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Purpose of Student Handbook

This Student Handbook has beedesignedto answer the questionsstudents askmost frequently about
services,programs, expectationsand procedures. It is intendedto beaO OA OZ AOE AT AT U OAOT ¢
students successfullytransition to college life and become fullyngagedin their educational experience.

It is meant to complementthe CollegeCatalog, not tareplaceit.

0 OA O E ANkltoé O

Welcome from President Loston
7AT AT T A O 308Thedismaplaceia wuitOEA ATAB OEEI Ef

Your decision toattend3 O8 0 E E | #&eBénSratésiouricontifment to
enhancingyour intellectual assetsand transforming your life and the lives of
others in your sphere of influence.

| As you expand your knowledge basand pursue your educationaljourney, it is

T important to develop keystrategiesfor accomplishingyour goals. Developing
OET OO0z OAOI AT A 1 Tebtaplishingprigtitkes, schdallidy @dtiQikétisely and makinga
commitment to your study habits is vital to achievingyour careergoalsand becomingagreat3 08 O EE| |
student.

This handbookis anessentialinstrument to assistyou in attaining your goals. You will be establishing an
accountability systemin preparation for the most significanteventduring yourtimeatStO EE1 EBPO0 O #
Z Your Commencement.

4EA 308 0 E héraadnéld If yahreédianyassts@ncepursuing your educationaland career
goals please contacan advisorin the Welcome Center SW Campus Student Services Offioe,a faculty
member; they are your life line.

| wish you well andthankyouZEl O OA1l AAQET C z® ®sint & Frildine 8 DI # OT1 EAQA& 6

Sincerely,
Adena Williams Loston, Ph.D.

College History

Asa Historically Black College andas a Hispanic Servingnstitution, 3 08 0@ledesirdds @ be an
important force inthe community, responsiveto the needs of gopulation rich in its ethnic, cultural, and
O1T AET Z Adwerkity. ISEOAEET EDS6 O #1 1 1 ArAvircdnmeAtFosieridyiexcdllédde O A
academicand technicalachievement while expandingits commitment to opportunity and access.

The College takesride in its individual attention to students in'aIV(exibIej and sensitive environment. As
a dynamic and innovativeinstitution, 3 08 O EEI| ED 3§ O reld of ctedigAnd &idchl hdught i© E A
preparing its students, campus and community to meet the challenge$ arapidly changing world.

Date Established
1898
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Accreditation

St. Philip's College iaccreditedby the SouthernAssociationof Colleges andschoolsCommission on
Colleges (SACSCOC)award associatedegreesand certificates. ContactSACSCO&t 1866 Southern

Lane,$ AAAOOOh ' AT OCEaht mmziw)o & Z quastjons ladeutBe accreditation of
St. Philip's College.

To maintain accreditation with the SACSCOC, St. Philip's College must comply with the standards
containedin the Principlesof Accreditation: Foundationsfor Quality Enhancementand with the
policies and proceduresof the Commissionon Colleges. Th&€ommissionon Colleges applieshe
requirements of its Principlesto all applicant, candidate,and member institutions, regardlessof

type of institution (public, private £ O Z EpvhteBEIOBZ A1 OZ D OT AEO QS8

Vision
308 0EEI EDbliehe desin thehaidn inStadeht Successaand Performance Excellence.

Mission
308 0EEI fobndedin #3808, i3 akapnArBhensivepublic community college whose mission
is to empower ourdiverse student population through personaleducationalgrowth, ethical
AAAEOET lcaréeidadidess and community leadership. As a Historically Black College and
Hispanic Serving Institution, St0 E E ICBEIIBg® © a vitafacetof the community, respondingto the
needsof apopulationrichin AOET EAh A OI OOOA Idiversiyl S0 BE IKEBEA AT 1 1
createsan environment fostering excellencein academicand technical achievement while
expandingits commitment to opportunity and access.

The college fulfills its mission by offering:

1. General courses in artand sciences leading tan associatedegree.

2. Transfer education forstudents desiring to attend senior institutions.

3. Developmental courses that improvehe basic skills of students whos@cademicfoundations
require strengthening.

4. Applied Science and technical programieading to anassociate degreer certificate designed

to prepare studentsfor employment and/or to update crucial skills.

