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WELCOME

On behalf of the faculty and staff, I want to welcome you to GCC. Whether you are here as a first step towards a
Bachelor’s degree, earn a degree in a career program or to enrich your life through community education, our strength
is in our size. As a small college, our faculty and staff will get to know you. Take every advantage of that opportunity.

Learning is a lifelong journey and we are pleased that you chose GCC along your path.

Robert Pura
President
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It is the policy of Greenfield Community College to prohibit unlawful discrimination on the basis of race, ancestry, color, gender,
religion, ethnic or national origin, age, personal disability, veteran status, social class, or sexual and/or affectional
preferences/orientation. The college operates under an affirmative action plan and encourages under-represented individuals to
apply, both in terms of employment and to all the rights, privileges, programs and activities generally accorded or made available to
its students. This policy is in compliance with all applicable federal, state and local statutes, ordinances and regulations. All
inquiries concerning the above should be directed to the college’s Director of Diversity.

The information in this booklet, including information regarding tuition, fees and expenses, is subject to change at the discretion of
Greenfield Community College, the Greenfield Community College Board of Trustees or the Massachusetts Board of Higher
Education.



HISTORY

Greenfield Community College is located in the beautiful and historic Pioneer Valley of western Massachusetts,
between the foothills of the Berkshire Mountains and the fertile farmland of the Connecticut River watershed.

The College was founded in 1962 by visionary citizens of the community who saw how a community college would
enhance the quality of life and offer opportunities for growth to the people of Franklin County and surrounding areas,
even including counties of southern Vermont and New Hampshire.

In our first year we enrolled just more than 100 students who attended classes in an old elementary school, a former
factory and a remodeled warehouse in the center of Greenfield. The school grew rapidly and we moved to our main
campus in the rolling farmland of “The Meadows” area of Greenfield in 1974. Today, the annual fall enrollment of the
College exceeds 2,200 students.

The College expanded further by opening the Downtown Center in 1995, where the Greenfield Community College
Foundation, Community Services, and the health occupation programs are located. As growth continued, a new “East”
building was constructed on the main campus in 1999 that houses state-of-the-art dance class facilities, the fitness
center, laboratories, classrooms and offices.

GCC is one of the smaller of the 15 community colleges in the Massachusetts higher education system, and is known
for the caring and supportive attitude of the faculty and staff, and for the broad support it enjoys from the surrounding
community. We are fully accredited by the New England Association of Schools and Colleges, and we work closely
with bachelor degree granting colleges of the Massachusetts public higher education system, with the University of
Massachusetts and with private colleges and universities, which enables us to offer diverse transfer opportunities to our
students.

The career programs offered by the College prepare our students to enter the work force or update their skills, while
credit-free workshops and seminars are offered for personal enrichment.

Day, evening and weekend classes are offered so that students who need a flexible academic schedule can be served.

STANDARDS OF BEHAVIOR

As an institution of higher learning, Greenfield Community College actively encourages the free and open exchange of
ideas and opinions. The college encourages diversity in the belief that, in doing so, it promotes growth and positive
change in individuals. The college recognizes, however, that maintaining an atmosphere where such discourse can
flourish requires that faculty, staff and students acknowledge and remain sensitive to the needs, beliefs and feelings of
others. It therefore expects all individuals to maintain certain standards of behavior as members of its community.

These expectations include the exercise of discretion in the use of language, both in the choice of terms used and in the
tone in which discourse is delivered and individuals are addressed. Insulting or demeaning language or gestures,
perhaps generally accepted or even common in other social settings, are not suitable in an academic environment. A
courteous regard for the differing backgrounds and perspectives held by others is encouraged.

The above expectations hold for behavior throughout the institution and for all of its members. With regard to behavior
in the classroom, yet another set of expectations exists. Classrooms are unique environments, places expressly reserved
for the exchange of information and ideas. They constitute sanctuaries of learning, gatherings in which students and an
instructor or instructors come together for a particular purpose: to grow and develop through personal interaction and
directed activity. Because classrooms are unique in this way, they hold particular expectations of their members.
Generally speaking, these are extensions of the rules of civility and courtesy that prevail in the institution at large,
though the classroom instructor might add to or modify these rules to promote particular goals. Deviation from the
expectations or rules set forth in a classroom is not acceptable.

It should be noted that behavior influenced by an individual’s mental state (irrespective of the ultimate evaluation), or
use of drugs or alcoholic beverages shall not limit the responsibility of that individual for the consequences of his or her
actions.

Finally, Greenfield Community College, while intent on maintaining an environment that promotes learning within a
secure and collegial atmosphere, is resolutely committed to defending every individual’s right to personal expression.



STUDENT CODE OF CONDUCT

Definitions
Accused Student — The student who is alleged to have violated the College’s Student Code of Conduct.
Appeals Officer — The person designated by the College’s President to hear student appeals of a judicial board finding.

Cheating — Includes, but is not limited to: (1) use of any unauthorized assistance in taking quizzes, tests, or
examinations; (2) dependence upon the aid of sources beyond those authorized by the instructor in writing papers,
preparing reports, solving problems, or carrying out other assignments; or (3) the acquisition, without permission, of
tests or other academic material belonging to a member of the College faculty or staff. Cheating shall also include the
use, by paraphrase or direct quotation, of the published or unpublished work of another person without full and clear
acknowledgement. It also includes the unacknowledged use of materials prepared by another person or agency engaged
in the selling of term papers or other academic materials. Taking credit for work done by another person or doing work
for which another person will receive credit. Copying or purchasing other’s work or arranging for others to do work
under a false name.

College — This term refers to Greenfield Community College.

College Official — Includes any person employed by the College, performing assigned administrative or professional
responsibilities.

College Premises — Includes all land, buildings, facilities, and other property in the possession of or owned, used, or
controlled by the College, including adjacent streets and sidewalks.

Complaint — The informal, often unwritten stage of an allegation of a violation of the Student Code of Conduct.
Day — As used in this policy, shall mean a calendar day.

Dean of Student Affairs or Designee — The College Official designated by the College’s President to be responsible
for the administration of the Student Code of Conduct.

Faculty or Staff Member — Any person hired by the College to conduct classroom, instructional, administrative or
support activities.

Complaining Party — The individual bringing a complaint against an accused student.

Judicial Board — A panel of College Officials designated by the Dean of Student Affairs to conduct a hearing after the
Dean of Student Affairs has determined that a violation of the Student Code of Conduct has occurred and an
Administrative Remedy cannot be reached. All Judicial Board members shall act in an impartial, unbiased manner.

Member of the College Community — Includes any person who is a student, faculty member, College official or any
other person employed by the College. A person’s status in a particular situation shall be determined by the Director of
Human Resources or the Registrar.

Plagiarism — Includes, but is not limited to, the use, by paraphrase or direct quotation, of the published or unpublished
work of another person without full and clear acknowledgement. It also includes the unacknowledged use of materials
prepared by another person or agency engaged in the selling of term papers or other academic materials. This would
also include material that is obtained from the computer.

Student — Includes all persons taking courses at the College, both full-time and part-time, credit and non-credit.
Persons who are not officially enrolled for a particular term but who have a continuing academic relationship with the
College are considered “students.”

Student Organization — Any number of students who have compiled with the formal requirements for the College’s
organization recognition process.

Time — The number of days indicated at each level shall be considered as a maximum. All reasonable efforts shall be
made to expedite the process, but the Vice President/Senior Student Affairs Officer or designee may extend the time
limits at their discretion with notice to both parties in writing.



Disciplinary Offenses

The College’s jurisdiction under this policy shall extend to student conduct occurring on College property, property
under the management and/or control of the College, and/or off College property when such conduct adversely affects
the college community, poses a risk of harm or the threat of harm to the college community and/or interferes with the
College’s pursuit of its objectives and mission.
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A student shall be subject to the disciplinary sanctions outlined in this policy for acts including, but not
limited to:

Physical violence or the threat thereof and/or any conduct that threatens or endangers the health or safety of
any person.

Creating or false reporting of bombs.

Extortion - The use, or the express or implicit threat of the use, of violence or other criminal means to cause
harm to person, reputation, or property as a means to obtain property from someone else without his/her
consent.

Unauthorized use of fire alarm or fire equipment.
Unauthorized or illegal gambling.

Hate Crimes as defined under state or federal law.
Hazing as defined under state of federal law.

Illegal or unauthorized possession of firearms, explosives, other weapons, or dangerous chemicals on
College premises.

Conduct resulting in a violation of the College’s Computer/Technology Acceptable Use and/or Email
Policies.

Failure to comply with directions of College officials or law enforcement officers acting in performance of
their duties and/or failure to identify oneself to these persons when requested to do so.

Failure to identify oneself when on College property or at a College-sponsored or supervised event, upon
request of a College official acting in the performance of his/her duties.

Use, possession, or distribution of alcoholic beverages or public intoxication except as expressly permitted
by law and/or College regulations.

Use, possession, or distribution of illegal drugs or other controlled substances.

Breach of peace; including disorderly, lewd, or indecent conduct, or aiding, abetting, or procuring another
person to breach the peace on College premises or at functions sponsored by, or participated in, by the
College.

Defacement or destruction of College materials or College property. Attempted or actual theft, or
unauthorized use of and/or damage to property of the College or property of a member of the College
community or other personal or public property.

Acting in a manner or participating in an event which disrupts the normal operations of the College and the
learning environment and infringes on the rights of other members of the College community; leading or
inciting others to disrupt scheduled and/or normal activities within any campus building or area; intentional
obstruction which interferes with freedom of movement, either pedestrian or vehicular, on campus.

Harassment (verbal or physical) and or intimidation of a member of the College Community.
Acts of dishonesty, including but not limited to the following:

- Cheating, including use of unauthorized books or notes, plagiarism, or other forms of academic
dishonesty, as defined by College policy.

- Forgery, alteration, or misuse of any College document, record, or instrument of identification.
Alteration of college records, documents, or identification instruments or the use of the same with the
intent to defraud.

- Furnishing false information to any College official, faculty member or office.

- Disrupting or tampering with the election of any College recognized student organization.
Abuse of the Disciplinary process, including but not limited to:

- Falsification, distortion, or misrepresentation of information before a Judicial Board.

- Disruption or interference with the orderly conduct of a judicial proceeding.

- Attempting to discourage an individual's proper participation in, or use of, the judicial system.



- Attempting to influence the impartiality of a member of a Judicial Board prior to, and/or during the
course of, the judicial proceeding.

- Harassment (verbal or physical) and/or intimidation of a member of a Judicial Board prior to, during,
and/or after a judicial proceeding.

- Failure to comply with the sanction(s) imposed under the Student Code.
- Influencing or attempting to influence another person to commit an abuse of the judicial system.

¥ Unauthorized possession, duplication, or use of keys to any College premises or unauthorized entry to or use
of College premises.

Unauthorized solicitation, including but not limited to sale of goods and services for personal profit.
Unauthorized activity that constitutes forgery.

Violation of State or Federal Laws not otherwise enumerated herein.
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Violation of published College policies, rules, or regulations not otherwise enumerated herein.

Discipline in the Classroom

Disrupting or disturbing the classroom is a violation of the College’s Student Code of Conduct. A faculty member has
the right to remove a disruptive student from class, pending a review of the situation by the Dean of Student Affairs or
designee. Any faculty member may, at any time, refer a student to the Dean of Student Affairs or designee, if the
student is in violation of the Student Code of Conduct. The Dean of Student Affairs or designee may impose
disciplinary sanctions against the offending student consistent with the rules and regulations of the Student Code of
Conduct. At the discretion of the Dean of Student Affairs or designee, a student may be allowed to attend class during
the disciplinary review process. In making this determination the Dean of Student Affairs or designee will consider the
severity of the disruptive behavior and may consult with the Chief Academic Officer.

Complaints Alleging Sexual Harassment or Discrimination

Claims of discrimination or sexual harassment shall be pursued under the College’s Affirmative Action Plan. For more
information, please contact Terry Boyce, the College’s Affirmative Action Officer, at (413) 775-1811.

Off Campus Behavior

If a student is charged only with an off-campus violation of federal, state, or local laws, the College reserves the right to
take disciplinary action and impose sanctions against the student. Proceedings under this Student Code may be carried
out prior to, simultaneously with, or following civil or criminal proceedings off-campus.

CODE OF CONDUCT DISCIPLINARY PROCESS

The Disciplinary Process is initiated once a formal complaint is filed against a student by a member of the College
community or by the Dean of Student Affairs. This policy is not intended to prevent members of the College
Community from attempting to resolve matters mutually and informally. For example, if a student engages in
disruptive conduct in the classroom, a faculty member may confront the student and resolve the matter without
resorting to filing a complaint under the Code. Where, however, a matter cannot be resolved mutually and informally,
the Code of Conduct Process shall be followed.

Disciplinary Process
All complaints under the Code of Conduct shall be filed with or by the Dean of Student Affairs or designee.

When the Dean of Student Affairs receives a complaint that a student has acted in a manner which may be in violation
of the Code, the Dean of Student Affairs or designee initiates the disciplinary process by meeting with the Accused
Student, putting him/her on notice of the alleged violation and providing him/her an opportunity to respond to the
allegations. Thereafter, the Dean of Student Affairs or designee may conduct an investigation.

If the Vice President/Senior Student Affairs Officer or designee determines that a violation exists, two procedural
options are available. One, the violation may be resolved through an administrative disposition conducted by the Dean
of Student Affairs or designee. In this case, the student may accept the administrative remedy proposed by the Dean of
Student Affairs or designee and in doing so waives in writing his/her right to a disciplinary hearing or appeal.
Alternatively, if the Accused Student does not accept the proposed administrative remedy, then the student may receive
a hearing before a Judicial Board, to which a right of appeal exists.

If the student chooses a hearing with the Judicial Board, the Dean of Student Affairs or designee will schedule a
hearing.

The Judicial Board will hear the case and issue a written decision and/or sanction within ten (10) days of the hearing.



The student may appeal the Judicial Board decision to the College’s Appeals Officer. A right of appeal exists only if
based on new evidence or information.

Failure to cooperate with the College’s investigation of an alleged Code of Conduct violation, which includes
appearing before a Judicial Board or College official if summoned to do so, will result in the student forfeiting his/her
rights to a hearing or appeal and/or may result in disciplinary action.

Sanctions

A student found in violation of the College’s Code of Conduct shall be subject to one or more of the following
sanctions:

Verbal Warning

Written Warning
Restrictions/Loss of Privileges
Probation
Community/Educational Service
Restitution

Suspension

Expulsion

The intent of the College is to impose sanctions in a progressive manner, beginning with the least punitive sanction.
However, depending on the nature and severity of the student’s violation the College reserves the right to impose any
of the above-referenced sanctions at any time. The College also reserves the right to issue an interim suspension where
a student’s conduct: (a) poses a threat to him/herself or others; (b) poses a threat to or results in damage to College
property; or (c) poses a threat to or results in disruption or interference with the normal operations of the College.
During an interim suspension, a student is prohibited from entering the College’s premises or participating in any
College activities until further notice from the Dean of Student Affairs.

Charges and Hearing

When an Accused Student is to appear before a Judicial Board, all charges shall be presented to the accused student in
written form. A notice of charges shall be presented to the student no less than five (5) days prior to the hearing. A
hearing shall be scheduled no later than thirty (30) days following the accused student’s request for a hearing.

Hearing rules are as follows:

Hearings normally shall be conducted in private.
Admission of any person to the hearing shall be at the discretion of the Dean of Student Affairs or designee.

In hearings involving more that one Accused Student, the Dean of Student Affairs or designee may permit at his/her
discretion individual hearings for each Accused Student.

The Accused Party has the right to be assisted by any advisor he/she may choose, at their own expense. The advisor
may be an attorney. An advisor is not permitted to speak or to participate directly in any hearing before a Judicial
Board.

Pertinent records, exhibits, and written statements may be accepted as evidence for consideration by a Judicial Board at
the Board’s discretion.

All procedural questions are subject to the final decision of the Dean of Student Affairs or designee.

After the hearing, the Judicial Board shall determine by majority vote whether the student has violated each section of
the Student Code which the student is charged with violating.

The Judicial Board's determination shall be based on whether it is more likely than not that the Accused Student
violated the Student Code.



There shall be a record created of all hearings before a Judicial Board. The record shall be the property of the College
subject to state and federal student record laws.

A hearing before a Judicial Board is an administrative hearing. The rules of evidence do not apply. Direct cross-
examination is not permitted. All questions must be directed through the Board, as indicated below.

Conduct of Hearing

A hearing shall proceed as follows:

The Dean of Student Affairs or designee presents the complaint with supporting investigatory materials and/or
witnesses.

Accused Student presents statement, materials and/or witnesses in opposition to the complaint.

Once the parties have presented their respective positions, the Judicial Board may question each party, their witnesses
and review all documentary evidence presented.

After the Board has questioned the parties and/or witnesses, each party will be given the opportunity to question the
other. All questions must be directed through the Board. If the Board determines that the question is relevant to the
matter, the other party will be asked to respond.

Following the parties' questioning period, the Board will have another opportunity to question the parties.

Following the hearing’s conclusion, the Judicial Board shall deliberate and issue a written recommendation to the Dean
of Student Affairs or designee, within two days. The Dean of Student Affairs shall accept, reject, or modify the Board’s
recommendation. The Dean of Student Affairs shall issue his/her decision to the Accused Student within five (5)
business days of receiving the Board’s recommendation.

Appeal

An Appeal of the Dean of Student Affairs' decision is permitted only to consider new evidence, which was not brought
out in the original hearing because such evidence was not reasonably known to the Accused Student at that time, and
which is sufficiently relevant such that it could alter the Dean of Student Affairs' decision.

An Appeal must be filed in writing with the Appeals Officer within five (5) days of the Accused Student’s receipt of
the Dean of Student Affairs' decision.

Upon considering an appeal, the Appeals Officer may:

®

confirm the original decision and sanction; or

b. modify the original decision and/or sanction.

The Appeals Officer’s decision shall be final.

ACCREDITATION

Greenfield Community College is accredited by the New England Association of Schools and Colleges. It is served by
a Board of Trustees appointed by the Governor.

PRINCIPLES OF EDUCATION

“We are all about learning.”—Bob Pura, President GCC

These principles articulate the implicit assumptions regarding teaching and learning held dear by members of
Greenfield Community College and represent the ideals to which the GCC community aspires. They apply to all
members of the GCC community—students, employees and trustees.



These principles intend to provide a foundation on which members of the community develop and teach courses,
engage students, hire faculty and staff, design professional development activities and structure budgets. These
principles should inform the daily, habitual life of all members of the college, having both immediate and lasting
impact. As teaching and learning are at the heart of the college, these principles appropriately shall guide the college
into the future.

The college maintains a learning environment that values the process of learning as much as the knowledge taught; an
environment that encourages independent thinking and divergent activities; and an environment that elevates members
of the community and inspires them to:

¢ Develop independent and interdependent, lifelong learning strategies
Nurture their aspirations, confidence, curiosity, imagination, self-respect and responsibility to others
Explore and adapt to new ideas in both work and leisure
Understand social change and individual development and take responsibility for sustaining both
Accept the constancy of change and cope with, adapt to and manage change effectively in all areas of one’s life
Possess self-determination with a realistic assessment of one’s aptitudes and inclinations

* 6 6 00

Members of the GCC community have the opportunity to acquire the knowledge, skills and attitudes that empower
them to clarify values, express ideas, solve problems, and embrace learning as a life-long process.

