunded to the end of
Tuition refunds are made through Business Senscbsequent the 10th instructional day of the semester or half semester
to a studentds wit hdr oeedaref r o nmwhich th@aourse kegiss) . Ref unds
authorized according to the following proceels only if the 1 50% ofall remaining fees will be refunded to the end of
student officially withdraws from the College and/or drops the 15th instructional day of the semester or half semester

courses in the required manner: in which the course begins.
1 The $30 registration fee and the $30 application fee are § Beginning the 16th instructional day of the semester or
nonrefundable. half semester in which the course begins, no refunds will
1 Class days are determined by the College calendar of be made.

instructional days,ndiy t he studentﬁsccl adsd/a scqetdutldet. K hedul
1 Refundsfor withdrawal or dropping a class for courses or oursea fop apply 1o students maxing course schedule

summer semester are computed on arpted basis. changes but remaining in attendance at the College:

Withdrawal from school applies only to students dropping all ll }A‘n iﬂdi}/_idual cgurse t;lrcr)]pped will be reLunlfded at 100%
courses: (Registtion and Application Fesare norrefundable.) orr]-t hetr:rSt 15 ag/s 0 the semester or half semester in
1 100% of all remaining tuition and fees are refunded which the carse begins.

before the first class day of the semester or half semester T Beginning the _16th !nstructmnal day of the semester or.
in which the course begins. half semester in which the course begins, no refunds will

1 90% of all remaining fees will be refued to the end of be made.

the 5th instructional day of the semester or half semester A processing fee of $10 per request will be assessed to
in which the course begins. add a course or courses after the 5th day of the semester

or todrop a course or courses after the 15th day of
classes.
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Financial Aid

Eligibility Requirementdor Financial Aid
Financial AidNotification
Accepting Financial Aid
Student Responsibilities
Helena College Scholarshipad Awards
Tuition Waivers
Federal Financial Aid
Financial AidSatisfactory Academic Progre(SAP)
Return of Title IV Fund®olicy
WithdrawalDates
Drug-Related Convictions
Incarcerated Students
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Financial Aid

Financial aid administered by the Financial Sffice at Helena An example of thealculation is:

College is based on an evaluation of academic accomplishments, Financial AidCost of Attendance $16,679
financial need, and vailability of resources. Students may Less: Calculated EFC (assume $2,000) $2,000
qualify for Helena College scholarships, awards, and grants or Calculated Financial Need $14,679

state and federally sponsored gram®rk-study, and loans.
Information about eligibility, applying for and accepting aid, andrinancial aid packages are developed using information
types of aid are outlineid this section. Some general points: available at the time of packaging and may be revised if

) ) enrollment status and/or financial status change.
Scholarshipsre awarded for each academic year.

I Awardsare usually made in the spring for the following Eligibility Requirements for Federal Aid
academic year. 1 Acceptance to Helena College ademjreeseeking

1 Helena College does not discriminate on the basis of race, student.
creed, religion, sex, marital status, color, age, physical  { Priority is given to students with FAFSA results
handicap, national origin, service in federally or state submitted to telena College bpecemberl.
defined uniform service, veteran status, political ideas,  q Posses either a high school diplom@ED, HISET, or
genetic information, gender identity, gender expressions,  completed a state recognized home school curriculum
sexual orientation or gsical or mental handicap inthe ¢ completed the Free Application for Federal Student Aid

administration of its scholarship program. (FAFSA) and submitted as soon as possible after the first
T Most scholarships administered by the College are business day iDctober The information should be sent
divided evenly between fall and spring semesters. to Helena College, Title IV Code 007570. A FAFSA must

1 Scholarshipsire not awarded during the summer session. be completed each year the studdesires financial aid.
1 Redpients of selected awards must inform the donor and/ . _
or Financial AidOffice of their acceptance. Note: Submitting a FAFSA ensures that a student will be
considered for all financial assistance from Helena
The following is an example dfow financial aid is determined: College and the state and federal government.
The cost of attendance is determined by the College in The student should review the Student Aid Report (SAR)
Octoberof eachyear for the following academic year. The sent by the processimgnter and submit necessary
cost of attendance for a fitlime, in-state student for 2018 corrections to the Financial Aidffice.
2019is as follows:
Tuition and Fixed Fees $3318  Note: Tre FAFSA application for the 2012020 year will be
Room Allowance $5,886  available in October of 2018This is much earlier than noted
Board Allowance $2,670 above and will be basednt he s t(andde ngarsent 6
Personal Expense Allowance $3405 S p 0 u s e Gnsome taxdntoimation. This is to assist students
Transportation Allowance $2826 in preparing for the financial responsibilities of attending
Loan Fee Allowance $62  college. The Financial Ai@ffice will be available for assistance
Book and Suppliedllowance $1,30  With this process.
Total Cost of Attendance $19517

Financial Aid Notification
If a student has applied for federal aid, Helena College accesgé%d?nts who have been accepted for admlssmnc?asgrzee

. . o : . Seekingstudent and for whom the College has received results
the estimated family contribution (EFC) information . .

: of the FAFSA on or beforBecemberl will receive needased
electronically from the federal processor. If Helena College hs ancial aid packages ifanuay. The packaaes will contain all
not indicated on the Free Application for Federal Student Aif:{] P g Y. P 9

(FAFSA) as a school that should receive the Student Aid Repéﬂanmal aid awards offered by and through Helena College with

(SAR), the student must submit a gopf the SAR to the Irections how to accept and receive the awards. Aftauary

Financial AidOffice or correct their FAFSA by adding the Cc)destudents will receive financial aid packages as they are admitted

for Helena College. The Col foéhS Ce:ogege agdotrbeéesmlkbfsthe I(:)Agngbchgme available.
%Pproximately 30% of all FAFSA applicants are selected for a
process called verification by theS.Department of Education

In this process, Helena College will be comparing inforomati
from the FAFSA with IRS Federal tax transcripts (and/or
parent 6s/ 2doomssoe 6tie) financ¥ell documents.
The law requires the&ollege verify this information before
disbursingfederal financial aid. If there are differences between
the FAFSA information and supplied financial documents,

Helena College subtracts the EFC amount from the cost
attendance. The resulting amount tiee financial need per
federal eligibility guidelines.
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Helena College will make corrections electronically and notifgtudent Responsibilities
the student in writing. Upon acceptance amdceipt of financial assistance of any kind,

Verification must be completed no later than 14 days prior to t}kzt becomes the studentos respo

end of thespringsemester of enrollmerthe aid yeafor which id Office in writing of changes in financial and/or enrollment

. . . status. A change in enrollment and/or financial status re
aFAFSAwadi | ed. A studentds fa|ﬁur.e tfg c?rﬁp?et(& ver.|¥|_c I on
. . . L n revision of financialaid'awards. Changes include:
will result in the cancellation of all federal and institutional Heed

based aid. In addition: 1 Change in the number of enrolled credits;

1 No financial aid will be released until verification is T Change !n r.1ame,. address, .Or teIephone numpgr;
completed. 1 Change in financial status, including any additional

 Students employed der the federal or state westudy \S/\(/::ﬁ('jarsr"?f’ gri:{s(’; OII Othefs?ednefltts rE;]CEI%(;j
programs cannot work without completing verification. 'thdrawallrom thet.oflege. students who withdraw

from Helena College during a semester may be
Helena College must review the requested information, under responsible for repayment of all or a portion of any

=

the financial aid program rules (34CFR, Part 668). financial aid received for the semester. Return of federal
) ) ] ) ] ) fund procedures is federallygelated. Students should
In some cases, the Financial Afice will re-evaluate financial contact the Financial Ai®ffice for additional
aid awards based on special circumstances. If a student or niormation.
studentds family have special needs or have recently exper.

unusual financial circumstances, they should contact thdelena College Scholarshipand Awards

Financial Aid Office. A Special Circumstace/Professional Listed below is a partial list of scholarshiggailable toHelena
Judgment form is available on tRmancial Aid Formspage of College students. A complete and-tgedate list can be found on

the Helena College website. the Helena College website. Some scholarships are offered by

. o . , the College and others are offered by community organizations,
Financial aid is not available for audited or challenged courseg ;siness firms. endowment funds. etc. For more information

A student may not receive financial aid to repeat a course mé&@dents shdd contact the Financial Aiffice.

thanone () time for courses previously passed. According to 1 Boeing Access to Education Award

federal regulations for fina'h&EveeettD. Battel Scholarsiiposes, a grade of
considered passing. 1 Gianforte Manufacturing Scholarships

Harold Hamm Award

Helena College Foundation Scholarships
IntermountailChi | drenés Home Award
Montana Food Distributors Association

Opportunity Bank of Montana Awards

Peter Nelson Scholarships

Reach Higher Montana Awards

Shodair Childrends Hospital /
Soroptimist Training AwardBrogram

Soroptimist Vocational Technical Scholarships

Student Senate Scholarships

Accepting Financial Aid

1 A postcard notification stating financial aid is ready to be
accepted will be mbiad to accepted students beginning in
Januaryor after Helena College receives FAFSA
information.

9 The student should acknowledge acceptance of the
financial aid by accepting and submitting award
preference on their MyH@ccount online at
www.helenacollegeeduand shouldeturn all required
paperwork listed on thieottom of the Accept Award
Offer tab of the online award.

I Financial aid will be disbursed in two installments duringpyiyate Scholarships

= =4 -4 48 _98_4a_8a_92_24._2_-2

the semester. The first diment will occur 710 Many private organizations provide financial assistance to
businesslays after the 15timstructionalday and will Helena College students. Scholarship information may be
consist of all grants, all scholarshipsd1/2 student obtained by contacting civic, professional, religious, or other

loans for the term. The second installment will be the  community organizations in addition to high school guidance
remainingl/2 of the student loans and will be disbursed ffices and theriternet. Listing of web resources is available on
7-10businesslays aftesuccessfuiidterm grades have e FinancialAid pageon the Helena College websi@ne such
posted. website iswww.smartaboutcollege.org Private scholarships

I Financial Aid except fowork-studyawards, will be are generallypplied onehalf to each successive semester after
credited directly to your student account in Business  the funds are received.

Serviceon the aforementioned disburserndates.

Note: Students who are firftme loan borrowers will not
receive their first loan disbursement until 88lendardays after
the start of the first term of attendance.
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Tuition Waivers 2.

The Montana Board of Regenltis authorized the waiver of
either full or partial tuitiorfor certain categories of students.

These categories include:
Native Americas
Montana Veterans
War Orphans

Senior Citizens

Surviving Dependents of Montana Firefighters or Peace
Officers

1 Faculty and Staff

1 MUS Employee Dependent

1 MUS High School Honors

= =4 =4 —a -8 -9

Applicationsfor tuition waivers must be completed within 14

days of the start of the semester in which the student wants4to
utilize the waiwer. For more information and applications, please

see thdinancialAid pageon the Helena College website

Federal Financial Aid
Students bould complete the FAFSA after October 1 and
requesthe Student Aid Reprt (SAR) be sent to Helena College,

Title IV Code 007570. It takes approximately 4 to 6 weeks for a
paper FAFSA application to be processed. Applications
internet take considerably less time
(https://.fafsa.goy). Students (and parents, if applicable) must

submitted via the

have a Federal Student Aid (FSA),®@hich will be comprised
of a userselected username and passware@lectronicallysign
the FAFSA electronicallyh(itps://fsaid.ed.goy). Students must

re-apply for federal aid each year. Delays in receiving financial
aid are often the result of late or incomplete submission of the

FAFSA. Prioritydatefor Helena Colleg isDecemben.

Eligibility for the below indicated federal financial aid resources
depends on submission of the FAFSA. The Student Aid Report
(SAR), resulting from the FAFSA, provides an expected family

contribution (EFC), which is used to determine igligy for

federal needased financial aid.

1. Federal Pell Grantand Federal Supplemental Education
Opportunity Grant¢§FSEOG) are awarded to studenfshw
exceptional ihancial need.

Note: Pell grants are limited to 12 fuiime semesters.
FSEOG funds are limited.

Dependents of Prisoners of War 3.

Federal Irag and Afghanistan Service Grantay be
awarded to students whose parent or guardian was a
member of the U.S. Armed Forces and disda result of
service performed in Iraqg or Afghanistan after
September 11, 2001. The grant award is equal to the amount
of the maximum Pell Grant for the award yewot to exceed

the cost of attendance for that award year. Award amounts

are subject tolange based on federal funding.

Work-study employment opportunities are available

through the neebtlased Federal Work StudyWS) as well

as the neethased and neneed based State Work Study

(SWS) programs. Limited funds are awarded on a-first

come, firstserved basis, in accordance witalenaCollege

policy. Awardsare usually between 10 and 15 hours per
week These funds are not awarded within the financial aid
package. If students are interestegvork-study, they need

to contact the Financial Ai@ffice.

Loan monies at federally regulated interest rates are

available to students antfieir parents. Federal loans are

awarded on a need and npeed basis as documented

through the FAFSA.
Federal Direct Loai available to students on either a
need (subsidized) or nereed (unsubsidized) basis.
Subsidized loans do not require payment tdriest by
the studenaslong as the student is attending college at
least halftime. The federal government subsidizes the
interest burden. Subsidized loan eligibility is limited to
150% of the studentds prog
loans do accrue intest upon disbursement. Unless the
student pays the interest while in school, the interest
will capitalize on top of the principle amount upon
repayment status. Interest rates are set annually in
accordance with federal regulations.

b. Federal PLUS (Parentpani for parents of dependent
students who want to borrow to help pay for their
studentds education. I nter
accordance with federal regulations.

Helena College University oMontana 31

20182019Academic Catalog


http://www.fafsa.gov/
https://fsaid.ed.gov/npas/index.htm

CollegeRelated Federal Tax Provisions 1 Quantity of work is measured against a maximum time

Helena College students and families may &ligible for frame in which the student must complete the educational
selected educatierelated tax provisions of the Federal objective. The gantitative measurement requires
Taxpayer Relief Act of 1997, including: designation of a minimum amount of work a student must
1. American Opportunity Tax Credit provides a maximum successfully complete (credit hours earned) by the end of
$2,500 per year tax credit (noefundable) each eligible designated periods of enroliment (ftilne equivalent
student for up to four years and tgp$1,000 of the credit semesters). The quantitative measure is cumulativelfor a

can be refunded if your credit is more than you owe in taxes.  periods of enrollment and for all transfer credits,
Qualifying expenses include tuition, fees and required including periods of enrollment in which students did not
course materials. receive federal student financial assistance.

2. Lifetime Learning Tax Credit provides a maximum $2,000
per year tax credit (nerefundable) pefamily. This cannot Enroliment Status _
be combined with the American Opportunity Tax Credit. Student status is based on the following:

3. Student Loan Interest Deduction provides a-refundable T Fulltime (FT)7 Attempting 12 omore credits
deduction (not credit) of interest on qualified education f Threequarter time (QT) Attempting 911 credits
loans used to finance qualified education expenses. Thdl Half-Time (HT)i Attempting 68 credits
maximum deuction each taxpayer is permitted is $2,500. 9§ Lesstharthalf-time (LTHT)i Attempting 5 or fewer

4. Tuition and fees deductioii taxpayers may be able to credits

deduct up to $4,000 paid toward qualified tuition and relatelg f. ial aid di d satisfact demi
expenses as an adjustment to income. or financial aid awarding and satisfactory academic progress

purposes, enrollment status iasled on credit hours for which
Note: Students are advised that there atenerous eligibility the student is enrolled as of the published date considered to be
requirements and other specifics contained in the tax provisioti¥e 15thinstructionaiday of the term for the majority of students.
and should contact their tax advisor before making decisionsinancial aid will be adjusted to reflect lethain fulttime status
More detailed information can be foundtétps://irs.gov if the student is nategistered for at least 12 credit hours on that

date. Financial aid will not be adjusted to reflect credit hours
Financial Aid Satisfactory Academic Progres®olicy added after that date. Students who are registered for a class on
Requirements and Purpose the first day of the term but nevattend theclass cannot include
Federal regulations require that students make satisfact@fyse ceditsin determining enroliment status for financial aid
progress toward attainment of a degree, diploma, or certificgigrposes. Financial aid will be adjusted if students are reported
objective in order to participate in federal student assistangg never having started attendance in one or more of their

programs. Helena College interprets federal intent of thgasses. All summer sessions jointly are considered one term.
satisfactory progress regulations as a means to prevent abuse of

federal student assistance programsusplacing limitations on  Students Sulject to SAP Measurement
studens. Students currently enrolled andadmis are subject to SAP

. . . measurement. In most instances, a financial aid package will be
Hel ena Collegeds financial movided fefre rfed & dostetl. I SAPCstst&rdBih&ve bt

policy is provided to ensure compliance with federal regulationseen met, the financial aid package is voided, pending appeal.
and to prevent abuse of federal student assistprnmgrams

0g

while supporting student s oNewstdegts, incidingtrgnsfersstudents, while saikiegt @aaAR o n

objectives. These standards represent minimum performangée not measured for satisfactory pragrentil first semester
requirements based on federal statuted regulatios and do gradesat Helena Collegare posted

not necessarily coincide with academic program requiremen
In addition to meeting these standards, a student must fulfill
other requiremestto receive financial aid.

1AP Measurement Date
AP measurement is made after completion of each semester.

Measurement Standards ofSAP

Indicators of Progress L
Fi il aidSatisfactorvAcademicP SAP) i Qualitative Measurement
T Financial aidSatisfactoryAcademicProgres(SAF) is A student, must possess a cumulative GR#A&.0 or higher. A

me ? sure .d 6qual it a.t Pvel y 0 &dddhe & Lllngert] lthé dug\iltatlvev s‘%ahd%\ra in addition to the
1 Quality of work is measureldy cumulative grade point quantitative standards disssed.
average (GPAresulting fromclasses completed with

Helena College.
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Quantitative Measurement and meet the Collegebds satisfze
Students must pass 70% of the cumulative credits attemptedaithe end of theemester

Helena College in their degree/certificate program. Attempted | ) . )
credits will be based on a SYNPyP% WNEY sepesiery fhg stydent gay siill recqive

add period for each term. Audind norcredit remedial work financial aid. The sdient 6s future financ

are not considered in the measurement of SR@medial and dePendent upon how well the student does during the warning

repeated course work for which a student received credgmester. If the student completes the required number of credit

. . . 0, i
multiple times is treated as any other course whrkompletes NOUrS to reach the 70% cumulative pace measure and has a

are considered as credits attempted when considering maxim@iffnuiative GPAof 2.0 or higher, the student will be removed
time frames. Transfercredits are also considered wherfrom financial aid warning status and restored to good standing.

determining maximum time frames. If a student withdrew frorlj- NOWeVer, the student again fails to meet one or both of those
a class or classes after thé"istructionalday of the term, the reduirements, the student will have their financial aid
student is considered to have attempted those classes, deLpinated.

though the student did not receive any earned credits for 1g,4ncial Aid Termination

classes. Withdrawdfom classes has a negative impact on SAR gydent will have their financial aid terminated if he/she:
measurement. 1 Fails to meet both qualitative and quantitative SAP
Duration of Eligibil ity requirements and has been determined lertabmake

Students are expected to complete their program of study within ~ Satisfactory academic progress during the subsequent

a reasonable time period. A st0PFEntos maxi mum time frame
based orthetotal credit hours attempted at Helena College plus I Fails to meet the academic progress requirements at the
any transfer credits accepted towattie program of study. end of a warning semester.

These limits apply regardless of whether or not the student hadl Has been determined to have exceeded the maximum
previouslyreceived financial assistance. Students are eligible to  time frame OR has been determined unable to
receive aid for up to 150% of the published number of credit ~mathenatically finishtheprogram in the maximum time
hours required for a program of study (See program descriptions frame.

in the College catalog). Student Notification of SAPDecisions

Examp|e: If a program of study requires 60 credit hours t-Bhe Financial AidOffice W|||, in most instances, measure SAP
graduate, the maximum credit limit a student could take ardter developing a financial aid package for a student. In this

receive financial aid would be 90 credits (60 X 150 percent). Afiase, the student will be notified in writingié/shehas not met
credit hours attempted are counted. SAP standards and that the financial aid package is cancelled. At

the same time, the student will be notifiedttoé appeal process
At the end okach semester, the total number of attempted cregifescribed below).

hours will be counted tdetermindf the student has reached the _
maximum number of credit hours for their program. All crediExceptiondAppeals

hours are counteandincludes: A student who is notified of failure to meet SARndards may
1 Credit hours attempted in semestegdent did not appeal the conclusion reached by the FinanciaOfide and/or
receive financial aid. request that he/she be granted an exception to the policy. The

1 Credit hours attempted prior to a change in program of Regi s(]_)fﬁr:eamusﬂ grant academic re:instat.emen_t to st_udents
study if those hours are PpAME susnension bgforg the, Financial @idce will |,
degree/certificate. A student will be allowed to change consider an appeal for financial atigibility reinstatement.
their program of study prior to receiving a degree/

certificate and must inform the Financial ABffice of The student must respond in writing to the notification of failure
eachchange. to meet SAPstandards. The response must be directed to the
9 Credit hours transferred from another institution into Financial Aid Appeals Committee at Helena College. The
studentds program of st udpgpéhle nfld Eegcﬂb% inGebiflc € why Helena College
should grant an exception to its established SAP policy. At a
minimum, the response must include the following:
1. Atyped persoal statement, plus supporting documentation,
as appropriate, explaining the circumstances that led to

failure to meet established SARndards.

Appeal Requirements

Consequences

Financial Aid Warning

A student will be placed on financial aid warning if he/sitieer.
1 Fails to maintain a cumulative GRA at least 2.0

- or -
1 Fails to complete 70% of cumulative attempted credit
hours.

Helena College determines the studgmbuld be able to make
satisfactory academic progress during the subsecpaenester
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b. The nature and timing of the circumstances (e.gStudents approvedor an Academic Recovery Plarwill
injury, illness, or death of a loved one). A student witlcomplete and sign a contraahd plan with a supplemental
a maximum credit hour violation must address thadvisor. Both of these documents will be recorded in the
circumstances that prevented their graduation withiRinancial AidOffice and will be monitored by the Financial Aid
the applicable credit limit. Appeals Committee after every term. If a student is not

c. How the circumstances a fatadanicald pragtessings as upthredt financia aid will ey t «
meet the standard.more than one enrollment period terminated.

was affected, each enrollment period and the relevant
circumstances must be specifically addressed. The Academic Recovery Plavill require students to meet with

d. How the circumstances have been resolved or managdi" SupPlemental advison a regular basis, as well as require
to permit the student to meet the standards. certain activities. These activities could include, but are not
limited to tutoring, limiting credit load, career counseling, taking
2. The statement shoulalso include a typed academic planthe MCIS or CISS survey, attending workshopsgampleting
outlining how the student expects to meet the SAPRANSIT (a financial ieracy module)The purpose of the plan
standards, as well as the time frame in which the studestto support the student in a holistic manner to promote
expects to be back in compliance with such standards. academlc success and prowde a clear pathway to completion.
3. Copyofstudends wunofficial Hel ena ans i
4, Copy of studentds | oan de bRteq“ql'ffC%t'W fotr Iipgerakﬁéugeptglﬂagqal Aés[lst@\rasee nt Lo :

Database Systemii(ps:/nsids.ed.goy. after Failing to Meet SAP Standards
A student who is disqualified from participation in college, state,

Appeal Deadlines and Processing and federal student financial assistance programs may regain
Appeals for financial aid eligibility reinstatement must be eligibility by satisfying the established SA®andards. This can
received in the Financial Ai@ffice no later than two weeks be done by attending college without financial assistance. If a
prior to the start of the term for which the student desires aistudent is deemed not to be making satisfactory progress, but
Appeals will be reviewed by the Financial Aid Appealdater meets the standards, his or her eligibility for aid is
Committee on a cadey-case basis as soon as possible and maginstated. The other option is the studeant pay for and pass
take two weeks or more for an answer depending on the appatleast 6 credits ohis/herown and resubmit a Financial Aid
volume at the time submitted. There will be no appeals acceptedinstatement Appeal. This, however, is not a guarantee of
for financial aid remstatement for the summer term. financial aid reinstatement. A student may be paid for the
semestein which he/she regadnsatisfactory progress, but may

The Finqncial Aid Dire_ctor and Financial Aid Appeals not be paid for angemesterg which the student did not meet
Commi ttee wil/l r e v iteemake & tieeisios tth‘égt&@ads’ Ss‘response

on the appeal. Two actions may result on the appeal:
1. The Financial AidAppealsCommittee may deny the appeal.Additional Information
The Financial Aid Director is the final authority regarding § Additional Degree: Students who have obtained an

SAP decisions. The student will be notified, in writing, of Associate degree and wish to return to Helena College for
action on the appeai a timely manner. a subsequentegiree may not necessarily be eligible for

2. The Financial AidAppealsCommittee may approve the Financial Aid Changes from\.A.S.to A.S.or A.A.
appeal. Ifso, the student will receive written notice of the degrees will receive consideration as they are separate

approval along with conditions to be met in the future, if and distinct degree programs. The request for a

appropriate. A student may be approved in one of two  subsequent degree must be submitted to the Director of
statuses: Financial Aid with a degree audit from the Registrar. If
approved for a new degree or certificabes student will

be required taakeonly coursesequired forthe new

degree or certificate. It is
3n|ytake coursefor the programFailing to doso may

result in financial aid termination.