Workforce and Careerdevelopmenttraining programs for business,industry and government.

Continuing education programs for occupational andeducationalenrichment or certification.

Counseling and guidance designet assist students inachievingtheir educationaland

professional goals.

8. Educationalsupport servicesincluding library services, tutoring, open use computer labs and
writing center.

9. Services and appropriateaccommodationsfor specialpopulations, to include adultliteracy and
distance education.

10. Quality social, cultural, andntellectual enrichment experiencesfor the community.

11. Opportunities for participation in community service and economicdevelopmental projects.

No o
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Values

St. 0 E E ICElBggi©committed to building individual and collective characterthrough the
following set of sharedvalues inorder to fulfill our vision and mission.

Students First Above all, act in the best interest of the student.

Respect for All We value courtesy, responsiveness, and appreciation for diversity by treating all
people with dignity and kindness.

Community Engaged: We actively work in partnership with our steeholders by responding to
the needs of the community.

Collaboration: We work together to achieve student success.

CanDo Spirit: We inspire resilience and persistence with a willingness to go above and beyond
expectations.

Data-Informed: We use quattative and qualitative data to inform decisionmaking and achieve
student success.

Strateqic Priorities

SACSCOCompliance
%OEEAAI $AAEOEIT Z-AEET G
Graduation,Persistence and Productive GradeRatelmprovement

Strategic Objectives

1.

2.

Student Succesg3 08 0G@vledepr&vided academicand student support and align marketz
basedpathwaysto achievestudent completion. ) o

, AAAAOOEED Z 3pvddedoppbriutitiosofd studénts and €@nbloyees todevelopas
leaders.

PerformanceExcellencez  Bhiliis College continuously improves our employedinancial,
technological, physical and othecapacitiesto enhanceefficiency and effectiveness.

For additional information contact Project Lead Dr. Maria Hinojosahinojosa32@alamo.edu
210-486-2897.
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Quality Enhancement Plan

DECISION MAKING

4EA 308 0EEI EBrihahcethéntPlnXQER) sérieb infprove a particular aspect of student
which requires the ability to connectvaluesand choices to actionsand consequencesThe goalof the QEP

is for you toengagein specific measurableacademicactivities that will provide opportunities to enhance
your ethical AAAEOQOET TDArindyewEfme 8t StO EET ED8 O # 1 1 prodidgdcurticul® and E 1 |
extracurricular opportunities to achievethe following student learning outcomes:

1. Values: Students gaiskills to assess their owrnvalues.
2. Ethical Issues: Students identify and arknowledgeable of ethical issues.
3. Perspectives:Studentsanalyze various ethical perspectives.

OEEAAI $AAEOEIT Z- AEET ¢ DOT AAOGO

1. Stop and think to determine the facts.

2. Identify options.
3. Considerconsequencedor yourself and others.
4, Make an ethical choice antake appropriate action.

Pleasevisit our website oftenfor updatesand other exciting activities. www.alamo.edu/spc/gep
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MAKINGTHEGRADE

Academic Standing/Probation/Dismissal

GOODSTANDING
1 Good Standing requires that you maintain aminimum overall grade pointaverage
(GPA) of 2.0 or better.

ACADEMICPROBATION
1 Academic Probation occurs if your semestercumulative GPA falls below 2.0.

CONTINUEDACADEMICPROBATION
1 Continued Academic Probation occurs if your cumulative GPAalls below 2.0 but
your semester GPA isabove2.0.

ACADEMIMISMISSAL
1 Academic Dismissal occurs if you are on Academi®robation or Continued Academic
Probation and do not earn asemester term GPA of 2.0 aa cumulative GPA of 2.0Academic
Dismissal requires that you take speciahction, which is outlined in theacademicA Z AA QAT 1

Add/Drop/Withdraw

SCHEDULECHANGESADDS& DROPS)

You may findit necessary to change your classes aftgou completethe registration process. You

may add ordrop classes through ACES durindesignatedtime periods] EOOAA ET OEA A
Keep in mind that changesto your schedule may result in additional charges that you are
responsible for paying before the next payment deadline.