Diversity and Community

The college creates and fosters an environment for work and learning in which one may achieve a level of comfort with
one’s individuality and culture, while accepting and respecting the individuality and cultures of others. The college
encourages each member of its community to:
¢ Recognize how the foundation of one’s ideals and values emanate from one’s particular background and
experience
+ Participate in communities as both teacher and learner, connecting with others, sharing thoughts and creating
knowledge while taking advantage of an open environment that values critical thinking and civil discourse
¢ Enhance one’s understanding of various forms of discrimination and oppression while embracing the principles of
access to promote equitable opportunity for all in the teaching and learning experience
¢ Explore, understand, and respect the tenacity and validity of diverse values and heritage
Appreciate the interconnectedness of global events and issues and one’s place in the web of life
¢ Develop an environment that encourages active learning and values the differing approaches of all community
members

*

Literacy and Communication

The college promotes effective expression in many forms for making public meaning and personal significance.
Symbolic interpretation and representation of ideas and emotions, using logical and aesthetic systems that cultivate
various modes of self-expression, contribute to successful interpersonal and intrapersonal communication. The college
policies and practices ensure that all its members continue to develop their capacities to:
+ Enhance literacy in all areas—reading, listening, viewing, writing, speaking, creating, and movement
¢ Reason quantitatively, using numerical data to meet personal and vocational needs and to respond to a world
increasingly dependent on the understanding of a broad range of quantitative concepts and processes
¢ Identify a need for information and know how and where to find it
¢ Use language to communicate effectively with other individuals and groups, including basic functional ability in a
language other than one’s own
+ Function constructively in both a leadership and participatory role within groups

Knowledge and Thinking

The college expects members of the community to think critically and to conduct disciplined inquiry, using both their
minds and hearts in order to understand the complexity and simplicity of ideas and actions; to prioritize and make
decisions; to identify and solve problems; to evaluate and judge; in short, to think independently. The college
encourages each member to:

* Access, organize, interpret, evaluate, synthesize and apply information
Reflect on and assess information and knowledge from differing perspectives
Develop knowledge of one’s feelings, values and biases and how they relate to one’s thinking and behavior
Integrate knowledge from multiple disciplines to make thoughtful and informed decisions
Base decisions on factual and affective evidence rather than on unexamined opinions
Determine the nature of a problem, analyze the problem and implement an appropriate solution, applying
scholarly theories and methods where appropriate
Evaluate, integrate and adapt to technological change
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Adopted by the Greenfield Community College Assembly, May 17, 2004

VISION

Strengthening Our Community

Lives change for the better every day at Greenfield Community College. Families
grow stronger and so too our community. Our vision is to strengthen our community
one student at a time. We understand our role and responsibilities, as a college in the
global community, to create a better world for all.

MISSION

Teaching and Learning Together

Our mission is to teach, in a small, supportive and intimate learning environment,
the knowledge and skills necessary for our students to reach their highest potential.
Our doors are open to all who seek to learn. In striving to fulfill this mission we also
seek to learn the knowledge and skills necessary to reach our highest potential as a
college. At GCC, we are passionate about teaching and learning together!

SERVICES AVAILABLE TO STUDENTS

Academic Advising Center

Staff in the Academic Advising Center assists students new to the college in their initial course registration process and
enrolled students when their assigned advisors are not available or when they have not been assigned an advisor. Such
assistance includes advice on the selection of appropriate courses to fulfill degree or certificate requirements,
information about college policies and procedures, guidance in the admission and transfer processes, and referral to
other appropriate services on campus, such as the Career Center, the Financial Aid Office, the Health Services Office,
the Learning Center, and the Testing Center. Your engagement with faculty and staff is a key element in your success
and, therefore, the Academic Advising Center does not replace the important relationship between you and your
assigned advisor. The Academic Advising Center seeks to strengthen the relationships between you and your advisor.

The Advising Center is located in N209 — N214 on the second floor of the Main Building. The Advising Center
normally is open Monday through Thursday, 9:00 a.m. to 7:00 p.m. and Friday, 9:00 a.m. to 4:00 p.m. Summer hours
will vary. While you may drop in for assistance anytime the Academic Advising Center is open, we recommend an
appointment to assure sufficient time to provide you appropriate assistance. For an appointment, stop by the Academic
Advising Center or call Julie at (413) 775-1339, Monday through Friday, 8:00 a.m. to 4:00 p.m.

College Store

The College Store is operated under a trust fund, the purpose of which is to engage in the sale of books, general
supplies and equipment. The College store provides merchandising and service operations necessary to serve the needs
of the students, the faculty and the college.

The store is open from 9:00am to 4:00pm Monday - Friday during the academic year. Evening school and special
occasion hours will be posted in the lobby outside the College Store. The College Store phone number is (413) 775-
1190.

A complete line of supplies and required texts are available, as well as current paperbacks and study guides geared to
the college student. Special orders may be placed for specific books. Also available are custom college clothing,
greeting cards, college mugs, seasonal items, stationery, computer software and other sundry items. Students are
advised to attend classes before purchasing textbooks. The policy on textbook refunds is as follows:

¢ Refunds are available with a receipt for one week after classes begin for the fall and spring semesters.

& Refunds are available with receipt and drop/add form for two weeks after classes begin.
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Books must not be marked or damaged.
Policy on refunds does not apply to other merchandise.

The College Store will accept personal checks in the amount of the purchase only. However, a maximum check of
$10.00 will be accepted by the College Store for cash upon presenting a college I.D. There is no charge for this service.
A $10.00 fee will be charged for any checks returned by the bank.

Collection Charges — students with unpaid balance at the end of each semester will be referred to the College’s
collection agencies for further action. Additional collection cost of up to 25% of the balance due will be the student’s
responsibility to pay.

Visit the college store at www.gcc.mass.edu/offices/bookstore for more information.

Learning Center

Monday—-Thursday 8 a.m. to 7 p.m.

Friday 8 a.m. to 4 p.m.

Saturday 10 a.m. to 4 p.m.

Learning Center (fourth floor North)
(413) 775-1330

The Learning Center houses services to help students improve study skills, build confidence and clarify goals. Services
are free and confidential. They include Counseling, Peer Tutoring, Writing Assistance Program, Math Assistance
Program, and Disability Services.
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Counseling: Licensed professional counseling is available for GCC students. Many students struggle with school
pressures, physical or learning disabilities, difficult relationships, substance abuse, family problems or illness.
Sometimes they find it helpful to see a counselor to explore the challenges they face. Counseling helps students
learn to take charge of their lives and to accomplish their goals. Referrals to community service agencies can be
arranged.

Peer Tutoring: Peer tutoring is provided for any GCC student who needs help with course work and who wishes
to improve academic performance. Tutors and students meet in the Learning Center to review course material,
discuss and practice study skills, and work on specific assignments. The tutor’s role is to assist students with the
content of these courses while furthering the process of learning how to learn.

Writing Assistance Program: This program offers a variety of services to help students succeed in all courses that
require writing and language learning. Peer tutoring is offered for writing papers, word processing, note taking,
exam preparation and content review for all humanities and behavioral science courses. The coordinator is
available to meet with individual students to discuss special tutoring accommodations, writing anxiety, general
writing assistance for coursework, and transfer application essays.

Math Assistance Program: This program offers a variety of services to help students succeed in math, science,
information technology and business courses. Services include peer tutoring, Math Studio drop-in hours,
graphing calculator rental program, and loans of math videotapes. The coordinator is available to meet with
individual students to discuss special tutoring accommodations, math anxiety, math course placement and any
other concerns they have about their success at Greenfield Community College.

Students with Disabilities: Disability Services provides ongoing support for students with a variety of disabilities.
The Coordinator of Disability Services is available to explore how each student learns best, to develop individual
accommodation agreements, and to assist each student with the advocacy process.

Studios

The Math Studio, in the East building room E124A, is a place for students to work with each other and with
faculty on questions and problems related to mathematics. The Math Studio is equipped with comfortable chairs
and tables, computers, and math resources and texts. The studio is open for use throughout the day and is staffed
by math faculty during posted hours. No appointment is needed - just come by.

The Social Sciences Studio, in the East building room E115, provides a welcoming and resource-rich space for
students to convene and interact with each other and faculty in the social and behavioral sciences. Students and
Faculty use the Social Sciences Studio for tutorials, study groups, computer projects and access to the college
network and the Internet, small group projects, as well as college/community meeting and networking. The studio
also provides gallery display space and periodically presents special events, speakers, and films in the day and
evening.

The Science Studio, located on the 4th floor in the south wing of the Main Building, offers a cooperative work
space for individual students or groups of students. The studio is equipped with two computers, anatomy and
physiology models, resource books and movable furniture. It opens to faculty offices to allow student interactions
with their professors. Students are encouraged to make use of the space during all building hours.



Lab Assistance

In locations throughout the campus where students use academic equipment or practice new skills, lab assistants
provide help. They work in areas such as the Academic Computer Lab, the Educational Technology Support Center,
the Macintosh Computer Lab, and the Spanish and French Language Labs.

Services for Students with Disabilities

GCC encourages students with disabilities to be active members of the campus community. The Office of Disability
Services works with students, faculty, and staff to promote universal design and to remove barriers to access on
campus. Please consider using the resources and services of our office to help make your college experience a success.

Disability Services collaborates with the GCC counseling staff to provide ongoing support for students with a variety of
disabilities, including cerebral palsy, learning disabilities, mental illness, low vision/blindness, deafness and traumatic
brain injury. Disability Services also serves as a resource center for medical and legal advocacy, information, and
referrals.

The primary objective of Disability Services is to promote independence and facilitate achievement of educational and
vocational goals for individuals with disabilities.

Some examples of support services and academic accommodations are listed below. Please note that this list is not
exhaustive.
& Adaptive software and computer equipment
Assistive note-taking devices
Alternative format (e.g., large print or electronic) learning materials
Assistive listening devices
Reduced course load
Early registration
& Accessible parking
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For more information about office services and resources, please contact berrya@gcc.mass.edu (email) or (413) 775-
1812 (voicemail/relay). If you wish to schedule an appointment with Disability Services, please call (413) 775-1330.
Disability Services is located on the fourth floor north of the main building.

Procedures for Obtaining Academic Accommodations for a Disability

In compliance with Section 504 of the Rehabilitation Act of 1973 and Title II of the Americans with Disabilities Act of
1990, GCC offers accommodations and/or auxiliary aids for eligible students with documented disabilities. Students
must request services and must provide appropriate medical documentation. To obtain accommodations, please do the
following:

Complete and sign the *Voluntary Statement of Learning Needs and Release of Information.

Obtain up to date copies of medical documentation of your disability from your high school or from the medical
provider who is most familiar with your needs and your disability. Medical documentation provided must clearly state
your diagnosis and should describe the symptoms which impact your ability to function in the educational environment
and specific recommendations for accommodations. For detailed information about GCC’s documentation guidelines,
please refer to our “Guidelines for Documenting a Disability.” All documentation received by the college is strictly
confidential and is held in accordance with FERPA and related regulations.

Submit completed GCC forms (Voluntary Statement and Release) along WITH copies of your medical documentation
to the Office of Disability Services for processing. Based on the information provided by you in combination with
information from your medical documentation, Disability Services will draft an Accommodation Agreement (ADA/504
Plan) that outlines what specific accommodations you are eligible for which you can present to your course instructors
each semester to advise them of your needs.
* Forms required to register with the office can be requested through any college department and can also be found
on the college website at http://www.gcc.mass.edu/resources/ds/ .

After steps 1 — 3 above have been completed and your eligibility for accommodations has been determined you will be
contacted by Disability Services and referred to a GCC academic counselor to pick up an Accommodation Agreement
(ADA/504 Plan). If you do not receive a referral to an academic counselor within three weeks of submitting your initial
request for accommodations please contact Disability Services to confirm the receipt of your forms and medical
documentation.

Students do not need to register with Disability Services in order to meet with an academic counselor or to access
college support services. Students who feel that they may require some additional academic support and skill building
are encouraged to take advantage of the many services that are available, such as peer tutoring, the writing and math
assistance programs and the math studio.



Please be aware that accommodations may take up to 12 weeks to obtain, so students are strongly advised to establish
eligibility with Disability Services for services and meet with a GCC academic counselor well before the semester
begins.

Procedures for Requesting a Sign Language Interpreter

Since Greenfield Community College is located in a rural area, locating sign language interpreter at the last minute can
be a challenge. Many interpreters require at least three weeks advance notice for scheduling. For these reasons, it is
essential that interpreter requests be made in a timely manner. To arrange for a sign language interpreter, please
contact the office of Disability Services.

If you already know of a qualified interpreter in the Greenfield area that you would like to work with, please bring/send
appropriate information so that we may contact that individual regarding their availability. The college does consider
student preferences when hiring interpreters.

When contacting Disability Services to arrange sign language interpreter services, please have the following
information ready:

Date, time and duration of the class.
Name of instructor.
Location of class meeting or activity.

An explanation of what the event is (lecture, test, etc.) and any special circumstances (ASL interpreter, signed English,
oral, etc.).

Forms for requesting a sign language interpreter are also available online at
http://www.gcc.mass.edu/resources/ds/docs/interpreter.doc .

Dining Areas
Up-to-date menu and catering information may be available at our website, www.gcc.mass.edu/offices/food/ .

The Café Academia is wireless internet café and food court located in the front of the East building (E106). The food
court is a joint venture between the College’s student body Business Club and the College’s administration. The food
court features daily specials along with soups, salads, pizza, wraps, grinders, gourmet sandwiches, pastries, beverages
and organic, kosher and fair trade air roaster coffee from Pierce Bros Java Coffee Roasters. The area will is open from
7:30 a.m. to 2 p.m. throughout the fall and spring semesters and from 9 a.m. to 1 p.m. during the summer months.

Vending machines are also available throughout the campus at the following locations:
* North 101 (the end of the hall next to the College Store) | Internet access available
* North 252 (sitting area between stairs going to 3rd floor)
» North 357 (sitting area between stairs going to 4th floor)
» South 234 (sitting area between stairs going to 3rd floor)
» South 353 (sitting area between stairs going to 4th floor)
» East 106 (Café Academia area)

Health Service

The Health Service is open from 9:00am to 3:30pm daily. Nurses are available by appointment or on a drop-in basis.
Physician visits are available by appointment. All visits to the Health Service are free of charge.

Medical records are confidential and information cannot be released without permission of the student.

Health Services assists students in meeting mandatory state immunization requirements. (see College Immunization
Law). Massachusetts’ law requires that students carrying 9 or more credits must be covered by medical insurance. Any
student not already enrolled in a medical plan must purchase the Massachusetts Community College Student Accident
and Sickness Insurance. Options are available for purchasing coverage for all family members.

Health Service Staff:

Coordinator, Donna Larson, R.N., Adult Nurse Practitioner: evaluation/treatment of acute health problems,
physical examinations, health counseling, help with referrals.

Nurse, Annette Moise, R.N.: illness consultations, health coun-seling, immunizations, first aid, help with referrals.
Assistant, Jan Robert: appointments, immunization require-ment info, insurance information.

Physician, Sarah Kemble, M.D.: evaluation/treatment of illness, physical examinations, health counseling.



Academic Computing

Monday — Thursday 8am — 10pm
Friday - 8am — S5pm
o Staff located in E137 of the East Building
Open PC Lab located in E139 of the East Building
Other open hours are in the Downtown Center and S212.
MAC Schedules for the Electronic Studio are posted at the entrance to the Macintosh Lab area.
(413) 775-1368 for PC services
& (413) 775-1365 for MAC services
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The Academic Computing facilities of Greenfield Community College are designed to meet the computing needs of all
GCC students. Students are given access to hardware, software, and personnel so that they may use these computing
tools to achieve their full academic potential. We suggest you review the Student Academic Computer Handbook on
our web site http://www.gcc.mass.edu/foldergeninfo/studenthandbk.html for learning more about Academic
Computing.

You must abide by the Acceptable Use of GCC Computer Network Policies. Profanity, harassing, obscene, or sexually
explicit materials may not be sent through, downloaded to or transmitted from the GCC system. Such use will result in
immediate termination of all access privileges and possible legal action. Additional GCC Network policies are located

on the GCC web site at http://www.gcc.mass.edu/foldergeninfo/policies.html.

Career Center

The mission of the Career Center at Greenfield Community College provides students, alumni, and members of the
community with the opportunity to gain skills and knowledge is to assist present, past and future students, along with
members of the community, in evaluating what skills/experiences they accumulated in and outside the classroom,
encourage successful articulation of those acquired skills, and offer job search strategies so they enter or re-enter into
the world of work with the enduring capacity to improve their quality of life. Individual counseling is available to
assist in assessing a career path or major most suitable to one’s interests, values, abilities, and lifestyle. The Center also
provides access to computers (to type resumes or for internet research), a career library (books with job/career ideas for
every field of study or interest), and career assessments. If you can’t stop by the Center make sure to visit the website at
www.gcc.mass.edu/resources/career for local job postings, career workshops, employer visits and resume or cover
letter information.

Career Center Staff:
TBA, Coordinator
Carol Leary, Career Center Assistant
Phone: (413) 775-1818

Telephones

College telephones are strictly for college business. There are eight pay phones available for student use; there are five
in the Main Building, three in the lobby, one each on the North and South second floors opposite N225 and S206 and
three just off the main lobby in the East Building.

Library
Fourth Floor North ¢ (413) 775-1830 « reference@gcc.mass.edu

Information:
Directors, Ellen Carey (413) 775-1834 and Deb Chown (413) 775-1832
Public Services Librarian, Ellen E. Paris, (413) 775-1834
Circulation, Terry Smith, (413) 775-1837;
Technical Services, Hope B. Schneider, (413) 775-1833,
Evening & Saturday Librarian, Jeri Moran, (413) 775-1829 voice mail

Regular Semester Hours:
Monday-Thursday 8:00 a.m. to 8:30 p.m.
Friday 8 am — 5 p.m.

Saturday 10 am — 4 p.m.

Resources:

49,000+ books

17,500 non-print items

192 periodical subscriptions

49 electronic database subscriptions



Facilities:
Electronic access to periodical indexes and articles, Internet access, self service photocopier, self service microfilm
copiers, microfilm reading room, quiet study area, language laboratory, video viewing equipment and rooms, adaptive
equipment and software.
Services:
Reference and/or research assistance for individuals upon request or by appointment, individual and group library
instruction upon request or by appointment, course reserve materials, interlibrary loan for materials outside of the GCC
Library collections.
Special Collections:

Archibald MacLeish Collection — located at Memorial Library,

6 Memorial Dr., Deerfield

Pioneer Valley Resource Center

Yankee Nuclear Power Station Information Repository
Borrowing and Lending Policies

The Library has books in the following subject areas in room N401:
Art (N)
Photography (TR)
Children’s Literature (C.Lit)

For items in other subject areas, you will need a GCC library Card to request books one day in advance in order to
check them out:

Requests placed each day will be available for check out at the Library Circulation Desk after 2P.M. for the following
weekday. Requests placed before noon on Friday will be available anytime on Saturday. Books will be held for 7 days
and then returned to the circulating collection if not picked up.

Circulating books may be taken out for 4 weeks and may be renewed once.

Users may borrow upon presentation of a valid GCC library card. Library card will be issued upon presentation of a
valid student 1.D. card or other proof of identification.

Reference books, periodicals, video DVDs, newspapers, and rare books must be used in the Library.
Reserve materials are available at the Circulation Desk and must be used in the Library.

Circulation Policies — Overdue Materials:

When Library materials become a month overdue, your college record is flagged and you are subject to: suspension of
borrow-ing privileges; disqualification from registration; withholding of grades, transcripts, and diploma or certificate;
service charges.

There are no fines for overdue material, but borrowers must pay the average replacement cost of all unreturned material
plus a service charge for each overdue item. Borrowers will pay the Service Fee once the account has gone to
collection.

One courtesy reminder is sent for overdue material before a bill for the replacement cost plus the service charge is
rendered.

Borrowers may not check out additional materials without first returning all overdue items.

EATING IS NOT PERMITTED ANYWHERE IN THE LIBRARY. DRINKING CONTAINERS WITH CAPS OR
LIDS MAY BE USED IN THE LIBRARY.

Educational Technology Support Center (ETSC)
Location S314 ~ (413) 775-1842, etsc.gcc.mass.edu
Hours:
Days, Monday — Friday 8:30 a.m. to 4:30 p.m.
Nights, Monday — Thursday 5:15 p.m. to 10:00 p.m.
Student Equipment Circulation Hours:
Monday to Friday 10 a.m. to 1 p.m.

The Educational Technology Center (ETC) is a college-wide support service developed to assist faculty, staff, and
students in teaching and learning through the integration of technology into the educational process.



The ETC schedules, distributes, and maintains media related classroom presentation equipment throughout the campus
and provides student equipment circulation. ETC works with faculty and staff in the design, production and evaluation
of teaching materials for all academic programs. Using technology based experiential learning, ETC offers workshops
in media literacy, group building, and communication. The production facility houses a complete television production
studio, a 60-seat multimedia presentation studio, a 10-station multimedia computer lab, digital video editing suites,
computer animation workstations, satellite and cable distribution area, faculty multimedia production areas, media
duplication and institutional media archives.