Challenged CoursesStudentanay notreceive financial

aid for credits they successfully challenged.

Changed and Late GradesThe student must notify the
Financial AidOffice of grade changes, including updates

for i incomp te ar. mISSI rades Grades must be

off|c | a Ioel y c h 3)% g eg(bffeoe befotehtea : OIeagridsS
financial aid will be reviewed.

a. Probation Helena College determines that the student
should be able to make satisfactory academic progress
during the subsequesémesteand meetth€o | | e ge 6
satisfactoryacademic progress standards at the end of
the semester

b. Academic Recoverlan The Financial AidAppeals
committee refers the student to a supplemental advisor.
The studentand advisor develop a plan that, if
followed, will ensure the student is able to meet the
institutionés satisfactory
by a specific point in timeprior to completion of
program
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1 Evaluation Time Frame: Helena College will evaluate a 4. The Financial AidOffice returns its share of unearned
studentés satisfactory ac adfedeialcTitleV fongsrwihin SO days after it deteranines the f
eachsemesterfall, spring, and summer. A student placed  student withdrawal process is complete. The student must

on financial aid warning or termination will be notified repay his/her share either by (1) paying loans in accordance
via U.S. mail to the current mailing or permanent address  with the terms and conditiored the promissory note or (2)

on record. It is the responsibility of the studen¢tsure repaying grants directly or under a payment arrangement
addresses are correct via MyHC through the College.

1 Incomplete: An incomplete course is one for which no
term credits were earned.
positive letter grade is recorded by the Registrar. A
student who is placed on warning or termination becaus
of incomplete credits may request that teaRcial Aid
Office to review his/her statuspon course completion

Note: In addition to calculating a return of Federal Title IV
funds for students who notify Helena Collegea afithdrawal,

the College must also malk calculation for students who do
not Afofficiallyo wi tOfiictrexiewws Th
final semester grades to deter
. . . to determine if the studestopped attendingll classes. If so,

T Remedial CoursesCertain sukL00 remedial courses the lastdate of academic activity is obtained. To facilitate the

Wh'.Ch do not apply toward'graduatlon requir gments, ma process, the Registrar has requested faculty to indicate last date
be included as part afcredit load for determining
f attendance for all student :

enrollment status each term. These courses can total noo

more than halthecredit load per term and cannot exceedThe Details

30 credits. Earned aid: During the first 60% oftheerm a st udent
71 Return of Federal Title IV Funds: Federal regulations  Federal Title IV funds in direct praption to the length of time

require coll eges t oncial addoa | leebhe reinains @nrolfed. Tithteis) thebpercehtage éf time during

those who officially or unofficially withdraw from classesthe period the student remained enrolled is the percentage of

prior to completing 60% of a semesterdetermine the dispersible aid fothe period that the student earned. A student

amount of aid that was earned and unearfbd who remains enrolled beyond the 60% point earns all aid for the
unearned portiowill be returned to the Department of  term
Education
Unearned aid: The amount of disbursed Title IV aid that
Return of Federal Title IV Funds Policy exceeds the amount of Title IV aid earned under the required
Purpose formula. Unearned Federal Title IV funds, other than Federal

The purposeand intent of this policy is to provide guidance asVork Study must be returned.

to how Helena College will calculate the amount of Federal Title  beriod Id: Th ber of h q
IV funds to be returned for a student who has withdrénem Percentage of period enrolld: The number of days the student

all classes, inform interested parties of the methods aﬁ%ﬁ‘ai”ed enrolled divided by the number of days in the period.

procedures used to calculate the amount, provide a fair agalendardays are used, but bredlesting more than fivelays

equitable policy, and provide a policy that conforms to federff® EXCIUdfeg from bo(;? Lhe nur_nerat;])r and ﬁegommator. The
regulations ands intent. number of days usedtdetermine the enrolled percentage

normally includes weekends; however, scheduled breaks are
This policy governs the return of Feder@itle IV funds measured from the first day of the break to the next day that
disbursed for a student who completely withdraws from a terrdlasses are held.
payment period, or period of enrollment. It does not apply to a i .
student who has dropped some classes but remains enrollegz?rpaymem_ Of_ unearned a|d:_Th§ r_esponS|b|I|ty to repay
other classesiith Helena College. The general asgtion is unearnt_ad aid is ;hared t?lyet institution and the student in
that a student earns althsed on the period of time bbé proportion to the aid each is assumed to possess.

remainsenrolled. The institutionds share is the
The Process General 1 The total amount of unearned adt;

1. The student meets with an advisor in the Student Supportl Institutional charges multiplied by the percentage of aid
Center to discuss withdrawal anddompletea withdrawal that was unearned.

form. The Student Support Center sends the student with the. ¢ormyja assues that Federal Title IV funds are directly
wnhdrawal form.to the Financial AiBffice. disbursed to a student only after all institutional charges have
2. The Financial AidOffice calculates the amount of funds ©Opeen covered, and that Title IV funds are the first resource

bi ret%"”ed; | AOff ifies th ) applied to institutional charges. Institutional charges comprise
3. The Financial AidOffice notifies the student arBusiness o 2mounts that hab e en assess e d prior

Servicesof funds that Helena College must return and thﬁ/ithdrawal, not a reduced amount that might result from an

amount the student must return to the Department an stitutionds refund policy
Education
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The institutionds share i s al The ondytesceptioa mauld dpe i thet studentlleft withoub g r a
an order specified by stat ut enptfichtienf becagse toh eircusmstancke haydnd hishera r e
t he student 0s share i s f ul | ycontell The iostititiendmayadetermirge a withdrawal date | e
programs, any amount owed to a grant program is reduced by related to the circumstances. The Director of Financial Aid

half. Students return their share of unearned aid attributable to a is responsible for makinguch adeterminationalong with

loan under the terms and conditions of the promissory note. the Registrgrand the Associate Dean of Academic and

) ) Student Affairs.
Time Frame for Returning Funds

The institution must return its share of unearned Federal Title Official Withdrawal

funds no later than 30 days after it determines the student The withdrawal date for official withdrawals (student

withdrew. notified the institution that Hehe was withdrawing) is the
The student must repay his or her share either by date the studentompletedt h e i ns withdrawali o n 6
1. paying loans in accordance with the terms emntitions of process or officially notified the institution of intent to
the promissory noter withdraw, except the institution may, at its option, use the
2. repaying grants directly dry a payment arrangemewith student6s last date of atte
the College or the Department of Education facademetalkey activityo in
wi t hdr awaddemicallyree.l ai A d acti viti
Late Disbursements activities confirmed by an employee of the institution, to

A student who eaed more aid than was disbursed prior to  include exams, tutorials, academic advisement, turning in a
withdrawal is owed a late disbursement. Only the difference class assignment, and attending a study group assigned by
between earned aid and aid already disbursed may be disbursedthe institution. Eating at institutieprovided food services

late. Thus, conditions under which unearned aid must be and participating in oftampus study groups not assigned
returned and conditions under whichlaie disbursement is by the institutioelatednattiia
required are mutually exclusive. The withdrawal date for a student who officially withdrew

is the later of:

1 The withdrawalpr

1 Thedateofthestuent 6 s noti ficati on

The institution may credit late disbursements towards unpaid
institutional charges. Authorizations for current year charges
remain valid for late disbursements; authorizations for prior year

charges bemme invalid. For a student who unofficially withdrew (withdrew without
Any portion of a | ate disbur S%OWén%tpe ml?tléu{lon) “?'Sedatef ' ﬂéegatet”be '”?“Wt{é’“ stu

account must be offered as a cash disbursement to the studentbecomes aware that the student ceased attendance. The

(or parent in the case of a Federal PLUS Loan). n date of I ns t 1 thuatti oan Gsst uddeetnetr m
is used for the following purposes:
Withdrawal Dates 1 It provides the dividing date between disbursed aid
f  Unofficial Withdrawal and late disbursementsnd _ . o .
For students who withdraw without notifying the institution, T It starts the clock for the period of time within which

the institution must det er mi nteinstitwiongnusyrategrmfederg funds.t hdr awal
within 30 days after the expiration of the earlier date of theé
1 Payment period or period of enroliment;
1 Academic year in whitthe student withdrevar
1 Educational program from which the student

uspension/Withdrawal

If a studenis withdrawn based on a schenitiated suspension
during a period of enrollment, the date used for the withdrawal
date is as follows:

withdrew. 9 If the student is given the option to appeal the suspension
The withdrawal date for unofficial withdrawals is the ~ and d@s notappeal within the time frame allowed, the
studentos last date of at daepgheintialsuspeqsion lgtierigysedingie nt e d
facademetatkd activityo i n capyaoy of any other

withdrawal datei Academi cal |y r el at & dfthgsudentdpes nokagpgal anghcan agfemnae classes
activities confirmed by an employee of the institution, to ~ during the appeal process (regardless of whether they
include exams, tutorials, academic advisement, turning ina  attend or not), the official daten the appeal denial letter
class assignment, and attending a Study group assigned by from theCO”ege will be used for the calculations rather

the institution. Eating at institutioprovided food services than the initial suspension letter date
and participating in oftampus study groups not assigned
by the institution are not fAacademically related activit
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Drug-Related Convictions Students denied eligibility for an indefinite period can regain
A federal or state drug conviction can disqualify a student f&ligibility only after successfully completing ahabilitation
federal student aid. Convictiomsly count if they were for an program as described below.

offense that occurred during a period of enrollment for which tht dards f lified Drua Rehabilitation P
student was receiving financial aid. A conviction that wa§an ards for a Qualified Drug Rehabilitation Program

reversed, set aside, or removed from the studers r e ¢ d rqtéahﬁ%déjru%rehabmtatmn program must include at least two

not count, nor does one received when the student was ajuverﬂpannounce rug tests and must satisfy at least one of the

unless hishe was tried as an adult. oﬁowmg rqu?rements: . ) o
1 Be qualified to receive funds directly or indirectly from a

The information below illustrates the period of ineligibility for federal, state, or local government program.
financial aid on whether the conviction was for sale or { Be qualified to receive payment directly or indirectly
possession andhether the student had previous offenses. (A from a federally or statkcensed insurance company.
conviction for sale of drugs includes convictions for conspiring 9 Be administered or recognized by a federal, stateoai
to sell drugs.) government agency or court.

1 Be administered or recognized by a federally or state

For a drug possession conviction, eligibility is suspended: licensed hospital, health clinic, or medical doctor.

1 One year from date of conviction for 1st offense
1 Two years from datef conviction for 2nd offense Incarcerated Students
1 Indefinite period for 3+ offenses A student is considered to be incarcerated e is servig a
- o criminal sentence in a federal, state, or local penitentiary, prison,
For a drug sale conviction, eI|g|b|I|_ty_|s suspended: jail, reformatory, work farm, or similar correctional institution.
T Two years from date of conviction for 1st offenge A student is not coridered to be incarcerated if kg is in a
T Indefinite period for 2nd offense half-way house or home detention or is sentenoesktve only

If the student was convicted of both possepsimd selling Weekends.

illegal drugs, and the periods of ineligibility are different, the,carcerated students are not eligible to receive federal student
student will be ineligible for the longer period. loans but are eligible for federakork-study and federal
supplemental educational opportunity grants (FSEOG). They are

Regaining Eligibility after a Drug Conviction o ) ~ i
also eligible for Rl grants if not incarcerated in a feelkor state

A student regains eligibility the day after the period o =
ineligibility ends or when héshe successfully completes aP€nal institution
gualified drug rehabilitation program. Further drug convictions

will make him or her ineligible again.
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Student Information

Acceptable Use of Electronic Resources ASHC welcomes student representatives from each academic
As an institution of higher education, Helena College endeavdgogram and all officially recognized student organizations.
to develop resourcesancbpy i de ser vi ces t [Represenidies ameated bysatstudgns vote duging the spring
educational needs. It is within this context the College providéemester. Student representatives serve as the@n m
students with access to computers, along with access to a wégemunication link between AR and the student body.
variety of online material. Representatives bring student suggestions to the organization

_ _ . _ and keep students informed studembvernment, various
Students may find some of the material available onlineeto Btjyities, and important campus issues.

inaccurate, incomplete, or outdated; they may find other material
sexually explicit or offensive. Helena College does not guid&amily Education Rights and Privacy Act(FERPA)

monitor, or censor student sThe Collegp uintarprets r and edevelopls . prodeduees Car |
does, however, restrict the use of computers, computer files,implementation of the Family EducatiorRRights and Privacy
network resources in the following ways: Act (FERPA of 1974 and Montana Statutes specifically as they

. L . apply to Helena College for affordirgt u d eentdinsrights
1. Students are prohibited from violating copyright laws an%ith respect to their education records.

from engaging in theft or file theft with regard to College
computers. Definition of a Student Education Record

2. Students may not use Coll Edaecabmpuot erexotrasvidoo am@t oi he
privacy, to harass or intidate others, to send abusive ompersonal notes on a student which are in the sole possession of
patently offensive and unwanted material to others, or the maker, employment records (except wstikdy records),
interfere with the wor k o frecoods created or namtaireed byda physiigayclidtristt r i |
make material available to others, they need to be awarepsfychologist, or other recognized professionals, library records,
others sensitivities toward information armghics that may and alumni records.
seem offensive. _

3. Students may not deliberately crash, or otherwise impd'9hts Afforded to Students under FERPA _
workstations or computer systems at the College, modié,tudents have specific rights concerning their educatioord:

files without authorization, damage files, alter date The right to inspect and review their education record.

introduce viruses, penetrate or harm operating systems, The i ght to request amendme

resell bandwidth, or engage in any other illegal acts yecords to ensure they are not inaccurate, misleading, or in

promulgated from or targetiggoihe; 6ol bpogehe CSPHBEHESS: |
4. Students are prohibited from concealing or misrepresentiag The right to conseno disclosures of personally identifiable

their names or affiliations to mask irresponsible, offensive,  formation contained in the education records except to

or illegal behavior. _ . the extent that FERPAauthorizes disclosures without
5. Stucents are prohibited from sharing their Helena College  gnsent.

network username and password with other students gr

i The right to file complaints with theFamily Policy
family members.

Compliance Office concerning alleged failures of Helena
College to comply with the requirements of FERPA

Misuse of computer or network resources may constitute : ] )
Written complaints should be directed to:

trespass, disruptive behavior, or sexual harassment and will not
be toleratecby Helena College. Failure to comply with these The Family Policy Compliance Office
guidelines may result in loss of electronic access, expulsion from U.S. Department of Education

a course or the College, and/or legal prosecution. 400 Maryland Ave, SW

Washington, D.C. 20202920

Associated Students of Helena College
ferpa@ed.gov

Helena College has an active, dynamic, and invoktadent
organization,Associated Studentsf Helena College ASHC).

The goals ofASHC are to help provide students with a quality
educational environment, provide a forum for student
expression, promote the geakwelfare of theCollege, and
establish student activitieASHC sponsors social activities
throughout the year, including barbecues, student contests and
competitions, holiday parties, and awareness/fundraising events
on behalf of various community sée organizations. The
organization also uses its funds for the promotion of future
projects, clubs, and scholarships.
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Disclosures Made without St weaabjecttd e donotmesest such research. Federal and State
Helena College may disclose student informatiorder the Authorities must obtain certain usestriction and data security

following circumstances in accordance with FERPA promises from the entities that theylaartize to receive your PlI,

1 To Helena College employees with a legitimate but the Authorities need not maintain direct control over such
educational interest. Legitimate educational interest is entities. In addition, in connection with Statewide Longitudinal
defined as needing the records#ory out employee Data Systems, State Authorities may collect, compile,
responsibilities. permanently retain, and share without your seort Pll from

| To authorized representatives of the United States your education records, and they may track your participation in

Comptroller General, Attorney General, Secretary of ~ education and other programs by linking such PII to other
Education, or state and local educational authorities.  personal information about you that they obtain from other
9 In connection with the app”cation or receipt of financial Federal or State data sources, |nCIud|ng workforce deveiulpme

aid when the information is necessary to determine ~ unemployment insurance, child welfare, juvenile justice,
eligibility, amount of the aid, determine the conditions of Military service, and migrant student records systems.
the aid, and enforce the conditions of the aid. Disclosure to Parents
 To another institution where a student seeks to enroll or §§ accordance with Montana Statute §8515 MCA, will not
enrolled. give information to parents unless the dgot has provided
 To state and local juvenilastice systems or their written permission. If students would like to provide access to
officials. their parents, they must sign a Release of Information form
avail abl e fr ®ffitet he Registrards

1 To organizations conducting educational studies.
I To contractors, consultants, or volunteers providing the pisclosure of Recordgo Students

institution services. Helena College requiretslents to present picture identification
I To accrediting organizations carrying out their for all transactions. Any student wishing to receive information
accrediting functions. over the phone must complete a Release of Information form
1 In compliance with gudicial order or lawfully issued wi t h t he ORce.dgStudents willh@rsquired to know a
subpoena. password and student idditation number to receive

1 To appropriate parties in an emergency if the informatiorinformation over the phone.
will help assist in resolving the emergency.

1 To victims of an alleged perpetrator of a crime,
disciplinary records maintained by colleges concerning
the dleged crime.

1 In connection with a disciplinary proceeding at the
College.

9 If designated as directory information (and the student

has not opted out).

Federal and State Data Collection and Use Access to Records

1 As of January 3, 2012, the U.S. Department of Students may access their records by providing a written request
Educationb6s FERPA regul at tothe sffceankgpeaie decards are held. The office will make
circumstances under which your education records and arrangements to provide access to the records within 45 days of
personally identifiable information (PII) contained in the request. Students may not have access to the following
such record$ including your Social Security Number, records:
gradespr other private informatiod may be accessed f Financial information submitted by parents.
without your consent. First, the U.S. Comptroller | Confidential letters and atements of recommendation,
General, the which the student has waived the right to review.

U.S. Attorney General, the U.S. Secretary of Education, or staté] Education records containing infprmation about another
and |l ocal education authoriti esg,ldeg\tw(f\_x_mgv&retpeastpderg W|Ibhav§ te\cgetsseto Ft&eu thor

may allow acess to your records and PIl without your consent record section(s) that concern the student requesting the

Disclosure to Potential Employers

Helena College discloses graduation dates and dates of
attendance as part of its directory information. Students
interested in a specific job reference from a facattember,
including performance in courses, must complete the Student
Release for Job Referral/Reference form with the appropriate
faculty member.

=

to any third party designated by a Federal or State Authority to information

evaluate a federabr statesupported education program. The

evaluation may relate to any program that i s Aprincipal
engaged in the provsin of education, 0 such as early childhood

education and job training, as well as any program that is
administered by an education agency or institution. Second,
Federal and State Authorities may allow access to your
education records and PII without yownsent to researchers

performing certain types of studies, in certain cases even when
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Directory Information Health Insurance
Helena College has defined the following as directorgtudents enrolled in six or more credits each semester may select
information and may release it to the public without notifyingo purchase medical insance while attending Helena College.

the student: Through the Montana University Syst&tudent Insurandelan
1 Name (MUSSIP) students may purchase coverage from Blue Cross
1 Address Blue Shield of Montana (BCBSMT). The insace plan
1 Telephone number provides major medical and prescription coverage including but
| Date and place of birth not limited to hospitalizations, outpatient surgery, and
1 Major field of gudy emergency services. The plan does not cover vision or dental.
1 Enrollment status (fuitime, paritime) High schqoi students participating in dual enrollment programs
{ Participation in officially recognized activities are not eligible for the insurance plan.
T Dates of attendance The student insurance plan is elected or waived during electronic
f Degrees and academic awar @dgistratich foPboth the fallMaRdSsprihd senbestersiafdbust T

graduation honors) purchasd by the 15th day of instruction for the coverage term.

I Most recent educational agency/institution attended  |f selected, medical a@rage begins the first day of the semester
1 Collegeassigned student email address provided payment is made as required within the enrollment
1 Photographic, video, or electronic images period. Students who elect coverage and withdraw before the

15th day of instruction will receive a full refund of the premium

S'Fudents may request directory iiiformation not be re"*’l‘c‘ggstif it has not been use There are no refunds after the 15th
W'tr:IOUt consint. Rehqueststor npm;closure muAst be Omfatie ,dagiI of instruction. Students wishing to enroll in tge student i
t kr ohu 9 t_, E,:” | ebg ! Skt dr_fahr 0 Sd inSufance &a’i‘i %fter’ the lgtﬁ éla%s dtay rﬁa fo s Fbr‘hi?hiné
makes the request; it will only be revoked if the student reque%%cumenta’[ion of a major life event (loss of insurance, loss of

so in writing. Students should be aware if they choose thési’nployment etc.). In such @ss the premium will not be
option, Helena College will not provide enrollment or, e

d . Dt . . grorated and the cost will be the same as the beginning of the
graduation verl lcations wi erﬁwgsHeiI. Ple{n I&o%era@é alr’iodp‘ia'epniturﬂ c?ostswaie'pﬁbﬁs ell ealn’
Fees for Qpies of Records academic year in the MUSSIP campus brochure and on the
There is a $3 fee farach official academic transcrigt copy of Helena College website. For morénformation, visit

all other records is provided free of charge. www.helenacollegeadu, or contact theAssociate Dean of

Academic and Student Affaird06-447-6928
Right of Helena College to Refuse Copies of Records _
Helena College reserves the right to refuse students copies§fusing Resources
their student records, including their transcript, if the student hbiglena College is aonresidential campus. Apartment rentals
an outstanding financial obligation to th@ollege or an inthe Helena area average $6081,000 per onéAo-bedroom

unresolved disciplinary action. apartment. The Collegeds housi
_ housing as well as helpful contact information for newspapers,
Compliance apartment finders, hougjrcomplexes, and child care. A housing

Students should addresguestions, concerns, or problemspyjletin board is maintained in the Welcome Ceraerthe
concerning this poOfficec Bonaldson bHdhfdsoR E&hipisdtudéhts @ré encouraged to consult the
Campus 1115 North Roberts, Helena, MT 59601. classified advertising section of the Helena IndepenRecord,

www.helenair.com
Bookstore

The Helena College Bookstore is located on the Donaldspiprary

Campus and provides t@doks, supplies, apparel, hot food,The mission of the Helena College Library is to enable student
beverages, and snacks Monday through Friday during tS§ccess in the programs and degrees offered adtege. In
academic year. The Bookstore accepts cash, credit cards (vtition, the library exists as a atiplace of study and inquiry,

the exception of American Express), and checks made payaRjgtering the concepts of lifelong learning, intellectual freedom,
to Helena College for the amount of purahasnly. The gnd cultural enrichment.