DROPS/WITHDRAWALS

4EA OAOI O OXAEG EEAK® dgediverchangeably.Faculty must drop a studenforT T T Z
attendanceduring the first day of classor for lack of academicprogress duringthe term. A

student may alsoinitiate adrop to withdraw from aclass.Dropped classesmay be noted on your
transcript and may count towards the O E @ Z ridl©(5eb theA Z A A OThérd azo may be a
financial penalty for drops/withdrawals, including financial aid penalties.

STUDENTWITHDRAWAL PROCESS

Before withdrawing from one course, you must meet with the instructorBefore withdrawing from

all classes, you should meet with an advisoiStudentsmay drop/withdraw from a class only after
meeting with a faculty member or other designee. Students may request a withdrawahline

through the registration area of their ACES account or submit withdrawal form(s) to Admissions and
Records/Enroliment Services. Students are responsible for following up and confirming that requests 1
withdraw from classes have been processed.

WHEREDOI| GOTOWITHDRAW?

MLK# Al OO Z 7 AlzRécordsand Rebidrdtion OfficeRoom203
SWCCampusz StudentServicesOffice, 2 T T I " Zp X ¢
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Attendance

IMPORTANCEOFCLASATTENDANCE

Attendance has a significant impacobn performance,and attendanceon the first day is essential to
your success. Academisuccess is directlytied to the effort students put into their studies, the
degree towhich they interact with faculty and peers, and theextent to which they integrateinto
the campus life.

EXCESSIEABSENCHEPROCESS

Excessive absences can result an instructor dropping you from a class. If you stop attending
class for anyreasonyou should contact the instructor and the Recordsand Registrationoffice to
officially withdraw from the class. Absencesmay be consideredexcessive when more than 12.5%
of the total contact hours ofinstruction in a semester, including lecture andab are missed(See

AZAADAT T ¢

If you are not dropped from the course or you have reached tiR E @ Z Rulki(seeA Z A AYydul 1 C
will receive the grade earned irthat class atthe time you stopped attending.

Completion _and Graduation

Completing the core curriculum and earninggn A O O 1 Adedre®@i8 &n nportant step whether
you plan totransfer or enter the workforce. Youcan make thehours you haveearnedwork for you
when you follow adegree/transfer plan that will enable you toget an associatelegree. Itreally
will make adifference.

WHY GRADUATE

1 According to The Community College Research Centstiidents who complete their
associate degredefore transferring were 77% more likely to complete BA AAEAT T 08 O
degree.

1 Most transferring students have completed core curriculum requirements that will apply to
the transferring institution. You are more likelyto be accepted toa university by following a
transfer plan.

f According to the Bureawf Labor Statistics(2017)zO51 ATl D1 1 Ul AT &6 OAOAO Al
edbMAOCET T Al AOOEFEITAOR TGO K, hplx 6AOOT AEAOSeuEs AACO/
more than they would with a high school diploma alone.

1 To beeligible to apply for careeradvancement85% of better paying jobs in San Antonio
require an associatedegree.

Completingan associatedegreez and being a part of the commencementceremony with
formal regalia (cap andgown) z gives you a sense aiccomplishmentand makes you a role
model to family, friends andneighbors. They will celebrateyour journey and nothing could be
better than that!

Not convinced?Visit an Advisor to review your records anddiscussyour academic progress,
pending classespetitions, equivalencies,etc. Go for it!Apply for graduation.

For Degree/Certificate requirements, referOT OEA AR&AGRSL I ¢ 1 O
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DEADLINES
For graduation deadlines,visit www.alamo.edu/spc/graduation

COMMENCEMENT

Commencement isa celebrationof your achievement. All candidatesfor degreesand certificates
are encouragedto participate. You do not needo be enrolled duringthe semester that the"Apply
to Graduate Form" is submitted oduring the semesterin which the degree is conferred in order
to participate.

Thereis nocost for graduation. The diploma, cap, and gown ar@rovided by the college

CONTACT
For further information, contact Records andRegistrationatt Yy @ Z ¢ x m M 8

Core Completion

The! OOT ABAr@ABIOAT O #1 OA #i1 i1 DI AOETTT04EA "AOEAO8O

CORECOMPLETION

Many3 O8 0 E E | &uén® plah toitrandfet ¥ a college ouniversity and will needthe
appropriate courses to do soAll associatedegreerequirements include a General Education Core
Curriculum designedto provide asolid foundation for collegeeducationand to make transfers
between and from Texasinstitutions of higher educationassmooth as possible. TheAlamo
Colleges Districs Core Curriculum (approximately 42 credit hours) will substitute for the Core
Curriculum at any other public collegeor university in Texas.