By appointment, the staff provides training to the College Community in the operation of presentation and production
equipment. Equipment and services are available for GCC academic purposes in direct or indirect classroom support
and subject to the institutional lending policies.

Cooperative Education

Cooperative Education is a program in which students receive credit for work experience that relates directly to their
program of study and/or career goals. It is a supervised, on-the-job work experience that helps students to gain skills
and knowledge in a particular work environment. By participating in a cooperative education experience, some students
are better able to make career and major choices. For more information about this program, stop by the Career Center
in the Main Building or call us at (413)775-1818.

Service Learning

Service learning is a teaching method which uses community service activities as part of the medium of learning. It
includes two dynamic and related parts to the instructional activity:
¢ Community service—the student is actively involved in providing a service at a community based non profit
organization or agency.
o Active learning—the student draws lessons from the experience of performing service work at a community based
organization or agency. Reflection activities afford the student the opportunity to identify the learning that has
occurred from the service component.

The number of community service hours required is determined by the instructor and they are unpaid. Service learning
activities may be optional or mandatory, depending on academic course requirements. The Cooperative
Education/Service Learning office is available to assist students in the development of service learning placements. For
further information, call Sue McGowan (413)775-1337.

Alumni Association

The Greenfield Community College Alumni Association is an independent organization that cultivates lifelong
relationships with current and future alumni. As a committed partner and supporter of the College, the Association
strives to foster connections among graduates, former students, current students, friends, and the community.

The Alumni Association has created an endowed scholarship fund, with alumni serving on the selection committee.

The Alumni Association meets the fourth Thursday of every month at 5:30 p.m. at the Downtown Center, 270 Main
Street in Greenfield. All alumni are welcome and encouraged to attend. The Association works on many exciting
projects, for example, the GCC alumni calendar that is distributed at graduation in June. It features twelve alums
whose lives were changed by the college. You can visit the Alumni Association website at http://alumni.gcc.mass.edu
to learn more.

For more information, contact Regina Curtis (‘86), President of the Alumni Association at (413) 775-1426 or
curtisr@gcc.mass.edu.

STUDENT LIFE PROGRAM

Student Association

The Student Association of Greenfield Community College is the basic structure within which the Student Senate and
the Student Life Program exist. All students who pay the student activities fee are considered to be members of the
Association. Members may hold office, vote in elections and participate in association pro-grams.

Student Senate

The Student Senate, elected by members of the Student Association, approves student organization budgets and
supervises expendi-tures with the consent of the college President or his/her designee. Its objectives are:

+ to promote and support activities that enhance the life of the college community;

« to administer and allocate the funds of the Student Association in conjunction with the administration;

« to represent the students on and off the campus;



+ to act with designated college officers in supervising the college activities program.

Student Life Office

The Student Life Office provides a comprehensive program of student activities including clubs/organizations,
concerts, live theatrical performances, lectures, fitness, parties, novelty events, Student Senate, Spring Week, and
Commencement which are readily available to students. Each activity offers an opportunity for student leadership and
participation. Participation enables the student to experience the development and implementation of ideas, and
simultaneously an exposure to others with varying backgrounds and interests.

Performing Arts

The Theatre and Music Departments both offer opportunities for student performances. The college choir performs
both within the college and the community several times each year. At least one major theatre production is presented
each semester. Participation in all performing arts is open to members of the college community.

Fitness Center

The Fitness Center currently has a variety of cardiovascular and strength training equipment. Three treadmills, a rower,
a bike, an elliptical trainer and a stepper can be used for cardiovascular training. Free weights, a cable station, leg
press, lat pull down, and a few select computerized machines are available for strength training. The Fitness Center is
FREE to all students and is open daily Monday through Friday. Hours for daily use are posted at the beginning of each
semester right outside the Fitness Center, which is located in the East Building in Room E109. Requirements for
membership are 1) member of GCC Community (students, staff, faculty) and 2) all appropriate paperwork has been
filled out and approved by the Fitness Center Coordinator. For more information, please contact the Fitness Center
Coordinator at (413) 775-1143.

Activities Hours

College faculty, staff, administration and the Student Senate have agreed that no classes will meet during the Activities
Hours. These hours are every Monday, Wednesday and Friday from 12:00-12:50pm during the semester. The college
community is encouraged to participate in social, cultural and recreational events during these hours. College
committee meetings, club meetings, concerts, guest speakers, and special events are available for your enjoyment and
relaxation.

CLUBS AND ORGANIZATIONS

ACTIVITIES COUNCIL—PIans, organizes and participates in social, recreational and cultural campus activities.
Examples are concerts and lectures. Advisor: Merryl Sackin, 775-1201

BUSINESS CLUB--Operates an on-campus cafe, and provides social activities and trips for both business and non-
business students. Advisor: Thom Simmons, 775-1482, simmonst@gcc.mass.edu

HUMAN SERVICES CLUB—Provides service to the community and a forum for discussing contemporary issues in
the field. Advisor: Abbie Jenks, 775-1127, jenks@gcc.mass.edu

INTERNATIONAL STUDENTS CLUB—Sponsors social, educational and cultural events in order for international
students to meet each other as well as other GCC students. Advisor: Kit Carpenter, 775-1226, carpenter@gcc.mass.edu

LACUNA—An online creative writing and art magazine where GCC students publish their work on the web. Advisor:
Christine Jones Monahan, 775-1273, monahan@gcc.mass.edu, http://www.onlinegcc.org/lacuna/

MASS PIRG (Massachusetts Public Interest Research Group)—student directed organization that conducts research
and advocacy on consumer and environmental issues. Advisor: Brian Adams, 775-1454, adamsb@gcc.mass.edu

MULTI CULTURAL CLUB—Provides an opportunity for the GCC community to learn about the many diverse
cultures present on campus. Advisors: Herb Hentz, 775-1809, hentz@gcc.mass.edu and Dovi Afesi, 775-1255

PEACE & SOCIAL JUSTICE CLUB---Practices, promotes and assists in maintaining a peaceful campus. Advisor:
Abbie Jenks, 775-1127, jenks@gcc.mass.edu and John Tierney, 775-1137, tierneyj@gcc.mass.edu

PHI THETA KAPPA—AIlpha Sigma Omicron Chapter--National Honor Society for two-year colleges. Membership
is based on academic achievement and citizenship qualities. Advisor: Robert LaPalme,

775-1143, lapalme@gcc.mass.edu

QUEER-STRAIGHT ALLIANCE CLUB— A welcoming social setting for students of all genders and sexual
orientations. All students are welcome. Advisor: Christine Jones Monahan, 775-1273, monahan@gcc.mass.edu



TUITION, FEES AND EXPENSES

Tuition, Fees and Expenses

The information in this booklet, including information regarding tuition, fees and expenses, is subject to change at the
discretion of Greenfield Community College, the Greenfield Community College Board of Trustees or the
Massachusetts Board of Higher Education.

Tuition and Fees Payment

In accordance with college policy, all charges for tuition and fees are due and payable approximately three weeks
before classes begin. Students are urged to make payment by mail. Bank checks or money orders should be made
payable to Greenfield Community College. DO NOT MAIL CASH. A $15 CHARGE will be issued for all checks
written to GCC with insufficient funds. Students may not attend classes until all tuition and fees are paid.

The green billing worksheet is sent to each student with their bill. Its purpose is to assist in the configuration of the
tuition and fee bill that is enclosed with it. It literally walks the student through areas such as possible deductions of:
scholarships, third party purchase orders, tuition waivers, financial aid, AMS contracts, etc. It concludes with an
“amount due” and must be returned with their payment to the Business Office by the recommended due date.

The college has arranged with Academic Management Services (AMS) for a program allowing students and parents to
pay tuition and fees for a given semester in up to four payments, made month-ly August-November for fall and
January-April for spring. A fee of $35 is charged for this service by AMS. Information and instruc-tions are available
in the Business Office. AMS information must be received by the billing due date.

Late Payment Fee

A Late Payment Fee of $10.00 per month will be assessed to students who do not pay their bills in full within 30
calendar days of the due date. Students who have made arrangements to pay their bills in accordance with a written
payment plan would also be charged $10.00 each month if they do not meet the agreed upon pay-ment schedule.

Collection Charges

Students with unpaid balance at the end of each semester will be referred to the College’s collection agencies for
further action. Additional collection cost of up to $255 of the balance due will be the students’ responsibility to pay.

Classification of Students

Students carrying 12 or more credit hours per semester are full-time students. Students carrying less than 12 credits per
semester are part-time students.

Certificate of Residency

To be entitled to the low tuition rate of Massachusetts, a student must submit a Certificate of Residency. This form is
available in the Registrar’s Office and should be returned there. To receive Massachusetts State Tuition Waiver, Mass
Grant (formerly the State Scholarship), Mass Cash Grant, or Massachusetts No Interest Loan, a student must be
financial aid eligible and have been a resident of the state of Massachusetts for one year prior to September 1 of the
corresponding school year.

PLEASE NOTE: The residency requirements are attached to the official application to the college. In general, one is
considered a Massachusetts resident if he/she has been in continuing residence in Massachusetts for six months
immediately prior to the date of application to the college and has established a domicile in Massachusetts.
Massachusetts residents can take advantage of the in-state tuition charges. Students eligible under the New England
Regional Student Program of the New England Board of Higher Education (NEBHE) will pay 150 percent of the
Massachusetts resi-dent tuition.

Tuition Costs

Tuition Costs Fall 2006 and Spring 2007 Per Semester
Massachusetts Residents $26.00/credit
Regional Students (NEBHE) $39.00/credit
Out of State & Foreign Students $281.00/credit

Evening/Summer Students $26.00/credit



Annual Board of Higher Education — Affordability Disclosure Statement

Students who attend Greenfield Community College and other public higher education institutions in Massachusetts
receive a substantial subsidy of their cost of education through a state appropriation. The state appropriation lowers the
cost of tuition and fees to students. Many needy students also receive financial aid awards to further reduce their costs.

The annual cost information below is an example of the net cost to a Massachusetts resident taking 30 credit hours per
year at Greenfield Community College. Individual costs will vary depending on each student’s particular
circumstances.

Full annual operating cost per student (estimate)$10,807.00

- State annual operating subsidy (estimate) $6.,800.00
= Annual tuition and mandatory fees $4,007.00 (30 credits)
- Student annual financial aid (average) $2.376.00
= Net Student Cost $1,631.00

In addition to the state subsidy and student financial aid, students may also be eligible for federal income tax credits
(Hope Scholarship). The average expected federal tax credit for a full time student is $1,000 at Greenfield Community
College. Actual tax credits will vary with a maximum being $1,500. Tax credits do not reduce the initial cost to attend
college, but are instead a reimbursement of tuition paid. In the example above the student’s cost would be fully covered
through financial aid and the tax credit. For more information about tax credit eligibility, refer to Internal Revenue
Service instructions or ask your tax advisor.

Student annual financial aid includes all federal and state grants and tuition waivers that may be applied directly to the
College’s tuition and fees. Tuition and mandatory fees reflect the cost of the courses; it does not include health
insurance, textbooks or other miscellaneous fees.

Tuition Refunds

The college has different refund policies for day division courses, evening/summer division courses and credit-free
workshops.

To be eligible for a refund, the student must officially withdraw. Mere failure to attend class or notification to the
instructor will result in a failing grade for the course and the tuition balance will still be due. The student must complete
and submit an add/drop form (to withdraw from individual classes) or a withdrawal form (to withdraw from the
college) to the Registrar’s Office. The date of filing will determine whether the stu-dent will receive a refund.

For financial aid purposes, enrollment is “frozen” after the “add” period ends at the beginning of the semester. Classes
dropped prior to freezing enrollment - may not be covered by financial aid.
¢ 100% of tuition and fees are refundable before classes begin

& 75% of day tuition and 50% of evening tuition is refundable during the first ten days of the term. Thereafter there
is NO REFUND.

Please allow 6 weeks processing time for refunds.

Financial Aid Awards Adjustment

Students dropping classes or withdrawing from classes may have their aid adjusted. Please read the Financial Aid
section of this handbook.

Refund Exceptions

Students may request an exception to the refund policy by writing to the Dean of Administrative Services. Exceptions
are made on a case-by-case basis. The request should contain enough information to allow an examination of all the
pertinent facts and include any applicable documentation which will strengthen the request. Students should submit
their requests to:

Dean of Administrative Services

ATTN: Karen Bross, Administrative Assistant

One College Drive

Greenfield, Mass 01301-9739

Students also may submit requests via e-mail to hillier@gcc.mass.edu with a cc: to brossk@gcc.mass.edu. If the
request includes additional documentation, students should submit the request by the traditional postal service route to
Karen Bross.



NON-REFUNDABLE FEES

Registration Fee

The college charges $20 each semester to cover the administrative costs of registration.

College Services Fee

The college charges $103.50 per credit to help pay the costs of classroom and laboratory instruction materials, among
others.

Health Service Fee

The college charges students taking courses in the day $11 each semester to support the Health Service Office and the
services it provides.

Student Activities Fee

The college charges students taking courses in the day $30 each semester to support the Student Senate and a range of
cultural, social and recreational activities for students. In addition, payment entitles each student to the student
handbook, student identification card, Orientation and Commencement. This fee is authorized by the Massachusetts
Board of Higher Education as recommended by the Greenfield Community College Student Senate.

MassPIRG Fee (waivable)

The Massachusetts Public Interest Research Group is a statewide student organization that offers professionally
supervised projects and internships on consumer, environmental and other issues of public interest. GCC students have
voted to fund a MassPIRG Chapter at GCC by a voluntary contribution of $9 per semester. The college charges
students taking courses in the day $9 each semester. This charge may be waived by initialing the appropriate item on a
billing worksheet and submitting the worksheet to the Business Office.

FINANCIAL OBLIGATIONS

Failure to satisfy all financial obligations to the college will result in a “hold” on your account and the following
actions:
1. Withholding of grades.
Withholding of all academic transcripts to potential employers, educational institutions, organizations, etc.
Withholding of diploma / certificate.
Disqualification for subsequent registration.
Release of any other information relating to the student’s enrollment at the college.
6. Administrative withdrawal from classes.
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Financial obligations include library books and materials, defaulted loans (institutional and federal), equipment and all
fines.

All persons failing to meet legitimate obligations of the college are subject to collection agency service charges.

HOUSING

Greenfield Community College does not provide dormitory facili-ties. - The College does not assume responsibility for
placing students in housing accommodations. A housing informa-tion booklet is available upon request each June in the
Student Life Office. It is also suggested that students check the local newspapers and ad board next to the Student Life
Office for available local accommodations.

COLLEGE PARKING AND PUBLIC TRANSPORTATION

Ample, well-lighted free parking space has been provided on cam-pus. For those who do not drive, there is regular bus
service from Court Square in the center of Greenfield, which is scheduled to meet class hours at the college. A bus
schedule can be obtained from the desk in the lobby of the Main Building.



INSURANCE PROGRAMS

Accident and Health Insurance (waivable if applicable)

All students who are registered for nine (9) credits or more and are enrolled in a degree or certificate program are
required by state law to be covered by health insurance. There will automatically be a $833 charge for the academic
year on your bill for students who register for the 2006 Fall semester. If you register for only the 2006 Spring semester
you will be charged $558. Students are covered by the Massachusetts Regional Community College Student Accident
and Sickness Insurance from September 1, 2006 - -August 31, 2007. An insurance plan is also available for family
members at an additional cost.

If you are already insured, you MAY WAIVE the insurance. The insurance waiver information must be filled out in its
entirety on your billing worksheet and returned with your payment by the billing due date. If you do not submit the
waiver information, you will automatically be charged and owe for the insurance coverage.

You may purchase the insurance plan if you are taking fewer than nine credits by filling out a part-time student
insurance application form obtainable in the Business Office and submitting it to the insurance company.

Life Insurance

Applications are available for life insurance sponsored by the Commonwealth Division of Savings Bank Life
Insurance.

VETERANS’ INFORMATION

The college is approved by the Veterans Administration for atten-dance by veterans eligible for VA Educational
Veterans of the United States armed services, or dependents of a deceased or disabled veteran, may be eligible for
Federal veterans’ educational assistance benefits. Contact the Veterans Administration to determine your eligibility at
www.va.gov/education or at 888-442-4551. For general information, contact our Certifying Official in the Financial
Aid Office, at (413) 775-1102 or (413) 775-1109.

In addition, the Commonwealth of Massachusetts provides tuition exemptions at public colleges and universities to
veterans who have been residents for one year prior to the beginning of the academic year. Members of the
Massachusetts National Guard may also be eligible for tuition assistance. Those seeking to use a tuition waiver for any
of these classifications must submit a completed Tuition Waiver form and provide documented proof of your status,
such as a DD214, NOBE, or TAGMA Certificate. (See Tuition Waivers, page 21, for further details.)

Selective Service

Although draft induction expired on July 1, 1973, Selective Service laws require registration of all young men within
the 60-day period commencing 30 days prior to their 19th birthday. Register with your local post office or, if you are
temporarily residing in the Greenfield area while attending Greenfield Community College, with the Selective Service
Office, Court House, Springfield, Massachusetts. Men must be registered with Selective Service in order to be
considered eligible for financial aid.

FINANCIAL AID

Greenfield Community College offers assistance to students with financial need, in an effort to enable all students to
attend the col-lege, regardless of financial resources. The financial aid offered typ-ically consists of a combination of
gift aid, such as grants and schol-arships which do not have to be repaid, and self-help aid, such as on-campus or off-
campus jobs and loans which must be repaid. The financial aid funds come from a variety of federal, state and private
sources. (Students interested in studying abroad will be considered for Financial Aid).

A copy of the Federal Student Aid Handbook containing regulations concerning Student Consumer Information
is available in the Financial Aid Office.



Programs

Greenfield Community College participates in all of the major fed-eral and state financial aid programs, including the
following:

1. GCC Institutional Scholarships. This year the Foundation funded two scholarships : The Greenfield Community
College Golf Scholarship (GCCS) and the Deerfield Plastics Scholarship. The GCC Foundation conducts a golf
tournament in the Spring as the primary fund-raiser for the GCCS. The Deerfield Plastics Scholarship has been
generously donated by the Barker family as a way to say thank you to the community where they conducted their
business. GCC also awards GCC Institutional Scholarships (GCIS) and Greenfield Traftic Fine Scholarships (GTFS.
All of these are contingent upon funding.

2. Federal Pell Grant Program. This is a federal program which pro-vides grants to students with exceptional financial
need. The Federal Pell Grant must be applied for by using the Free Application for Federal Student Aid (FAFSA). Pell
Grant amounts vary depending on whether the student is enrolled full-time (12 credits or more), three-quarter time (9-
11 credits), half-time (6-8 credits) or less than half-time (3-5 credits) and as determined by the federal methodology.

3. Federal Supplemental Educational Opportunity Grant Program. Using federal funds obtained by the college, this
program enables the college to offer grants to students who have demonstrated exceptional financial need. Such grants
do not need to be repaid.

4. Federal Perkins Loan. Using federal and state funds, this program allows the college to make low-interest, deferred-
payment loans to students with demonstrated financial need. Repayment begins 9 months after the student withdraws,
graduates or drops below 6 credits. Entrance/Exit Interviews required.

5. Federal Subsidized Stafford Loan and Federal Unsubsidized Stafford Loan. This pro-gram enables students with
financial need to obtain low-interest deferred-payment loans through banks or other lending agencies. Students obtain
applications from the GCC Financial Aid Office and must maintain minimum enrollment of 6 credits throughout the
semester. Repayment begins 6 months after the student withdraws, graduates or drops below 6 credits. Entrance/Exit
Interviews required annually.

6. Federal Parent Loan. This program lets a parent of a student receive a loan to pay a student’s educational expenses.
Students must be dependant and enrolled at least half-time. Parents must have no adverse credit history.

7. Federal Work-Study Program. This program, using federal and state funds, enables the college to offer part-time, on-
campus and off-campus community service employment to students with demonstrated financial need as a way of
assisting them in meeting college expens-es. Federal Work-Study cannot be used to defer payment of a tuition and fee
bill.