Bookstore also features a full service Coffee Counter with a wide
selection of hot and cold drinks. The Coffee Counter is open
Monday through Friday during the academic year. The Coffee
Counter accepts cash, credit cards (with the exception of
American Express), and checks made payable to Helena
College. Bookstore East is located on the Airport Campus and
alsosells suppliedpod, snacks, and beverages Monday through

Thursday during the academic year. Vending machines are
located in the Studer@@enter at the Donaldson Campus and in

the Student Lounge on the second floor at the Airport Campus
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The library has a locatioon each campus. The main library isParking

located in Room 140 on the Donaldson Campus. The Airp@ermits are required onl &lelena College parking properties.
Campus libary is located in the southwest corner of the building e r mi t s ar e obtai ned bffieeptpl i ca
and can be accessed through the back hallway. These combitied Donaldson Campusr a $15 feeand are valid for each
locations house over 10,000 print book titles, three dailycademic year. Temporary permits, good for one day, are
newspapers, more than 90 print magazines and journakzilable from the Helena College Welcome CenRarking
reflecting the diversity oprograms at th€ollege, and twenty permits must be clearly displayed and visible from the outside of
four iPads for student use. The OneSearch search box on #he vehicle. Citations for unpermitted vehiclesr vehicles
library homepage allows users to place requests on books @agked in a hazardous manaee $10Please review the parking
DVDs from sixteen academic libraries across the statgplication for all parking requirements.the event a vehicle is
participating in the Treasure State Acadeiniorary Services towed, the owner will be responsible for all associated fees.
(TRAILS) consortium. The library also provides access tPenalties for iolation of handicapped parking laws will be
materials internationally through interlibrary loan. The librarpplied to the fullest extent of the law.

website www.helenacollegesdu/library  provides fulktext

online access to articles from periodicals (magazines, journafdandicapped Parking

and newspapers), reference sources, and schokudpks, as All Helena College students and employees who park in
well as ebooks and digital audiobooks for leisure reading. Alandicapped parking on Helena College property must purchase

electronic resources are available both on and off campus. @ Helena Collegearking permit for the academic year. Parking
permits are $15 and may be purchased fronCthes h iOficed s

The library also provides computers for public use, group anén the Donaldson campus.

quiet study areas, a muftinction photocopier/printer/scanner,

and a color printer. A professional library staff member 5§t 1S against the law to use a
available during open hours for individual assistance or gro§"mit. This law also applies to disablederan plates. If you
instruction. park illegally in any part of handicapped parking stalls or ramps,

you will be ticketed appropriately. Repeat offenders may have
Montana Campus Compact their vehicle impounded and be responsible for recovery

Helena College is a member in good standing of The Montarapenses.
Campus Compacihrough this affiliation, Helena College has
shown its commitment to civic engagemewntstudents, faculty,
and staff.

If you believe someone is parked illelgaln a handicapped
parking space, please contact the Administrative Associate to
Enroliment Serviceg06-447-6900 or Director of Facilities 406

The Montana Campus Compasta coalition of college and 447-6936.

university presidents, chancellors, and deans committed to ) )

fostering the quality values and skill sets of citizenship iff@rtsand Supplies(Airport Campus)

Montana students through active involvement in civicMechanicalparts and technical supplies necessary for trades

engagement activities. To meet this goal, The Montana CamRi@grams are available from the parts department located in
Compact works to: Room 105 at the Airport Campusill parts and materials for

assigned projects must be ordered through the parts department.

1 Award student scholarships, faculty grants, and resourcdsvoices will be posted to the work order at a 20% mapk

to member campuses to support civic engagement above the cost to the College. Personal work done by students

activities; must also have assigned work orders. The College is not liable
9 Organize confances, forums, and workshops to developfor any personal work performed by students.

civic engagement initiatives; o
 Foster partnerships between campus, business, Personal PropertyResponsibility

community, and government leaders: Each student is responsible for his or her own personal property

1 Provide timely research and service related to its memb@r’ought on campusand §tudents are encouraged to provide
campusesand adequate security for their possessions. Any theft or damage to

1 Assist in state legislation prottiog public and personal property should be reported to campus maintenance or
community service the Welcome Centern the Donaldson Campus

Students interested in learning more about Campus Compact
opportunities at Helena College should contact the Student
SupportCenter 406-447-6939
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Student Handbook Student SupportServices

The Helena College Student Handbadskintended to provide Advising and Academic Assistance

students with basic information about services as well as policiEse Student Suppo@enter, located on the Donaldson Campus
and procedures related to student rights, responsibilities, aRdom 139, provides academic and personal support to promote
conduct asnembers of the campus community. The handboaitudent success while attending egk. TheStudent Support

is published each academic year and includes a weekly calen@anter provides placement testing, advising, and academic
planner. Student handbooks can be obtained during orientatgupport. Academic advising includes initial and ongoing
programs or from the Welcome Centéne Student Support academic advising, transfer information, career planning, and
Center, or either college bookstores. They are also availalleademic success strategies. For appointments or e®rvic
online,www.helenacollegesdu. offered in the Student Support Center, students can call

] 406-447-6939. Walkins are welcome.
Student Information Change

Students may change their address and phone muimoeigh Career Services

the online student & noor mheCaserSericaselpsnstudentsygdic skills and information to
College website. Students may also make the change $8cure employment. Th@areer Services provides workshops
completing a Name and Address form available from thand individual counseling assisting students with exploring

Regi sQOfficear 6 s career choices, resume writing, and interviewing. Students
interested in obtaining assistance with employment should
Student Name Change contact Career Services at 4067-6941. Moe information can

A student who needs tapdate his or her name must preseny « f ound on t he Career Servioc
valid proof of the name change and be presented at the time the,-//yy. helenacollegesdu/student_support_center/caree
form is completed. Examples of proof include a ma”iagfe_services/defauIt.apx.
certificate or an updated Social Secufitgrd.

Counseling
Student Recordsand Transcripts Shortterm personal support is available to students who are
Student records are only released with a written request from #geriencing difficulties that may be interfering with their
student. The request must i adedatidrthieprobréss. Tifetetph&si is®R clafifyith Nclfolcds,r
of attendance, student ID or SSN, and information on where thgndling difficult situations, andaccessing community
transcriptshould besent. There is a $3 fee for official transcriptsyesources. Appointments with a licensed counselor can be made
Requests for transcripts may be sent to Helena College withhgough the Student Supp&@enter(Donaldson CampuRoom
check, money order, or credit card, to: 139), special population suppofDonaldson Campus d®m

. . . 119), or the Associate Dean of Academic and Student Affairs
Registraro6s Office

1115 North Roberts Student Support Center
Helena, MT 59601 The Student Suppo@enter supports academic programs at the
_ _ College. Students will finc&computers with various software

Transcriptsmay also be orded online through the Helena applications and printing capability, as well as peer and
College websiteyww.helenacollegesdu. professional tutors who offer free tutoring in most academic
Students attending Helena College after 2000 may access tﬁéﬁas' All-assistance is designed FO meet the specific learning

o ) . . néeeds of each student. Study skills asttier studenbased
unofficial transcripts through our website by clicking on . . .
~ workshops are offered during the academic year. These services
i My té C a mging into a secure area.

are houseéh Room 139 of th®onaldson Campus

TranscriptéDiplomas are withheld if a student owes a debt to the
College, has not completed Loan Exit Counsegling has
outstanding disciplinary action.

Student Codeof Conduct

The Student Conduct Code embodies the ideals of academic
integrity, honesty, and responsible citizenship. It governs all
academic work and student behavior at Helena College. The
principles and policies that make up tGede set forth the
standards of acceptable student conduct, disciplinary sanctions,
and procedures to be followed in adjudicating charges of both
academic and neacademic misconduct. For information
regarding student rights and responsibilities, condadecand

due process, please refer to the current Helena Cdliegkent
Handbookor contact theAssociate Dean of Academic and
Student Affairs406-447-6928
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Disability Resources The Veterands Mentoring Progra
Services for students with disabilities are pded at Helena veterans and dependents of veterans with assistance when
College under the guidelines of Section 504 of the Rehabilitatidi@nsitioning to college. The peer mentor is a point of contact for

Act of 1973 and the Americans with Disabilities Act of 1990 aformation, supportand guidance to new students.

amended i n 2008. Access t o the Coll egebs . pr rams.  a
! Free counseling serwcesgare prowdgdabg%c%nsedgllmcal

facilities is provided for all qualified students and disination . ) .
L . . o - Pc[ofessmnal Counselorell-versed with trauma, PTSD, anxiety,
based on disability against any student is specifically prohibite d family i Famil b invitednd th
under these laws. Services are located on the Donald$gh 'omiY ISSUES. Family MEMDErs are Invieen €

Campus Room 119. Students are encouraged to contact tﬁgunselmg can remain nameless and paperless.

Coordinator of Disability Resourcess early as possible for The Veteran Resources Program Coordinator can be contacted
reasonable accommodations. Accommodated testing is al§0 4064476953. More information can be found at

available in this area. Lt Hus/whhlenscole@demkidrsh choice to dis
disability and their responsibility to request accommodations

each term. Certain pgons with disabilities may qualify for Higher Education AssistanceHEA) and Tribal

educational assistance through Montana Vocational Grants

Rehabilitatiorand should contact that office at 48841710 for Native Americarstudents may be eligible for nebdsed grants

more information. Al l d o c u nMfem the HEA@m 1t dleatsetdudtemt Hbe tsi been
disablity is kept in separate and confidential files in tbice  students should contact the Tribal Educational Specialist, the

of Disability Resources, a | Firmeocial AildOffice on thesDorsaldsod cmppsar t  of t he
educational record. More information can be found on the . ) i )
Disability Resources page Npte: AII benefit information must be reped to the Financial .
http://www. helenacollegeedu/disability/default.aspx Aid Office.

Students may also want to call 4867-6952 for information.

nd

Helena College American Indian Student Mentor Program

Veterans Education Benefits The Helena College Native America®cholars Program is
Veteran Resources, located on the Donaldson CamfiRsom  gesigned to create a pe@entoring program to incoming Native
119, serves as a liaison between@wel | ege and tah&icalY Sddénfs NpPofnote a welcoming environment, as
Administration. Applicationgor Veteran benefits are obtainedyyg|| as increase academic engagement and achievements. This
online atwvww.vets.gov program provides a seamless transition into collegéNfdive

The Veterans Administration expects veterans to makéAmerlcan students needing and seeking support. The program

satisfactory academic progress and pursue an establisﬁéa's’ts students to become academically and personally

educational objective. All veterans and eligible person%uccessfulatHeIenaCoIIegeand beyond. Mentors will greet the

receiving benefits areequired to report promptly when they new college students at the very start of their educational career

drop or add courses, or withdraw completely to the Vetera?r?d assist with course selection, improving study skills to
Resources Program éoordinator promote retention and success in college as well as life skills.

Students will receive a $100 book stipend if selected for this
A Montana University SysteMeteransfee waiver is available program.

for veteras who have exhausted their chapter benefits. Students

should contact the Financial Al@ffice for further information.
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Academic Information

Student Responsibility Statement

All students at Helena College are responsible for knowing and understanding the requirementaaliithial degreg@rograms,
and must take final responsibility for making their own academic decisions.

Academic Forgivenes$rocedure Procedure:

A Helena College student seeking his or her first undergradudte Provide a written statement that outlines the nature of your

degree who returns to the College after a minimum theze request for Academic Forgivenessid the reasons you

absence and has not attended any other college or university is believe your appeal merits approval.

eligible for Academic Forgiveness 2. Submit a letter(s) of support from an academic
administrator, facultynember, advisgror other College

Academic Forgivenessllows a student who has met the  professional who is familiar with your situation. If the

requirements in the previous statement to return to Helena gyienuating circumstance involves medical reasons, it is not

College and continue the pursuit of a degree or certificate necessary for the letter(s) of support to contain details of the

without penalty from mvious poor academic performance. medical condition.

Receiving Academic Forgiveneks previous semesters results3' Submit the completetbrm and required documentation to

in all credits and grades, up to two semesteiagifergiven and Associate Dean of Academic and Student Affics
excluded fr om dalkuatios, semdseers dodnst Gekpwoval. . .

need to be consecutivA student will not be allowed to select4' It approved., the form and dogumentanon will be forwardeq
specific grades and credits to be retained while excluding others to the Registrar for completion of the process. Academic

earned The excluded courses and grades will remain on the Forgwenesswnl result_ in all (_:red|ts_and grades earned
o CHJI‘H’]% té'ner semester in question being excluded from the

student ds of f iipt howdver Ghey niag rpebe t r . X

used to fulfill any program or college requirements. st ud e n cacslatidhPastudent will not be allowed to
select specific courses or credits for exclusion. The

A student will be granted Academic Forgivenes$y one time excluded courses and original grades earned will remain

during his or her academic career with Helena College. listed on the transcriphowever,they may not be used to

_ ) fulfill any Helena College requirementsward attainment
Only Helena College gradesid credits will be excluded; any of a credential or degree.

transfer courses previously applied to the studentds tr .
will remain. AcademicIntegrity

. . ) ; Helena College expects its students to adhere to a high standard
Any student who receives Academic Forgivengiisbe bound of academic integrity. It is a violation of academic integrity

E'y Ithe C(::ol:lege Catalog mbeffect T thte |t|m<_a of the dretmr s%indards and the student code ofduam to present the ideas,
elena College or any subsequent catalog in accordance with, . ; gns, works, or words of ar

College policy. or to permit another person to do so. The following guidelines

A student applying for Academic Forgivenes#l be required are intended to clarify these issues for students, faculty, and
to pass a minimum of 75% of registered courses after applyigministration.

for forgiveness and bén good academic standing Upon e College will regal the following acts as violations of

com;t)lztlon of the term before Academic Forgiveness will bgcademic integrity constituting academic dishonesty. Although
granted. the list and descriptions are not intended to be exhaustive of all

For example, if the student is registered for 12 credits in the f&fiPes or instances of academic dishonesty, they are presented as
term after having sat out for the minimum three years, tfgamples of behaviortavoi d. 1t is expli
student must successfully cptate 9 credits with a minimum responsibility to avoid academic dishonesty of all kinds, and
term GPAof 2.0. After such, then and only then will the€ach student is required to seek guidance in advance of taking

application for Academic Forgivenelss reviewed. any questionable action, including but not limited to those
enumerated, below.

A student wishing to apply for Academic Forgivensssuld

contact the Registrardéds Office for the appropriate form

Registraros Office wildl be responsible for verifying eli

and after review by the appropriate offices, will notifying the

student of the decision.
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Plagiarism 7 A student will be considered in violation of Contributing to Academic Dishonestyi A student will be
standards for academic integrity if s/he submits an assignmentonsidered in violation of academic integrity standards if s/he
any form (written, oral, graphic, or compuigenerated, etc.) willfully assists another student in an act of academic
which consists wholly or partially of the words, work, or ideaslishonesty.

of another indiidual without giving the original author proper o ) ) )
credit. A similar violation would occur in cases where a studeft@demic dishonesty will not be tolerated. Academic sanctions
submits a paper or other project/assignment for one course doyea first violation ae at the discretion of the instructor and

was originally created for another course even if that student W&59€ from a failing grade for the particular assignment to a
the originabr of the paper/project/assignment in the firsfailing grade in the course in which the academic dishonesty

instance. Similarly, using facts, figures, graphs, charts 8FC!”S- When a fgcul?y member assigns a failing grade on the
information without acknowledging the source constitute82SiS Of academic dishonestyihe shall notify the affected

plagiarism, which may occur verbally, in written form, througtptUdent(s), the appropriate unit administrator (Director or
computer programs and filesesearch methods, designs,D'V's'O” Cha|r), as well as _the Assouate Deap of Academic and
particular distinctive words or phrases, ideas and images or any'dent Affairs of the violation and provide any and all
other information that was created by another person withotHPPOrting documentation to the Associate e#Academic
acknowl edgement of t hat p e_a'F'dsS%'q'P%t gffairs. Becogd of theinfragtionwill be kent anfile o 1y

Inadvertent or unintentional misuse or appiaiion of another's in the office of the Associate Dean of Academic and Student

work (such as relying heavily on source material that is n6tfal's: although no further official action will be taken
expressly acknowledged) is still considered plagiarism. unless/until a second infraction is reported. In casespeated
offenses, the Associate Dean of Academic and Student Affairs

Copying/Cheating i A student will be considered in violation will administer a range of disciplinary sanctions up to and
of academic integrity standards if s/he gains, or attetagain, including expulsion from the College. Students retain their right
credit for work by dishonest or deceptive means. Examplés due process and may refer to the Student Handbooleor th
include the use of crib notes, cheat sheets, books, or any otAssociate Dean of Academic and Student Affairs regarding any
material or electronic device as aids in an examination or adisciplinary sanctions

other graded exercise, unless the instructor of the claggiven

explicit permission to use such materials. Collaboration witkrlass AttendancéAbsence

another student on an examination or other graded exerci§é‘ﬂdem5 are expected to attend all class meetings and complete
unless the instructor has given permission, also constituf@s assignments for courses in \whi they are enrolled.
copying. Further examples include: copying assignments frokpstructors may excuse brief and occasional absences for reasons
anotfer source (classmate, etc.); working with others on exarfi§ illness, injury, family emergency, religious observanoe

or homework that is not explicitly permitted by the instructor t9@rticipation in a Collegsponsored activity. (College

be collaborative:; | ooking aSonsergd actyides mayiinglydeqyited §°Urj?i§|‘ﬁ) gips, or s
during an exam or assignment; disclosing exam content to oth&3HC service, or other institutionally supported service.)

d“””Q an exam, or aftgr completlor_1 of an exam, 'nCIUd'nﬂwstructors must excuse absences for the following reasons:
a”OW'”9 such mformatlo_n to be disclosed to you; and/%ilitary service, mandatory public service (court appearance,
atte.mptmg to or allowing another per_son to _completﬁjr duty), emergency medical attention of self or immediate
assignments for another person _(SUCh as 'n an, online coury, ily member and/or death of immediate family member. To
The _above examplgs are rr_weantlltostrate V|_olat|on5 of the etition for an excused absence, the student must provide the
P””C'P'e of acgt_jemlc _mtegrlty, and are not intended to be aﬁecessary documents no later than 5 days following the absence
|nc|u.s!ve.. Ad(_j|_t|on.al mstances. of _dlshonesty that are N the Associate Deaof Academic Affairs for review. If the
explicitly identified in the above list will nevertheless be treategbsence is found excusable, the faculty will permit the student to

as violations. submit any missed work in a reasonable and agreed upon time
frame and without penalty.

Instructors may establish absence policies to conform to the
educational goals and requirements of their courses. Such
policies will be set out in the course syllabus. Customarily, the
course syllabi will describe the procedures for giving timely
notice of absences, explain how work missed because of an
excused absee may be made up, and stipulate any penalty to
be assessed for absences.
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Students Called to or Volunteered for Active Duty Challenged credits will not count towards financial aid. A
If a student is ordered to active duty while enrolled in one @tudent cannot challenge more than 25% of the credits required
more courses at an educational institution, the faculty shaflyr his or herdegree.

when consistent with accreditation requirements: o
Course Substitutions

a. assign a final passing grade in the course if, in th&tudents are required to complete all program courses in order
faculty's judgment, enough of the course requirements be awarded their degree or certificate. Helena College does
have been completed; allow course substitutions when there is a compelling reason to

b. assign a military incomplete in the course and extengb so. A course substitution must uphold the integrity of the
the period of time in whiclthe student may complete degee. For more information on the procedure for substituting
course requirements; or a cour se, student s Office orltheir s e e

c. allow the student to withdraw from the coursefaculty advisor.
backdating out of the term, and all tuition/fees paid will _
be reimbursed to the entity that paid it (noting ther®€amd s L i st
may be Financial Aid implications), and noages To qualifyfortheDeads Li st, the student

(including AWA6so) wildl bGP A of 350phighee while earning 12 or more semester credits.
(P/NP and developmental class credits are not included as earned
If a student reenrolls in one or more courses at an educationgly e di t s f or purposes of det e

institution within 12 months after returning fromthe active dutysy ades of AD, 0 AF, 0 ostudeitMiPo a
that interrupted the st ud erBckiRsSwriteh hodifitdtich bfSthe dvard, 8nd |t MIEdppear ch t
institution, thestudenmust, to the extent possible, be readmitte@js/her transcript for that term.

with the same academic status that the student had when ordered

to active duty, unless the student requests or agrees to admis#ida/Drop Classes

with a different academic status. Students registered for fall or spring semesters and attending
) ) . classes may add classes throug}k: the first 10 instructionabtiays
Please fill out a sepedcaiVerufidb Wilch Bah Be dbné bnling fbr tHe first five days.

form for the above situations. Instructor approval, add/drdprm, and a $10 processing fee are

. required to add classes on days 5 through 10. Students may drop
Audit lass without record through MyHiDrring the first 15 days of
With the consent of the instructor, a student may enroll infﬁc assw tou /-{?tcorth rOLlj_?Md/z “.n% eh|rs a)(/js 0
course for no credit (audit). Audig students pay the same fee ed/sdemefs er e: b € onll let dropv(\;ln (t)W Zstpafhse nah.
as students enrolled for credit. Auditors are not expected% ropform: must be compieted and returned to the cashier

ong with a $10 processing fee. If a student drops a class

complete course work as students who are enrolled for cred] ! .

nor vF\)/iII they take tests. Audit enrollments will not count towar TER the first 15 days and prior t“mj’vee!‘s beforg the end

financial aid or degree completioaquirements. Students must® fothe course, a fAwo (withd ra

i nform t h eOffice avighinghe first 15 isstructional drop_a class during the last three_,- weeks of the semester and will

days of the course. receive a letter grade from the instructor based on coursework

completedAdd/dropsare not used to widraw completely from

Challenging a Course for Credit/ Prior Learning the College. Addgddrops for summer semester courses are
Assessment computed on the same ratio stated above for hours attended to

A student who has completed course work through prior learnifff@! course hours; the registration guide outlines summer

or nonaccredited learning experiences has the option of earnifi§adlines.

college credit by taking a challenge exam for designated CourSI%%/ening/Saturday Classes

It is important to note that not all caas can be challenged. Aan varj[etx oef late atfterné)%n r?r}d evenina classes are offered based

instructor wildl determine if & 5t QiR Lefela' cQidae stfadnts
and/or experience supports the challenge request. The re i sotn the rieeds of the community antl Hefena College students.
b bp I ge req n Y4%Ese classes are available after 5 p.m. Monday through

must be approved by the Division Chaind then validated .
) ) R Thursday and 9 a.m. to 4 p.m. on Saturdays. Applicants
t hr ough t hefficR €hg iexam muast b& sompleted. .