Course Loads

Students generally may not enroll for more semesterredit hours than the number of weeks in a
semester/session. Ifyou are enrolled in terms of different lengths at the same time, you may
enroll in a maximum number of semestercredit hours equal tothe number of weeks in thelongest

. £ A 9~ oz

L A s oA o~ oz~

PETITIONFORCOURSEOVERLOADS

Studentsrequesting to take morethan the maximum semester credit hours allowed by thélamo
Colleges Districs, need to request 0 A OED BT # 1 O O O Aorny frér thel RiecArdsiOffice,
located in the Welcome CenterRoom203 and must complete andsubmit for approval to
appropriate Dean for the course which will cause the overload.

Early Alert 7z GradesFirst

Your academic success is importartb your instructors. If instructors notice that you are
experiencing academic difficultiesearly in the term, they may sendan email to your ACESaccount
that will advise youabout waysto addressthose difficulties. Itis very important that you promptly
respond to anyEaly Alert communication. Your success depends on it.
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Final Examinations

FINAL EXAMPOLICY

A comprehensive finalevaluation, not to exceedthree hours inlength, shall be givenat the end of
each course at the official schedulefinal examtime. Any exceptionsto this requirement must be
approved by theappropriate Dean. Othetevaluationsare givenat the discretion of the instructor.

A student who must beabsentfrom a final evaluation should petition that instructor for

permission to postpone theevaluation. A student absent without permission from a final
evaluationis gradedO Toa the exam.

FINALEXAMSCHEDULE

The FinalExamSchedule changesvery term. For final exam datesand times (which differ from
normal class meeting dates and times) sasbe AZ AAOAIT T C

Readmission to Class

If you have beerdropped from classesfor excessiveabsenceghat have resulted in a lack of
academicprogress,you may bereinstated only at the discretion of the instructor. A reinstatement
form must be signed by thenstructor and submitted to the Admissions andRecordsOffice.

Smart Start

Studentabsenceswill be recorded from the first day the classmeets,and students who do not
attend thefirst scheduled clasr contact the instructor will be dropped. Students should verify
that the drop was completed (see thdd Z AAYD AT T C

Student Development (SDEV)Courses

All students must complete astudent developmentcoursedesignedto help them successfully
transition to college and better understandthe Colleges expectations.Student Development
(SDEV) courses offetechniquesé T 1 E £A Z 1 drdatige ahd&raicall tHnking,htime
managementtest and note taking, studying, careemplanning and the establishmentof lasting
relationships. Students wio successfullycomplete SDEV otearning Frameworks courses have a
proven record of higher retention and persistencein college. Avariety of student development
courses areoffered to fit specific student needs.See theA Z A A @ Adewhigh one applies toyou.

Student Grade Changesand Appeals

You have a maximum of one year from thend of the term in which the final gradewasissuedto

request areview of the grade orpetition for agrade change.Judging the quality of academic
performance rests with the instructor assigned to the course. ou believethat the gradeis

incorrect, you should schedulea conferencewith the instructor or, if the instructor is not

available,the department chair. Ifyou still are not satisfied with thegrade,you canfile an
AcademicGrievancewithin five AAUO 1T £ OEA E 86 Acadedid @idvéncdA AAE OE |
Procedurein the O $ E O Staddadd@éderal2 A C O1 AsbdidnofthédA Z AAOAT T C
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Syllabi

SYLLABUS

The syllabus providesan overview of the assignmentsand activities in a couse. It is your guidefor
what to expectin the course andstatesyour responsibilities asa student in that course. Become
familiar with the syllabus and keepup with the assignments toensurethat you earn the highest
grade possible.

EASYLLABUS

Texascolleges anduniversities are required to make coursesyllabi available through their
websites.In addition, instructors are required to provide curriculum vitae (resumes) that include
their educationalbackgroundand published material so thatstudents may make informed
decisionsbased oninstructor credentials.