8. Nursing Student Loan Program. Using federal and state funds, this program allows the college to make low-interest,
deferred-pay-ment loans to nursing students with demonstrated financial need. Repayment begins 9 months after the
student withdraws, graduates or drops below 6 credits. Entrance/Exit Interviews required.

9. Massachusetts Cash Grant Program. The Massachusetts Cash Grant Program provides grant funding to students who
demon-strate financial need.

10. Massachusetts Tuition Waiver Program. The Commonwealth of Massachusetts allows the college to waive all or
some tuition of stu-dents with demonstrated financial need who have been Massachusetts residents for at least one
year prior to September 1 of the corresponding school year.

11. Massachusetts Grant Program for Full-Time Study. This state program offers scholarships to full-time stu-dents
(12 or more credits) who are Massachusetts residents and who have demonstrated financial need. Students must submit
the Free Application for Federal Student Aid (FAFSA) by May 1 of the year in which the academic year begins in
order to receive full con-sideration. Awards are governed by the Board of Higher Education’s Office of Student
Financial Assistance.

12. Massachusetts Part-Time Grant Program. The Commonwealth of Massachusetts provides grant funding to students
who demonstrate financial need, are enrolled for at least 6 credits but fewer than 12 credits in a semester, who have
resided in the state for one year prior to the opening of the current academic year.

13. The John and Abigail Adams Scholarship. The Adams Scholarship is based on a student’s performance on the
grade 10 English language arts and Mathematics assessments of MCAS. It provides a tuition waiver for eight
traditional semesters. Students must first apply for financial aid. Students who receive the Adams Scholarship must
maintain a 3.0 grade point average.

14. State Grants The Vermont Student Assistance Grant Program (VSAC) and the New Hampshire Incentive Grant
Program (NHIG), as well as similar grant programs in Maine and Rhode Island, may provide additional grant
assistance to students enrolled part or full-time, who have been legal residents of their respective states, and who
demonstrate financial need. Students apply directly to their respective state agencies for consideration.



15. Massachusetts Teacher Preparation Grant. The Commonwealth of Massachusetts and the Office of Student
Financial Assistance (OFSFA) award this scholarship to Massachusetts residents who are enrolled in a university, state
college or community college. Recipients must have worked or be working as a paraprofessional in a public school in
the Commonwealth. Students must be enrolled in a field of study leading to a certification as a teacher in bilingual
education, special education, math, science or a foreign language.

Application Procedures

In order to receive consideration for financial aid awarded by the college, applicants must be admitted to the college in
an approved college degree or certificate program. The documents mentioned below must be completed for each
academic year:
¢ GCC Financial Aid Application (0607) is the aid office’s application form. Once completed, it gives financial aid
counselors additional information to use in evaluating student eligibility for financial aid. It is also available at
GCC’s Financial Aid web site, http://www/financial aid/apply.html .
¢ Free Application for Federal Student Aid (FAFSA) may be obtained from GCC’s Financial Aid Office and sent in
the accompanying envelope. It may also be completed at the FAFSA web site, http://www.fafsa.ed.gov .
+ In addition to the above two documents, students may be asked to submit their Student Aid Reports (SAR’s).
Students receive these Reports directly from the Department of Education after their FAFSA’s have been
submitted.

Priority Deadline: To be consid-ered for all available financial aid, students should have a complet-ed file before
April 15. Files not completed within 30 days of the end of the semester will not be considered for aid. The Financial
Aid Office will make every attempt to notify students who meet this deadline of an award before their bills are due in
August.

Entrance/Exit Interviews: All student loan applicants/recipients are required to attend an Entrance and Exit interview
each year that they receive a loan.

The college recommends that students request only the minimum amount necessary to cover their educational costs to
reduce their future loan burden. Students will be notified about the place and time of the meetings. Funds will not be
disbursed until these requirements have been fulfilled.

& Packaging Policy: The financial aid which the college awards from the FSEOG (Federal Supplemental
Educational Opportunity Grant), Massachusetts Cash Grant, FWS (Federal Work-Study), Federal Stafford Loan,
Greenfield Community College Scholarship, NSL (Nursing Student Loan) and Tuition Waiver programs is based
solely on financial need. Applicants’ financial need is determined by subtracting students’ estimated family
contributions from their estimated student expenses. Applicants who applied prior to April 15 are given priority
aid pack-aging.

¢ Bookstore Charge Policy and Disbursement of Excess Funds: Students who receive financial aid from certain
Federal and Massachusetts programs may have accounts established in the college bookstore each semester.
(These programs include Federal Pell Grant, Federal Supplemental Educational Opportunity Grant, Federal
Perkins Loan, Federal Nursing Student Loan, and/or Federal Stafford Loan, and Massachusetts Access Grant —
commonly called “MassCash”- and Massachusetts Tuition Waiver.) Students must provide a release to the
Financial Aid Office requesting that the aid office establish a bookstore charge account. Tuition, fees, and
Bookstore purchases are charged against students’ accounts to the extent that students’ financial aid allows. (The
Financial Aid Office will not use students’ Federal Perkins Loan or Federal Nursing Loan funds in determining
bookstore accounts unless students have completed Entrance Interviews.)

Verification Policy

WHAT IS VERIFICATION? Your application for student financial assistance may have been selected for review. This
process is called verification; you will need to provide the Financial Aid Office the documents which are needed to
complete verification. The law requires us to complete the process of verification before we approve your financial aid
package, and in some cases, like the Federal Stafford Loan Program, before we process an application.

Copy of the IRS Income Tax Return may be requested for the calendar year preceding the year in which the academic
year begins. Students will be contacted to submit their parents’ or guardians’ IRS form if the applicant is a dependent
student (as determined by FAFSA), and the applicant’s IRS form to the Financial Aid Office at the college.

An outline of the policies and procedures that govern the verifica-tion process are as follows. Your responsibilities and
the deadlines you must meet are also provided. If you do not submit this infor-mation, you may not receive your
financial aid. If you have ques-tions about the verification process, please contact the Financial Aid Office.

Completion of Verification
When the verification review is completed you may receive:
+ A follow-up form requesting you to make corrections on your application and in some cases, submit those
corrections to the processing center; or
¢ An award letter confirming your financial aid awards.



Consequences
Your failure to provide the required documen-tation within the specified time period could result in:
¢ Loss of financial aid for the semester or academic year;
« Future applications for financial aid may not be processed;
¢ Your financial aid application material may be forwarded to the U.S. Department of Education for review.

Summary

The selection of an application for verification review does not mean that we believe your information is incorrect.
Some applications are selected based upon a set of common edits which check data for consistency and logic. Data is
checked against the Social Security Administration, Immigration and Naturalization Service, Veterans Administration
and National Student Loan Data Base to ensure that these benefits are being reported correctly. During the time an
applicant is completing the verifica-tion process, no funds may be disbursed. If a student is seeking a Federal Stafford
Loan, the application cannot be certified by the institution or sent to the lender until verification is completed.

This verification process is required by federal regulation. We are required to adhere to these procedures.

Repeated Class Policy

Students who have received credit for a class and wish to repeat that class are not eligible for financial aid to cover the
charges for that class. You will be eligible to receive financial aid for a course which you are replacing a grade of “F”’.
A detailed Repeated Class policy is available in the Financial Aid Office after the start of the school year.

Special Conditions

Students who have unique financial circumstances that have changed their financial situations from the previous year
should contact the Financial Aid Office to see about completing a “Special Circumstance” form. Forms must be
submitted no earlier than July 1, 2005.

Standards of Satisfactory Academic Progress

All students will be academically eligible for financial aid during their first semester of attendance at Greenfield
Community College, regardless of their previous academic experience.

After their first semester of attendance, students must maintain sat-isfactory academic progress in order to remain
eligible for financial aid in subsequent semesters. To maintain satisfactory academic progress, students must not be
dismissed from, suspended from, or placed on academic probation by the college, according to the cur-rent academic
standing policy published in the college catalog, student handbook, and elsewhere. In addition, students must earn the
following minimum number of credits for each semester of attendance, regardless of whether they received financial
aid during that semester, based on each student’s enrollment status as of one week following the end of the add/drop
period:

NOTE: “Semester” refers to the semester of enrollment in a degree or certificate program at Greenfield Community
College, i.e., first, sec-ond, third, etc. “Credits” refers to the minimum number of credits which must be earned for each
respective semester in order to remain eligible for financial aid.

Full-time Enrollment (12 or more credits)
Semester: 1 2 3 4 5 6 7
Credits: 6 9 99 9 9 12 Total 63

Three-quarter-time Enrollment (9-11 credits)
Semester: 1 2 3 4 5 6 7 8 9
Credits: 6 6 6 6 6 69 9 9 Total 63

Half-time Enrollment (6-8 credits)
Semester: 1 2 3 4 5 6 7 8 9 10111213
Credits: 333336666 6 6 6 6 Total63

Less than Half-time Enrollment (1-5 credits)

Semester: 1 2 3 4 5 6 7 8 9 10 111213

Credits: 1 1111223333233

Semester: 14 15 16 17 18 19 20 21 22 23 24 25

Credits: 3 33333331313233 Total 63



The minimum number of credits are based on the maximum num-ber of semesters within which students should
complete their acad-emic programs, as indicated below:

Enrollment Status Assoc. Degree  Certificate
Full-time (12 + credits) 7 4
Three-quarter time (9-11 credits) 9 5
Half-time (6-8 credits) 13 7
Less than half-time (1-5 credits) 25 13

Measurement of satisfactory academic progress will begin when students first enroll in a specific degree or certificate
program. Students who change their major course of study and who do not complete their program within the
maximum number of semesters may appeal their status according to the Appeal Procedures below.

Students who do not earn the minimum number of credits may be placed on provisional status. Students may petition
the Director of Financial Aid for consideration. Provisional status may not be granted for more than two semesters.

Students eligibility for financial aid may be reinstated when they have earned the cumulative total number of credits
required, based on their enrollment status during each semester of attendance, pro-vided they also are not dismissed
from, suspended from, or placed on academic probation by the college.

Courses for which students receive grades of “Incomplete” will be included in determining students’ enrollment status
for the semes-ter in which the students originally enrolled in the courses. Subsequent completion of such courses will
be considered during the next evaluation of students’ academic progress.

Courses from which students withdraw following one week after the end of the add/drop period will be included in
determining stu-dents’ enrollment status.

All non-credit courses, remedial and otherwise, courses in which students originally enroll to audit and courses from
which students withdraw for officially approved medical reasons will not be con-sidered in determining students’
enrollment status.

Appeal Procedures

If the Director of Financial Aid determines that a student is not making satisfactory academic progress, the student may
start an appeal of that status with the Director. Appeals may be granted for unusual mitigating circumstances which
may include, but are not limited to, a change of academic major, the inability of the college to offer certain required
courses in a particular semester or year, exceptional remedial preparation required, and extraordinary family crisis.

Inquiries regarding financial aid may be made at the Financial Aid Office.

Withdraw Policy For Financial Aid Title IV Refunds

Students withdrawing from the college may have their financial aid payments adjusted to reflect the actual percentage
of time that they have attended class and/or other educational activity. This percentage will be calculated by the number
of days the student has attended the college divided by the number of days in the semester. The college and student
must return any unearned aid to the appropriate funding sources(i.e. Pell Grant, SEOG Grant, Stafford Loan). The
college will have only 30 days to determine the correct amount of funds the student has earned and notify the student if
a refund must be collected for any aid previously disbursed. (Students will need to work very closely with the Financial
Aid office as they withdraw from the college.)

Honors Convivium

The GCC Foundation offers various endowed awards and schol-arships to GCC students. These awards will be
presented at the Honors Convivium in May of each year. The application or nominating process will begin in February
of each year. These awards and scholarships include: 25th Anniversary Scholarship, General “Hap” Adams
Scholarship, Joanne M. Ball Scholarship, Channing L. Bete Scholarship, Alice D. Bitzer Nursing Scolarship, Bohne
Scholarship for Women in Transition, Florence Rawson Bramley Scholarship, Barbara Hannon Bourne Award,
Brattleboro Nursing Scholarship, Charles E. Carter Award, Ethel “Risky” Case Alumni Award, Ben Drabeck English
Composition Book Award, Saul Ellenbogen Award, Drs. Frederick & Helen Ellis Scholarship, Eleanor Farber
Memorial Scholarship, Farren Memorial Hospital Guild Scholarship, Evalyn N. Fitzroy Returning Adult Scholarship,
Franklin Medical Center Board of Organized Work Nursing Scholarship, Greenfield Community College Alumni
Association Award, William Hefner Memorial Peace Scholarship, Betty Higson Memorial Scholarship, Jonathan
Hubbard Scholarship, William C. and Patricia A. Jolicoeur Scholarship, Kennametal Greenfield Dino Emanuelli
Engineering Scholarship, Jane Lerner and Michael Bardsley ETP Scholarship, Jill Lewis Art ScholarshipSharon L.
Lorenz LPN/RN Scholarship, Virginia Low Scholarship, Alison Mace Massage Therapy Scholarship, Archibald
MacLeish Prizes for Art, English, and Political Science, Adam Markowski Criminal Justice Scholarship, Carolyn Nims
McClellan Dance Scholarship, Allan “Bucky” McGuane Scholarship, Robert Merriam Book Award, Phyllis Meyers
Scholarship, Harrison Parker Scholarship, Edward Peck Award, Hartley Pfeil Memorial Scholarship, Deborah
Rubenzahl Scholarship, Art & Marjorie Ruggles Scholarship, Dr. Arthur W. Shaw Scholarship, Carlton Stinchfield
Award, Lewis O. Turner Academic Award, Russell B. Wilkes Memorial Scholarship, and the Robert Mugar Yacubian
Transfer Scholarship.



ACADEMIC POLICIES AND PROCEDURES

When we admit you to GCC, we normally expect that you will undertake an organized program of courses that will
enable you to earn a certificate or an associate degree. You also may want to take credit or non-credit courses, during
either the day or the evening to enhance your occupational skills or to enrich your personal life, with-out pursuing a
degree or certificate. In addition, if you currently are enrolled in one of the area high schools, you may be eligible to
take credit courses that will help fulfill your high school graduation requirements, while earning credit toward a college
degree. To do so, you will need the written approval of your principal.

Matriculation

Matriculation is the process by which you officially declare your course of study and are accepted for admission in a
program lead-ing to the award of a certificate or degree. A high school diploma or high school equivalency diploma is
required for matriculation into a degree or certificate program. You may change your major or course of study any
time through the Registrar’s Office, but you should declare your intention regarding a program of study as early as
possible.

The Testing Center

The Testing Center offers GED testing, placement testing, currency testing, make-up and disability accommodation
testing in one quiet, calm and convenient place. GED testing is offered monthly while all other testing is generally
offered five-days a week by appointment. Prior to registering for courses, all students admitted to GCC must take
computerized placement tests in reading comprehension, English and mathematics. This assessment is designed to help
new college students achieve their educational goals by determining the most appropriate academic placement in these
critical skill areas. You may not need to take all or part of the CPT if you are auditing a class, or have already
completed a transferable course in English composition or mathematics at another college. (The mathematics course
must have been completed within the last five years.) Testing procedures and requirements are available on the
college’s website: www.gcc.mass.edu. For more information and for scheduling any test, call (413) 775-1147 or (413)
775-1821.

Advisor Assignments

Your engagement with faculty and staff, especially the relationship between you and your assigned advisor, is a key
element in your success. We encourage you to develop and maintain a close relationship with your academic advisor.
Your advisor can provide helpful guidance in selecting courses, exploring career options, and transferring to another
institution. Obtaining good advice early can help you to avoid problems later.

If you are enrolled in a degree or certificate program and take courses during the day, a faculty or professional staff
member will serve as your academic advisor. If you are enrolled in a degree or certificate program and take courses
only in the evening, an evening academic counselor will serve as your advisor. The Academic Advising Center assigns
most students enrolled in degree or certificate programs to academic advisors and makes every effort to ensure that the
your advisor’s academic discipline is related to your major and that your advisor has taught you in class. Faculty
advisors assist students in the selection of courses during the registration process, advise students regarding schedule
changes, help students understand college policies and procedures, guide students toward fulfilling their degree or
certificate requirements, discuss with students their educational and career goals, and refer students to other appropriate
services on campus.

You can find out who your advisor is, where your advisor’s office is located, and your advisor’s telephone number by
visiting or calling either the Academic Advising Center in N209 -N214 (413-775-1339) or the Student Services Office
N219(413-775-1801). Advisors generally post their office hours and other contact information on their office doors. If
you would like to change your advisor, please contact the Academic Advising Center.

Attendance

We expect you to attend class regularly. Absences may jeopardize your academic status at GCC and lower your grades.
Individual instructors and program coordinators have the authority to estab-lish attendance standards appropriate for
their courses, and they should inform you in writing of those standards at the beginning of the courses.

Religious Absences

We recognize that from time to time your religious beliefs may cause you to miss class or other college activities and
that you should not suffer any adverse academic effects as a result. The General Laws of Massachusetts, Chapter 151C,
Section 2B, provide you with certain rights in this regard, as follows:



Any student in an educational or vocational training institution, other than a religious or denominational educational or
vocational training institution, who is unable, because of his religious beliefs, to attend classes or to participate in any
examination, study, or work requirement on a particular day shall be excused from any such examination or study or
work requirement, and shall be pro-vided with an opportunity to make up such examination, study, or work
requirement which he may have missed because of such absence on any particular day; provided, however, that such
make-up examination or work shall not create an unreasonable burden upon such school. No fees of any kind shall be
charged by the insti-tution for making available to the said student such opportunity. No adverse or prejudicial effects
shall result to any student because of his availing himself of the provision of this section.

Changing Your Major or Your Advisor

One of the objectives of a college education is to explore and experiment with a variety of academic interests and
career options. As a result, we recognize that as your interests and goals evolve, you may want to change either your
major program of study or your academic advisor or both. If you would like to change your major, your advisor, or
both, contact the Academic Advising Center in N209 —N214 or call (413-775-1339) for additional information.

Credit Cap

You cannot take a course load of more than 18 credits except with the approval of your advisor and your advisor’s
Dean. To be eligi-ble you must be in good academic standing with the college.

Adding a Course

You may add courses through the first week of the semester with the approval of your advisor. You may add courses
after this time only with the approval of the instructor, the appropriate Dean and your advisor. You must use a drop/add
form to add courses, and the form must be submitted to and processed by the Student Records Office before the change
becomes official.

Dropping A Course

You may drop a course through the first two-thirds of the class. If you drop during the first third of the class, no record
of it will appear on your transcript. If you drop during the second third of the class, you will receive a grade of “W.”
We will not process an official drop during the last third of the class, and if you stop attending, you will receive a grade
as assigned by the instructor. We cannot process a drop for a class that has already ended.

If you want to drop a course, you should consult with your advisor, and you must com-plete a drop/add form and
submit it to the Registrar’s Office for processing before the change becomes official. If you sim-ply stop attending
class or only tell your instructor that you are dropping the course, the change will not occur and you may jeop-ardize
your eligibility for tuition refunds, financial aid, and future enrollment at the college. If extraordinary circumstances
force you to consider dropping a course during the last third of the semester, you may discuss with the appropriate
Dean the possibility of making an exception to the policy.

Withdrawal From The College

You may withdraw from the college any time during the first two-thirds of the semester provided you are not enrolled
in a class that has already ended. If you withdraw during the first third of the semester, no record of the courses in
which you were enrolled will appear on your transcript. If you withdraw during the second third of the semes-ter, you
will receive grades of “W” for all courses in which you were enrolled. We will not process an official withdrawal
-during the last third of the semester, and if you stop attending classes, you will receive grades assigned by the
instructor for all courses.

You cannot withdraw from a class that ended prior to the submission of your withdrawal request.

If you find it necessary to consider withdrawing from GCC, you should consult with your advisor and your instructors
first. To withdraw officially, you must submit a completed withdrawal form to the Registrar’s Office. As with
dropping a course, if you simply stop attending class or if you only tell your instructors that you are withdrawing, the
withdrawal will not become official, and you may jeopardize your eligibility for tuition refunds, financial aid, and
future enrollment at GCC.

If extraordinary circumstances force you to consider withdrawal during the last third of the semester, you may discuss
with the appropriate Dean the possibility of making an exception to the policy.

Medical Withdrawal

If you need to withdraw from the college for health reasons, you may request a medical withdrawal by discussing your
situation with the Director of Health Services. A medical withdrawal requires the recommendation of the Director of
Health Services and the approval of the Registrar.