. . mferested in classemay contact the Helena College Welcome
with passage of at least 80% of the exam contents (written, or,

. . . enter

and/or hand®n content) in order to receive credit for the course.
A grade of ACHO will be placed on the studentds transcrirg
successful completionf the examination. The grade received
for the challenge doesAstudent af fect the studentbds GPA
receiving a grade of fAF,0 ANP,0 or AWO0O in a class at the
may not subsequently challenge the course. A fee bll
charged for the challenge exam accordance with Board of
Regentgpolicy.
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Grades and Grade Point Averages Grade Appeal Process

Student evaluation is reported at the end of each semesEnal Course Grade Appeal

Students may access t heiHC 6 Evesy studenthasthe sightdonappeah the fihahgradeungalcourseyly

A student 6s | evel of a c a d eimacecordapce withahe etgpulatians liigd belowe Suehr ani n e d

through the calculation of a grade point average (GAAe appe al mu st be initiated by t

gradepoint average is determined by dividing total grade pointsgent/representative, who has been identified in writing, no later

earned by the numbeff aredits carried. Students may accesshan commencement of the subsequent semester. Spring grades

their grades and GPA t hr ou gWwill norviglyi i cappeated in thee follbivény alhseste€ dHel e g e

website. The meaning of each grade and its value in grade poinisating student should begin with the INFORMAL process

is as follows: outlined in Section A and then may pursue the FORMAL
process in Section B if satisfaction is not obtained informally.

Gfde Q”alg%gﬁevr\:frk GrTSOPO'mS Once a formal appeal has been initiated, the process will
A- 3:67 conclude wihin two weeks whenever possible.
B+ 3.33
B Above Average 3.00 SECTION A
B- 2.67 Student initiated INFORMAL Process
C+ 2.33 1. Discuss the matter with his/her instructor. Clerical errors are
C Average 2.00" usually handled in this manner, with the instructor signing
g; 12; the correction of official records. If the studentibees the
D Passing 1.00 problem is notesolved, the student shall then.
D- 0.67 2. Meet with the Division (air who supervises faculty
F Failing 0 teaching the course to discuss the issue. If the concern still
FR Failing / Remedial 0 remans unresolved, the student may:
XSD Neviﬁ}fnded %/A 3. Elect to file a formal written Grade Appealith the
EC Credit by Exan{AP/CLEP) N/A Associate Dearof Academicand StudentAffairs. The
I Incomplete N/A Associate Dean records the official filing of the appeal and
MG Missing Grade N/A then refers it to the Peer Review Committee. A formal
NP No Pass N/A Grade Appeal may not be filed until steps 1 and 2 above
SH Cha”gggglpass wﬁ have been ampleted. It is recommended that students
R Following a Traditional Grade N/A* present documentation that may shed light on the appeal.
™ Transfercourse VA SECTION B
R Retake N/A FORMAL Process
SL Service Learning N/A Conditions under which grade may be appealed:
w Withdraw N/A 1. If there is a dispute over the numerical calculation of the

grade or

*AnfiRo following a traditio ?a ff theg _gra(,g% %signquapp%ags éara)itra\;y &rr.capéicéoﬁsrog es
numbered below 100 level. These courses are not counted in 'nconsistent with syllabus assessment/grading policy.

the GPA Faculty Peer Review Committee

In order to graduate, students must: Upon re ce i p t of a stude n_t 6s wri
1. Earn a mini momiagr &de ho fc | mBe8NOff\cagegic Affairs ghallthen convene a hearighe
the prerequisites or program requirements and Peer Review Committee. The committee will be formethea
2. Maintain either: and CO”_S'fSt_Of: . .
1 aminimum 2.00 cumulative GPgor students seeking 1. A division chairperson from OUTSIDE of the division
Associate of Applied Sciend@egrees) or where the course is offered. This chairperson isvaiimg
1 aminimum 2.25 GPAfor students seeking Associates and serves only to facilitate the process.
of Arts or Associate of Sciend@egrees) or 2. Four _faculty members WhO shall be sglecte_d by the
1 aminimum 2.5 GPAfor students seeking an Associate }Assocr]ate Qeanf Academicand Stuo]lenAffar:rs, with TWO
of Applied Scienceor an Associate of Scienca rom the Airport Campusand two from the Donaldson
. Campus
Nursing 3. The student who has filed the appeal nhestn attendance
or else waive his/her right to attend the meeting in writing
prior to its being scheduled.
4. The involved faculty member may attend or send written
comments at her/his discretion.
5. The institutional Registrar may be invited to provide
information or as a committee resource.
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The purpose of the Peer Review Committee is to determiBudents will be awarded a certificate or degree upon
whether or not the grade should be changed. If the Peer Revigatisfactory completion of the program requireme@ise third
Committee finds that the grade assigned was miscalculated,obthe coursework requirefdr the degree must be completed at
appears arbitrary or capricious or incstent with syllabus and Helena College.

assessment/grading policy, the Committee shall make a

recommendation as to the appropriate grade to the Associatdraduation ceremony is held every May. Fall and spring

Dean of Academic Affairs who will have final decision graduates of the corresponding year are invited to attend the

authority. ceremony. Summer graduates may attend the spring graduation
ceremony as wellCaps ad gowns are available through the

Assignment Grade Dispute Bookstore

Every studenhas the right to appeal a grade while the course is

in progress, in accordance with the stipulations outlined belof2al09 Governing Graduation Requirements

Such an appeal must be initiated by the student no later than TERE catéloggovernings t udent s6 gradisé&e i on
working days after the assignment grade in question is deliverd§lena College catalog in effect at the time of initial emmeltt
or postel. It is important to note there is NO FORMAL as a degreseeking studentas long as the student has been

PROCESS for appealing a grade while the course is in progre%%r)tinually enrolled. A student may'elect to graduate from any
subsequent catalog. If a student is absenttfar or more

SECTION A semesters, the catalog in effect at the time of readmission

Student initiated INFORMAL Process governst he student6s graduation

1. Discuss the matter with his/her instructor. Clerical errors atemmplete all program requirements within six years of enrolling.
usually handled in this manner, withetinstructor signing Students who have not completed requirements in six years will
the correction of official records. If the student believes thiee advised into the catalog in use at the time of graduation.
problem is not resolved, the student shall then;

2. Visit with the division chair who supervises faculty teachin
the course to discuss the issue. If the concern still remai
unresolved, the student must wait to;

3. File a formal written Grade Appeal with the Associate DeafiP
of Academic Affairs according to the process outlinegs,azquation Honors

above AFTER the final grade for the course has begfligibjlity for academic honors ibased uport he st ude
posted. It is recommended that stusenpresent cymylative GPA at the end of the semester prior to
documentation that may shed light on the appeal. commencement for announcement purposes. The final and
official honors distinction will be madafter all grades have
been submitted and calculated by the Registrar. The official

In accordance with Montana Board of Regentdicy 301.5.3, L . -~ :
Ihonng istinction Wl|t| l?]e sEated on off|C|aIS t(raaascrlpt%. The

students miwsar elirghear AICn al s§_es % __arq u
. - . . . honors classiiications are identified below:
satisfy the prerequisites or requirements for a major, minor,

éncaseofchnges in the studentds
reserves the right to determine appropriate substitutions. If a
program is eliminated, Helena College will determine an
propriate phaseut process for current students.

Graduation

: . . 4.0 . Summa Cum Lauge .
option, or certificate. Althoug%l_gggredlt IMggnaeCallJr%Ir_]ane for a |
that course wilbnly count towards graduation for a free elective. 3501 3.799 Cum Laude

Students must also satisfy the GPA requirements listgzhga

49,
Incomplete

In the semester before a student plans to graduate, a studentAust i ncompl et e (Al 0) grade may
meet with his or her advisor and submit an Application foR e g i s @fficeawhen sin the opinion of the instructor, there is
Certificate or Deffge BEhe Repistrarhds e reBRsorablesprobadbilitydtisat students can complete the course
final authority on the approval of graduation appimas. without retaking itand without instructor participation. The

incomplete grade is not an option to be exercised at the discretion

Students neglecting to submit an Application for Certificate Ut the student and is given only in cases of extreme personal
Degree will not be awarded a certificate or degree. Any Stucj%rdship or unusual academic situations

applying for a certificate or degree must pay a $35 fee. If

applying for more than one certificate or degree, a fee isnexty  Eligibility for an incomplete is determidewithin the following

for each application. Certificates and diplomas will be withhelduidelines:

if a student owes a debt to tBellege. 1. An incomplete may be assigned to a student when he/she
has been in attendance and doing passing work up to three
weeks before the end of the course,, &mdreasons beyond
his or her control, or he/she has been unabtemaplete the
requirements on time. Negligence, indifference, or
excessive absences are not acceptable reasons.
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2. The instructor will set the conditions for completion of theRepeating a Course
coursework. When these conditions have been met, tBeudents may retake a course to improve their grade by
instructor will assign a gradeased upon an evaluation ofregistering and paying tuition and fees for the course. They must
the total work done by the student in the course. submit a Rquest to Change Grade for Repeated Courses form
3 An incomplete (Al O0) whichtbstmhet Riadugon edenpldienrof thedcoutsé dhen e X t
regularly scheduled semester will automatically converttoet t er grade for the repeated c
a grade of #AF. O transcripta n d he previous grade wil|
to indicate tha t he course was retaken
calculated into GPA

t
t
Outdated Coursework
In accordance with Board of Regerslicy 301.5.2, Helena
College uses the following guidelines for evaluating previous student 6s académi cl istandpng
coursework taken at Helena College: suspension, etc.) cannot be retroactively changed by retaking
1 Courses specific to a program of study are guaranteed fotasses.
evaluationfor five years.
1 Courses used for general education requirements are
guaranteed for evaluatidar 15 years.
1 Courses used for elective credits are guaranteed for
evaluationfor 15 years.

Scholastic Requirements

Academic Probation Students will be placed on academic

probation, or continued probation, at the end of any term

(including summer session) if their cumulative GRlops

below or remains below 2.00.

Coursework that falls outside of the stated periods is n

guaranteed for evaluation/graduation. It is the discretion of t : . ) .

individual program to review coursework older than the abovr(gquIer to _partlupate in the Acad_e_mlc Recovgry Program.
udents failing to meet the conditions of their Academic

guidelines. Students who have outdated coursework azé Contract during th b ded
encouraged to sp& with their faculty advisor. ecovery Contract during the sester may be suspended.

o) . . . . :
ﬁé{l students on Academic and Financial Ajtobation are

An fAAcademidocnBtababoinomi | | be po

Pass/No Pass permanent Helena College academic record.

Student Option: Students whenroll incoursedor whichtheir
preparedness is in questiamy enroll in certain courses on aStudents placed on academic probation must show satisfactory
pass/no pass basisthe discretion of thiastructor. academic progressi.e. earn a 2.0@erm GPAI during their
ar}gxt term of enrollment (including summer) or face academic

No morethan sX pass/no pass credits may be counted tow atfspension. Students who raise their cumulative GPA to the
program completion. The pass/no pass option does not extend 0" .
nimum 2. 1 be remoyv

i 0 ed fr
courses required by the studghtdsenfied ddidihs Qilbe fda® 9 am opti
except at the discretion of the departments concerned. Courses
numbered below IDare not calculated in the pass/no pass limgtudents placed on academic probation will be notified of their
or toward program completion. status in writing within a reasonable time following the end of
th? term. Notification will explain enrollment limitations and
sof .. . .
conditions and warn student§ consequences if they fail to

improye_their 5cholastic Berformance durinr(r; future terms of
e 1o e passinmg

The grades of pass/no pass are not formally defined in term
their relationship to the traditional grades of A, B, CabdF;

a APO is given for wandthereforen Snr'ol gn?
deserving credit, and an ANPOOTSY work not passed. APO and
grades do not affect grade point average. Academic Suspension Students will be academically

seﬂspended at the end of any semester if they were placed on

EIe_ctlon_ of _the pass/no pass option ‘must be_ |nd|c_:ated e%cademic prodtion in their last semester of attendance and they
registration time on the registration form. After registration, bl*ailed {0 earn a term GPaf 2.00

prior to the end of the 15th day of instruction, a student may

change the grading option from pass/no pass to traditional (AStudents placed on academic suspension status may not enroll at

F) grading, or vice versa, by submitting add/dropform. Helena College during the next semester (fall or spring,
whichever aplies), nor summer session if a student is suspended

at the end of spring semester. That is, a student who has been
academically suspended from Helena College for the first time
must fAsit out 0 (plussummer gessiom ifa s e me
student is suspeled at the end of spring semekter

Faculty Option: A department may elect to offer an entire clasi n
on a pass/no pass basis. This métlod grading is used in
courses where more precise grading is inappropriate.

The College cautions students that many schools and so
employers do not recognize ndreditional grades (i.e., those
other than A, B, C, Dand F) or may discriminate against
students who use the pass/no pass option.

fAcademi 060 Baspenenoms poste
permanent Helena College academic record.
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Students who are suspended for academic reasons will P®cedure:
informed of their status in wiitg as soon as possible following1. Provide a written statement that outlines the nature of your
the end of the term. Any/all future enrollments (future class request for a Retroactive Withdrawahd the reasons you

schedul es t hat exi st i n He | ebaliave yGuo dppeal grerits apprava. mp ut er syst
through preregistration prior to the end of the term in question2. Submit a letter(s) of support from an academic
of academically suspended studenili e canceled. Written administrator, faculty member, advisor, or other college
notification of academic suspension will explain options professional who is familiar with your situation. If the
available to the suspended student. extenuating circumstance involves medical reasons, it is not

o , o necessary for the letter(s) of support to contain details of the
Readmission Following Suspension: Students who are medical conditn.

suspended for academic reasons must apply for readmissionto g,pmit the completed form and required documentation to_

Hel ena College. Students who aS§RHK pehrfoPAldBenticaldSlidert Arthir§ F A s it
outo the required suspension period must submit:

1. A properly completed Application form;

2. A letter that acknowledgeshe reasons the student did
poorly and steps taken to i mprove the studentdés abilit
perform;and

3. An Application for Reinstatement After Academic
Suspensioffiorm.

The application and letter will be reviewed by a committee.
Students reinstated after suspension will be assigned an advisor
and follow a strict academic plaReinstatements will not be
considered for the summer semester.

Withdrawal

Withdrawalf r om t he Col | ergsponsibitty. nhe st udent és

order to withdraw from all classes, a student must meet with a

representativelomthe Student Suppo@enter and complete the

withdrawal form. The form must be completed, signed by the

student, and collected llye Student Support Center. If a student

withdraws from the College after the first 15 instructional days

and prior to three weeks before the end of the course,
(withdraw) will be assigned. During the last three weeks of the

semester, a student magtmfficially withdraw and will receive

a letter grade from the instructor based on an evaluation of the

total work done by the student in the course. Withdrawal from a

course in which the student has received an #AFX0 for aca
dishonesty is not permdtl. It is important to note that a

complete withdrawal cannot be done online, but can be done via

the telephone.

Retroactive Withdrawal

After a term has ended, a student who left @adlege for
extenuating circumstances without an daéfiavithdrawal during

the term of departure may apply for a Retroactive Withdrawal
The student must present supporting documentation that
demonstrates serious and compelling reasons justifying the
withdrawal and extenuating circumstaacgustifying its
retroactive nature; poor academic performance attributed to
extenuating circumstances shall constitute consideration for
retroactive withdrawal. A student need not be enrolled at Helena
College at the time the application for retroactiviehdrawal is
submitted.
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Helena College Degrees/Certificates

Associate of Arts
Associate of Science
General Education Cok@urriculum
Mathematics at Helena College
A.A. & A.S Advising Options
Associate of Applied Science
Certificate of Applied Science
Advance ad Professional Certificates
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Helena College Degrees/Certificates

ASSOCIATE OF ARTS DEGREE
4 Semesters, General TransfeDegree

Advising Options in General Studies, Accounting Technology
Business Technologysocial Work

ASSOCIATE OF SCIENCE DEGREE
4 Semesters, General TransfeDegree

Advising Options in General Studies, Accounting Techno|dglysiness Administration, Business Technology
ComputerTechnology Elementary EducatigriPrePharmacy

ASSOCIATE OF SCIENCE DEGREE T REGISTERED NURSING
5 Semesters, Leading to Registered Nursing
Completion Program for Studentsth Licensed Practical Nursirlay way of the LPN Pathway Program

ASSOCIATE OF APPLIED SCIENCE DEGREE
4 Semesters

Accountingand Business Technology Diesel Technology
Accounting Technology Fire and Rescue
Business Technology Metals Technology
AutomotiveTechnology Office Technology
Aviation Maintenance Technology Licensed Administrative Office Management
Computer Aided Manufacturing Medical Administrative Specialist
Computer Technology Welding: Industrial Weldingind Metal Fabrication

Network Administration
Programming

CERTIFICATES OF APPLIED SCIENCE DEGREE
2 Semesters

Bookkeeping Legal Support Specialist
Computer Skills Specialist Medical Assisting

Diesel Technology Nursing Programs
Entrepreneurship Practical Nursing (LPN)

Welding Technology

PROFESSIONAL CERTIFICATES
Certificate of Technical Studies in Hybrid Vehicler@ee TechnologyHuman Resource, Payroll
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Associate of ArtDegree

The Associate of ArtA.A.) degree is a general transfer degree. Associates of Arts (A.A) Degree Graduation

Completion of this program indicates the student has conuplete Requirements:

a course of study equivalent to the first two years of a

baccalaureate degree. The Associate of Arts degree does not General Education Core(30 Credits)

officially include a major or minor course of study. Natural Sciences 6 Credits
Mathematics 3 Credits

With an Associate of Art6A.A.) degree from Helena College, a

student can transfer to any Montana University Systehool Written Comm.un'?atlon 3 Cred!ts
with junior class status. Oral Communication 3 Credits

) Social & Psychological Sciences/History 6 Credits
Students may aI.so accumul_ate credits to transfer to anoth?_rumanitiesmd Fine Arts 6 Credits
collegeor university. Completion of the Helena College general 3 Credits

education core requirements (30 credits) satisfies the gener%\:f"tur"’lI Diversity
core requirements of the Montana University Syste
Montana University System institutionsiaccept the Helena
College general education core to satisfy their lower divisi
general education requirements.

A.A. Requirements (6 Credits)
0Qne Foreign Language course, and any Social & Psychological
Science, HistoryHumanitiesor Fine Artscourse.

The following requirements must be met for completion of aﬁdw;lr_wg Opt|on_ (24 Credits) _

AA. degree: *Adwsmg Options for AA degree: General Stud'|es,

1. Completion of 60 semestcredits in courses numbered 100Account|ng Technology Business Technologyand Social
level and aboveA course cannot satisfy more than oneWork
general education core or graduation requirement.

2. Completion of the General Education C@werriculum (30
credits).

3. Completion of the AA. Requirements: 6 credits: one
Foreign Language course, and any Social & Psychological
Science, HistoryHumanitiesor Fine Arts

4. Final cumuative grade poinaverage of 2.2%r above A

gradeoobrfiBetter is required for all cour ses.

At least 15 credits must be at the 200 level.

6. At least1/3 of the degreenust be completed at Helena

College.

o
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Associate of Sciendeegree

The Associate of SciencA.S.) degree is a general transfer  Associates of Science (A.8Degree Graduation

degree. Completion of thisrggram indicates the student has Requirements:

completed a course of study equivalent to the first two years of

a baccalaureate degree. The Associate of Science degree does General Education Core(30 Credits)

not officially include a major or minor course of study. Natural Sciences 6 Credits

With an Associate of SciencéA.S.) degree from Helena ™Mathematics 3 Credits

College, a student can transfer to any Montana UniversityVritten Communication 3 Credits

Systemschool with junior class status. Oral Communication 3 Credits
. Social & Psychological Sciences/History 6 Credits

Students may also accumulate credits to transferntihar - . .

college or university. Completion of the Helena College generalumanitiesand Fine Arts 6 Credits

education core requirements (30 credits) satisfies the genergpltural Diversity 3 Credits
core requirements of the Montana University Syste
Montana University Systenmstitutions will accept the Helena
College general education core to satisfy their lower divisi
general education requirements.

A.S.Requirements (6 Credits)

or Mathematicgourse.

The following requirements must be met for completion of an

A.S.degree:

1. Completion of 60 semester credits in courses numbered 1
level and aboveA course cannot satisfy more than on
general education core or graduation requirement.

2. Completion of the General Education C@werriculum (30
credits).

3. Compktion of the A.S.Requirements: 6 credits: one
Natural Science course with lab, and an additional Natural
Science or Mathematicourse.

4. Final cumuative grade point average of 2.85 above. A

gradeoobrfifetter is required for all cour ses.

At least 15 credits must be at the 200 level.

6. At least1/3 of the degreenust be completed at Helena
College.

dvising Option (24 Credits)
vising Options for A.Sdegree: General Studies, Accounting
echnology Business AdministrationBusiness Technology
omputer Technology Computer Technology Elementary
Education, and PrBharmacy

o
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General Education Cofurriculum

The General Education Cordf the Helena Collge provides
students with the broad foundation of knowledge essential fir Oral Communication
success at the associate and baccalaureate levels. All students ardVritten/Oral Communications Outcomes

prepared for independent, abstract, and critical thinking; 1 Demonstrate mastery of_en.gaging,. clear, and (;oherent
responding creatively to problems; applying quantitatand structures for presenting ideiasa variety of expository
mathematical  knowledge; finding  information and and argumentative models.

communicating both orally and in written forms. This is done to f Develop ideas logically, clearly, convincingly, and
engender lifdong learning skills, a foundation of knowledge in ethically.

a variety of disciplines, and a broadened perspective on our T Control .the' effect of voice -in a'c_hlevm'g specific
interdependent, changing global community. communication purposes with specific audiences.
’ 1 Control the conventions of language.

The following 7 areasare included in the Helena College f Undestand and apply research skills necessary for
General Education Core academic study.
9 Employ analysis, synthesis, and evaluation in both
A. Natural Science writing and reading.
Math and Natural Science Outcomes 1 Exercise proficiency, confidence, and safiance in
1 Understand and demonstrate methods used to gather, the application of academic activities.

test, and interpret scientific data. _ ) ) )
9 Understand basic principlethat explain the natural E- Social & Psychological Scieces, History

world. Social and Psychological Science Outcomes
1 Solve quantitative problems and interpret solutions. f Have an awareness of major perspectives in social and
1 Use inductive and deductive scientific reasoning to individual behavior. ~ . _
solve novel problems. 1 Be able to apply social science theories to multicultural
perspectives.
B. Mathematics 9 Understand how historical experiencésfluence
Math and Natural Science Outcomes current theories. o _
1 Understand and demonstrate hwts used to gather, 1 Be able to apply critical thinking skills.
test, and interpret scientific data. 9 Be able to recognize and practice ethical research
1 Understand basic principles that explain the natural techniques.
world.

1 Solve quantitative problems and interpret solutions. F- Humanities & Fine Arts
{ Use inductive and deductive scientific reasoning to ~Humanitiesand Fine ArtOutcomes

solve novel problems. 1 Identify a variety of artistic styles, movements, schools
of thought/expression, and cultures.
C. Written Communication 1 Analyze, interpret, and evaluate a range of human
Written/Oral Communications Outcomes expressions and values using critical strategies.