Withdrawal for Military Service

Military students may want their transcripts to reflect that they withdrew due to military reasons
or may requestthat their transcripts show no indication that theywere enrolled, and the
course(s) will be permanently removed from their transcript. If a student withdraws asa result of
being calledto active military service, the College, ahe O O O A Agtidd &r@ with proper
documentation, shall:

ZzZ' OAT O A 000 A énbebthexChlibgdEudeliRdssgeadeAniallikcourses by
designating0 7 E OE A O A x T(&M)bn the@ahseiipt) OR

Z Z de@rmined by the instructor, assignan appropriate final grade or credit to a studentwho has
satisfactorily completed a substantial amount of coursework and demonstrated sufficiemhastery
of the course material.

308 0EEI &hal@rovided100poAkefiAd with the presentation of military orders.

Evaluation and Grading System

EVALUATION

Instructors evaluateyour coursework based on how well you achieve the objectives of a course.
Your instructors, and their syllabi, will explain these objectives, asvell as how grades will be
assigned.

Permanentgradesare recorded at the end of the term and are available through AlamACES
approximately one week after all finals are completed for the term.

GRADINGSYSTEM

The Alamo Colleges Districs uses thefollowing grading
system: A (excellent/exceptional performance beyond
mastery) B (aboveaverage/beyondbasic mastery)

C (average/mastery)

D (below average/pass)

F (failure)
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| (incomplete)

IPj ET ZzBDOT COAOO(Q

. # 11 1TZAOAAEOQ
W (withdrawal)

WS (withdrawal, SB 1231)

WX (withdrawal exemption, SB 1231)
WM (military withdrawal, SB 1231)
CRi TT1TZOOAAEME) T Al
AU (audit)

P (pass)

NR (not recorded)

Military Service withdrawals are recorded asaO7 - 86 110 @7 B Hapend difdcton the
GPAbut do negatively impact Satisfactory Academic Progress (SAP)for financial aid
eligibility . To simply stop attending a class may result ia grade ofO & 8 6

18 Hour Rule
18 Hour Rule Special Tuition

If you take more than18 hours of Developmental Education courses, you will beharged an
additional rate.
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MY SUPPORBERVICES

Academic Advising

To beadequatelyprepared for registration, students must seekacademicadvising before the

~ o~ sz - A

programs, and transferinstitutions.

Visit the WelcomeCenterfor AcademicAdvising at the MLK campus.At Southwest campus, visit
the Student Service®ffice located inBldg. 1, B172.

Admissions_and Records

The Admissions& Residency/Records& Registration processesadmissionsapplications

(ApplyTexas), high school and colleg&ganscripts, collegetranscript requests, stateresidency
determinations, early admissions,and proof of bacterial meningitis vaccinations. Additional

information about the admissionand registration processcan be found in theonlineAZ AAOA1T T C

Career and Transfer Services

CareerServiceshelps studentsresearchand identify majors, transferability of courses tovarious
universities, career paths, search for employmentdevelop resumes,and improve interviewing
skills. Assessmenprograms are available for studentsto explore careers, majorsand joint
admissionagreements;to include Purple Briefcase CareerCoachand Focus2.

Transfer servicesare available toassist students who arénterested in transferring to a fouryear

institution. Additionally, transfer articulation agreementsfor arange ofeducational programs are

available with local and stateinstitutions. For additional information, both Career Services and

Transfer Servicesis locatedin the WelcomeCenterfor AcademicAdvising at the MLK campus. At
Southwestcampus, visit the Student Servicesoffice located inBldg.1, B172or online.

Counseling Services

Personalcounselingis availableto assist students. Our counselorsprovide free OET OOz OA O
crisis counseling.lf I T T C Zh@i©rieededstudents are referred to appropriate external
resources. Studentsnay obtain referrals or information on community resources such as
childcare, financial assistancéor college, medical or dentatare, legal assistancegnd assistance

for military families, etc. All resourcesarefreel O 1 1 and #&d a@adablein Bexar and
surrounding counties. For assistance, contach Counselorto arrange an appointment at¢ p 1 Z