Address Changes

All students are required to notify the Student Records Office of any change in permanent legal and/or local address by
completing an address change form.

Grading

We will mail a grade report indicating your grades for the immedi-ate past semester to you at the end of each semester.
In addition, in the middle of each semester we will mail preliminary reports of aca-demic deficiency to you for each
course in which you are earning grades of “D” “F” or “0”. In our grading system, plus and minus sym-bols may be used
only for grades of “B” and “C,” while a minus sym-bol may be used for the grade of “A.” Listed below are all the
grad-ing symbols that we use:

A - Excellent

B - Good

C - Satisfactory

D - Poor

F - Failing

IN - Incomplete

Incomplete is used to indicate work of acceptable quality where the student has failed to complete course requirements
and the instruc-tor wishes to allow time for the completion of the work. The IN must be removed within four weeks of
the beginning of the next semester, or it is replaced by an F or NC (for courses graded CR/NC).

W - Withdrawn

W indicates that a student has withdrawn officially from a course or the college. Withdrawal from the college requires
the submission of a completed withdrawal form and fulfillment of all financial and property obligations to the college.

AU - Audit

There may be circumstances under which a student will wish to audit a course, i.e, participate in the class without
earning a grade, credit hours, or academic credit. The student is encouraged by the instructor to participate fully in the
learning process. Students must state their intention to audit at the time of registration and are required to pay all tuition
and fees associated with the class. Financial Aid does not cover the cost of audited classes. Changes to or from an audit
status are treated as adding a class and must be processed prior to the end of the published add period.

CR - Credit (credit/no credit option)

NC - No Credit (credit/no credit option)

Students may elect to take one course each semester on a CR/NC (credit/no credit) basis, in addition to courses
normally graded CR/NC, provided that at least nine credits of course work are taken on a graded (A, B, C, D, F) basis.
Students must perform work of C quality or better to earn credit (CR). This option must be selected at the time of
registration. Students should be advised that courses taken on a CR/NC basis often are not transferable to other
institu-tions.

NG - No Grade Submitted
NG is assigned temporarily by the Registrar to indicate that no grade was received from the instructor.

0 - Insufficient Basis for Evaluation

Insufficient Basis for Evaluation indicates that the student discon-tinued attendance in the class without formally
withdrawing from the class or the college prior to the final withdrawal date. The 0 grade will be treated as an F grade in
the calculation of the grade point average. The 0 grade is considered an indication of unsatisfactory academic progress
for financial aid purposes.

AW - Administratively Withdrawn
Indicates that a student has been administratively withdrawn for failure to fulfill financial or property obligations to the
college. Once a student has been administratively withdrawn, he or she may not be reinstated during that semester.

Grade Point Average

At the end of each semester or after any grade change, we calculate your semester and cumulative grade point averages.
These aver-ages provide a general indication of the quality of your academic performance, based on one semester and
on all of the courses that you have taken at GCC.

To calculate a grade point average (GPA), we convert all letter grades to numbers, which we call grade points, as
follows:

A = 400 C+ = 235



A- = 3.65 C = 200

B+ = 335 C- = 165
B = 3.00 D = 1.00
B- = 265 FO= 0.0

Once the letter grades have been converted to grade points, we mul-tiply the grade points by the number of credits for
each course, resulting in what we call quality points. We then total all of the quality points and divide the sum by the
total number of credits, resulting in the grade point average.

In calculating a grade point average, we use only the grades listed above with corresponding grade points. No other
grades affect the grade point average in any way.

Repeating a Course

You may repeat any course, but you may not earn credit twice for the same course. When you repeat a course, your
latest grade replaces the previous grade in the calculation of your grade point average. Students who have received
credit for a class and wish to repeat the class are not eligible for financial aid to cover the charge for that class.

You may substitute options available under English Composition I (ENG 101,103, 105) for each other when you repeat
English Composition I. Similarly, you may substitute options available under English Composition II (ENG 112, 114,
116) for each other when you repeat English Composition II.

Dean’s List

The Dean’s List recognizes matriculated students with superior academic achievement for a given semester. To be
included on the Dean’s List, you must have:
1. earned at least 12 credits at GCC;
earned at least 6 college-level graded credits during the semester or summer terms I & II combined;
no incomplete grades;
no grade less than “C” in the semester;
achieved a semester GPA of at least 3.50 at the semester’s end; and
achieved a cumulative GPA of at least 2.00 at the end of the semester.
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Academic Standing

We focus considerable attention on ensuring your academic success. Our academic standing policy provides the criteria
by which we evaluate your academic progress. While we hope all students will maintain good academic standing
throughout their time at GCC, we recognize that various obstacles may interfere with making satisfactory academic
progress. Our academic standing policy also provides a warning system to alert and respond to students who experience
academic difficulty. The categories of academic standing follow:

Status Criteria Actions

Good Both a cumulative GPA No action required.

Standing and a term GPA of 2.00
or above.

Academic Either a cumulative GPA Placed on Academic

Review or a term GPA under 2.00  Review. Reduction in
at the end of the term or course load and/or
both under 2.00 and not co-curricular
previously on Academic activities expected.
Review.

Academic Both a cumulative GPA Placed on Academic

Probation and a term GPA for the Probation. NOT ELIGIBLE
current term under 2.00 FOR FINANCIAL AID.

and previously on Other actions same as for
Academic Review. Academic Review.
Academic Both a cumulative GPA Precluded from enrollment
Suspension  and a term GPA under for one full fall or spring term
2.00 and a cumulative GPA  (if previously on Academic
lower than the previous Probation). Otherwise, placed
term. on Academic Probation.
Academic Both a cumulative GPA Precluded from

Dismissal and a term GPA under future enrollment.



2.00 and a cumulative GPA
lower than the previous
term and previously on
Academic Suspension.

We recognize that unusual circumstances may affect any of the academic standing actions described above. You may
request a review of your individual circumstances to determine if they warrant additional action by contacting the
Associate Dean of Student Affairs at 775-1804 .

New Start Policy

If you have not attended GCC for more than two academic years and you were on Probation, Suspension or Dismissal
at the time that you discontinued your attendance, you may be readmitted to the college on Academic Review for the
first semester of your return, but thereafter normal academic progress standards will apply.

Fresh Start Option

Greenfield Community College has a “fresh start” option for stu-dents. Once in a lifetime, if you return to G.C.C. after
being away for at least two consecutive years, you can elect the “fresh start” option. Your grade point average (GPA)
will be calculated only from the point you are readmitted for the purposes of the college’s academic standing policy.
Your previous course work may be applied toward your degree under this policy, but will not be cal-culated in your
GPA. Your official transcript will include a state-ment explaining this “fresh start” option. In the event of multiple two-
year absences, you have the option of choosing the effective readmission date of the policy.

Exceptions to Academic Policy

If you think that unusual or extenuating circumstances justify an exception to an academic policy, requirement or
regulation, you may request an exception using an appropriate form obtained in the Registrar’s Office. Your request
should be signed by you and your advisor and you must gain the approval of the appropriate program coor-dinator,
waiver review board, Dean, and the Dean of Academic Affairs. Your request will be considered on its individual merit.

Petition to Review Academic Record

Any current or previously enrolled matriculated student may petition the Transcript Review Committee to review your
academic record for the purpose of seeking relief from past poor academic performance. The Transcript Review
Committee requires that you have complet-ed at least twelve credits of course work since the semester for which you
seek relief before you submit your petition or you have completed 6 credits of course work and you include two letters
from current instructors with your petition. Petition forms are available in the Student Records Office.

Graduation Requirements

To earn an associate degree, you must complete the course require-ments of the curriculum and achieve a cumulative
grade point aver-age of at least 2.00 for all courses taken at GCC and be in good standing with the college. All
associate degree programs require at least 60 credits of course work, and several require more. You must complete at
least 15 credits of course work at Greenfield Community College.

If you wish to earn additional associate degrees, you must:
a. Meet all specific requirements of each degree program;
b. Complete at least fifteen credits of course work beyond the previous degree awarded; and
c. Of those 15 additional credits, at least 12 must be completed at GCC.

You normally must fulfill the requirements stipulated in the catalog at the time you matriculate with the college. If the
requirements change while you are enrolled as a matriculated student, you may elect to fulfill any requirements that are
in effect during your peri-od of enrollment.

To graduate “with honors” you must earn a cumulative grade point average of at least 3.50 based on at least thirty
credits of letter--graded course work at Greenfield Community College.

Application for Graduation

To be considered for graduation, you must submit a graduation application to the Student Life Office in person by the
first Friday in February. You may obtain a graduation application from the Student Services Office beginning in
November. We formally award degrees only once each year, following the close of the spring semester. Please
remem-ber, IT IS YOUR RESPONSIBILITY TO APPLY FOR GRADUATION. IF YOU DO NOT APPLY, YOU
WILL NOT GRADUATE!



The Family Educational Rights and Privacy Act of 1974

You are accorded certain rights regarding the privacy of informa-tion that we maintain about you. Those rights are
explained in the college policy which follows.

Greenfield Community College, in compliance with the Family Educational Rights and Privacy Act of 1974, also
known as the Buckley Amendment, its subsequent amendments and pursuant regulations, has established this policy to
inform students of their rights under this Act and to enumerate its basic provisions. The purpose of the Act is to protect
the confidentiality of student edu-cation records and to allow students access to their own education records. Copies of
this Act are available in the Student Records Office.

Right to Inspect and Review Education Records

Pursuant to the Act, Greenfield Community College permits stu-dents to inspect and review their education records.
Requests may be made in person and in writing pro-vided that satisfactory identification accompanies such requests.
Request forms are available at the offices where the education records are located.

The college will fulfill such requests within a reasonable period of time, usually two (2) work days, but no more than
forty-five days after the request has been made. The college official responsible for the records or his/her designee will
be present during the inspec-tion and review to provide explanations and interpretations of the records.

The following list identifies the types and locations of the education records which students may request to review and
inspect:

Type Office Room Responsible Official

Academic Admissions & N219 Director of Admissions Student Services &
The Registrar

Financial Business C426 Dean of Administrative Services
Financial Aid  Financial Aid N202B Financial Aid Director

Health Health Services TBA Director of Health
Services

Veterans Veterans Affairs N202B Financial Aid Office

Security Security Services ~ E103  Dir. of Safety & Security

Disclosure of Personally Identifiable Information

Greenfield Community College will not disclose personally identi-fiable information from the education records of a
student, except as permitted pursuant to the Family Educational Rights and Privacy Act and applicable regulations.
Personally identifiable information may be disclosed to college offi-cials, including faculty, administrators, counselors,
and secretaries, who have a legitimate educational interest in the record, without the prior written consent of the
student.

In compliance with the Act, the college designates certain categories of personally identifiable information as
“directory information” which may be disclosed by the college without the prior written consent of students. The
categories of directory information which may be disclosed are the student’s:

a. name,

b. dates of attendance,

c. graduation date(‘s)

d. honors conferred

No personally identifiable information other than directory infor-mation will be disclosed by the college without the
student’s writ-ten consent or a court subpoena. In the event of a subpoena, the stu-dent will be informed that a
subpoena has been issued.

Any student may request that the college not disclose any or all of the above personally identifiable information
identified as directo-ry information without the student’s prior written consent. The stu-dent must notify the Student
Records Office in writing within the first fourteen (14) days of each semester. Forms for this purpose are available in
the Student Records Office. Requests for non-disclosure will be honored for only one (1) academic semester. All
requests for non-disclosure filed in any academic semester shall expire on the first day of the next academic semester
and must be renewed if the student desires further non-disclosure.



Record of Requests and Disclosures

The college maintains a record of individuals, agencies, and organi-zations that have requested or obtained access to
education records who are not covered under the exceptions to the consent require-ment. This record of access and
requests for access is maintained with the education records of the student and indicates the specific legitimate interest
that such an individual, agency, or organization has in obtaining this information. Students may inspect the record of
requests and disclosures by written request.

Correction of Education Records

Students may request that the college amend the content of their education records on the grounds that the records are
inaccurate, misleading, or otherwise in violation of the privacy or other rights of students. Such requests must be
directed in writing to the official responsible for maintaining the specific education records. The offi-cial will
determine whether to amend the education records within a reasonable period of time of the request and notify the
stu-dent of the decision. If the official denies the request to amend, the student will be advised of the right to a hearing
to appeal the decision.

The college, upon request, will provide an opportunity for a hear-ing for a student to challenge the content of the
education record to insure the information is not inaccurate, misleading, or otherwise in violation of the privacy or
other rights of students. If, as a result of a hearing, the college decides to amend the education record, it will do so
accordingly and notify the student in writing. If, as a result of the hearing, however, the college determines that the
education record should not be amended, it will inform the student, in writ-ing, of his/her right to place in the education
record a statement commenting upon the information in the education record and/or setting forth any reasons for
disagreeing with the decision of the college.

Complaint Procedure

A student who believes that the college has violated rights accord-ed to him/her by the Family Educational Rights and
Privacy Act of 1974, as amended, and pursuant regulations may submit a com-plaint in writing to:

Family Policy Compliance Office

U.S. Department of Education

600 Independence Avenue, S.W.

Washington, D.C. 20202-4605

The Office will notify the student that the complaint has been received. The notification to the college will include the
substance of the alleged violation, and the college will be given an opportuni-ty to submit a written response. The
Office will investigate the com-plaint and provide written notification of its findings to the student and the college.

Transcripts

You may request official transcripts of your academic record for yourself or for other colleges or employers by
completing a tran-script request form in the Student Services Office. You also may request a transcript by writing a
letter in which you clearly identify yourself and where you would like the transcript to be sent. In any case, we need to
have your written authorization to release a tran-script. We cannot accept telephone requests. We provide you with one
free official transcript and we charge $2 for each subsequent tran-script. Please allow us at least three business days to
process your request.

Transfer Services

The Transfer Office provides assistance to students considering transfer to another college or university. If you think
you might want to transfer, we encourage you to contact the Transfer Coordinator as early as possible. The Transfer
Coordinator can assist you in exploring transfer options, planning appropriate coursework while you are at GCC,
completing applications to other schools, writing college essays, and choosing people to write college
recommendations. The Transfer Office contains a small library of college catalogs, videotapes, and compact disks that
are available for your use and arranges visits for college representatives to meet with prospective students on campus
throughout the academic year. You may contact the Transfer Coordinator, at (413) 775-1207.



Commonwealth Transfer Compact

The Commonwealth Transfer Compact is an agreement between the fifteen Massachusetts community colleges and the
Massachusetts public colleges that offer bachelor’s degrees, including the nine state colleges and the four
undergraduate campuses of the University of Massachusetts. The Compact ensures that eligible students receive at
least 60 credits in transfer to a baccalaureate institution and that students do not need to take more than 68 credits to
complete their bachelor’s degrees at their new institutions. In addition, some institutions consider their core or general
education requirements to be fulfilled for students who transfer under the terms of the Compact, allowing transfer
students to focus on the requirements of their major programs of study. To qualify for the Commonwealth Transfer
Compact, you must:
¢ Complete an associate degree with a minimum of 60 credits, excluding developmental coursework;
& Achieve a cumulative grade point average of not less than 2.00; and
¢ Complete the following minimum general education core, excluding developmental coursework:
English composition/writing (E advising code) 6 credits;
Behavioral and social sciences (BC advising code) 9 credits;
Humanities and fine arts (HC advising code) 9 credits;
Natural or physical science (NC advising code)
two 4-credit courses;
Mathematics (NC advising code) 3 credits.

The following associate degree programs meet the Commonwealth Transfer Compact requirements:
Liberal Arts (and all Liberal Arts options);
Business Administration Transfer;
Art/Fine Art, Commonwealth Transfer Compact Option
Art/Graphic Design, Commonwealth Transfer Compact Option;
Art/Media Arts, Commonwealth Transfer Compact Option
Criminal Justice Commonwealth Transfer Compact Option; and
Early Childhood Education Commonwealth Transfer Compact Option.

You may add the coursework necessary to fulfill the Compact requirements to any other associate degree program to
qualify for the benefits of the Compact. No separate application or form is required to qualify for the Commonwealth
Transfer Compact.

Joint Admissions Program

The Joint Admissions Program is another agreement between the fifteen Massachusetts community colleges and the
Massachusetts public colleges that offer bachelor’s degrees, including the nine state colleges and the four
undergraduate campuses of the University of Massachusetts. The Joint Admissions Program guarantees participating
students admission to the University of Massachusetts and most Massachusetts state colleges. To qualify for the Joint
Admissions Program, you must:

¢ Enroll in an eligible major program of study;

¢ Complete an associate degree in an eligible major;

¢ Achieve a cumulative grade point average of 2.5 or higher.

You may obtain information about eligible majors and further details about the Joint Admissions Program by
contacting the Transfer Office.

Tuition Advantage Program

The Tuition Advantage Program is an additional benefit for students enrolled in the Joint Admissions Program.
Qualified students receive a waiver of one-third of the in-state tuition for their first year at the University or state
college. To qualify, you must meet all of the conditions for the Joint Admissions Program (see above) and maintain a
cumulative grade point average of 3.00 or higher. You may renew your waiver for a second year by maintaining a
cumulative grade point average of 3.00 or higher at the University or state college.

Transfer Agreements with Other Colleges

GCC maintains several articulation agreements with colleges that award bachelor’s degrees. The purpose of
articulation agreements is to make transfer from GCC to those colleges easier than it would be otherwise. In most
cases, the articulation agreements ensure the transfer of a minimum number of credits and placement at the junior year
level. Some of the articulation agreements are general, while others are specific to certain programs at GCC and the
institution you transfer to.



In addition, an Academic Articulation Agreement between Massachusetts College of Liberal Arts (MCLA) and
Greenfield Community College provides a part-time option towards a B.A. degree in Interdisciplinary Studies with
Teacher Certification in Elementary Education, and will be offered on the GCC campus starting in the Fall, 2005. For
more information, please refer to page 71 (Education program), or call the Transfer office at: (413) 775-1207.

In a few cases, the articulation agreements also include provisions for student financial assistance. For further
information about articulation agreements with other colleges, contact the Transfer Coordinator by telephone at (413)
775-1207 or in person in room C233 of the Main Building.

Transfer and Life Experience Credit

You may qualify for advanced placement and credit in specific courses based on your performance on College Board
Advanced Placement Examinations given to high school seniors. Previous educational experiences, including courses
completed at other accredited or recognized institutions of higher education, may also enable you to gain college credit
even before taking courses at GCC.

Courses taken at other colleges and universities transfer to Greenfield Community College as credit only and are not
calculated in your grade point average. Courses with a C- or better are considered for transfer. Complete details about
our transfer policies may be obtained by contacting Laura Earl, Dean of Students Office at 775-1816.

You may receive college credit for:

« satisfactory performance on selected College Board Advanced Placement Examinations;
satisfactory performance on selected College Level Examination Program (CLEP) examinations;
demonstrated competence on GCC challenge examinations;
unique life and work experiences that lend themselves to evaluation; or
coursework completed in the military through recognized educational programs

* & 0 0

Once the college has received an official copy of a transcript from another college it is the property of GCC. This
transcript, nor a copy, will be released to the student.

-Credit by Examination

The college awards academic credit, but no grades, for CLEP (College Level Examination Program) and certain ACT-
PEP subject examinations. In some subjects, the college may provide a challenge examination for credit just prior to
the beginning of each semester. The content of each challenge examination is roughly equivalent in scope and content
to the final examination for the selected subject. Passing standard is at least a “C.” Some departments or programs
may require a specific score to meet their requirements for currency or prerequisites.

Students who wish to earn credit-by-examination should request an application form from Student Services and a list of
division offices to contact. A fee of $40 per credit must be paid to the Business Office. A receipt of payment and the
application form must be left in the division office before the date of the exam. Study guides may be on reserve in the
library for some examinations. Please note that you cannot challenge a course for credit if you have failed the course at
GCC

How To Satisfy Currency Requirements
for a Course or Program

A number of courses and programs at GCC require students to satisfy a currency requirement for some required or
prerequisite courses. This means students must have taken the course within a stated number of years prior to
enrollment in the course or program for which its currency is required. A student who has taken such a course but who
does not meet the currency requirement may qualify to take a currency examination. Biology, Chemistry and
Psychology courses for which a student may demonstrate currency at GCC are: BIO 194 - Comprehensive Anatomy
and Physiology I, BIO 195 — Human Anatomy and Physiology I, BIO 196 — Human Anatomy and Physiology 1I, CHE
105 — Basic Principles of Chemistry, PSY 217 — Human Growth and Development

To qualify for a currency examination for BIO 194, BIO 195, BIO 196, or PSY 217 a student must submit a college
transcript showing completion of an equivalent course with a grade of C or better. Students applying for a Health
Occupations program should check the specific grade requirement for that program.