 Demonstrate mastery of engaging, clear, and coherent 1 Engage in imaginative expression.
structures for presenting ideas in a variety of expository 1 Appreciate a diversity of worldiews or perspectives.
and argumentative models. _ _

1 Develop ideas logically, clearly, convincingly, andG. Diversity

ethically. Diversity Component Outcomes
1 Control the effect of voice in achieving specific 1 Students will appreciate diversity across cultures and
communication purposes with specific audiences. be able to reflect upon their own cultural values and
1 Control the conventions of language. systems.
 Understand and apply research skills necessary for 1 Students will understand and be able to analyze the
academic study. complex political, social, and economic relationships
1 Employ analysis, synthesis, and evaluation in both within and among cultures. .
writing and reading. 9 Students will appreciate the creative works, values, and

ways of life and/or history of a cultural group outside

1 Exercise proficiency, confidence, and safiance in )
of their owvn culture.

the application of academic activities.
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A: Natural Science C: Written Communication

ASTR110 Introduction to Astronomy 4 WRIT101 College Writing | 3
BIOB101 Discover Biology 3 WRIT201 College Writing I 3
BIOB102 Discover Biology Lab 1

BIOB160 Principles of Living Systems w/Lab 4(H) D: Oral Communication

BIOB170 Principles ofBiological Diversityw/Lab 4 ; ; ;

BIOB260 Cellular and Molecular Biology w/Lab 4(H) 58M§ﬁé :zgggﬂgi:gz Eg EEE::E gz?:zg?]g g
BIOB272 Genetics and Evolution 3

BIOH104 Basic Human Biology 4 . . i .

BIOH201 Human Anatomy & Physiology | w/Lab 4 E: Social & Psychological Sciences, History

BIOH211 Human Anatomy &Physiology Il w/Lab 4 ANTY101  Anthropology & the Human Experience 3(D)
BIOM250  Microbiology for Health Sciences 3(H) ANTY250  Introduction toArchaeology 3
BIOM251  Microbiology for Health Sciences Lab 1(H) BGEN105 Introduction to Business 3
CHMY121 Introduction to General Chemistry CJUS121 Introduction to Criminal Justice 3
CHMY122  Introduction to General Chemistry Lab ECNS201  Principles of Microeconomics 3
CHMY123 Intro to Organic & Biochemistry ECNS202  Principles of Macroeconomics 3
CHMY124 Intro toOrganic & Biochemistry Lab ECNS203  Principles of Micro and Macro 3
CHMY141  College Chemistry | Economics

CHMY142  College Chemistry | Lab GPHY121 Human Geography 3
CHMY143  College Chemistry Il (H) HSTA101 American Historyl 3
CHMY144  College Chemistry Il Lab HSTA102 PostWW Il America 3
CHMY221  Organic Chemistry | HSTA160 Introduction to the American West 3
CHMY222  Organic Chemistry | Lab HSTA215 PostWW Il America 3
CHMY223  OrganicChemistry I (H) HSTA255 Montana History . . 3
CHMY224  Organic Chemistry Il Lab NASX105 Introductionto Native AmericarStudies  3(D)
ENSC105 Environmental Science PHL223 Introduction to Deductive LOgiC 3
ENSC140 Intro to Geographic Info Systems (GIS) PSCI210 Introduction to American Government 3
ENSC211 Environmental Pohcy and Laws PSCI240 |ntrOdUCti0n to PUblIC Administration 3
ENSC220 Surface Water Hydrology PSCI260 State and Local Government 3
ENSC242  Environmental Sampling | PSYX100 Introductionto Psychology 3
ENSC245 Soils PSYX120 Research Methods | 3
ENSC270 Water Quality PSYX230 Developmental Psychology 3
ENSC272 Water Resources PSYX233 Fundamentals of Psychology of Aging 3

PSYX240 Fundamentals of Abnormal Psychology 3(D,H)
PSYX250 Fundamentals of Biological Psychology 3(H)
PSYX260 Fundamentalsf Social Psychology 3
PSYX270 Fundamentals of Learning 3
PSYX273 Mental Health Professional Practice 3
PSYX280 Fundamentals of Cognition and Memor' 3(H)
SOCI101 Introduction to Sociology 3
SOCI160 Sociology of Media and Popular Culture 3 (D, H)
SOCI201  Social Problems 3

ENST230 Nature and Society

EVSC233 Environment and the Economy
GEO101 Introduction to Physical Geology
GEO102 Introduction to Physical Geology Lab
GEO211 Earth Historyand Evolution

GPHY111 Physical Geography with Lab
GPHY262 Spatial Sciences Tech and Applications
NUTR221 Basic Human Nutrition

PHSX103 Our Physical World

WRPRWRPRWORWWORRAPRPWWWWWWWWWWWNWNWRWRWPRWE W

PHSX205 College Physics | SOCI211 Introduction to Criminology 3
PHSX206 College Physics | Lab SOCI215 Introduction to Sociology of the Family 3
PHSX207 College Physics Il SOCI220 Race, Gender, and Class 3(D)
PHSX208 College Physics Il Lab SOCI234 Sex and Sexualities 3(D, H)
PHSX226  General Science: Integrated Physical SOCI235 Aging and Society 3
Science |
PHSX227 Geneal Science: Integrated Physical 1
Science Lab

B: Mathematics

M105 Contemporary Mathematics 3
M115 Probability and Linear Mathematics 3
M121 College Algebra 3
M132 Numbers & Operations for 4 Teachers 3
M133 Geometry and Geometric Measurement fo 3
K-8 Teachers
M140 College Math for Healthcare 3
M151 PreCalculus 4
M171 Calculus | 4
M172 Calculus Il 4
M234 Advanced Topics in Mathematifsr K-8 3
Teachers
STAT216 Introduction to Statistics 3
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F: Humanities & Fine Arts G: Diversity

ARTH160 Global Visual Culture 3 ANTY101 Anthropology & the Human Experience 3(D)

ARTH200 Art of World Civilization 3(H) ARTH293 Study Abroad 3(D)

ARTZ101 Art Fundamentals 3 LIT211 American Literature Il 3(D)

ARTZ105 Visual Languagé Drawing 3 LIT230 World Literature Survey 3(D)

ARTZ106 Visual Languagé 2-D Foundations 3 FRCH101 Elementary French | 4(D)

ARTZ108 Visual Language -® Foundations 3 FRCH102 Elementary French Il 4(D)

ARTZ211 Drawing | 3 (H) HONR121  Ways of Knowing 3(D)

ARTZ221 Painting | 3 MUSI203 American Popular Music 3(D)

BGEN220 Business Ethics and Social Responsibil NASX105 Introduction to Native AmericaBtudies 3(D)

CRWR240 Introduction to Creative Writing 3 PSYX240 Fundamentals of Abnormal Psycholog) 3(D)
Workshop SPNS101 Elementary Spanish | 4(D)

EDU297 Methods: k8 Music 3 SPNS102 Elementary Spanish Il 4(D)

FRCH101 Elementary French | 4(D) SOCI160 Sociology of Media and Popular Cultur 3(D)

FRCH102 Elementary FrencH 4(D) SO0CI220 Race, Gender, and Class 3(D)

HONR121 Ways of Knowing 3(D,H) SOCI234 Sex andSexualities 3(D, H)

IDSN101 Introduction to Interior Design 3

LIT110 Introduction to Literature 3 (D)- Course can be taken for Diversity credit

LIT211 American Literature || 3(D) (H)- Course can be taken for Honors credit

LIT213 Montana Literature 3

LIT224 British Literature Il 3

LIT227 Introduction to Shakespeare 3

LIT230 World Literature Survey 3(D)

LIT234 Intro to Existential Lit 3

LIT250 The Novel 3

MUSI101 Enjoyment of Music 3

MUSI203 American Popular Music 3

PHL110 Introduction to Ethics 3

PHL215 Introduction to Consciousness Studies 3

SPNS101 Elementary Spanish | 4(D)

SPNS102 Elementary Spanish Il 4(D)

THTR101 Introduction to Theater 4

THTR120 Introduction to Acting | 3
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Mathematics at Helena College

Path to MI115 or M105
M105
Contemporary MO080
Math (may require Prealgebra A:V‘eosé I
Mo45 & Algebral €
concurrently)
1 ]
*
M115
Probability

& Linear Math

Other Math Options

Nursing, Natural Science,
or path to Calculus

MO030 M092

Prealgebra
& Algebral Alssias

Mo093
Algebra 1l
(STEM Prep)

Mi121
College Algebra

M151
Pre-Calculus

M171
Calculus |

M172
Calculus 1l

Elementary Education

Mo30
Prealgebra Azggé I
& Algebral
! |
>
M132
Numbers & Ops

for K-8 Teachers

Il

M133
Geometry & Geo
Measurement
for K-8 Teachers

i

M093
Algebra ll
(STEM Prep)

i

M234
Advanced Topics
in Math for K-8
Teachers

One-semester combination courses

may available for:
M092/M093 and M093/M121
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A.A. & A.S. Advising Options

Students completing an A.Ar A.S.can complete one of the following Advisi@ptions as partf their degree:
1 General Studies (A.for A.S)

=a =4 —a -9

General Studies

Accounting TechnologfA.A. or A.S)
Business TechnologdA.A. or A.S)
Computer Technologly ProgrammingA.S)
Computer Technologly Networking (A.S)

24 open elective credits

Computer Technologyd Programming

1 Atleast 12 credits from General Education Core (A.S.only)
f Up to 12 credits can be 100+ level, AGeneral Reglilsifgaoo nroduction o P . .
; ntroduction to Programming
Education Core CSCinnl  Programmingwith Java | 4
CSCl12a Programmingwith Java Il 4
CSCI240 Databases and SQL 3
i ChooseTHREE of the following
'(AX:ZOZ?]Z”E\ ;&hmlogy CSCI206 .NET Applications 4
e ~ CSCI221 Systems Analysis and Design 4
Required ) CSCI245 Modern Database Systems 3
ACTG101 Account!ngProcedures I 3 CSCI257 Web Services 3
ACTG102 AccountingProcedures Il 3
ACTG201 Principles of Financial Accounting 3
ACTG202 Principles of Managerial Accounting 3 foi :
ACTG205  Computerized Accounting 3 C':Ao?putler Technologyd Network Administration
BGEN105 Introduction to Business 3 (A. -on y)
ChooseTWO of the following Required , )
ACTG180 Payroll Accounting 3 CSCI100 Introduction toP(ogrammlng . 3
ACTG211 Income Tax 3 ITS212 Network Operating Systei8erver Admin 4
ACTG215 Foundations of Governmental and Not f 3 ITS224 Introduction to Linux , 3
Profit Accounting ITS280 Computer Repair a_md Maintenance 4
ACTG298 Internship 3 NTS104 CCNA 1: Introduction to Networks 4
ACTG299 Capstone: Accounting 3 Choose TWOof the following
CSClI240 Databases and SQL 3
NTS105 CCNA 2: Routing and Switching Essentia 3
Business Technology NTS204 CCNA 3: Scaling Networks 3
(A.A.and A.9
Required
ACTG101  AccountingProcedures | 3
ACTG201  Principles of Financial Accounting 3
ACTG202 Principles of Managerighccounting 3
BGEN105 Introduction to Business 3
BMKT225 Marketing 3
BMGT235 Management 3
ChooseONE of the following
BFIN265 Intro to Business Finance 3
BGEN235 Business Law | 3
BGEN299 Capstone: Business 3
BMGT210 Small Business Management 3
BMGT215 Human Resourcddanagement 3
BMGT263 Legal Issues in HR 3
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Associate of Applied Science

TheAssociate of Applied Sciend@.A.S.) degree is ordinarily considered a terminal degree, and is intended to prepare students fc
immediate employment, usually & technical or occupational field.

The A.AS.degree includes a designated field of study, such as Accounting TechnoMégiding. Most classes are devoted to a
technical or occupational field, with minimal general education coursework.

Some A./S.degrees have a stackable C.Ad8gree options that can be completed while a student works towards the A.A.S.

Please note that students who decide to work on aykurdegree after completing an ASAdegree will have their coursework
analyzed, on a clags/-class basis. Some classes may satisfy the specific requirements of a major, minor, option or certificate, |
fulfill some part of the general education program. As the A.defree is not meant to be a transferable degree, however, students
should not be surprised if most classes are accepted only as free or eledttgebgrhe fowyear institution.

Minimum requirements
1 Completion of a minimum of 60 semester credit hours (some programs may be higher)
T Completion of 3 related i mstorrudtiiglhrercour ses with a gra
1 An overall GPAof 2,00 upon completion

Related Instruction
The related instruction component of Associate of Applied Scielegeees provide Helena College students with the general
foundation of knowledge esd@l for success in technical and occupational fields or as a foundation for further education.

Students are provided with practical and/or applied instruction in the following areas:
A. Written and Oral Communications
1 Written and Oral Communications studéearning outcomes:
1 Develop ideas logically, clearly, convincingly, and ethically
9 Control the effect of voice in achieving specific communication purposes with specific audiences
1 Employ analysis, synthesis and evaluation in both writing and reading

B. Computational Skills
1 Computational Skills student learning outcomes:
1 Solve quantitative problems and interpret solutions
9 Use inductive and deductive scientific reasoning to solve novel problems

C. Human Relations

Human Relations student learning outcomes:

Demonstrate an awareness of major perspectives in social and individual behavior

Be able to apply critical thinking skills

Be able to recognize and practice ethical research techniques

Demonstrate appreciation of diversity across cultures and be abfetd vpon students own cultural values and
systems

Demonstrate understanding of, and be able to analyze the complex political, social and economic relationships with
and among cultures

=A =4 =4 -4 -4
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Certificate of Applied Science

The Certificate of Applied Sciend€.A.S) degree is ordinarily considered a foundational or-fegtl degree, anis intended to
prepare students for immediate employment, usually in a technical or occupational field.

The C.A.S.degree includes a designated field of study, such as Accounting Technolégiding. Most classes are devoted to a
technical or occupational field, with minimal general education coursework.

Some C.A.Slegrees stack into A.3.degrees and can be completed while a student works towards the A.A.S.

Minimum requirements
1 Completion of a minimum of 29 semester credit hours (some programs may be higher)
1 Completion of 3relatedibsr uct i on cour s es owi thh gshegrade of
1 An overall GPAof 2.00 upon completion

=t
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Related Instruction
The related instruction component of Certificate of Applied Scielemgrees provide Helena College students with the general
foundation of knowledge essential for success in technical and occupational fields or as a foundation for further education.

Students are provided with practical and/or applied instructiding following areas:
A. Written and Oral Communications
1 Written and Oral Communications student learning outcomes:
91 Develop ideas logically, clearly, convincingly, and ethically
9 Control the effect of voice in achieving specific communication purposesspé&ttific audiences
1 Employ analysis, synthesis and evaluation in both writing and reading

B. Computational Skills
1 Computational Skills student learning outcomes:
1 Solve quantitative problems and interpret solutions
1 Use inductive and deductive scientif@asoning to solve novel problems

C. Human Relations

Human Relations student learning outcomes:

Demonstrate an awareness of major perspectives in social and individual behavior

Be able to apply critical thinking skills

Be able to recognize and practiceieghresearch techniques

Demonstrate appreciation of diversity across cultures and be able to reflect upon students own cultural values and
systems

Demonstrate understanding of, and be able to analyze the complex political, social and economic redatithiship

and among cultures
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Accountingand Business TechnologyA.S.

The Accounting and Business Technology program area prepares students to enter the businesasvbddkkeepers, as
accountants, or as entrepreneurs. Graduates of the Accounting certificate and degree learn skills readying thermrtinge acco
technicians with private, government, or not for profit agencies. Graduates of the Business certificate and degredegige know
as associates in business or entrepreneurs of their own ventures. Students choosing either Accounting or Bisinefes sy
A.A.S. degree toward earning a Bachelor of Applied Science in Business through other Montana higher education institutions.

Requirements for all Accountingand Busines<ertificates and degreesStudents must fulfill their math requirements in at least

M 108T Business Math or M 115 Probability and Linear Mathematics or M 121 College Algebra or STAT 216 Intro to Statistic
and their English requirements in WRIT11Qollege Writing I. Students who do not place into these classes will be required to take
additional English and mathematics courses at the beginning of their program.

Program Outcomes

1

f
f
f

|

The successful graduate of the Accounting and Business Technolagsmprehould be expected to:

Demonstrate knowledge of accounting procedures (accounting);

Identify the fundamentals of launching and maintaining a small business (business);

Demonstrate a broad understanding of the business environment as it releges &thical, and economic issues

(accounting and business);

Demonstrate competency in computer applications maintaining accounting records and business documents (accounting ¢
business);

Apply communication skills toward enhancing interpersonal reiahips (accounting and business);

Demonstrate critical thinking and problesuolving abilities (accounting and business).

Please see the Helena College website for gainful employment information related to this program:
http://helenacollege.edu/academics/programs/acc_bus/default.aspx
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Accountingand Business TechnologyA.S.

Accounting Technology
Associate of Applied Science
The Associate of Applied Science (A.A.S.) degree is ordinarily considered a terminal degree, and is intended to preparerstudents f

immediate employment, usually in a technical or occupational field. Students choosing an A.A.S. in Accounting math&@ansfer
A.A.S. degree toward a Bachelor of Applied Science degree in Business through other Montana higher education institutions.

Please see the Helena College website for gainful employment information related to this program:
http://helenacollege.edu/academics/programs/acc_bus/default.aspx

Accounting and BusinessTechnologyA.A.S., Accounting Technology
Required Courses

First Semester (15 credits)

Third Semester (15 credits)

The suggested sequence in this catalog is for students entering in the fall semester. Please see your advisor for spsinggested

entrysequence.

ACTG 101 Accounting Proced 3 ACTG 180 Payroll _ 3 | ACTG101
| Accounting
. Recommended WRIT 101 or ACTG 101 and transfer math
BGEN 105 | Intro toBusiness 3 WRIT 101 taken concurrently required or consent of instructor
. WRIT 096, if placement score Principles of Fin ACTG102 recommended as a
WRIT 101 | College Writing 3 indicates ACTG 201 Accounting 3 prerequisite for accounting
Choose one of the following: students; (ACTG 102 waived for
M 108T Business Math business students only)
M 115 Prob and Linear 3 | _Placement or M 092 ACTG 211 | Income Tax 3 | Fallonly
M 121 College Algebra Placement or M 093 BGEN 235 | Business Law | 3 | BGEN 105, Fall only
STAT 216 | Intro to Statistics Placement or M105/115/121 Choose one of the following:
Choose one of the following: COMX Intro to Public
CAPP 156 | MS Excel 3 | CAPP 156 recommended for 111 Speaking 3
CSCI 172 | Intro Comp Model accounting students COMX Interpersonal
Second Semester (15 credits) 15 - Com. .
i . | (15 credits)
ACTG 102 | AccountingProced | 5 | \~rg101 Principles of
I ACTG 202 3 | ACTG 201
ACTG 205 | Somputer 3 | ACTG 101 panag. Ao
Accounting ACTG 215 | Found of Govt | 5| AcTG 101, Spring onl
Business Ethics & Accounting pring only
BGEN 220 | Social o 3 | Recommend BGEN 105 ACTG 299 Capston_e : 3 | Consent of instructor
Responsibility Accountmg.
CAPP 266 | Advanced MS 3 | CAPP 156 (recommended for Choose one of the following:
Excel accounting) or CSCI 172 ECNS 201 | Microeconomics 3 Fall only
Choose one of the following: ECNS 202 | Macroeconomics Spring only
Placement in WRIT 101 or Choose one of the following:
PSYX'100 | Intro to Psych 3 | WRIT 101 taken concurrently ACTG 298 | Internship Consent of instructor
SOCI101 | Intro to Sociology cscl 172 IMnggecllomp 3
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Accountingand Business TechnologyA.S.

Accounting Technology

BookkeepingC.A.S.

This is a stackable option under as part of an Accounting and Business Technology A.A.S. degree. Students may complete t
coursework below to obtain the C.A.S. and meets the criteria féirshgear of coursework towards the A.A.S. in Accounting
Technology.

Required Courses

Please see the Helena College website for gainful employment information related to this program:
http://helenacollege.edu/academics/programs/acc_bus/default.aspx

First Semester (15 credits) \ \

ACTG 101 Accounting Proced | 3
BGEN 105 Intro to Business 3 | Recommended WRIT 101 or WRIT 101 taken concurrently
WRIT 101 College Writing 3 | WRIT 096, if placement score indicates

Choose one of the following:

M 108T Business Math

M 115 Prob and Linear 3 Placement or M 092

M 121 College Algebra Placement or M 093

STAT 216 Intro to Statistics Placement or M105/115/121

Choose one of théollowing:

222?117526 mtsroEé(c:J?T!p Model 3 | Recommend CAPP 156 for accounting students

Second Semester (15 credits) \ \

ACTG 102 Accounting Proced Il 3 | ACTG 101

ACTG 205 Computer Accounting 3 | ACTG 101

BGEN 220 Bus Ethics & SociaResponsibility 3 | BGEN 105 or Consent of Instructor

CAPP 266 Advanced MS Excel 3 | CAPP 156 or CSCI 172

Choose one of the following:

PSYX 100 Intro to Psychology 3 Placement in WRIT 101 or WRIT 101 taken concurrently
SOCI 101 Intro to Sociology

The suggested sequence in this catalog is for students entering in the fall semester. Please see your advisor for spsinggested
entry sequence.
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Accountingand Business TechnologyA.S.

BusinessTechnology
Associate of Applied Science
The Associate of Applied Science (A.A.S.) degree is ordinarily considered a terminal degree, and is intended to prepaferstude

immediate employment, usually in a technical or occupational field. Studentsrah@msA.A.S. in Business may transfer their
A.A.S. degree toward a Bachelor of Applied Science degree in Business through other Montana higher education institutions.

Please see the Helena College website for gainful employment information relgtisdptogram:
http://helenacollege.edu/academics/programs/acc_bus/default.aspx

Accounting and Business Technolog®.A.S., BusinessTechnology
Required Courses

First Semester (15 edits)

ACTG 101 | Accounting Proc.| | 3 BEIN 265 Intro to Bus 3 ACTG 101 and BGEN 105, Fall
Recommended WRIT 101 o Finance only

BGEN 105 | Intro to Business 3 WRIT 101 taken BMKT 225 | Marketing 3 | BGEN 105 and WRIT 101
concurrently BGEN 235 | Business Law | 3 BGEN 105, Fall only

WRIT 101 | College Writing 3 \s/\éi;rlg i(r)]?jfi}é;{epslacement Choose one olfjtahyerglclxllowmg.

Choose one of the following: ACTG 180 Accounting 3 ACTG101

M 108T Business Math Human Res

M 115 Prob and Linear 3 Placement or M 092 BMGT 215 Mgmt BGEN 105, Fall Only

M 121 College Algebra Placement or M 093 Choose one of the following:

STAT 216 | Intro to Statistics Placement or M 105/115/12] COMX Intro to Public

Choose one of the following: 111 Speak 3

CAPP 156 | MS Excel 3 CSCI 172 recommended for COMX Interpersonal

CSCI1172 | Intro CompModel business students 115 Comm.

Second Semester (16 credits)

ACTG 205 C""_‘p“tef Ach 3 ACTG 101 BGEN 299 Business: 3 | Consent of instructor

Bus!ness Ethics & BGEN105 or consent of Capstone
BGEN 220 | Social 3 . BMGT 235 | Management 3 | BGEN 105 and WRIT 101
Responsibility Instructor WIS Found for CSCI 172 (recommended for

Choose one of the following: BMIS 270 BuS 3 | business) or CAPP 156, Spring

BMGT 210 | Small Bus. Entrepr. 3 BGEN 105, Fall only only

BMKT 240 | Advertising BGEN 105, Spring only Choose one of the following:

Choose one of the following: BGEN 298 | Internship Consent of instructor

CAPP 153 | MS PowerPoint 3 BMGT 263 | Legallssuesin | 3 | gy 105, Spring only

CAPP 154 | MS Word HR

Choose one of the following: Choose one ofhe following:
Placement in WRIT 101 or ECNS 201 | Microeconomics | 3 | Fall Only

PSYX 100 | Intro to Psych 3 | WRIT 101 taken ECNS 202 | Macroeconomics Spring Only
concurrently

SOCI101 | Intro to Sociology

The suggested sequence in this catalog is for students entering in the fall semester. Please see ydar aduiggested spring

entry sequence
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Entrepreneurship C.A.S.