T Y ¢ Z ¢ ovisibthelSa@ton LearningCenter,Room 102 atthe MLK campus.Counselorservices

are alsoavailable at the SWCcampus byappointment A O ¢ p 1t Z tlapaged at Blgg.d Room

' Zpou 8

Disability Services

Disability Servicesassist inensuring reasonable accommodationsire provided by the College to
ensureaccesdo all coursesprograms, services,activities, and facilities. Qualified students with

14| Page


http://alamo.edu/spc/career-services/
http://alamo.edu/spc/career-services/
http://alamo.edu/spc/career-services/
http://alamo.edu/spc/counseling-services/
http://alamo.edu/spc/ds-services/

learning, physical,developmental, mental and emotional disabilities, who are attending or
contemplating, attending an Alamo Colleges Districs, may be eligible forservices.

In order to be eligible fordisability related services, students must have documenteddisability
as definedby the ADAAA andSection504 of the Rehabilitation Actof 1973. Accommodations may
include testing arrangements,readers, scribes,coordination of interpreter servicesandET Z AT AO QG
academicaccommodations.Contactthe Disability Servicesat; ¢ p 1 J 199 gt ¢h& MLK Campus
or the SW Campust (210) T ¢ ¢ Z X p xddition&l infbrmation.

Grade Availability

At the end of the term, studentsfor whom no final grade is posted by the facultyill have a grade
of NR (Not Recorded) assigne&tudentsshould follow up with their instructor or, should the
instructor not be available,the department chair regarding questionsabout grade.

Grade Point_Average/Calculating the GPA

The GPAs derived by dividing the total number of quality points by the total number of semester
credit hours attempted (not including W, WM, WS, WX, IP, CR, NC, NR, AU) for which grades have
beenreceived.The averageis based on all semester anterm coursework.

Graduate Guarantee Policy

The graduate/completer must have earned the A.A. / A.S. /A.A.S. /A.A.T. Degre€ertificate ina
technical program published inthe catalogs othe college awardingthe degree. The guarantee
does not imply that the graduate will passany licensing or qualifying examination for a
particular career.

Reverse Transfer Graduation

If you transfer from3 O8 0 E E | 6 8ndtker Fexas dublicCollege or universitywithout
having completed yourAssociateDegree, you may qualify for a\ssociateDegreeunder the
ReverseTransfer DegreeProgram. To be eligible,students must have accumulated 25% othe
Associatedegree(usually 15 creditAT 1 1 A CA Z Ihduid)ai3 OO LEED anBdd O #1 1 1 A
subsequently complet the degreerequirements at the transfer institution. Earnedhours must
include sixsemesterhours in U.S./Texaggovernmentand six hours in US./Texas history.

To requesta ReverseTransfer Degreeyou needto submit your Application Graduation Form
online through ACES and submit an official transcriptfrom a public Texas colleg®r university
indicating the award of a baccalaureatéegree.See your college fofull instructions.

Honor Lists

Honors aregranted studentswho earn a cumulative GPA of 2.00r higher in addition to a current
semester GPA of 3.5 or higher itheir Fall or Springsemestersat3 08 0@ledeESmaded
earnedfor developmental coursesbeginning with the number zero (0) are notconsideredin
Honors calculations.
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International _Student Services

The International StudentsServicesis dedicatedto helping our international students succeed
while enrolled atthe3 O8 0 E E | HEERety@ffort it nhatlefo@rsare the students returnhome
with memories of a pleasantAmerican experience. International Student Servicess the primary
official liaison between3 08 0 EE | E b 6 Q.S€itizenshp@id IminigratiotSeriices
(USCIS). Students arprovided assistance withapplications for admission,registration,
immigration issues ast pertainsto OE A O OIOIAIAZ @©A«thki4 dtlidénts are offered
assistanceregarding the United States Citizenship Immigration Servicesbenefitsavailable toAl | & Z
1 studentsas well asguidancefor maintaining their legal status from the point of college
admission to the point of transferto another institution or return to their home country. For
further information contactInternational StudentServicesoffice at (210) T ¢ @3B6&or visit the ISS
office located inthe Welcome Center, Room 1Qb

JobPlacement Services

Academicadvising offers assistancewith completing and printing job applications, resumes, and
other forms. Whether you are lookingor a® A O O 700 & pldnning your future occupation, SPC
career professionals are hereo assist.