To qualify for a currency examination for CHE 105, a student must submit either a college or high school transcript
showing successful completion of an equivalent course with a grade of C or better.



OTHER COLLEGE INFORMATION

Activities Transportation Policy

The college is not in loco parentis relationship with its students and assumes each student is a responsible adult in his or
her own right.

Because the college/student relationship is non-custodial in nature, the college does not guarantee students’ safety in
situations requir-ing transportation, or in any situation that may involve physical risk. Students are expected to carry
appropriate insurance against such risks and/or sign waivers of liability before participating in activities involving
unusual risk.

Institutional Response to Community/World Events

In response to any major community, state, national or internation-al event the Director of Student Life will provide
within 24 hours (whenever possible) an open microphone forum for the college community to share with one another
their thoughts and feelings regarding said event. The hope is to provide an opportunity for the college community to
discuss current affairs in a safe and struc-tured setting. The Director of Student Life reserves the right to dis-cuss the
request with other pertinent personnel on campus. For more information contact the Office of Student Life.

Student Action in Response to Institutional/Community/World Events

Students who wish to present issues to the student body relative to on or off campus questions, whether as a means of
collecting or registering opinions of support or protest, or of simply collecting comments on topics of interest and
concern to the student body, shall be afforded the opportunity to do so. The Director of Student Life has available the
complete guidelines, rules and regu-lations concerning student action on campus. Those persons who are engaged in an
activity which is in violation of the regulations or which results in physical damage to the property of the college or its
agencies, shall be held personally responsible and shall be referred to the proper college authorities for disciplinary
action. Persons who are not members of the College Community are not entitled to participate in these activities on
college property.

Office of Diversity

The Office of Diversity was created to help ensure that the college atmosphere be conducive to optimal learning by all.
Oppression of any sort is a barri-er to the overall educational mission of the college. In order for GCC to be a place of
comfort for all, it must be pluralistic not only in words, but also in deeds. The Office of Diversity is responsible for
over-seeing all of the college’s efforts to meet its objec-tive of providing equality of opportunity for everyone. Anyone
who wishes to file a complaint alleging unlawful discrimination or a violation of college policy should contact Herbert
E. Hentz, Director of Diversity.

Equal Opportunity and Affirmative Action

It is the policy of Greenfield Community College to prohibit unlaw-ful discrimination on the basis of race, ancestry,
color, gender, reli-gion, ethnic or national origin, age, personal disability, veteran sta-tus, social class, or sexual and/or
affectional preferences/orienta-tion. The college operates under an affirmative action plan and encourages under
represented individuals to apply, both in terms of employment and to all the rights, privileges, programs and activities
generally accorded or made available to its students. This policy is in compliance with all applicable federal, state
and local statutes, ordinances and regulations.

Policy In Support of Pluralism

The Community Colleges have historically been a major contribut-ing element to the emergence of our nation as one of
the most tech-nologically and economically advanced societies of the world. The important role that the Community
Colleges can play is profound-ly dependent upon the extent to which they may draw from the full collective of
intellectual resources within each college’s community scholars, students, and administrators. Any condition or force
that impedes the fullest utilization of the human and intellectual resources available represents a force of destructive
consequence for the development of our Commonwealth and, ultimately, our nation.

Community college students, faculty, staff and visitors must be free from conduct that has the purpose or effect of
interfering with an individual’s academic or professional performance and creating an intimidating, hostile or
demeaning educational or employment environment. Therefore, the Community Colleges have established a policy of
unequivocal condemnation of all forms of ethnic, reli-gious, cultural, or racial intolerance within the fifteen college
com-munities.



Harassment Policy

Greenfield Community College seeks to maintain a learning and working environment free from harassment.
Intimidation and harassment are inconsistent with the maintenance of academic free-dom on campus. The college
considers the harassment of any kind against a student, an employee, or any other person in the college to be intolerable
and impermissible. Individuals who believe they have been the subject of harassment should consult with Terry Boyce
at (413)775-1811, to obtain counseling concerning their rights under the law and effective means of resolving
grievances.

Sexual Assault Policy

Greenfield Community College is committed to providing an atmosphere for learning that is free of any conduct that
could be considered harassing, abusive or disorderly. The goals of the sexu-al assault policy and procedures are to 1)
increase awareness of sex-ual assault as an issue; 2) take a proactive prevention role via edu-cation; and 3) provide a
supportive atmosphere for those involved in sexual assault issues.

COPIES OF GREENFIELD COMMUNITY COLLEGE’S POLI-CIES AND PROCEDURES FOR ALL THE
PREVIOUS ARE AVAIL-ABLE IN THE OFFICE OF THE DEANS, STUDENT LIFE, HEALTH SERVICES,
LEARNING CENTER, LIBRARY, CAM-PUS SECURITY AND THE DIRECTOR OF DIVERSITY.

Drug and Alcohol Policy

The college prohibits the use, possession or sale of a controlled substance or alcohol on the campus or at any college
sponsored activity of Greenfield Community College. Students who violate these restrictions will be subject to
disciplinary action up to and including suspension from the college. Students may also be subject to criminal
prosecution under State and/or Federal Laws.

Children on Campus Policy

Responsibility for the supervision and safety of guests on campus who are minors shall rest with the person who brings
that minor on campus. This responsibility is applicable at all times both inside and outside college facilities. Greenfield
Community College can-not accept responsibility for the safety or conduct of minors who may visit the college with
college employees, students or guests. College security personnel will be notified in those cases where con-duct is
disruptive and/or safety is in jeopardy. The parents, guardians or caretaker of the minor will be located and brought to
the situation to secure the child and remedy the problem.

College Immunization Law

Greenfield Community College, in response to the College Immunization Law, Chapter 76 Section 15C of the
Commonwealth of Massachusetts, has adopted the following immunization policy: All full-time students (enrolled in
12 or more credits), all full-time and part-time health occupation and international students must provide the Health
Services Office with documentation of immunity to specified communicable diseases. Failure to comply with these
requirements will jeopardize enrollment, receipt of grade reports, transcripts, etc. Medical and religious exemptions are
allowed. For a list of current immunization requirements, deadlines or assistance in meeting immunization
requirements visit or call the Health Services Office, (413) 775-1430.

The Hazing Act of 1985

The Hazing Act, Massachusetts General Laws, Chapter 269, Sections 17 through 19, requires the college to inform its
students annually of the provisions of the Act. The Act is reprinted below in its entirety. Should you have any
additional questions or concerns, please feel free to contact the Director of Student Life or the Registrar.

Section 17. Hazing; organizing or participating; hazing defined

Whoever is a principal organizer or participant in the crime of haz-ing, as defined herein, shall be punished by a fine of
not more than three thousand dollars or by imprisonment in a house of correction for not more than one year, or both
such fine and imprisonment.

The term “hazing” as used in this section and in sections eighteen and nineteen, shall mean any conduct or method of
initiation into any student organization, whether on public or private property, which willfully or recklessly endangers
the physical or mental health of any student or other person. Such conduct shall include whipping, beating, branding,
forced calisthenics, exposure to the weather, forced consumption of any food, liquor, beverage, drug or other substance,
or any other brutal treatment or forced physical activity which is likely to adversely affect the physical health or safety
of any such student or other person, or which subjects such student or other person to extreme mental stress, including
extend-ed deprivation of sleep or rest or extended isolation.

Notwithstanding any other provisions of this section to the con-trary, consent shall not be available as a defense to any
prosecution under this action.

Section 18. Failure to report hazing



Whoever knows that another person is the victim of hazing as defined in section seventeen and is at the scene of such
crime shall, to the extent that such person can do so without danger of peril to himself or others, report such crime to an
appropriate law enforce-ment official as soon as reasonably practicable. Whoever fails to report such crime shall be
punished by a fine of not more than one thousand dollars.

Section 19. Copy of section 17, 18 and this section; issuance to stu-dents and student groups, teams and organizations;
report

Each institution of secondary education and each public and private institution of post secondary education shall issue
to every student group, student team or student organization which is part of such institution or is recognized by the
institution or permitted by the institution to use its name or facilities or is known by the institution to exist as an
unaffiliated student group, student team or student organization, a copy of this section and sections seventeen and
eigh-teen; provided, however, that an institution’s compliance with this section’s requirements that an institution issue
copies of this section and sections seventeen and eighteen to unaffiliated student groups, teams or organizations shall
not constitute evidence of the institu-tion’s recognition or endorsement of said unaftiliated student groups, teams or
organizations.

Each such group, team or organization shall distribute a copy of this section and sections seventeen and eighteen to
each of its members, plebes, pledges or applicants for membership. It shall be the duty of each such group, team or
organization, acting through its designat-ed officer, to deliver annually, to the institution an attested acknowledgment
stating that such group, team or organization has received a copy of this section and said sections seventeen and
eigh-teen, and that such group, team or organization understands and agrees to comply with the provisions of this
section and sections seventeen and eighteen.

Each institution of secondary education and each public or private institution of post secondary education shall, at least
annually, before or at the start of enrollment, deliver to each person who enrolls as a full time student in such institution
a copy of this sec-tion and sections seventeen and eighteen.

Each institution of secondary education and each public or private institution of post secondary education shall file, at
least annually, a report with the Higher Education Coordinating Council and in the case of secondary institutions, the
Board of Education, certifying that such institution has complied with its responsibility to inform student groups, teams
or organizations and to notify each full time student enrolled by it of the provisions of this section and sections
seventeen and eighteen and also certifying that said institution has adopted a disciplinary policy with regard to the
organizers and par-ticipants of hazing, and that such policy has been set forth with appropriate emphasis in the student
handbook or similar means of communicating the institution’s policies to students. The Board of Regents and, in the
case of secondary institutions, the Board of Education shall promulgate regulations governing the content and
frequency of such reports, and shall forthwith report to the Attorney General any such institution which fails to make
such report.

1.D. Card Information

Your I.D. Card must be shown to professional and security staff members on request. This card guarantees your right to
the use of college services, designated facilities and entrance to college stu-dent activities. Keep it with you at all times.
LD. Cards can be obtained and validated in the Student Life Office the first two weeks of the Fall and Spring Semester.
There will be a charge of $6.00 for replacement Cards.

Inclement Weather Policy

The decision to cancel classes because of adverse weather condi-tions rests solely with the President of the college. The
decision will be reached by a careful consideration of the following factors:
a) Weather conditions, as reported by State Police and weather radio.
b) Ground conditions at the college.
c) Actions of other school districts and agencies in the service area.
d) Road conditions, as reported by media, Greenfield Highway Department and local observers in various parts of
the service area.

Normally, when classes are canceled, only designated “emergency personnel” will be required to report. (The list will
be developed annually and affected personnel notified.)

Every effort will be made to announce a cancellation for day class-es by 6 a.m. and for evening classes by 4:00pm. It is
recognized, how-ever, that in some circumstances it will be impossible to follow these time lines.

Conditions may vary greatly within the college’s service area and, therefore, when classes are being held, students must
ultimately determine if they are able to attend classes. When a class is missed, students are responsible for contacting
their instructors to request an opportunity to make up missed work. Each instructor is the judge of the validity of the
student’s reason for not attending and will permit make-ups according to their individual policies. Students are
encouraged to become familiar with the policies of their instructors.



Smoking Policy

The Board of Trustees affirms its commitment to maintaining healthy and safe conditions for students and staff of
Greenfield Community College. In light of this commitment and in compliance with the conditions of the Governor’s
Executive Order which pro-mulgated a State Policy on Smoking in the Workplace, the Board has established a smoke-
free environment at the college. The Board recognizes that it is the responsibility of the President of the college to
implement this policy. It therefore instructs him/her to develop real-istic time lines and appropriate measures to attain
this goal, taking into account the terms of the Governor’s order the legitimate con-cerns of smokers and non-smokers
alike.

Copies of the regulations in effect at any given time are posted throughout the building.

Student-Faculty Committees

Students serve on most college committees. Faculty and administrative members of these committees are appointed by
the President; student members are appointed by the Student Senate or the Student Senate President.

Notification of access to sex offender information:

In accordance with federal law, the College is required to advise the campus community where information concerning
registered sex offenders may be obtained. Information concerning Level 2 and Level 3 offenders is available to the
general public by contacting your local police department or the Commonwealth of Massachusetts’ Sex Offender
Registry Board, located at P.O. Box 4547, Salem, MA 01970-4547, (978)-740-6400. Level 3 offender information is
also available on-line at www.mass.gov/sorb. Level 2 and 3 sex offender information is maintained in a binder located
in the College’s Security Office. It is available for public inspection and copies of Level 2 and 3 notices may be
provided upon appropriate written request using the Sex Offender Registry Board’s form: “Request for Sex Offender
Information from City/Town Police Departments.” This form may be picked up in the Security Office. If you have any
questions regarding access to sex offender information, please feel free to contact the Security Office at (413) 775-
1212.

CORI (Criminal Offender Record Information)

Background Screening Process Required by Executive Office for Health and Human Services

Students interested in participating in an academic program that involves working with children, the disabled, or the
elderly, or includes a clinical affiliation with a private or public health care provider, will be required to undergo a
Criminal Offender Record Information (CORI) check. Depending on the contents of a student’s CORI report,
participation in an academic program, or clinical affiliation related thereto, may be denied. CORI checks may be
performed pursuant to Mass. General Laws, Chapter 6, Sections 167-178B, and consistent with guidelines promulgated
by the Executive Office for Health and Human Services, and/or the Commonwealth’s Department of Public Health. For
more information, please contact Laura Earl at 413-775-1816.

Student Lockers and Lab Drawers

There are student lockers furnished throughout the campus for gen-eral student use. The lockers require a padlock.
THE ONLY LOCKS WHICH MAY BE USED ARE COMBINATION LOCKS PUR-CHASED IN THE COLLEGE
STORE. These locks are master-keyed; the master key is controlled by the Campus Chief of Police and is only used in
emergencies and to clear the lockers at the end of the year. These same locks are the only allowable locks on student
drawers or cabinets in the laboratories. All other locks WILL BE REMOVED by security. All lockers in the Locker
Rooms must be assigned through the Fitness Center. Students who wish to retain their lockers from one semester to the
next may do so by completing a “Locker Retention” form, available at the Information Desk located in the main lobby.

Student Grievance Procedure

Policy Goal: Conflict Resolution

Before invoking the Student Grievance Procedure, a reasonable effort shall be made by those involved in a dispute to
resolve it amicably. A dispute is most effectively handled and resolved by those closest to the problem, having the best
understanding of the issues, and having the ability to formulate a mutually acceptable resolution. Therefore, it is in the
best interest of the student, the potential subject of a grievance, and the College to resolve disputes through open and
cooperative dialogue. Only when such efforts are unsuccessful should the Student Grievance Procedure be invoked.
Throughout all phases of the Student Grievance Procedure, all reasonable efforts shall be made to maintain
confidentiality in accordance with applicable law.

Definitions

1. Complaint:
The informal, unwritten stage of an allegation of mistreatment.

2. Grievance:



A written complaint filed by a student with the person designated by the President as Student Grievance Officer
specifically alleging an abridgment of his/her rights as a student.

3. Grievant:
The student or students filing the complaint or grievance. The Grievant must have been a registered student of the
college at the time of the alleged mistreatment.

4. Responding Party:
The person against whom a complaint or grievance is directed.

5. Student Grievance Officer:

A college employee assigned responsibility for administering the Student Grievance Procedure, including the
maintenance of speci-fied records. The Student Grievance Officer shall ordinarily be the Dean of Student Affairs. If
this individual is the person against whom the grievance is filed, the President shall designate another College official
to act as the Student Grievance Officer.

6. Time:

The number of days indicated at each level shall be considered as a maximum. All reasonable efforts shall be made to
expedite the process, but the President or his/her designee may extend the time limits in extenuating circumstances with
notice to both parties in writing, or by mutual written agreement between the Grievant and the Responding Party.

7. Day:
As used in this policy, shall mean a calendar day.

8. Senior Officer:
Senior level employee who reports to the President for the Responding Party’s work area.

9. Instructional Period:
The academic semester, summer session or intersession when a Grievant knows or should have known of a grievable
act or inaction. The Instructional Period shall end on the last day of final exams.

Utilizing The Student Grievance Procedure

The Student Grievance Procedure may be used by a student to address complaints concerning the alleged abridgment of
the student’s rights, as stated in the College’s Student Handbook and/or Policy Guide. The student Grievant or the
Responding Party may consult with Student Grievance Officer at any time. The College’s Student Grievance Officer is
Terry Boyce.

The Student Grievance Procedure may not be used for complaints alleging any act of unlawful discrimination or
violation, of college EEO/AA policies. When a student believes that he/she has been discriminated against due to
his/her race, creed, religion, color, sex, sexual orientation, age, disability, veteran status, genetic information or national
origin, the College’s Affirmative Action Grievance Procedure is a mechanism for resolution. The College’s Affirmative
Action Grievance Procedure is contained in the College’s Affirmative Action Plan.

At any Level of the Student Grievance Procedure, either party may request mediation by contacting the Student
Grievance Officer. Mediation shall be mutually agreed upon, and not unreasonably refused by either party. The Student
Grievance Officer shall select an impartial mediator who shall be mutually agreed upon and not unreasonably refused
by either party, make the arrangements, determine the timetable for the mediation process, and inform the parties of the
timetable in writing. Where practicable, a mediation session shall be conducted no later than thirty (30) days after
requested and agreed to by both parties. The purpose of mediation is to resolve the dispute to the satisfaction of both
parties. If a resolution cannot be achieved, the Grievant may proceed with the Grievance Process.

A claim of physical or sexual assault shall not proceed under the Student Grievance procedure. A student claiming
physical or sexual assault by an employee of the College shall report the incident to the College’s Security Department
and/or the Director of Human Resources. A student claiming physical or sexual assault by another student or an
employee claiming physical or sexual assault by a student shall report the incident to the College’s Security
Department and/or the Dean of Student Affairs.

Further, in matters involving physical assault, students and employees are strongly encouraged to report the incident to
the local authorities.

Except for under extenuating circumstances, as determined by the President or his/her designee, failure by either party
to comply with the Student Grievance Procedure during the course of a grievance shall result in the waiving of the
noncompliant party’s rights under the Procedure.

Level One: Informal Procedures
This is the informal stage where most complaints are resolved. The Grievant and the Responding Party should consult
with the Student Grievance Officer at this time.

A student grievant initiates the informal phase of the grievance process. The grievant shall first present his/her
complaint orally and informally to the Responding Party. This shall be done in a reasonable period of time, not
exceeding thirty (30) calendar days following the instructional period when the grievant knew or should have known of
the grievable act or inaction.



The Responding Party must respond to the Grievant’s complaint within ten (10) calendar days. Though this phase of
the process is informal, the parties may present their positions in writing. If the matter is not resolved informally within
ten (10) calendar days from the date a response to the complaint was due, the Grievant may proceed to Level Two.

Level Two — Formal Procedure
Prior to filing a written grievance at Level Two, a Grievant must consult with the Student Grievance Officer. The
Responding Party should also consult with the Student Grievance Officer at this phase of the process.

L2 - Step One
The Student Grievance Officer shall notify the parties in writing when a complaint is not resolved informally at Level
One.

The Grievant may, within ten (10) calendar days after receipt of the Student Grievance Officer’s written notice, file
with the Student Grievance Officer a formal written grievance. The grievance shall contain the following information:
the name and title of the person(s) against whom the grievance is directed, a statement of all known facts, documents
and materials supporting the grievance, a list of individuals who have information pertinent to the grievance, and the
relief sought by the Grievant. All supporting documents, if any, shall be attached to the grievance as part of the
grievance. The grievance shall also state the date it is filed and that it is being filed at “Level Two, Step One.”