This is a stackable option under as part of an Accounting and Business Technology A.A.S. degree. Students may complete tt
coursework below to obtain the C.A.S. and meets the criteria for the first year of coursework towards the A.A.S. in Business

First Semester (15 credits)

Technology.

Required Courses

ACTG 101 Accounting Proced | 3
BGEN 105 Intro toBusiness 3 | Recommended WRIT 101 or WRIT 101 taken concurrently
WRIT 101 College Writing 3 | WRIT 096, if placement score indicates

Choose one of the following:

M 108T Business Math

M 115 Prob and Linear 3 Placement or M 092

M 121 College Algebra Placement or M 093

STAT 216 Intro to Statistics Placement or M 121/115/145

Choose one of the following:

gézlrllf; MtsroEégilqp Model 3 | CSCI172 recommended for business students

(15 credits)
ACTG 205 ComputerAccounting 3 | ACTG 101
BGEN 220 Business Ethics and Social Responsibility 3 | BGEN 105 or consent of instructor

Choose one of the following:

BMGT 210 Small Bus. Entrepr. 3 BGEN 105, Fall only

BMKT 240 Advertising BGEN 105, Spring only

Choose one of théollowing:

CAPP 153 MS Power Point 3

CAPP 154 MS Word

Choose one of the following:

PSYX 100 Intro to Psych 3 Placement in WRIT 101 or WRIT 101 taken concurrently
SOCI 101 Intro to Sociology

The suggested sequence in tasalog is for students entering in the fall semester. Please see your advisor for a suggested sprin

entry sequence
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Accountingand Business TechnologyA.S.

Business Technology/Evening
Associate of Applied Science

Associate of Applied SciendeBusiness Technology Eveningfter Hours courses are offered beginning at 4:00 p.m., weekends
beginning at 9:00 a.m., hybrid, or online. Students build their futures at Helena College through individualized instruction
developing practical problessolving skills, strengthening their pdsits in the job market, and for educational advancement toward
earning a bachelor degree.

Please see the Helena College website for gainful employment information related to this program:
http:// helenacollegeedu/academics/programs/acc_bus/default.aspx

Business Technology Evening A.AS.
Required Courses

Third Semester (15 credits)

First Semester (15 credits) \ \

ACTG 101 | Actg Proc. | A ) FO ACTG 101 and BGEN
A Recommended WRIT BFIN 265 Intro to Bus. Fin. | 3 105, Fall only
BGEN 105 | Intro to Business 101 or WRIT 101 taken BMKT 225 | Marketing 3 SH BGEN 105 and WRIT
concurrently 101
" A WRIT 096, if placement BGEN 235 | Business Law | 3 | FH BGEN 105, Fall only
WRIT101 | College Writing score indicates Choose one of the following:
Choose one of the following: ACTG 180 | Payroll Actg 3 SH ACTG101
M 108T Business Math BMGT 215 | Hum. Res. Mgmt. FO BGEN 105, Fall only
M 115 Prob and Linear Placement or M 092 Choose one of the following:
M 121 College Algebra A Placement or M 093 COMX Intro to Public
. Placement or M 111 Speak
STAT 216 | Intro to Statistics 105/115/121 COMX Interpers. Comm 3| A
Choose one of the following: 115 ) )
CAPP 156 [ MS Excel
Intro Comp AO cscl 1.72 recommended BGEN 299 Bus Capston 3 | eSH | Consent of instructor
CSCl 172 for business students
Model BMGT 235 | Management 3 FO BGEN 105 and WRIT
Second Semester (15 credits) | 9 101
ACTG 205 | Computer Actg F ACTG 101 SO CSClI 172
Bus. Ethics & BGEN105 or consent of MIS Found for (recommended for
BGEN 220 Soc. Respons. AO instructor BMIS 270 Bus 3 business) or CAPP 156,
Choose one of the following: Spring only
Small Bus. FO Choose one of the following:
BMGT 210 Entrepr. BGEN 105, Fall only BGEN 298 | Internship 3 A Consent of instructor
BMKT 240 | Advertising SO | BGEN 105, Spring only BMGT 263 | Leg. Issues in HR SO BGEN 105, Spring only
Choose one of the following: Choose one of the following:
CAPP 153 | MS PowerPaint AO ECNS 201 | Microeconomics | 3 AO Fall Only
CAPP 154 | MS Word ECNS 202 | Macroeconomics Spring Only
Chooseone of the following:
Placement in WRIT 101 A= All Semesters
PSYX 100 | Intro to Psych AO | or WRIT 101 taken F= Fall Semester
concurrently S= Spring Semester
SOCI101 | Intro to Soc. O= Online
H= Hybrid
E= Even
O= Odd

The suggested sequence in this catalog is for students entering in the fall semester. Please see your advisor for apsimggested
entry sequence
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AutomotiveTechnologyA.A.S.

Associate of Applied Science

The Automotive Technology curriculum consists of eight areas of study as defined by the National Institute for Autorm@ére Ser
Excellence (ASE). ASE is a narofit corporation dedicated to improving the qualityaofomotive service and repair as well as
assisting in training and program development throughout the nation. The Helena College Automotive Technology Program ho
an ASE Master Automobile Service Technology (MAST) level certification. The eight ASEnt@mgas of study, along with the
Coll egebs gener al education requirements, are struatwer ed
year period. Successful completion of this program will enable students to enter thetaetgohbanarket.

Program Outcomes

1 Demonstrate safe shop practices and hazardous material handling

1 Diagnose and repair automotive electrical systen#sSis Education Foundation Standard

1 Diagnose and repair automotive engine performance, fuel, and emission control sy#i&mB<rucation Foundation

Standard

Diagnose and repair automotive brakes suspension, and steering sysé&sHducation Foundation Standard

Diagnose and repair autotive internal combustion engine system&&E Education Foundation Standard

9 Diagnose and repair automotive powertrain systems (manual and automatic transmission/transaxles and drivESExles) to
Education Foundation Standard

9 Diagnose and repair automadiheating and air conditioning systems a8%& Education Foundation Standard

= =4

Note: Upon admission to the AutomotiVechnologyProgram, students are required to purchase a tool set as outlined in the too
section of this catalogStudents are required to purchase schapproved shirts and red rags for use in the shops and are
responsible for a cleaning fee each semester.

Please see the Helena College website for gainful employment information relttiscotmgram:
http:// helenacollegeedu/academics/programs/auto/default.aspx
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Automotive TechnologyA.A.S.
Required Courses

First Semester (19 Credits) Third Semester (18 Credits)

Automotive . AUTO 104, AST 108,
AUTO 104 Mechanics 2 AST 118 Brakes/Chassis 7 AST 130, AST 160

Automotive Manual s . AUTO 104, AST 130,
AST 108 Drive Trains 7 | Corequisite: AUTO 104 AST 262 Engine Perform | 8 AST 230

Intro to Automotive N WRIT 121T Technical Writing Placement or WRIT 095
AST 130 Electronics 7 | Corequisite: AUTO 104 Fourth Semester (17 Credits)

Technical . AUTO 104, AST 130,
M111T Mathematics 3 | Corequisite o AST130| | sg1 964 Engine Perform Il 5 | AST 160, AST 230, AST
Second Semester (17 Credits) 262

Automotive Engine Automatic AUTO 104, AST 130,
AST 160 Repair 6 | AUTO 104 AST 270 Transmis/Transax / AST 230, AST 262

Automotive Co-requisite: AST 230 Co-requisite: AST 264,
AST 172 Heatina/Air Cond 5 | PrerequisitesAUTO Applied Lab AST 270

9 104, AST 130 pphe . Prerequisite: AUTO

Electric/Electronics AST 280 Experience/Light 5 | 104, AST 108, AST 118
AST 230 Systems Il 4 | AUTO 104, AST 130 Repair AST 160, AST 172, AST
COMX 106 Communicating in a 2 230, AST 262

Dynamic Workplace

The suggested sequence in this catalog is for students enteringfati #emester. Please see your advisor for a suggested spring
entry sequence

Note: Upon their successful graduation in the Automofieehnology Program at Helena College,-gebar B.S. degree in
Automotive Tehnology is available through a partnership at Montana State Univexgitghern.
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Hybrid Vehicle Service Technolodyertificate

Certificate of Technical Studies

The Hybrid Vehicle Service Technolodgyertificate prepares Hybrid Vehicle Service TechnologyCertificate
students for employment in automotive service technician

occupations workingvith hybrid vehicle technologies such as: Required Courses

i id Vehi i ici (28 crelits)
T Electric and Hybrid Vehicle Service Technician AST130 Introduction to Automotivé=lectronics 7
1 Development Technician AST160 AutomotiveEngine Repair 6
1 Battery Service Technician AST230 Electric/Electronics Systems | 4
Electrical Test Technician AST262 Engine Performance | 8
1 ec AST274 Introduction to Hybrid Vehicle Technology 3

Courses in this certificate of technical studies emphasize

laboratory skills and a projebased experience. The suggested sequence in this catalog is for students entering

Upon successful completion of the Associate of Applied Scient® the fall semester. Please see your advisor for a suggested

in AutomotiveTechnology, students are able to take the requir&&mng entry sequence
course, A 274, in the summer semester.

Please see the Helena College website for gainful employment
information related to this program:
http:// helenacollegeedu/academics/programs/auto/defatiaspx

Note: Upon admission to the AutomotiechnologyProgram,
students are required to purchase a tool set as outlined in the
tool section of this catalogstudents are required to purchase
schootapprovedshirts and red rags for use in the shops and are
responsible for a cleaning fee each semester.
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Aviation Maintenance Technologi.A.S.

Associate of Applied Science

The mission of the AviatiorMaintenance Technology program at Helena College is to provide-lemglytechnicians who are
trained in the fundamentals of aircraft maintenance with respect to general aviation and the light utility helicopter\ividuskris
training, a techniciawill be prepared for employment in many different occupations in the aviation industry including: Fixed Base
Operations, Repair Stations, Commuter Airlines, Air Cargo, Aircraft Restoration, Flight Schools and Aerial Fire Fightintg to

a few.

Studentsare trained above and beyond the standards outlined in 14 CFR 147 (FAR Part 147) and the guidelines set forth in the
program approved curriculum. Upon completion of 1900 hours of course work, students will be prepared to take threeamstten ex
and sit vith a Designated Maintenance Examiner qualified by the FAA to be given three Oral and Practical Exams.

Upon completion of the required FAA tests, a student will be certificated by the FAA@shamic with either or both an Airframe
and Poweplant rating.With additional general coursework through Helena College students will also be awarded an Associate of
Applied Science degree in AviatioMaintenance Technology.

Program Outcomes

1 Read and interpret Federal Aviation Regulations, aircraft service manuals, directives and bulletins to properly complete
aircraft maintenance and repairs

Prepare logbook entries and prepare proper documentation foptiesreompleted on an aircraft

Complete proper jacking procedures, ground handling and servicing on aircraft.

Prepare weight and balance computations and properly prepare the required documentation

Evaluate sheet metal, composite structure, fabric covanidgstructural damage and prepared and complete the required
repairs in accordance with approved repair procedures

Complete repair and maintenance on various airframe components and systems

Complete repair and maintenance on aircraft reciprocating avidéuzngines.

Return an aircraft to service after maintenance and repair

1 Inspect, remove and install noapairable items such as propellers and aircraft instruments

= =4 —a -
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Note: Upon admission to th&viation Maintenance Technologyrogram, students are required to purchase a tool set as outlined
in the tool section of this catalo§tudents are required to purchase schapproved shirts and red rags for use in the shops and
are responsible for a cleaningd each semester.

Please see the Helena College website for gainful employment information relategtoghasn

http://helenacollege.edu/academics/programs/aviation/deféaspx
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Aviation Maintenance Technology A.AS.
Required Courses

First Semester ( 20.75 credits) Summer Semester (21.75 Credits)
Assembly & Rigging/Airframe Intro to Aviation
AVMT 135 Inspection 4 AVMT 100 Maintenance/Mathematics and 3
AVMT 140 Sheet Metal 4 Basic Physics
AVMT 145 Composites and Plastics 4 AVMT 105 Basic Electricity 3.75
AVMT 150 Wood Structu_res _ 2 AVMT 110 Aircraft Drawings/Weight and 375
AVMT 155 Aircraft Covering/Aircraft 2 Balance
Finishes Materials and Processes/Fluid
AVMT 175 Aircraft Electrical Systems 1.75 AVMT 115 Lines andFittings/Cleaning and 3.5
M111T Technical Math 3 Corrosion Control
Second Semester (21.5 Credts) AVMT 120 Ground Operation and 2
AVMT 160 Aircraft Welding 3 Servicing
Hydraulic and Pneumatic Maintenance
AVMT 165 Power Systems 3 Publications/Forms &
Y AVMT 125 g 3
Aircraft Landing Gear 3 Records/Mechanic Privileges &
AVMT 170 Systems/Position T30 E‘m'_taionsd _ s
Aircraft Fuel Sys/Fire asic Aerodynamics .
AVMT 180 Protection 3 Third Semester ( 16.5 credits)
i AVMT 225 Reciprocating Engine Systems| 5.5
AVMT 185 Cabin Atmosphere Control 295 AUMT 230 A 1p Ing Eng! Y!
Systems eciprocating Engine Overhau 5.5
Aircraft Instrument AVMT 240 Engine Instrument Systems 3
AVMT 187 Systems/Comm and Nav 2.25 AVMT 250 Engine Fire Protection System{ 2.5
Systems Fourth Semester ( Credits)
COMX 106 Communicating in a Dynamic 5 AVMT 235 Turb_lne Englqes and Systems| 8
Workplace Engine Electrical
WRIT 096 or AVMT 245 Systems/Auxiliary Power Unit 3.75
WRIT 1217 Technical Writing 3 Ia(:ement0 Ai{craft Fuel S sr/yFire
P AVMT 255 : y 4
Protection

The suggested sequence in this catalog is for students entering in the fall semester. Please see your advisor for spsinggested
entry sequence
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Aviation Airframe C.A. S.
Required Courses

First Semester ( 20.75 credits)

AVMT 135 Assembly & Rigging/Airframe Inspection 4
AVMT 140 Sheet Metal 4
AVMT 145 Composites and Plastics 4
AVMT 150 Wood Structures 2
AVMT 155 Aircraft Covering/Aircraft Finishes 2
AVMT 175 Aircraft Electrical Systems 1.75
M111T Technical Math 3

Second Semester (19.5 Credits

AVMT 160 Aircraft Welding 3

AVMT 165 Hydraulic and Pneumatic Power Systerms 3

AVMT 170 Aircraft Landing Gear Systems/Position 3

AVMT 180 Aircraft Fuel Sys/Fire Protection 3

AVMT 185 CabinAtmosphere Control Systems 2.25

AVMT 187 Aircraft Instrument Systems/Comm and Nav Systems 2.25

COMX 106 Communicating in a Dynamic Workplace 2

WRIT 121T Technical Writing 3 WRIT 096 or placement

AVMT 100 Intro to Aviation Maintenance/Mathematics and Basic Physics 3
AVMT 105 Basic Electricity 3.75
AVMT 110 Aircraft Drawings/Weight and Balance 3.75
AVMT 115 Materials and Processes/Fluid Lines and Fittings/Cleaning and Corrosion Control 3.5
AVMT 120 Ground Operation and Servicing 2
AVMT 125 Maintenance Publications/Forms & Records/Mechanic Privileges & Limitations 3
AVMT 130 Basic Aerodynamics 2.75

Aviation Powerplant C.A.S.
Required Courses

First Semester ( 19.5 credits)

AVMT 225 Reciprocating Engine Systems 5.5
AVMT 230 Reciprocating Engine Overhaul 5.5
AVMT 240 Engine Instrument Systems 3
AVMT 250 Engine Fire Protection Systems 2.5
M111T Technical Mathematics 3
AVMT 235 Turbine Engines and Systems 8
AVMT 245 Engine Electrical Systems/Auxillary Power Unit 3.75
AVMT 255 Aircraft Fuel Sys/Fire Protection 4
COMX 106 Communicating in a Dynamic Workplace 2
WRIT 121T Technical Writing 3 WRIT 096 or placement

AVMT 100 Intro to Aviation Maintenance/Mathematics and Basic Physics 3
AVMT 105 Basic Electricity 3.75
AVMT 110 Aircraft Drawings/Weight and Balance 3.75
AVMT 115 Materials and Processes/Fluid Lines and Fittings/Cleaning and Corrosion Control 3.5
AVMT 120 Ground Operation and Servicing 2
AVMT 125 Maintenance Publications/Forms & Records/Mechanic Privileges & Limitations 3
AVMT 130 Basic Aerodynamics 2.75
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Computer Aided Manufacturing.A.S.

Associate of Applied Science

Computer Aided Manufacturings designed to prepare students as eletvgl machinists in many areas, including aerospace,
computer industries, job shop, gun smithing, tool and die making, Computer Numerical Control (CNC) operator, and CN
programmer. Students will study machiningg@esses and procedures using lathes, mills, drill presses, cylindrical grinders, and
surface grinders.

The first year students will use a variety of manual machines, including engine lathes, horizontal and vertical mitisacylind
grinders, surface graers, drill presses, and radial arm drill. Students will work from blueprints and follow exact specifications and
apply practical shop math to accomplish the required tasks. Much of the lab time will be used for shop and project work.

The secongiear CNC prtion of machine shop is devoted to the programming and operation of the CNC machine. Students will b
prepared to enter the work force as entry level programmers and CAD/CAM technicians. Students will program and oper:
machining centers and turning ¢ers in the lab. Students will learn the Mastercam programming system, which allows students tc
design parts on the computer and then manufacture them in the lab. Students will work from blueprints and exact spahdication
are used in industry. Lab wowill include manual and CNC machine use. These machines will be used for manufacturing fixtures
project work, and production projects.

Program Outcomes

1 Perform machining operations to exacting tolerances common in industry.
1 Prepare and demonstratgtting tool applications.

1 Prepare, setup, and operate precision manufacturing equipment.

1 Interpret and create various blueprint types and information.

1 Demonstrate and complete machine and tooling maintenance

Note: Upon admission to theomputer Aided Marfacturing Program, students are required to purchase a tool set as outlined in
the tool section of this catalo§tudents are required to purchase schapproved shirts and red rags for use in the shams are
responsible for a cleaning fee each semester.

Please see the Helena College website for gainful employment information related to this program:
http://helenacollege.eu/academics/programs/machine/default.aspx
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Computer Aided Manufacturing A.A.S.
Required Courses

First Semester (18 Credits)

Third Semester (16 Credits)

MCH 120 | Blueprint Read and Interp | 2 | MCH130 (Coereq) Completion of the first year (first and second semester) is theequisite
MCH 130 | Machine Shop 3 for the second year.
MCH 132 | Intro to Engine Lathes 5 MCH 230 Tooling and Fixtures in 2
MCH 134 | Intro to Mills 5 | MCH130 (Coreq) CNC
M111T | TechnicaMath 3 | MCH 130 (Cereq) MCH 231 | CNC Tum Operations 4 | MCH 230 (Cereq)
*(COMX 106 if only completing the Level 1 MCH 136 (Prereq)
CAS) MCH 232 CNC Turn Program Opera 3 | MCH 231 (Coreq)
(19 Credits) 2
MCH 136 | Advanced Lathes 5 | MCH 132 MCH 234 | Milling Operations Level 1 | 4 | MCGH 230 (Cereq)
MCH 137 | Advanced Mills 5 [ MCH132 — MCH 137
MCH 139 | Grinding Applications 2 MCH 235 | CNC Millings . 3 | MCH 234 (Coreq)
NCH240 | Metalgy e
. _Fourth Semester (18 Credits) ... ...
MCH 245 | Shop Practices 2 2 2A3(‘:1H o e MCH 233 | GNC Tuming Programming o | ;11539 and MCH232
WRIT Intro to Tech Writin 3 | WRIT 096 if placement Operations 3 _
1217 9 score indicates such MCH 236 | ENC Milling Programming | ,
Operations 3
MCH 237 SAD/CAM CNC Turning 5 MCH233 (Coreq)
enter
MCH 238 CAD/_CAM CNC 5 MCH236 (Coreq)
Machining Center 5
COMX Communicating in a 2
106 Dynamic Workplace

The suggested sequence in this catalog is for students entering in the fall semester. Please see ydar adsuggrested spring
entry sequence
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Machine ToolTechnologyC.A.S.

Certificate of Applied Science

Machine ToolTechnology is designed to prepare students as-tey machinists in many areas, including aerospace, computer
industries, job shop, gun smithing, tool and die making, Studeltstwdy machining processes and procedures using lathes, mills,
drill presses, cylindrical grinders, and surface grinders.

The first year students will use a variety of manual machines, including engine lathes, horizontal and vertical mitisacylind
grinders, surface grinders, drill presses, and radial arm drill. Students will work from blueprints and follow exacatpesiéiod
apply practical shop math to accomplish the required tasks. Much of the lab time will used for shop and project work.

Note: Upon admission to tiachine ToolTechnologyProgram, students are reqed to purchase a tool set as outlined in the tool
section of this catalogStudents are required to purchase schaproved shirts and red rags for use in the shops and are
responsible for a cleaning fee each semester.

Please see the Helena College weebfgir gainful employment information related to this program:
http://helenacollege.edu/academics/programs/machine/default.aspx

Machine Tool Technology C.A.S.
Required Courses

First Semester (18 credits)

MCH120 Blueprint Reading and Interpretations for Machining 2 | MCH 130 (coreq)
MCH130 Machine Shop 3 | M 111T (coreq)
MCH132 Introduction to Engine Lathes 5

MCH134 Introduction to Mills 5 | MCH 130 (cereq)
M111T Technical Mathematics 3 | MCH 130 (coreq)

Second Semester (21 credits)

MCH136 Advanced Lathes 5 | First semester MCH courses and M111T
MCH137 Advanced Mills 5 | Firstsemester MCH courses and M111T
MCH139 Grinding Applications 2 | First semester MCH courses and M111T
MCH240 Metallurgy 2 | First semester MCH courses and M111T
MCH245 Shop Practices 2 | First semester MCH courses and M111T
WRIT 121T Intro to Tech Writing 3 | WRIT 096 if placement score indicates such
COMX 106 Communicating in a Dynamic Workplace 2

The suggested sequence in this catalog is for students entering in the fall semester. Please see your advisor for spsimggested
entry sequence

Helena College University oMontana 83 20182019Academic Catalog


http://helenacollege.edu/academics/programs/machine/default.aspx

Computer Technologg.A.S.

Associate of Applied Science

Students are required to take the classes and credits shown. Students may choose one or both advising options, Networ
Administrationand/or Programmingwithin their Computer Technology.A.S. degree.

Program Outcomes

f
f
f
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1

An ability to apply knowledge afomputing and mathematics appropriate to the discipline

An ability to analyze a problem, and identify and define the computing requirements appropriate to its solution
An ability to design, implement, and evaluate a comphbigesed system, process, compdnenprogram to meet desired
needs

An ability to function effectively on teams to accomplish a common goal

An understanding of professional, ethical, legal, security and social issues and responsibilities

An ability to communicate effectively with a rangtaudiences

An ability to analyze the local and global impact of computing on individuals, organizations, and society
Recognition of the need for and an ability to engage in continuing professional development

An ability to use current techniques, skillsd tools necessary for computing practice.

Synthesize and apply information to meet an identified need.

Program Requirements: Students must fulfill their math requirements in at least M115 Probably and Linear Math and their English
requirements in at &st WRIT 121T introduction to Technical Writing.

Computer TechnologyLiteracy Requirement: Please see a Program advisor regarding the computer liteigudyement for this
degree.

Graduation Requirement: In addition to passing all courses students in the Helena College Computer Teckhnél&yrogram

must demonstrate proficiency in the program core and their chosen advising option area: Network AdminisfPadigramming

All Computer TechnologyA.A.S. students must pass a proficiency test based upon core course objectives, advising area course
objectives within the students advising area of choice, program objectives, and corresponding nationaithedecogpetencies

and standards. Sgbfaced study guides and focused study sessions are available to supplement developing skills and conceptual
knowledge necessary to pass the test.

Please see the Helena College website for gainful employment informeltited to this program:
http://helenacollege.edu/academics/programs/computer/default.aspx
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Computer TechnologyA.A.S.7 Network Administration
Required Courses

First Semester (16 Credits) Third Semester(15 Credits)
MART 145 Web Design 3 NTS 205 CCNA 4: Con Network | 3 NTS 105
Choose one of the following: Choose one of the following:
CSCI1 100 or | Intro to Program or 3 CSCI 298 Internship or Instructor Approval
CSCl 107 Joy and Beauty Com CSCI 299 Thesis/Capstone or 2 Instructor Approval
Choose one writing: CSCI1 292 Independent Study Instructor Approval
Placement or WRIT Advising Option Credits:
WRIT 121T Intro to Tech Writ or 095 Ethical Hacking and
WRIT 101 College Writing 101 3 Placement or WRIT TS 274 Network Defence 3 NTS 105, TS 224
095 Admin Script
Choose One Math : ITS 230 PowerShell 2 ITS 280, NTS 104
M 115 Probability or Linear or . (I;!alsle(r)ggnt or M080 ITS 231 ﬁ’d;né?esﬁ(r;g;?gthon 2 ITS 280, NTS 104
M 121 College Algebra Placement or M093 ITS 255 Telephony 3 NTS 105
Advising Option Credits: Fourth Semester (16 Credits)
NTS 104 CCNA 1: Intro to Net 4 . ITS 224, ITS 280,
Second Semester (15 Credits) csci212 Web ServeAdmin s NTS 104
ITS 280 Computer Repair 4 CSCl 221 Systems Analysis & 4 CSCI 240 and
ITS 224 Intro to Linux 3 CSCI 100 Design WRIT 101/121T
Choose one of the following: ITS 212 Network Ops- Server 3 ITS 280, NTS 104
COMM in a Dynamic . ITS 224, ITS 280,
ggyxxl%%(sgrr Workplace or 21313 Placement or WRIT ITS 218 Network Security 3 NTS 104
SOCI 101 Intro to Psych or 101 NTS 204 CCNA 3: Sca & Net 3 NTS 105
Intro to Sociology
Advising Option Credits:
CSCI240 | DatabaseandSQL | 3 Soct100&1TS
NTS 105 CCNA 2: Rout & Swit | 3 NTS 104

Please see the Helena College website for gainful employment information related to this program:
http://helenacollege.edu/academics/programs/computer/default.aspx

The suggested sequence in this catalog is for students entering in the fall semester. Please see your advisor for spsinggested
entry sequence
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Computer TechnologyA.A.S.7 Programming
Required Courses

First Semester (16 Credits) Third Semester (14Credits)
MART 145 Web Design 3 CSCl 221 Program w/Java Il 4 CSCl111
Choose one of théollowing: Choose one of the following:
CSCI1 100 or Intro to Program or 3 Instructor
gﬁCl 107 = _t\_loy.and Beauty Com CSCl 298 Internship or ﬁ\g;t)rrl?;zlr
oose one WHing. Placement or CSCI 299 Thesis/Capstone or | 2 Approval
CSCI 292 Ind dent Stud
WRIT 1217 | Intro to Tech Writor | , WRIT 095 ndependent Study Instructor
WRIT 101 College Writing 101 Placement or Approval
WRIT 095 Advising Option Credits:
EhooeloneIMaty CsCl211 | Client Side Web Dev| 3 CSC1 100 and
Probability and Placement or MART 145

M 115 Linear ory 3 MO080 or M092 cscl 245 Modern Data 3 CSCl 111 and
M 121 College Algebra Placement or Systems CSCI 240

— : . MO093 CSCI 276 Application Security | 2 CSCl 111 and
Advising Option Credits: CSCI 240
NTS 104 CCNA 1: Intro Net 4 Fourth Semester (17 Credits)
Second Semester (16 Credits) N CSCl 111 and

- CSCI 206 .NET Applications 4

ITS 280 Computer Repair 4 PP CSCI 240
ITS 224 Intro to Linux 3 CSCI 100 CSCl 121 Syst_emsﬁxnalysis & 4 CSCI 240 and
Choose one of the following: Design WRIT 101/121T
COMX 106 | COMM in a Dynamic CSCI238 | Stand Base Mobile | 3 CSCI 111 and
or Workplace or o33 | WRITO95 or place MART 145
PSYX 100 or | Intro to Psych or in WRIT101 cscl 127 Joy and Beauty of | o cscl 111
SOCI 101 Intro to Sociology Data
Advising Option Credits: cscl 257 Web Services 3 CSCI 111 and
CSCI 240 Databases SQL 3 CSCI 240
CSCI111 Prog with Java | 4 CSCI 100

Please sethe Helena College website for gainful employment information related to this program:
http://helenacollege.edu/academics/programs/computer/default.aspx

The suggested sequee in this catalog is for students entering in the fall semester. Please see your advisor for a suggested spring
entry sequence
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Diesel Technology.A.S.

Associate of Applied Science

Diesel Technologyrepares the student to enter variougnsents of the diesel repair industry as an eldvel technician. This
includes, butis not limited to, the agricultural, the industrial equipment, and the-theiwgiesel truck repair industry. This program
provides comprehensive training in mainterggndiagnosis, and repair of related electrical/electronic systems, mobile hydraulic
systems, manual and hydraulic drive trains, brakes, air systems, diesel engines, general maintenance, alignment andag)dercarr
and HVAC systems as used in equipmenmtomn to the diesel repair industry. Major placement areas for the Diesel Technology
graduate are agriculture and truck dealerships, truck fleets, construction, mining, oil exploration companies, farnteeandmenc
independent truck repair shops.

Studens will need professional tools to gain employment upon graduation; therefore, they are required to purchase a tool sef
outlined in the tool section. Students are required to purchase sghfmolved coveralls and red rags for use in the shops and are
responsible for a cleaning fee each semester.

Program Outcomes

1 Demonstrate the ability to safely work in a shop environment

Demonstrate their work ethic and professionalism

Demonstrate their understanding of diesel systems operation and function of cotmponen

Demonstrate the ability to properly diagnose the system and perform the proper repairs

Demonstrate their ability to work in a live shop environment by interacting with customers, diagnosing and repairing a
multitude of failures, working well with othetudents and properly completing work orders

= =4 -8 A

Note: Upon admission to thgiesel TechnologiProgram, students are required to purchase a tool set as outlined in the tool section
of this catalog Students areequired to purchase scheapproved shirts and red rags for use in the shops and are responsible for
a cleaning fee each semester.

Please see the Helena College website for gainful employment information related to this program:
http://helenacollege.edu/academics/programs/diesel/default.aspx

DieselTechnologyA.A.S.
Required Courses

| FirstSemester (17Credits)y W Third Semester (18 Credits) |
DST 105 Inds Safety for Diesel | 1 DST 200 Diesel Engine 8 DST110, DST111 and
DST 110 Diesel Electrical | 3 Performance DST145
DST 111 Diesel Electrical Il 2 DST110 Diesel Maintenance
- DST 210 . 3 DST110 and DST111
DST 142 Hydraulics 7 DST110 and DST111 Practices
M 111T Techplcal Math 3 | Coreq DST 142 DST 255 HD Brakes and 7 | DST110 and DST111
WLDG 101 Welding Fund for 1 Undercarriage
Diesel Fourth Semester (17 Credits)
Second Semestr (20 Crelts) ] DST 130 Heating a_nd Air 4 DST110 and DST111
DST 145 Diesel Engine Repair | 6 DST110 and DST111 Conditioning
HD Manual Drive DST 211 Electronic Systems 3 DST 110 and DST 111
DST 240 Trains 6 DST110 and DST111 DST 265 Applied Lab 8 2nd year standing or
DST 245 HD Hydraulic Drive 5 DST110, DST111 and Experience consent of instructor
Trains DST142 Communicating in a
WRIT 096 if pl COMX 106 Dynamic Workplace 2
WRIT 121T | Intro to Tech Writing | 3 096 If placement
score indicates such

The suggested sequence in this catalog is for students entering in the fall semester. Please see ydar adstiggested spring
entry sequence.
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Diesel TechnologyC.A.S.

Note: Upon admission to thiziesel TechnologiProgram, students are required to purchase a tool set as outlined in the tool section
of this catalog Students are required to purchase schapproved shirts and red rags for use in the shops and are responsible for

Certificate of Applied Science

a cleanirg fee each semester.

Please see the Helena College website for gainful employment information related to this program:

http://helenacollege.edu/academics/programs/diesel/defaaspx

Diesel TechnologyC.A.S.

Required Courses

First Semester (20 Credits)

DST 105 Industrial Safety for Diesel 1

DST 110 Diesel Electrical | 3

DST 111 Diesel Electrical Il 2 DST 110

HEO100 CommercialTruck Driver 4

DST 142 Hydraulics 7 DST 110 and DST 111
M111T Technical Math 3 Coreq DST 142
WLDG 101 Welding Fund for Diesel 1

Second Semester (22 Credits)

DST 145 Diesel Engine Repair 6 DST110and DST111

DST 240 HD Manual Drive Trains 6 DST110 and DST111

DST 245 HD Hydraulic Drive Trains 5 DST110, DST111 and DST142

WRIT 121T Intro to Tech Writing 3 WRIT 096 if placement score indicates such
COMX 106 Communicating in a Dynamic Workplace 2

The suggested sequence in this catalog is for students entering in the fall semester. Please see your advisor for spsinggested

entry sequence.
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Fire and Rescua.A.S.

Associate of Applied Science

Students in this program will graduate with an Associate dhese meet minimum standards as set forth under the guidelines
Applied ScienceDegree in Fire and Rescu€he program will of the National Fire Protection Association Standards 1500,
provide applied entrevel career training for fire fighters and 1582, and 1901.

will enhance orgoing training for current protective services
professionals in Montana and the western stdteis. program

is accredited by the International Fire SeeviAccreditation
CongresgIFSAC).

Program Outcomes

1 Apply the princiges of professional conduct by
displaying a positive work ethic, flexibility, team work,
physical fitness, safety consciousness, and sensitivity to

Fire and Rescueourses concentrate on training in fire behavior, ) .
diversity.

extinguishing agents, apparatus, tactics, rescue, and safety.

Students will experience live fire situations in training mockups l

and will be able to enter careers in commubifiged fire
departments, indusal fire brigades, airport fire brigades, and

Demonstrate required understanding, knowledge, and
skills in each disciplinary area of emergeseyvices
operations related to the Fire and Rescue service.

9 Operate safely and effectively during emergency response
simulations and while performing duties during
collaboration with or under general supervision of
participating external agencies.

Demonstate quantitative literacy related to fire and

rescue operations.

Students are required to pass a physical exam performed by the Communicate effectively and coherently, both in written
studentos physician (the phy sandverhalfomats whilepaticipating,in Remeggpnt ¢ p |
Admissions and Recorjiand the physical agility s&. Students and emergent situations

must successfully complete the following physical agility teshequirements for ECP130Emergency Medical Technician

within a one and ore a | f hourso time hJe@pI83 AdvAnRel Briefyend) f1édRd Technician

allowed to register for Fire and Rescoasses. The required gy dentarerequired to have the Hepatitis B vaccine and current
physical agility teswill be offered at fall orientation programs. (within six months) test for tuberculosis.

Fire and Rescue applicants will be notified of specific testing and
orientation dates.

wildland fire agencies.

Studentstaking math and writing on thdlissoula College
University of Montanacampus will take the equivalent courses

of WRIT121 Introduction to Technical Writing (3 credits)
M111T Technical Mathematic€3 credits) and COMX115

The physical agility test includes:

Onemile-run under 10 minutes

Fifty sit-ups under two minutes

Twenty-five pushups unér two minutes

Lift and drag a 17found mannequin 50 feet
Climb a 24foot ladder
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Please see the Helena College website for gainful employment inimnmeliated to this program:
http://helenacollege.edu/academics/programs/fire/default.aspx
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Fire and RescueA.A.S.
Required Courses

First Semester (18 Credits) Third Semester (18 Credits)

Hepatitis B_Vaccmes, FIRE 275 Fire Service 2
Tuberculosis test Instructor
Emergency Medical (current or within past Fire Protect
ECP 130 Technician 5 six monthsynd FIRE 234 Systems
Criminal Background FIRE 214 Fire Inspection 3
Check FIRE 242 | Rescue 3 | FIRE101 and FIRE103
FIRE 101 Intro to Fire Service | 3 Successful completion
. . Coreqi FIRE 101 . I of first year Fire and
FIRE 102 | Fire Service Il 3| Jnd103 FIRE 255 Fire Investigation | 3 | o~ ° program
FIRE 103 | Fire Fighter Safety | 3 courses.
FIRE 107 Pers Physical Fitnesg 1 FIRE 261 Building . 1
I Construction
Technical Math or . - Placement or WRIT
m110151(13'r0r MUS College level s WRIT 121T | Technical Writing 3 095
higher transferrable math Fourth Semester (17 Credits)
course : Students must be
Second Semester (18 Credits) physically able to
FIRE 106 | WVildiand Fire 3 Aircraft Rescue and| | SE&cure SCB
Fighting FIRE 21 Firefighting Basi 5 perform physically
Pers Physical Fitnesg 0 Tlre_ '9 t'ngRFaFS'C demanding tasks, and
FIRE 108 I 1 raining ( ) supply their own
FIRE 110 | Hazardous Materials| 3 NFPA approved
FIRE 120 | Emergency Services| 2 clothing.
FIRE 180 | Incident Command | 2 FIRE 215 Fire Streams 2 | FIRE130
FIRE 125 | Emerg Equip Maint | 2 FIRE 225 Fire Officer 2 | FIRE120
Fire App & FIRE232 | DasicWildFire |5 | pire106
FIRE 131 Hydraulics 3 Superv
FF Tactics ; FIRE 101,103, 131,
X FIRE 250 Fire Ground Oper | 3
FIRE 140 &Strategies 3 P 140
FIRE 270 Fire Prevention 2
FIRE

288/289 Capstone/Internshig 2 | FIRE 101

Communicating in &
COMX 106 | Dynamic
Workplace

*FIRE28971 Fire Service Internship may seibstituted for FIRE28B Capstone. Must meet acceptance requirements.

The suggested sequence in this catalog is for students entering in the fall semester. Please see ydar adsuggrested spring
entry sequence
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Metals Technology.A.S.

Associate of Applied Science

Note: Students may begin their instruction in the-yiar Metals Technology program depending upon the space available; in
either the computer aided manufacturing or the welding area.

Metals Technology is designed to prepare students aslem@lytechntians in many areas, including automotive machining, tool
and die making, mold making, job shop machinist, gun smithingplyand inspection welding, new construction welder, and
fabrication. Students will study machining processes and proceduresrtizopd metals, blueprint reading, and inspection
techniques. Welding skills (including practical, theoretical, and technical training) are taught using oxyacetylene,titianual s
electrode, semiautomatic Mig, Tig (Heliarc), dualshield Mig, and variodgiadal processes. Miller Electric has chosen Helena
College as one of its regional training centers. Therefore, students will receive training on the latebtheate equipment in

Mig, Tig (Heliarc), and Stick Electrode. Students will work fromeéprints, follow exact specifications, and apply practical shop
math to accomplish the required tasks. Much of the lab time in both areas will be used for shop project work.

An educational background in mechanical drawing, shop math, welding, and mekhetddag is helpful. Students are required
to have a basic set of tools upon entrance to the program as outlined in the tool section of this catalog.

Program Outcomes

1 Perform machining operations to exacting tolerances common in industry.
1 Prepare and demetrate cutting tool applications.

1 Prepare, setup, and operate precision manufacturing equipment.

1 Interpret and create various blueprint types and information.

1 Demonstrate and complete machine and tooling maintenance

Note: Upon admission to thdetals TechologyProgram, students are required to purchase a tool set as outlined in the tool section
of this catalog Students are required to purchase schapproved shirts and red rags for use in the shops and are responsible for
a cleaning fee each semester.

Please see the Helena College website for gainful employment information related to this program:
http://helenacollege.edu/academics/programs/metals/default.aspx
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Metals Technology A.A.S.
Required Coursework

First Semester (18 Credits) Third Semester (17 Credits)

Second Semester (19 Credits)

First semester MCH

Blueprint Reading and WLDG 107 Industrial Safety

MCH120 Interpretation2 for 2 | MCH 130 (cereq) WLDG 112 Cutting Processes 3 WLDG 107 (cereq)
Machining GMAW Theory and

MCH130 MachineShop 3 | M111T (coreq) WLDG 135 Practical Appl 5 | WLDG 107 (coreq)
Introduction to Engine SMAW Theory and

MCH132 Lathes 5 WLDG 181 Practical Appl 5

MCH134 Introduction to Mills 5 | MCH 130 (cereq) COMX 106 Communicating in a 2

M111T Technical Mathematics | 3 | MCH 130 (coereq) Dynamic Workplace

Fourth Semester (15 Credits)

Blueprint Reading and Welg

3rd semester WLDG

The suggested sequeringhis catalog is for students entering in the fall semester. Please see your advisor for a suggested spring

entry sequence

MCH 136 Advanced Lathes 5 courses and M111T WLDG 117 Symbols 3 courses an¥1111T
. First semester MCH Layout, Metal Forming and 3rd semester WLDG
MCH 137 Advanced Mills 5 courses and M111T WLDG 131 Fabrication 5 courses and M111T
- o First semester MCH GTAW Theory and 3rd semester WLDG
MCH 139 Grinding Applications 2 courses and M111T WLDG 141 Practical App 4 courses and M111T
First semester MCH - 3rd semester WLDG
MCH 240 Metallurgy 2 courses and M111T WLDG 151 Shop Practices 3 courses and M111T
. First semester MCH
MCH 245 Shop Practices 2 courses and M111T
WRIT 121T | Intro to Tech Writing 3 z‘g;‘z %%?Cgtg':‘;i?hem *|f students are contemplating on a CAS or AAS they should
(*COMX Communicating in a ) take HR100T the first year so they will have all general
106) Dynamic Workplace education requirements compléta the first year for the CAS
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NursingPrograms

The nursing curricula prepares gradudtefunction as members of the health care team in various health care environments. The
curricula focuses on preparation for employment and articulation. The nursing programs are approved by the MontanadState B
of Nursing

The nursing program is asemestecCertificate of Applied Sciencd.icensed Practical Nursin@.PN) program and a-Semester
Associate of SciencRegistered Nursing (ASN) program

Program Outcomes

1 Graduates will meet or exceed the national average for first time takers for the NENLENXational Council Licesure
Examination for Practical Nurses)

Eighty percent (80%) of students admitted to the program will complete the program within the allotted4tissen@sters).
Ninety (90%) of graduates actively seeking employment will be employed within one yaadoétjon.

Ninety (90%) of the surveys returned by graduates will indicate that they are satisfied with their education.

Ninety (90%) of the surveys returned by employers wild.l

=a =4 -8 -9
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Nursing Programs

The nursing programs consist of &@mester Certificatef Applied Sciencen Practical Nursingand a Ssemester Associate of
Sciencein Registered Nursing. The Helena College RN Program is AQkNdreditationCommission for Education in Nursing)
accredited.

All students applying for thePN Certificate of Applied Sciengerogramwill be required to have all prerequisite classes completed
before being admitted into the clinical portion of the progr@mdents will be required to obtain a 2.56 GPA in prerequisiteses;
aTEAS score of 65 or highgand be a €rtified Nursing Assistant

The 5 semester Associate of Sciedegree leading to the Registered Nurginggramadmits16 studentsn both Spring and Fall
semestersncluding 8 regular students and 8 Pathway students

All students applying to the-8emester Associate of Scierigegree will be required to have all four gR& prerequisitesa@mpleted
with a 2.75 GPA. Students arequired to get a 70% digheron the TEAS test.

Admissionto the program also requires completion of the Helena College application for admission and the nursing program
application. Nursingapplications are available through the nursing department at the Donaldson GaEntelena College.
Deadlines can be obtained from the nursing department and will be posted on the webpage. A student may apply whife enrolled
the prerequisite courses with acceptance to the program to be determined after the current completed semester gtaxdek are fina
A general physical examination is part of the application process as well as all immunization records, includinggishiesting

using the PPD or chestray; Hepatitis B vaccine (a series of three injections); MMR series (those born before 1956 who did not
receive the MMR will have to complete a titer); illness or vaccination &oicélla (chicken pox)Tetanusand Hep C

Beginning in in the Spring of 2019, the RN applicant will be required to write a paper in APA format as part of the @pplicati
criteria. Information about this paper can be obtained from the Nursing Department.

A student must rraneach ofthecowsedirédiredoand conplete each semester prior to progressing to the next
semester. After the student is accepted into the nursing program, he/she must provide proof of current CPR for theeHealth Car
Provider and a criminal backgrounteck.
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Practical NursingC.A.S.

Certificate of Applied Science

The practical nurse uses specialized knowledge and skills tatmissionis by application only. Please check with the nursing
meet the health care needs of people in a variety of settings ungdigpartment for current application information. Applicatians

the direction of qualified health professions. The curriculurgood for current start only; current applications are available
focuses on preparation for employmesitudents learn practical through the nursing department. The aggtiion process
nursing skills through independent study, lectures, simulatioaquires that a student successfully complete thequeaisite
demonstrations, and practice in the skills lab. Under instructooursework with a 3. GPAor better,65 or higherTEAS test
supervision, students also provide patient care in a variety sifore and be a CNA

health care settings. The programajgproved by the Montana

State Board of Nursing A general physical examination is part of the applicatiocgss

as well as all immunization records, including tuberculosis
Graduates of the program are eligible to apply for the Nation@sting using the PPD or chestray; Hepatitis B vaccine (a
Council of Licensing Examination (NCLEX)LPN licensure series of three injections); MMR series (those born before 1956
examination from the Montana State Board of Ngsidpon who did not receive the MMR will have to complete a titer);
passing the examination, the graduate becomes a Licendbgss or vaccination for Varicella (chicken pox); Tetanasd
Practical Nurse, LPN. After licensure, graduates typically fintlep C
employment in hospitals, loAgrm care facilities, physician A

offices, clinics, anather health care agencies. student must maintain a ACo

required and complete each semester prior to progressing to the
TheLPN program will admit 8 students once a year in the sprimgext semester. After the student is accepted into the nursing
semester, completing the certificate at the end of the sumnpeogram, he/she must provide proof of current CPR for the
semesterThe program will be given in a block format duringHealth Care Provider and a criminal background check.
the summer.