The Grievance may be filed with the Student Grievance Officer by regular mail, certified mail, or in hand. Thereafter,
the Student Grievance Officer shall deliver the grievance, and all supporting documents, if any, to the Responding
Party within five (5) calendar days. If the Responding Party is unavailable at the time the grievance is filed, the Student
Grievance Officer shall use reasonable means to deliver the grievance within a reasonable period of time.

The Responding Party shall forward a written Level Two — Step One response to the Student Grievance Officer within
ten (10) calendar days of his/her receipt of the grievance. The Student Grievance Office shall deliver the written
response to the Grievant within five (5) calendar days of receipt.

L2 — Step Two (Supervisor Level)

If the grievance is not resolved to the satisfaction of the Grievant within ten (10) calendar days after his/her receipt of
the Step One response, or if no written response is submitted, the Grievant may within ten (10) calendar days after the
written response was received or due, request the Student Grievance Officer to forward the written grievance and
response, if any, to the supervisor of the Responding Party, with a copy to the Senior Officer of the work area of the
Responding Party.

The supervisor shall investigate the grievance and confer with the Senior Officer. The supervisor shall forward his/her
written decision to the Student Grievance Officer within ten (10) calendar days after receipt of the Step Two grievance.
Thereafter, the Student Grievance Officer shall deliver the decision to the Grievant and the Responding Party within
five (5) calendar days.

At any time before the issuance of the Supervisor’s Step Two decision, the Senior Officer may request that the parties
meet to discuss the issue and attempt to resolve it.

Grade appeals do not go beyond this Step (Level Two — Step Two) per the section on Grade Appeals.
Either party to a grievance may raise no new issues or allegations after Step Two.

L2 — Step Three (Student Grievance Committee Level)

If the grievance is not resolved to the satisfaction of the Grievant within the period allowed at Level Two — Step Two,
the Grievant may request a hearing before a Student Grievance Committee. Such a request must be in writing and
presented to the Student Grievance Officer within ten (10) calendar days from the issuance of the Supervisor’s Level
Two — Step Two decision.

Within ten (10) calendar days of the Student Grievance Officer’s receipt of the Grievant’s request for a hearing, the
Student Grievance Officer shall arrange a hearing before a Student Grievance Committee. The Student Grievance
Officer shall use reasonable efforts to schedule the hearing at a time mutually convenient to the parties. At least twenty-
four (24) hours prior to the hearing, the Student Grievance Officer shall provide each member of the Committee and all
parties to the grievance with copies of the grievance, responses to the grievance, decisions issued, and all relevant
supporting documentation and materials. The Committee’s make-up and hearing rules are discussed later in this policy.

The Committee shall deliver its findings and recommendations to the Student Grievance Officer within ten (10)
calendar days following the hearing. A copy of the Committee’s findings and recommendations shall be delivered to
the Grievant, the Responding Party, and the President or his/her designee, within five (5) calendar days of receipt.

Within ten (10) calendar days of the President’s receipt of the Committee’s findings and recommendations, the
President or his/he designee, shall issue a written statement accepting, modifying or rejecting the Committee’s
recommendations.

The decision of the President, or his/her designee, shall be final and binding on all parties.



Grade Appeals

Complaints or grievances filed in connection with assigned grades represent within the grievance procedure. Grading
reflects careful and deliberate assessment of a student’s perfor-mance by the instructing professional(s). As such,
decisions are nec-essarily judgmental, the substance of those decisions may not be delegated to the grievance process.
Nevertheless, the college recog-nizes that in rare cases the process of grading may be subject to an injustice.

Except as otherwise provided by separate appeals procedures for clinical programs as approved by the President of the
College, a student who alleges an error or injustice in the grading process may file a grievance under the Student
Grievance Procedure. Grade appeal grievance shall proceed no further than Level Two, Step Two. For purposes of a
grade appeal, the Senior Academic Officer of the College, or his/her designee, shall serve as the Student Grievance
officer throughout the grade appeal process.

If the faculty member who assigned the challenged grade is no longer employed by the College or is not available
within the timelines specified (see “Time” definition), the student may initiate his/her Level One complaint with the
chief administrator of the appropriate instructional division (who shall be identified by the Senior Academic Officer).

If at any level substantial evidence of error is produced, the grading process may be remanded to the instructor of
record for reassessment. If the instructor of record is no longer available, the chief administrator of the appropriate
instructional division or his/her designee shall instead reassess the grading process.

Membership of the Student Grievance Committee

The composition of the College’s Student Grievance Committee shall consist of five members: one student, one unit
professional, one faculty member, one non-unit professional and one unit classified employee. The President or his/her
designee shall appoint each member from among the recommendations submitted by the Student Grievance Officer.

Service on a Committee shall be voluntary, provided that a member who has a personal interest in the particular
grievance shall be ineligible to serve on a Grievance Committee. All College employees serving on a Student
Grievance Committee, and acting within the scope of their official duties on the Committee, shall be covered to the full
extent provided under Massachusetts General Laws, Chapter 258, including, the indemnification provision contained
in M.G.L., chapter 258, Section 9.

All Student Grievance Committee members, as well as all others in attendance at a student grievance proceeding, shall
maintain the confidentiality of the proceedings. The Student Grievance Officer shall attend all Committee hearings but
shall not vote.

Guidelines For Committee Hearings

The following guidelines provide the framework for conducting a Student Grievance Committee Hearing:

1. Prior to the hearing, the newly impaneled Committee shall meet to elect a Committee Chairperson. The
Chairperson shall be selected by a simple majority vote.

2. The Chairperson on the Committee shall be responsible for con-ducting the hearing and drafting the decision of
the Committee, but shall vote only in the event of a tie.

3. All hearings shall be closed and deliberations of the Committee shall be confidential and conducted in private.

4. The Grievant and the Responding Party shall be in attendance at the hearing. Each party may be accompanied by
an advisor at the hearing. The advisor, however, may not participate in the hearing or question witnesses. Either
party may at anytime during the hearing consult in private with his/her advisor.

5. Witnesses may be asked by the Committee to remain outside of the hearing room until they are called to testify.

6. The Grievant will address the Committee first. The Grievant will state the nature of his/he grievance and may
present relevant evidence and/or witnesses in support of the grievance.

7. The Responding Party may respond to the Grievant’s complaint and present relevant evidence and/or witnesses in
opposition to the grievance.

8. Once the parties have presented their respective positions, the Committee may question the parties and/or
witnesses.

9. After the Committee has questioned the parties, each party will be given the opportunity to question the other
party and their respective witnesses. All questions must be directed through the Committee. If the Committee
determines that a question is relevant to the grievance, the party or witness to whom it is addressed will be asked
to respond.

10. Following the parties’ questioning of each other, the Committee will have another opportunity to question the
parties and witnesses.

11. Hearings before the Committee shall not be subject to the formal rules of evidence. In all cases, the hearing shall
be conducted in a fair and impartial manner.

12.1f a party to a grievance fails to appear for a scheduled hearing, the Committee has the discretion to proceed with
the hearing and issue its findings and recommendations in the party’s absence.



13. The decision of the Committee shall be based on the relevant evidence presented at the hearing. The decision shall
be in writing and include: a list of all documentary evidence and witnesses presented; a summary of the testimony
offered by both parties and their respective witnesses; the findings of the Committee and its recommendations.
Copies of the decision and recommendations of the Student Grievance Committee shall be forwarded by the
Student Grievance Officer, to the Grievant, the Responding Party, and the President or his/her designee.

14. When deciding upon a grievance, the Committee shall consider whether a finding against the Responding Party is
fundamentally fair and reasonable under the circumstances and in accordance with applicable College rules and
procedures.

Withdrawal

A Student may withdraw his/her complaint or grievance at any time. Withdrawal must be accomplished in writing or
by oral agree-ment confirmed in writing.

Reprisals

No member of the College community shall retaliate or threaten to retaliate against, interfere with, restrain, or coerce
any student in the exercise of his/her rights under the Student Grievance Procedure or his/her participation in any
grievance proceedings.

Collateral Rights of Person(s) Grieved by Students

If the recommendations made at any level of the grievance proce-dure result in sanctions against a college employee,
the sanctions shall be regarded as administrative actions subject to all conditions of applicable collective bargaining
agreements sand College or Board of Higher Education personnel policies.

Alternative Forums

Filing a grievance in accordance with the Student Grievance Procedure in no way abrogates a student’s right to file a
complaint with an appropriate state or federal agency or in another forum.

Video Copyright Law

Federal copyright law restricts the use of cassettes to private show-ings and prohibits their public performance unless
properly licensed.

THE COLLEGE ADMINISTRATION

Massachusetts Board of Higher Education

Greenfield Community College operates under the authority of the Massachusetts Board of Higher Education. This is
the policy mak-ing and planning group for all public institutions of higher educa-tion in Massachusetts.
Greenfield Community College Board of Trustees

Local citizens are appointed by the Governor to serve the college. This board meets regularly with the President and
has the respon-sibility for establishing policies necessary for the administrative management of personnel, staff
services, and the general business of the institution under its authority, subject to the authority grant-ed to the
Massachusetts Board of Higher Education.

Greenfield Community College Foundation, Inc.

The Greenfield Community College Foundation, Inc. is a non-prof-it citizen group which has helped the college by
providing resources not otherwise available through traditional state sources.

The College

The President is the chief executive of the college. With his/her staff, the president carries out the policies of the
college and the State.



COLLEGE FACILITY INFORMATION AND GENERAL
REGULATIONS

Smoking is not permitted anywhere inside the buildings.

Game playing is not permitted on micro-computers unless it is an assigned part of an academic course.
Eating or drinking is not permitted in any classrooms, laboratories, the library, lecture hall, or music rooms
For reasons of safety, bare feet will not be permitted within college buildings.

Animals will not be permitted within college buildings (service dogs excluded). All students and personnel are also
reminded that Greenfield has a leash law.

Bicycles should be parked and fastened to the bike rack. In the event of overcrowding, bikes may be fastened to light
poles, but in no event may poles near main stairs and main entrances to the college be used.

Bicycles may not be brought into college buildings or fastened to stairway railings or parked near or against college
buildings. The walk/bike path is to be used to enter and exit the campus. Please use it for your safety.

In the event that you see something broken or something that appears hazardous, please notify the college Switchboard
(Main Lobby).

Matters involving real or potential criminal culpability must be reported to the Director of Safety & Security.

Use of roller skates, skate-boards, balls or other athletic or recre-ational equipment, in or adjacent to the buildings, or
use of the premises in any manner so as to interfere with their use by others, or use in such a way as to possibly cause
damage to the premises or injury to the user, is prohibited.

Firearms, including their possession and/or display in vehicles, are prohibited from the campus, except by duly
authorized police offi-cers in the pursuance of their duties. (Building Regulations, 11.5).

Individuals who choose to act in any manner contrary to the above policy may be subject to the disciplinary measures
of Greenfield Community College and/or the laws of the Commonwealth of Massachusetts.

A complete set of regulations for use of the facility may be obtained in the Office of the Dean of Administrative
Services.

PARKING REGULATIONS AND VEHICLE
INFORMATION

For purposes of brevity in this Handbook, the following condensa-tion of the parking regulations is provided:

All student parking will be confined to student parking lots A through E. All parking will be with all wheels wholly
within a painted parking space. There will be NO parking within the paint-ed safety zones located at the ends of rows
of parking spaces. Students MAY NOT park in the Visitors’ Lot. Students MAY NOT park in the Faculty/Staff or
North parking lots without a Special Parking Permit. Special Parking Permits are for those students who have furnished
medical documentation that they are physically challenged. Applications for Special Parking Permits are available in
the Security Office or at the Information Desk, located in the Main Lobby. Students are prohibited from parking in
Service Zones.

Vehicles will not be parked overnight on college property from November 1 through April 15, unless permission to do
so is obtained from the Director of Safety & Security. Vehicles found in violation will be towed away at owner’s

expense.
Regular users of college facilities who are either students, faculty or staff are NOT considered visitors and will park in

the student park-ing lots, not in the VISITOR ONLY parking lots. Violators shall be ticketed or towed at the owner’s
expense.

Parking at the curb, at the front of the building, in the main drive, is PROHIBITED. Live park/attended vehicle
situations for the pur-pose of picking up or dropping off passengers is allowed. Violators shall be towed. There is NO
PARKING allowed in the BUS STOP, so marked, at the curb in the main drive. Violators shall be towed at the expense
of the owner.

Parking in front of the East Building has designated parking spaces: 6 spaces are for handicapped; 1 space is for
security; 3 spaces are for special permit; and 2 spaces are for visitors.



Non-resident students operating a motor vehicle on campus that is registered in another state or country are required to
register with the local police department. Information concerning this process may be obtained in the Student Services
Office located in the Main Building, Room N219.

The Safety and Security Department provides assistance to motorists who inadvertently lock their keys in their
vehicles. The operator of the vehicle must sign a WAIVER OF LIABILITY, obtainable at the Information Desk or
Safety/Security Office, room C10B. There isa TWENTY DOLLAR FEE for the performance of this service. It is
payable at the time the service is performed, or, may be deferred with the understanding that grades and transcripts may
be withheld, or graduation and/or registration denied until this financial obligation is met.

Students are urged to obtain a complete and current set of Parking and Traffic Rules and Regulations from the Director
of Safety & Security or Student Services Office.

Unauthorized parking in handicapped spaces will NOT be tolerated. Violators will be ticketed and/or towed.

Parking Fine Schedule
1. A written warning shall be issued for offenses other than for the following:

Unauthorized parking in Handicapped parking.

Parking on college roadway.

Parking within TEN feet of a Fire Hydrant.

Parking in a Safety Zone.

Parking on a sidewalk.

Parking in a Service Zone (loading and unloading).

Parking in a loading/discharging ONLY area when the vehicle poses a threat/hazard to the safe passage of

vehicular or pedes-trian traffic, or impedes/hampers emergency vehicles/person-nel.

2. First Summons: The fine shall be FIVE dollars ($5.00). This may be issued after a Written Warning or
automatically when the conditions cited above exist.

3. Second Summons: The fine shall be TEN dollars ($10.00). A written notation shall appear at the bottom of the
ticket advising the operator/owner that receipt of a third summons shall result in the towing of the vehicle.
Likewise the vehicle may be towed at this stage if it poses a threat/hazard to safe passage of vehicles, pedestrians
or emergency response personnel.

4. Third Summons: The fine shall be FIFTEEN dollars ($15.00). The vehicle shall be towed from the Campus (at the
owner’s expense) to a garage located in Greenfield. All due care/caution is exercised during the towing
process.

5. Fourth Summons: The fine shall be TWENTY-FIVE dollars ($25.00) and the vehicle shall automatically be
towed from cam-pus at the owner’s expense. The matter shall be brought to the attention of the appropriate Dean
via a historical testament for the purpose of determining whether a disciplinary hearing is necessary and to
determine whether or not to suspend/revoke or restrict the parking privileges of the individual named in the
testament.

6. Vehicle Parked in a Handicapped Parking Space: The fine is ONE HUNDRED dollars. ($100.00). The vehicle
shall be towed from the campus at the owner/operator’s expense, to a garage located in Greenfield.
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Parking tickets are issued under authority of the General Laws of the Commonwealth. Fines are payable to the Parking
Clerk located in the college Business Office. Failure to respond as directed will result in the following:
1. Withholding of grades, transcripts, financial aid transcripts, DIPLOMA or CERTIFICATE, and any other
information relating to the individual’s enrollment at the college.
2. Ineligibility for any form of financial assistance.
3. Disqualification for subsequent registration.
4. A complaint filed with the District Court, a summons issued to the offender to appear before the Court for
subsequent adjudication of the penalty(ies) levied against him/her.
5. May also result in revocation of the privilege of operating a motor vehicle on Campus.

PLEASE DRIVE AND PARK SAFELY and OBEY COLLEGE PARK-ING AND TRAFFIC RULES AND
REGULATIONS.
Security Escort

Security shall, upon request, escort students to their vehicle should they believe that they are in imminent danger, or
that conditions are such that a potential for harm exists.



STUDENT DISCIPLINE

Policies and Procedures for
Handling Student Discipline Cases

The college begins with the assumption that students will abide by the rules and regulations of the college as well as
applicable local, state and federal laws. Outlined below are the expectations and procedures for use when student
behavior is deemed unsatisfactory.

Zero Tolerance Policy

In keeping with policies set forth by the Board of Higher Education, the college adheres to a zero tolerance policy
concern-ing certain behaviors. Such behaviors will lead to a student’s sus-pension once due process has determined
responsibility. An inter-im suspension pending a hearing will be invoked in cases where the student is deemed a threat
to safety. The acts include, but are not limited to:

« Serious acts against persons (e.g., physical assault, stalking).
Serious acts against property (e.g., theft, arson).
Possession of an illegal weapon.
Illegal alcohol or drug use and/or distribution.
Jeopardizing the safety of others (e.g., driving under the influence).
Other violations of college policy, including cheating, disruptive behavior, violations of college regulations, etc.,
will be treated on a case by case basis.
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Student Disciplinary Sanctions

Apart from the “Zero Tolerance Policy” cited above, sanctions applied to infractions will be appropriate to the nature of
and the circumstances surrounding the offense. Possible sanctions include:

Admonition: An oral statement to the student offender that he/she has violated college rules or expected behavior.

Censure: A written reprimand for violation of a specific regulation including the possibility of more severe disciplinary
sanction in the event of conviction for the violation of any other college regulation within a specified period of time
stated in the letter of reprimand.

Disciplinary Probation: Exclusion from participation in privileges or co-curricular activities as set forth in the notice of
disciplinary probation for a specified period of time.

Restitution: Reimbursement for damage or misappropriation of property may take the form of appropriate service,
repair or other compensation for damages.

Suspension: Termination of student status as set forth in a notice of suspension for a specified period of time.

Dismissal: Termination of student status for an indefinite period of time. The conditions of readmission, if any are
permitted, shall be stated.

All of the above sanctions except an informal oral admonition are the prerogative of the appropriate Dean/Director who
is institut-ing sanctions, and will be determined following receipt of the rec-ommendations of a formal student
discipline hearing board.

Academic Honesty/ Academic Offenses

Academic honesty is a basic and absolute expectation of the faculty and staff at Greenfield Community College. The
college accepts the definition of plagiarism by the Modern Language Association as the “act of using another person’s
ideas or expressions in your writing without acknowledging the source...” Other academic offenses consist of
dishonesty, fraud, cheating, disruption of teaching or any other activity which adversely affects the academic process.
In the case of an incident, these offenses should be first reported to the Dean of Academic Affairs or his/her designee
for jurisdiction.

Step 1: The instructor will attempt to work informally with the student to resolve the matter.

Step 2: If the matter cannot be adequately resolved by the instruc-tor, or if the behavior is repeated, the instructor may
either pro-ceed as in Step 1, or seek the assistance of a divisional counselor. In either event attempts to work with the
student should be docu-mented at this stage and forwarded to the Dean of Academic Affairs, or his/her designee for
future reference. The instructor should also report the incident to his/her Dean who will serve as a guide or advisor as to
further action to be taken.



Step 3: When further clarification is needed, or if formal discipli-nary action is warranted by the circumstances, the
Dean will report the case situation to the Dean of Academic Affairs or his/her designee. Formal charges shall be filed in
writing either simulta-neous with or immediately subsequent to reporting the incident to the Dean of Academic Affairs
or his/her designee. The student concerned may also refer the case to the Dean of Academic Affairs or his/her designee
if dissatisfied by the actions taken by the instructor or Dean.

Step 4: At this point, the Dean of Academic Affairs or his/her designee may suspend a student pending consideration of
the case. The Dean of Academic Affairs will appoint a special Disciplinary Committee if (1) he/she considers it
appropriate, or (2) it is requested by the faculty member concerned, or (3) it is requested by the student concerned. This
committee will consist of three faculty members, and upon the student’s request or the Dean’s or designee’s discretion,
one or two members of the stu-dent body. The Dean or designee will consider the findings and recommendations of the
Disciplinary Committee in making his/her decisions concerning appropriate sanctions, if any, to be imposed.

All cases involving formal charges shall be handled expeditiously, normally within one week of the filing of charges.
The Dean of Academic Affairs or his/her designee will provide the student(s) concerned with written notification of the
charges, date of hearing, a copy of hearing procedures, and (following the hearing) his/her decision regarding sanctions
to be imposed. Such notifications should also be sent by registered or certified mail, or hand-deliv-ered to the student
concerned. He/she will also notify the Dean and the person filing charges either orally or in writing. When a
Disciplinary Committee is formed, its members (as indicated above) and its Chairperson shall be appointed by the Dean
of Academic Affairs or his/her designee.