Student Achievement Outcome Data

9 NCLEX pass rate for Practical Nursipgogram:97%

Retention/Completion rate for Practical Nursprggram: 97%

9 Job placement rate for Practical Nursprggram (within 6 months
of graduatim): 100%

=

Please see the Helena College website for gainful employment information related to this program:
http:// helenacollegeedu/academics/programs/nursing/default.aspx
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Practical Nursing C.A.S.
Required Courses

*Must be aCNA

First Semester (13 Credits)

Prerequisite Courses

BIOH 104 Basic Human Biologw/Lab 4
PSYX 100 Introduction to Psychology 3
WRIT 101 College Writing | 3
M 120 Mathematics for Healthcare Application 3
LPN Courses Acceptance into the program is required to register for the following semesters.
(CNA Required for application)

Second Semester (15 Credits)

NRSG 130 Fundamentals of Nursing 3
NRSG 131 Fundamentals of Nursing Lab 3
NRSG 135 Nursing Pharmacology 3
NRSG 136 Nursing Pharmacology Lab 1
NRSG 152 Gerontology and Community Nursing 2
NRSG 153 Gerontology and Community Nursing Clinical 2

(14 Credits)
NRSG 140 Adult Health Nursing 4
NRSG 141 Adult Health Nursing Clinical 2
NRSG 142 Nursing Care of Women and Children 3
NRSG 143 Nursing Care of Women arhildren Clinical 1
NRSG 148 Leadership Issues for Practical Nurses 2
NRSG 149 Leadership Issues for Practical Nurses Clinical 1
(nontnursing class towards ASN, if desired)

The suggested sequence in this catalog is for students entethng fall semester. Please see your advisor for a suggested spring
entry sequence
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Registered Nursing.S.R.N.

Associate of Scienc®egistered Nursing
(5-Semester)

The Associate of Sciendegree program prepares graduates tand will be posted on the webpagereyularstudent may apply
function as members and leaders of health care teams in varietsle enrolled in the prerequisite courses with acceptance to the
health care environments. The curriculum focuses program to be determined after the current completed semester
preparation for employmentGraduates of the program aregrades are finalized. A general physical examination is part of
eligible to apply for the NCLE>RN licensure examination from the application process as well as all immatian records,

the Montana State Board of uksing After passing the including tuberculosis testing using the PPD or chestyx
examination, the graduate becomes a Registered NBidg Hepatitis B vaccine (a series of three injections); MMR series
The Associate of Science Registered Nursiagree program is (those born before 1956 who did not receive the MMR will have
ACEN Accredited. to complete a titer); illness or vaccination for Vali@échicken

0x); Polio, Tetanysand Hep CA 70% or above on the TEAS

The Associate of Sciencdegree leading to the Registereo@xam is requiredA regular RNstudent must obtain a 2.75 GPA
Nursingprogram is a 5 semesteurriculum 16 students will be in order to apply to theegular cohort of th&N program.
admitted in this program in both Fall and Spring semesters, 8 of

which will be the Regular RN Cohort students and 8 of whichn addition to the above,RN and BSN Pathway students are
will be the LPN to BSN Pathway RN cohort students. required to have their LPN license as well as 3 Letters of

) Reference.
In order to assure former graduates of the QldriculumLPN

program have access to the RN degree, an LPN to BSN Pathvgaginning in in the Spring of 2019, the RN applicant will be

has been developedhis pathway will be available for 8 required to write a paper in APA format as part of the application
students to be admitted each seme#terthe need lessens for criteria. Information abat this paper can be obtained from the

this cohort, the empty slots will be filled by the Regular RNNursing Department.

cohort. ] ) o
A student mu st mai ntain a fHACO

Admission to the program also requires completion of theequired and complete each semester prior to progressing to the
Helena College application for admission and the nursingext semester. After the student is accepted into the nursing
program application. Nursingpplications are available through program, he/she must provide proof of current CPR for the
the nursing department at the Donaldson Cangfuklelena Health Care Provider and a criminal background check.

College. Deadlines can be obtained from the nursing department

Student Achievement Outcome Data

==

NCLEX pass rate for Registered Nursipgpgram: 100%
Retention/Completion rate for Registered Nurginggram: 100%
1 Job placement rate for Registered Nurginggram (ithin 6 months
of graduatioi: 100%

=

Please see the Helena College website for gainful employment information related to this program:
http:// helenacollegeedu/academics/programs/nursing/default.aspx
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RN Regular Cohort
Required Courses

First Semester (14 Credits)
Prerequisite Courses

BIOH 201 Anatomy & Physiology WLab 4
M 121 College Algebra 3
CHMY 1214122 Chemistry wiLab 4
WRIT 101 College Writing | 3

ASRN Course$ Acceptance into the program is required to register for the following semesters.
Second Semester (15 Credits)

BIOH 211 Anat and Phys Il W/Lab 4 BIOH 201i May be taken Prior
NRSG 230 Nursing Pharmacology 3

NRSG 231 Nursing Pharmacology Lab 2

NRSG 232 Foundations of Nursing 3

NRSG 233 Foundations of Nursing Lab 3

Third Semester (14 Credits)

NRSG 256 Pathophysiology 3

NRSG 234 Health & lliness- Adult Nurs | 3

NRSG 235 Heal & Il - Adult Nurs | Clin 2

NRSG 236 Heal & Ill of Maternal Niursing 2

NRSG 237 Heal & Il i Maternal NursindClin 1

PSYX 100 Intro to Psychology 3 Psyx 100 May be taken prior
Fourth Semester (15 Credits)

NRSG 244 Heal & Ill i Adult Nurs Il 3

NRSG 245 Heal & IIl i Adult Nurs Il Clin 2

NRSG 254 Mental Health Concepts 3

NRSG 255 Mental Health ConceptsSlin 1

NRSG 246 Heal & lll of Child/Fam Nurs 2

NRSG 247 Heal & lll Pediatratic Clin 1

SOCI 101 Intro to Sociology 3 SOCI 101 May be taken prior
NRSG 259 Heal and Ill of Adult Nurs IlI 3

NRSG 260 Heal and ItAdult Nurs Ill Lab 1

NRSG 261 Heal and Ili Adult Nur Ill Clin 2

NRSG 266 Manag Client Care for the RN 2

NRSG 267 Manag Client Care for RN Clin 2

BIOM 250/251 Microbiology w/Lab 4 BIOH 201 or211 May be taken prior
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L.P.N. to B.S.N. Pathway RN. Cohort

First Semester (14 Credits
Prerequisite Courses

BIOH 201 Anatomy and Physiology | Avab 4
CHMY 121122 General Chemistry #uab 4
WRIT 101 College Writing | 3
M 121 College Algebra 3
BIOH 211 Anatomy and Physiology Il wib 4
PSYX 100 Introduction to Psychology 3

Second Semester)(Credits)

Application to Nursing Program (LPN license required)

Third Semester (12 Credits

WRIT 201 CollegeWriting Il 3
STAT 216 Statistics 3
PSYX 230 Developmental Psychology 3

Fourth Semester (15 Credits

)

NRSG 256 Pathophysiology 3
NRSG 220 Foundations of Ethical Nursing 3

Humanities Elective 3
NRSG 236 Heal & Il of Childbearing Fam 2
NRSG 237 Heal & Ill - Childbea Fam Clin 1

Fifth Semester (14 Credits

NRSG 244 Heal & Ill i Adult Nurs Il 3
NRSG 245 Heal & Il i Adult Nurs Il Clin 2
NRSG 254 Heal & Welli Mental Health 3
NRSG 255 Heal &Welli Ment Heal Clin 1
NRSG 246 Heal & Il of Child/Fam Nurs 2
NRSG 247 Heal & Ill Pediatratic Clin 1
SOCI 101 Intro to Sociology 3 May be taken prior

BIOM 250/251

Microbiology wlLab

NRSG 259 Heal and Ill of Adult Nurs Ill 3
NRSG 260 Heal and IltAdult Nurs Il Lab 1
NRSG 261 Heal and Il Adult Nur 11l Clin 2
NRSG 266 Manag Client Care for the RN 2
NRSG 267 Manag Client Care for RN Clin 2

4

May be taken prior
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Office Technology

Office Technology programs prepare students for careers in a variety of professional office environments including iegjal, med
and general administration support. The core curriculum includes MS Office and computer applications, business and accounti
courses, and soft skills that are applicable to future employment. The Office Technology program offeer hasociate of

Applied Science degree options in Administrative Office Management and Medical Administrative Specialist.

Additionally, theOffice Technology program provides three Certificate of Applied Science programs in the areas of Computer
Skills Specialist, Legal Support Specialist, and Medical Assisting (beginning on page 93 for details), that are deggned to b
completed in one year.

Mission Statement

The mission of the Office Technology program is to focus on innovative training and career developnutmtefanformation
managemerprofessionals by creating a learning environment that promotes academic excellence anadculfivatal
community and state partnerships for professional administrative employment opportunities

Program Outcomes:

Program Outcomes
1 Read, understand, and prepare standard business documents
1 Demonstrate appropriate technological skills includirmgd processing; spreadsheets and Internet as a research tool.
1 Demonstrate appropriate office procedures as related to records information management, data, content and structure, and
policies and procedures.
Understand and perform basic bookkeeping andrakeeping functions, including computerized applications.
Demonstrate appropriate critical thinking.
Demonstrate appropriate human relations skills.
Demonstrate effective interpersonal skills in a professional business environment.
Demonstrateffective team building skills.
Demonstrate a basic understanding of law in society.

= =4 =4 -8 -8 -2

Please see the Helena College website for gainful employment information related to this program:
http://helenacollege.edu/academics/programs/office/default.aspx
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Administrative Office Manageme®pecialistA.A.S.

Associate of Applied Science

The Administrative Office management Specialist degree prepares sttaleffectively confront newdiverse and multifaceted
challenges in the areas of administrative and information management careers. This program covers current office manager
principles, concepts and organizational trends while focusing on technological changes in the workplacensatibimfystems
management.

Some A./S.degrees have a stackable C.Ad8gree options that can be completed whileudent works towards the A.A.S.

Please see the Helena College website for gainful employment information related to this program:
http://helenacollege.edu/academics/programs/ie/default.aspx

Administrative Office Management Specialist A.AS.
Required Courses

First Semester (15 credits) \ Third Semester (15 credits) \
M108T or any | Business Math or any Accounting
Core M Course | Core M Course 3 | Depends on M Course ACTG 101 Procedures | 8
WRIT 1217 or Intro to Technical Placement in WRIT BGEN 235 Business Law | 3 | BGEN 105
Writing or College 3 | 101/121, or Caeq. Human Resource
WRIT 101 Writing WRIT 096 if necessary BMGT 215 Management 3 | BGEN 105
Customer Service Intro to Public
AMGT 150 Strategies 3 COMX 111 Speaking 3
CAPP 131 Basic MS Office 3 Choose one of the following:
Law, Society and SOCI101 Intro to Sociology 3
LEG 121 . 3 | Fall Onl
Legal Reasoning alonly PSYX100 Intro to Psychology | 3
Second Semester (15 credits) \ Fourth Semester (15 credits) |
Office Success IntegratedOffice CAPP 153, 154, 156
AMGT 21 ; 1 297 A9
G 0 Strategies 3 AMGT 299 Capstone 3 and Instructor Consent
BGEN 105 Intro to Business 3 BGEN 220 Business Ethics and 3 BGEN 105 and
CAPP 153 MS PowerPoint 3 Recommended CAPP Social Respop5|blllty WRIT101 or WRIT 121T
131 BMGT 263 Legal Issues in 3 BGEN 105
Recommended CAPP Human Resources Spring only
CAPP 154 MS Word 3
131 BMGT235 Management 3 | BGEN 105 and
CAPP 156 MS Excel 3 Recommended CAPP 9 WRIT101 or WRIT 121T
131 CAPP 266 Advanced Excel 3 | CAPP 156

The suggested sequence in this catalog is for students entering in the fall semester. Please see your advisor for apsinggested
entry segance
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Medical Administrative Specialigt.A.S.

Associate of Applied Science

The design of the Medical Administrative Specialist degree prepares students for employment in hospitals, medicalrsffiges, nu
homes, public health agencies and insurance companies. Studentsawilkkills related to administrative medical assistant support,
including medical terminologyhuman biology, computer technology, oral and written communications and awareness of effective
medicaloffice procedures. Classroom activities include stuidigmsitive interpesonal relations and teamwork.

Some A./S.degrees have a stackable C.Ad8gree options that carme completed while a student works towards the A.A.S.

Please see the Helena College website for gainful employment information related to this program:
http://helenacollege.ed/academics/programs/office/default.aspx

Medical Administrative SpecialistA.A.S.
Required Courses

First Semester (15 credits) Third Semester (15 credits)

The suggested sequence in this catalog is for students entering in the fall semester. Please see your advisor for apsinggested

entry sequence

Intro to Technical Placement in WRIT Accounting
wgg iéiT or Writing or College 3 | 101/121, or Caeq. WRIT ACTG 101 Procedures | 3
Writing 096 if necessary Medical
AHMS 144 : 3
M108T or any . Terminology
Core M aBrlljSIgf)?Z mact:gl?rrse 3 | Depends on M Course AHMS 156 Medical Billing 3 | Fallonl
Course y Fundamentals atonly
Health Care Delivery . Recommended Basic MS
AHMS 105 Systems 3 | Fall Only CAPP 153 MS PowerPoint 3 Office
BGEN 105 Intro to Business 3 Law, Society and
CAPP 131 Basic MS Office 3 LEG 121 Legal Reasoning 3 | Fallonly
Second Semester (16 credits) Fourth Semester (15 credits)
Health Data Content . Basic Medical .
AHMS 108 and Structure 3 | Spring Only AHMS 210 Coding 3 | Spring Only
AHMS 220 Medical Office 3 | spring Only AMGT 150 Custom_er Service 3
Procedures Strategies
Office Success .
AMGT 210 . 3 | Spring Onl
Strategies pring Y Integrated Office CAPP 153, CAPP 154
Basic H AMGT 299 3 ' !
BIOH 104 asic Human 4 Capstone CAPP 156 and Instructor
Biology i Consent $pring Only
CAPP 154 Word 3 (F_Q;ﬁc(;)emmended Basic MS
CAPP 156 Excel 3 | Recommended Basic MS
Office
Choose one of the following:
SOCI101 Intro to Sociology 3
PSYX100 Intro to Psychology | 3 Placement into WRIT 101

or121T
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Office TechnologyC.A.S.

Computer Skills Specialist
Certificate of Applied Science

The Computer Skills Specialist certificate prepares students to Computer Skills SpecialistC.A.S.
effectively confront new diverse and multifaceted challenges in Required Courses
business administrative support positions. This option covets, .
. . B First Semester (15 credits)

current safwvare, customer service, and business communicati 108 or
concepts, with a focus on technological changes in theny corem | BusinessMath, orany , | Placement depends on

. . . i Core M Course course
workplace and information systems. This certificate may heCourse

. : : ; . ; . Intro to Technical Placement in WRIT
applied to the Associate of Science in Administrative Office ws:; igi o | Writing or College 3 | 101/121, or Caeq. WRIT
Management. Writing 096 if necessary

) ) AMGT 150 Customer Service 3
Please see thediena College website for gainful employment Strategies
information related ttheseprograns: CAPP 131 | Basic MS Office 3

Law, Society and

http://helenacollege.edu/academics/programs/office/default.axp LEG 121 Legal Reasoning 3 | Fall Only

Second Semester (15 credits)

Accounting
ACTG 101 or | Procedures | or

BGEN 105 Introduction to 3

Business

Office Success .
AMGT 210 Strategies 3 | Spring Only
CAPP 153 MS PowerPoint 3 | Recommended CAPP 131
CAPP 154 MS Word 3 | Recommended CAPP 13]]
CAPP 156 MS Excel 3 | Recommended CAPP31

Please see your adivsor to seehitoption can be taken fully
online.
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Office TechnologyC.A.S.

Certificate of Applied Science

Please see the Helena College website for gainful employment information related to this program:
http://helenacollege.edu/academics/programs/office/default.aspx

Legal Support SpecialistC.A.S.
Required Courses

Legal Support Specialist
The Legal Support Specialist program prepares students for

careers in legal administraticsupport in law firms, state and IR OEE S

local legal departments and insurance companies. The need f#i08T orany | o . \ath or

legal support services continues to increase. Students vwhgg[ﬁs'\g any Core M Course | > | course.

successfully complete this program will have a basic Intro to Technical Placement in WRIT
understanding of how law affects society, kiahd criminal \Q:F\;',Lllﬁgl wr@t@ng or College | 3 égé/_lfﬂ, or Caeq. WRIT
proceduresand how to use technology in the law office. The-mr—mr Barg;::‘g,\/ls S 3 It necessary
training provides ski#l that will allow the successful student LEG 101 Law, Society and Fall Only

employability.

Placement depends on

Legal Reasoning

LEG 189

Criminal Procedures

Fall Only

3
Second Semester (15 credits)

Accounting
ACTG 101 or | Procedures | or

BGEN 105 Introduction to 3
Business
CAPP 154 MS Word 3 | Recommend CAPP 131
Into to Civil
LEG 270 Litigation and 3 | Spring only
Montana Courts
Intro to Legal LEG 186 Odd years; LEG
LEG 186 or Research or 3 272 Even years.
LEG 272 Computers and Law g;;:iﬁ;n(r)nnelgd CAPP 131.
AMGT 150 or gtl: zttgg]izg i?glf(f:iie 3 Office Success Strategies
AMGT 210 Spring only

Success Strategies

The suggested sequence in this catalog is for stueéetdsing
in the fall semester. Please see your advisor for a suggested
spring entry sequence.
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Medical Assisting C.A.S.
Required Courses

Medical Assisting

The Medical Assisting certificate prepares students with the
necessary skills for frordffice nonclinical administration in a

medical office, hospital or other healthiented office. The First Semester (16 credits)
Med'lcal Assisting, C.A.S. Is an exce!lgnt opportunlty fpr-pre WRIT121 or Intro to Tech Writing | il)alcﬁ?len;ruég/ezﬁ
nursing studer.si to . gbtaln a cert|f|gate in fromfflc_:e WRIT 101 or College Writing WRIT 096 if necessary
teChnO|Ogy. ThIS Certlflcate can be appl'ed tO the ASSOCIate TMlOB or any Business Math or any 3 Placement depends on
Science Medical Administrative Specialist. Core M Course| Core M Course course.
ACTG 101 or Accounting Procedureq
- i i i i icBGEN 105 | or Intro to Business s
Note: Please see your advisor for information regarding this T
- ea are Delivery
certificate. AHMS 105 Systems Fall Only
CAPP 131 Basic MS Office 3
Second Semester (15 credits)
Health Data Content & )
AHMS 108 Structure 3 | Spring Only
Medical Office .
AHMS 220 Procedures 3 | Spring only
Customer Service
AMGT 150 or Strategies or Office 3 | AMGT 210 Spring Only
AMGT 210 .
Success Strategies
BIOH 104 BasicHuman Biology | 4
CAPP 154 Word 3

TheseC.A.S.degrees stack into AB.degrees and can be completed while a student works towards the A.A.S.
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Industrial Welding& Metal FabricationA.A.S.

Associated of Applied Science

The Industrial Weldingand Metal Fabrication A.&. degree processes are also examined in great detail. Under the guidance
program has been designed t of eqperienced avelding profebsonalssstudents ¢an buildfttet a t
the arto education which wi BKilstleydeedor art ontstanding careér én wslding, éneludisgf u |
diverse world of welding and metals fabrication. To trthe strong fitting and fabrication skills gained through extensive

many and varied demands of this industry, Helena College hands on training includg the fabrication of projects.

designed a program that enables the graduating student to find

employment in a wide spectrum of areas with high earnirPgrogram Outcomes

potential. § Demonstrate knowledge of industry standards for safety

The curriculum includesxtensive hands on experiericenore and compliance

than 1500 hours for the associate degieesing industry Y Demonstrate the proper use of manufacturing equipment
standard machines and equipment, and includes coursework ifi APPly proper techniques for analyzing and producing
computation, writing and human relationships. Upon completion ~ drawings

of the Industrial Weldingand Metals Fabrication program {1 Demonstrate an understanding of welding processes,
curriculum, the student will earn an Associate of Applied codes, and procedures

ScienceDegree. 1 Differentiate manufacturing processes and their
applicability

Enterthe workforce with entry level skills

Exhibit good work ethic with an emphasis on safety and
professionalism

Fabrication equipment, welding machines and support
equipment are now all computsupported. Helena College
instructs students using equipment including CNC plasma
tables, CNC press brake, ironworker, shears, and welding
positioners. As one of 10 nationwide regional training facilitieNote: Upon admission to the Industrial Weldidg Metal

for Miller Electric, Helena College students aréfoeded Fabrication Program, students are required to purchase a tool
advanced opportunities using their newest technologies. set as outlined in the tool section of this catalSgidents are
required to purchase scheapproved shirts and red rags for
use in the shops and are responsible for a cleaning fek ea
semester.

With an emphasis on safety, students will receive hands
theoretical, and technical training covering shielded metal a
flux cored arc, gas metal arc, gas tungstenanutal TIG,and
submerged arc welding processes along with courses in
fabrication code. Plasma arc, efyel and carbon arc cutting

Please see the Helena College website for gainful employment information related to this program:
http://helenacollege.edu/academicgfograms/welding/default.aspx
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Industrial Welding & Metal Fabrication
Associated of Applied Science

First Semesteri 18 Credits

indicates such

Third Semesteri 17 Credits

Preequisites: Completion of

WLDG 107 Industrial Safety 2 First Year Courses with a G or better
WLDG 112 Cutting Processes 3 | WLDG 107 _ _ First year
WLDG 135 GMAW ‘_I'heory and Prac 5 | WLDG 107 WLDG213 Pipe Welding Lab | 6 | courses and
Applications M111T
SMAW Theory and Prac First year
WLDG 181 Applications 5 WLDG 257 Cutting Processes I 5 | courses and M
M111T Technical Mathematics 3 1;1T
(**COMX Communications in a Dynamic| ,, Advanced Metal First year
106) Workplace WLDG 246 Forming/Fabrication Theory 5 | courseand M
Second Semesteir 19 Credits and Practical Application 1117
) . First semester COMX 106 Communications in a Dynamic 2
WLDG 117 g'uegr'lm Reading and Weld | 5 |\ g courses Workplace
ymes and M111T Fourth Semesteri 14 Credits
First semester Advanced Joining Processes .
WLDG131 ta%O.Ut’ Metal Form and 6 | WLDG courses WLDG 227 | Theory and Practical 6 Twhl'_r[‘)j é%n;i?;irs
abrications and M111T Application
First semester Metal Fabrication Design and Third semester
WLDG141 ETAIW ;I_'heory and Prac 3 | WLDG courses WLDG245 Construction 4| WLDG courses
pplication -
and M111T . : Third semester
WLDG 299 Industrial Welding Capstone 5
First semester g~ap WLDG courses
WLDG151 Shop Practices 4 | WLDG courses
and M111T
WRIT 096 if
WRIT121T Technical writing 3 | placement score

*|f students are contemplating on a CAS or AAS they shouldGaX& X106 thefirst year so they wilhave all gneral education
requirements completed in the first year for the CAS.

The Helena College Welding Program is proudly affiliated with the American Welding Society as an Institutional Educatione
Member beginning Spring Semester 2013. We hold our stuttetiie highest standards set by the American Welding Society.

The suggested sequence in this catalog is for students entering in the fall semester. Please see your advisor for spsinggested
entry sequence.

American Welding Society

L 4 Educational Institution Member

Helena College University oMontana
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