Step 5: The disciplinary Committee will hold the hearing, if called, in accordance with the procedures indicated below
(see CONDUCT OF HEARING) and render its recommendations to the Dean of Academic Affairs for his/her
designee.

Step 6: The Dean of Academic Affairs or his/her designee shall review the recommendations and impose appropriate
sanctions if warranted.

Step 7: An appeal from the decision of the Dean of Academic Affairs or his/her designee may be made within seven
days to the President of the college.

Procedures for Non-Academic Offenses

Non-academic offenses shall be construed to mean all of those instances of misconduct or violation of regulations and
laws speci-fied as offenses and not specifically included under academic offenses as listed above. In addition,
classroom offenses judged to be misconduct rather than intentional disruption of teaching, which may be referred to the
Student Grievance Officer from the Dean of Academic Affairs shall be handled by the Student Grievance Officer.

The procedural steps are identical to the steps indicated above for academic offenses with the following exceptions:

1. Any academic or administrative official of the college, any mem-ber of the faculty, or any student of the college
may file charges against a student for misconduct.

2. A preliminary investigation will be conducted by the Student Grievance Officer for the purpose of ascertaining
whether the charges may be disposed of informally without initiation of disci-plinary proceedings (since, if not a
classroom incident, no informal steps may have been taken to resolve the issue.)

3. The Disciplinary Committee, if appointed, shall consist of three faculty members and two students.

All other attempts to informally resolve the situation, to make appropriate notifications and decisions, and to determine
sanctions shall be as indicated in the steps for academic offense procedures.

All cases involving formal charges shall be handled expeditiously, normally within one week of the filing of the
charges. The Student Grievance Officer, in this case, will provide all of the documenta-tion required in the manner
indicated under Step 4 for academic offenses, and shall appoint the hearing committee and its chairper-son.

Conduct of Formal Proceedings and Hearing (All Offenses)

Step 1: The Dean/Student Grievance Officer having jurisdiction, and determining that a Disciplinary Committee is
warranted, shall deliver a copy of the charges to the appointed Chairperson of the hearing committee, normally within
two business days of the charges being made.

Step 2: Within two days after receipt of the charges and notice to the student against whom the charges are made, the
student shall respond in writing to the Chairperson of the Committee (or appro-priate Dean/Student Grievance Officer
who shall forward the response) if he/she wishes to oppose the charge(s). The Chairperson of the Committee may
extend the time for such a response if circumstances warrant.

Step 3: The Chairperson of the Committee shall set a time for the hearing which shall normally be within one week of
filing of the charges. A calendar for the hearing(s) will be set after consultation with the parties to the proceedings, and
the Chairperson of the Committee may alter the calendar for good cause.

Step 4: Conduct of Hearing:



A. The hearing shall be conducted in such a manner as to do sub-stantial justice and shall not be unduly restricted by
the rules of pro-cedure or evidence.

B. The hearing shall be private if requested by the student charged. In hearings involving more than one student, in
which one or more students request private hearings, severance shall be allowed upon request.

C. On behalf of the college, the charges and evidence shall be pre-sented by a person designated by the Dean having
jurisdiction. The person so designated may have the aid of counsel or an advisor.

D. The student charged shall also have the right to be represented by counsel or an advisor.

E. The committee may address questions to any party to the pro-ceedings or to any witness called by the committee or
the parties involved. Any party may request the privilege of presenting wit-nesses, subject to the right of cross-
examination the other parties. The Chairperson may, in his/her decision, limit the number of wit-nesses to be heard, and
may require the production of records or other exhibits appropriate to the hearing process. The Chairperson may also
determine, after consultation with the parties to the pro-ceedings and their advisors, whether a summation of one or
more aspects of the case could be useful to the committee and, if so, how such a summation shall be presented.

F. No recommendation for the imposition of disciplinary sanctions or penalties shall be based solely on the failure of a
student to attend the hearing. In any such case, the evidence in support of the charges shall be presented and
considered.

G. The Chairperson of the hearing committee shall make a written report to the Dean/Student Grievance Officer having
jurisdiction, and to the parties to the hearing, consisting of the statement of charges, summation of evidence presented,
and the recommenda-tions of the committee, including reasons therefore. This report shall be made within two business
days following the conclusion of the hearing.

H. The Dean/Student Grievance Officer having jurisdiction shall, after reviewing the report and recommendations of
the hearing committee, make the decision and communicate the decision con-cerning any sanction (s) to be imposed to
the parties concerned within two business days following the receipt of the report.

I. An appeal from the Dean/Student Grievance Officer’s decision may be made within seven days to the President of
the college.

Following the final resolution of the case, all materials in the hands of the hearing committee members shall be
returned to the Dean of Academic Affairs or Dean of Students Office, as appropriate, for retention.

2006-2007 ACADEMIC CALENDAR

Please note: Dates listed on academic calendars relate to full semester classes only. Calendars for classes with a
modified schedule, e.g. extended weeks, reduced weeks, etc., are available in the Registrar’s Office.

FALL SEMESTER 2006

Thu Aug 31 Open Registration

Thu Aug 31 New Adjunct Faculty Orientation

Fri Sep 1 New Student Orientation

Fri Sep 1 New Staff and Faculty Orientation

Mon Sep 4 Labor Day

Tue Sep 5 Opening Day for faculty and staff

Wed Sep 6 Day and Evening classes begin

Tue Sep 12 Last day to add day and evening classes

Tue Sep 19 Last day to drop/withdraw from credit courses/
partial tuition refund

Tue Oct Incomplete (“IN”) grades converted to “F”

3
Tue Oct 10 Last day to drop/withdraw - No Record
9

Mon Oct Columbus Day - no day classes;
evening classes meet as scheduled
Mon Oct 23 Deficiency notices due in Registrar’s Office
Fri Nov 10 Veterans’ Day (observed) - no day classes;
evening classes meet as scheduled
Mon Nov 13 Last day to drop/withdraw with a grade of “W”
Wed Nov 15 Spring registration for current students begins
Wed Nov 22 No evening classes
Thu—-Fri Nov 23-24 Thanksgiving Recess - no day or evening classes
Fri Dec 15 Last day of Evening classes
Mon Dec 18 Last day of Day classes
Tue — Thu Dec 19-21 Final Exams
Fri Dec 22 Reserved for final exam make-up due to snow cancellation

Mon — Mon Dec 25 —Jan 1
Wed Jan 3, 2007 Final grades due to the Registrar’s Office by 10:00 a.m.

College



JANUARY INTERSESSION 2007

Wed Jan 3 Classes begin
Thu Jan 4 Last day to add classes
Fri Jan 5 Last day to drop/withdraw from credit courses/
50% tuition refund
Mon Jan & Last day to drop/withdraw - No Record
Wed Jan 10 Deficiency notices due in Registrar’s Office
Mon Jan 15 Martin Luther King, Jr. Day - no classes
Tue Jan 16 Last day to drop/withdraw with a grade of “W”
Tue Jan 23 Last day of classes/Final Exams
Wed Jan 24 Reserved for class/Final Exam make-up
due to snow cancellation
Fri Jan 26 Final grades due to the Registrar’s Office by 10:00 a.m.
SPRING SEMESTER 2007
Tue Jan 23 Open Registration
Tue Jan 23 New Adjunct Faculty Orientation
Wed Jan 24 New Student Orientation
Wed Jan 24 New Staff and Faculty Orientation
Thu Jan 25 Day and Evening classes begin
Wed Jan 31 Last day to add day and evening classes
Fri Feb 2 Applications for graduation due in Student Life Office
Wed Feb 7 Last day to drop/withdraw from credit courses/
partial tuition refund
Mon Feb 19 Presidents’ Day - no day classes;
evening classes meet as scheduled
Wed Feb 21 Incomplete (“IN”) grades converted to “F”
Wed Feb 28 Last day to drop/withdraw - No Record
Mon — Fri Mar 12-16 Spring Recess - no day or evening classes
Tue Mar 20 Deficiency notices due in Registrar’s Office
Mon Apr 9 Last day to drop/withdraw with a grade of “W”
Wed Apr 11 Fall registration for current students begins
Mon Apr 16 Patriot’s Day - no day classes;
evening classes meet as scheduled
Thu Apr 19 Staff Development Day - no day classes;
evening classes meet as scheduled
Wed May 9 Last day of Evening classes
Mon May 14 Last day of Day classes
Tue —Fri May 15-18 Final Exams
Tue May 22 Final grades due to the Registrar’s Office by 10:00 a.m.
Sun Jun 3 Commencement

SUMMER SESSION I - 2007

Mon
Thu
Mon
Tue

Tue
Mon
Thu

Wed
Thu

Wed
Mon

May
May
May
May

June
June
June

July
July

July
July

11
16

Classes begin

Last day to add credit classes

Memorial Day — no day or evening classes

Last day to drop/withdraw from credit courses/

50% tuition refund

Last day to drop/withdraw — No Record — credit classes
Deficiency notices due in Registrar’s Office

Last day to drop/withdraw

with a grade of “W” — credit classes

Independence Day observed -

no day or evening classes

Last day of Tuesday/Thursday classes

Last day of Monday/Wednesday classes

Final grades due to the Registrar’s Office by 10:00 a.m.

SUMMER SESSION II - 2007

Mon
Thu
Mon

Mon
Thu

July
July
July

July
Aug

16
19
23

30
2

Classes begin

Last day to add credit classes

Last day to drop/withdraw from credit courses/

50% tuition refund

Last day to drop/withdraw - No Record - credit classes
Deficiency notices due in Registrar’s Office



Wed Aug 15 Last day to drop/withdraw
with a grade of “W” - credit classes

Thu Aug 30 Last day of classes
Final grades due to the Registrar’s Office by 10:00 a.m.

Tue Sep 4

WHO-TO-SEE-FOR-WHAT

What

Academic Advice

Admission and Re-admission
Alumni Affairs

Americans with Disabilities Act
Attendance / Absences

Busted, Court or Police Troubles
Campus Activities Calendar
Career Counseling

Change a Course

Change a Major

Classification of Student

Clubs and Organizations
College I.D. Card

Complaint about the Academic
Program and/or instructor

Complaint about Non-Academic
Problems

Computerized Placement Testing
Cooperative Education
Counseling: Academic, Personal

Course Descriptions
Credits Earned

Disabled Student Services
Disabled Student Support

Diversity Issues
Drop A Course

Equal Opportunity/Affirmative Action

Evening Courses (Credit)
Evening Workshops

Financial Aid

Food Vending Service

GCC Records and Transcripts
Grades and Academic Standings

Graduation Problems and Questions

Health Occupation Admission
Health Problems

Health Insurance

Housing Information
International Studies

Library

Mail Room Services

Math Assistance Program
New Club Information
Non Credit Workshops

Who

Academic Advising Center
Herbert Hentz

Allen Davis

Anna Berry

Student Affairs

Merryl Sackin

Merryl Sackin

Career Center

Academic Advisor
Academic Advising Center
Student Affairs

Merryl Sackin

Merryl Sackin/
Chrissi Menko

Appropriate Associate
Academic Dean

Terry Boyce

Testing Center
Colleen Kucinski

Any Learning Center
Counselor

College Catalog
Student Services
Anna Berry

Any Counselor in the
Learning Center

Herbert Hentz

Academic Advisor

Herbert Hentz

Academic Advising Center
Karen Chastney

Financial Aid Staff

Karen Phillips

Laurie Parker

Heather Hoyt

Heather Hoyt /Merryl Sackin
Gail Tease

Donna Larson

Donna Larson

Merryl Sackin/Chrissi Menko
Kit Carpenter

Carol Letson

John Murphy/Diana Roberts
Amanda Damon

Norman Beebe
Merryl Sackin
Gail Villeneuve/Robert Barba



Nursing Loan Disbursements
Parking Problems

Perkins Loan Disbursements
Program Changes
Registration (Day, Evening & Summer)
Security/Safety

Sexual Harassment

Stafford Loan Disbursements
Student Grievance Officer
Student Life

Student Visa Information
Study Skills Help

Tech Prep

Transcripts of Grades to
Another College

Transfer Credit

Transfer Out

Tuition/Fee Payments

Tutoring

University of Massachusetts Information
Use of Fields

Use of College Room or

Hall Before 5 p.m.

Use of College Room After 5 p.m.
Veterans’ Affairs/Selective Service
What To Expect — Newsletter
Withdrawal from the College
Withdrawal from a Course
Workstudy Program

Writing Assistance Program

INDEX

Academic Advisory Services ...............
Academic Honesty/Academic Offenses
Academic Policies and Procedures.......
Academic Standing ...........ccccceeeennee.

Academic Advising Center ...
Accident and Sickness Insurance

Accreditation .........cccoeeeeeeiiiiniieineeennn.

Activities Hours

Activities Transportation Policy .........
Adding a Course.........ccoeeveeinieneennnn.
Address Changes ...........cccccceeeveeennee.
Alcohol Policy .......ccoccciviiniiniine.

Alumni Association.............cc..eeveenn.

Appeal Procedures (Financial Aid) ....
Application Procedures (Financial Aid)
Attendance..........cocooeveiiiininiieeinne.
Calendar..........ccococeoviiiinncnincice

Certificate of Residency

Jim Connelly

Dan Kimball

Glenn Howe

Academic Advisors
Heather Hoyt

Dan Kimball

Herbert Hentz/Terry Boyce
Jim Connelly

Terry Boyce

Merryl Sackin/Chrissi Menko

Herb Hentz/Vera Vlasenko
Learning Center Staff
Carolyn McDonald

Laurie Parker

Laura Earl

Kathy Maisto
Business Office
Learning Center Staff
Kathy Maisto

Richard Hillier/
John Markwell

Merryl Sackin/

Chrissi Menko

Gail Villeneuve

Linda Desjardins

Chrissi Menko

Academic Advising Center

Academic Advisor
Financial Aid Staff
Mary Ellen Kelly



Changes of Major Program of Study ...........ccccoccoviiiiinninnns 33
Children on Campus Policy.........ccccoeiiiiiiniiiiiiiiiiicie 47
Classification of Students ............ccccoceviiiiniiniinniiiiieine 18
Clubs and Organizations ..

College Administration

College Facility Information and General Regulations................ 58
College Parking .........ccccocvviiiiiiniiiiiiiiiiiccecceceeceeene 22
College Services FEe ..o 21
COlIEEZE SLOTE .....veieiiiiiceec e 7
Commonwealth Transfer Compact .........cccccceeiniiiiinieninnns 42
Computerized Placement Testing............cccceeeivcinninninicnnnnne 31
Cooperative Education ..

COoUNSEING. ..o
Credit Cap... oo
Dean’s LISt ....c.ooueuiiiiiiiiiiiiiiciccecee e
Dining Facilities ........ccccoovviiiiciiiiiiiiiiiccerceceeceeee
Dropping @ COULSE........c.cueueuiriiiieiiieiiieieeeeee e
Educational Technology Support Center ............cccceeeveiiecnnnns 14
Equal Opportunity/Affirmative Action .........c.cccoeieeiiecninnne 45
ESCOTt SEIVICE ..ot 60
Exceptions to Academic POLICY.........cccocueiiviinciniiiiiiicine 38
Family Educational Rights and Privacy Act of 1974.................. 39
Fees....ccoeen.

Financial Aid

Financial Obligations ...........cccccoveuiviiiniiiiininiiciieceeceeenne 21
Fitness Center..........ccooeiiiiiiiciniiiiicececeeeeceeeceereeee e 16
Grade Point AVEIage .........cccoevveuiiieuiiiiiiiiiiiieiecceeceeeeeenne 36
GIradiNg.....c.ooveuiiiiiiiiic e 34
Graduation Requirements/Application............ccocccoeeiviiniininnne 38
G.C.C. Board of Trustees .........cccoeiviiuiviiiiniiiniciieceeceeene 57
G.C.C. Foundation..........cccceoivueiniiininiiiiinieincceeceeeeeeeenne 57
Harassment PoOLiCy ..........ccocoiiiiiiiiiiiiiicicececcee 46
Hazing Act of 1985 ..o 47
Health Service.............. 11
History (of the College)........coccvvuiiviiiiiiiiciiciiccecceeee 3
Honors ConVIVIUM .......c.coiviiiiiiiiiiiiiieeeeeecseceenceeeeenne 30
HOUSING ..o 22
I.D. Card Information..........c.ccccoeeivininiiininicinciieceeeeeenne 49
Immunization Law ..o 47
Inclement Weather POLiCY ........ccccccoviiiiiiiniiiiiiiccee 49
Insurance Programs...........ccccocooviiiiiiiiiiiiii 22
Learning Center.........ccccivviiiiiiiieiinieiiieeeeeeecceeeeseee e 8
LADTATY ... 13
Life INSUTANCE........ccoiuiiiiiiiiiciceceeee e 22
Massachusetts Board of Higher Education ... .57
Medical Withdrawal............ccooccoiviiiiiniiiicceccee 34
New Start POLCY ......ccccoviiiiiiiiiiiciceceeeeceees 37
Other College Information ..............cccoceeveivineiinciinniiiiieene 45
Parking Regulations and Vehicle Information .......................... 59
Performing ArtS.......cccoiiiiiiiiiiiiiiee e 16
Petition to Review Academic Record ............ccoccciviiiiiniininns 38
Pluralism Policy ........cccccooiiiiiiiiiiiiiiiccccecece 46
Policy Concerning Disabled Persons .. ....10
Programs (Financial Aid) .......cccccceovivriininiinincnenecccececne 24

Public Transportation ..........c.eccoeveeveeiniiiinieniiccreceeeceeeeenne 22



Registration Fee...........ccocoiiiiiiiiiiiiicceeccee 21

Religious ADSENCES ........ccccueuiriiiiiiiiiiiiiiicecceceecee e 32
Repeated Class Policy (Financial Aid)..........cccoccoiviiinniiiiinns 28
Repeating a Course

SeleCtiVe SEIVICE ....c.ooueuiiiiiiiiiiiiiicieeeccececee s
Services Available to Students.............cccooeiiiiiiiininii 7
Services for Students with Disabilities..............ccceccovenniinncnn. 9
Sexual Assault POLiCY .........ccoiiiiiiiiiiiiiiiccccccce 46
SMOKING POLICY ....oovviiiiiiiiiiiiiiiicccccceee 49
Standards of BEhavior ........c.cccccviiinininininiiiccecccceee 4

Standards of Satisfactory Academic Progress (Financial Aid)....29
Student Activities Fee .

Student ASSOCIALION........cceeuiiiuiiiiiiiiiiiciececeee e

Student DISCIPINE .......cooveiiiiiiiiiiiiiirciececeeeee e

Student-Faculty COmMmIttees ..........cccovvveuiririiiiiieiieirccenes 50
Student Life Office........ocooiviiiiiiiiiiiiiiccecce 16
Student Life Program ............c.cccocooiviiiiinniiniicicnccee 16
Student Lockers and Lab Drawers ...........cccccccviciicincinccnnnne. 50
Student LOUNGE.......c.ooeiiiiiiiiiiiiiicciiccecece e 17
Student SENAte .........coceiviiiiiiiiiiicec s 16
Student Grievance Procedure.............cccocccoviiiniiiiiiniinccne 50
Telephones..........cooiiiiiiiiiiiice e 13
Transcripts................ ....41
Transferring StUdents ..........ccooccoiveiiiiiiiiiniiceceeceeee 41
Tuition, Fees and EXPenses..........cccceieveivinecincinniiiiieeene 18
Tuition and Fees Payment ..............cccocooiiviiiniiniiiiicie 18
Tuition Refunds.........ccccooiviiiiiiiiiiiiccececcee 20
Verification Policy (Financial Aid)......c.ccocvevininenicieiniicne. 27
Veterans Information...........cccocccooeiiiiiiiinninniniecceene 23
Video Copyright Law ........ccccoeiiiiiiiiiiiiiiiiicieceeceeee 56
Withdrawal from the College...........ccccoovviiniiiniiniiiiiicie 33
Withdrawal Policy on Financial Aid..........cccccocoiniiiiininnns 30
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