MLK Campug Welcome Centerffor Academic Advisingprcall¢ pmZ 1t Y @ T
€ Op

Z G
SWC Campus StudentServicesOffice," 1| AC8 ph 2dcdllE pftZpwaqgh x &

Testing Center

The Testing Centerat St.Philip's College offersavariety of testing servicesto assiststudents with
fulfilling state examination requirements (Texas Success Initiativeand determining academic
placement. The Testing Centermay also provide distance education, faculty assigned exams, and
GEDtesting which are all subjectto availability and require an appointment. Additional

information including hours for the MLK and Southwest Campuecations canbe found onthe
Testing Center Website

MLK Campusg Welcome CenterRoom207B,T y ¢ Z ¢ T T T
SWC Campusg StudentServicesOffice,2 T T | "ZpzZc Yp

Transcripts

Thefirst copy of your official transcript is still free, but you will be charged $10 for each additional

copy. TranscriptrequestscanOAEA oZuv AtOBeprbcd0ed3 AAUDEETI EPS O #1
mail via overnight servicesor fax to other educationalinstitutions, students,employers or other

third parties or acceptstudents' personal requests for transcripts via email orphone.Educational
Releases signed by the studemtre required for each requestand are subject to review. For

detailed instructions on how to request an officialtranscript check the Records andRegistration

web page.

Unofficial transcripts are freeAT A AAT AA DOET OA AACESNdie BaiEyouldD AT A£Z (
haveaO O OAT OA OE b Oreddrid Yo ill nbtibe ablét@vidw or print your transcript until
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the hold is resolved. Ithis is the case you will be notified viayour3 08 0 E E | &mibobthe# 1 1 |
needto clear the hold.

Transfer_and Services and Articulation _Agreements

Transfer articulation agreementsoffers students theopportunity to receivean Associatesof Arts
degree in Liberal Artsupon the completion of all courses listedunder the 2+2plan. Thiswill lock
in an agreement with theuniversity of your choice so that thecourses you take att. Phiip's
College transfereffortlessly. Every year, many universitieswill changetheir degreeplansand
major requirements, requiring studentsto take various courseseachyear. By signinga Joint
Admission Agreementwith a university, you will be lockedinto the degree planand theywill
honor the courses outlined inthe agreement. In addition, sinceeachuniversity hasdifferent
course requirements, alransfer Agreementwill guarantee that you have completed all of the
prerequisites required at the university that you transfer to.

Transfer Curricula and Resolution of Transfer Disputes

If you areinterested in transferring to 3 O8 0 E E | ,ElEcéu3es#nlist dordeGrdm an

accredited institution. A grade of O #06 better is required for all technical courses and grade of

0%$6 1 O rédghiredddk &l otBeDacademic coursework. Transfedisputes mayarise when you
aretransferring courses to3 O8 0 E E | tom®tler i#stititiond apdior wnen 3 08 O0EEI ED
Collegecourses arenot acceptedfor credit by another Texaspublic institution of higher

education.Both institutions involved in the transfer issuewill attempt to resolvethe transfer

dispute in accordancewith the Texas HigherEducation Coordinating Board rules and/or

guidelines. # OAAEO | AU AA OOAT OZEZAOOAA O 308 OEEI EDPJ
accredited. Courses from institutions accredited by agencies recognized by the Texas Higher
Education Coordinating Board may be applied by the college towha certificate or degree only

after being reviewed on a case by case basis. TAlamo Colleges District Center for Student

)T & Of AGET T j#3)q EO OAOPI 1 OEAI A £ O OAOEEUET
evaluating the official transcripts.

Open Computer Labs for All Students

Networked computers with Microsoft Office Suite, specialise software and Internet access are
available for student use in open labs on the MLK Campus and SW Camggen computer labs
are available at the MLK Campus in th€enter for Learning Resource 2 floor (CLR)and at
Southwest Campus Library in Building 4C123 and Building 3, Room 105 on a firstome, first
served basis during open lab hours.

Students are @pected to follow theAlamo College®Districts Appropriate Useof Information
Technology Resource®olicies and Proceduresvhen utilizing campus Computer Labs as outlined
in the Alamo Colleges District IT Policy (C.1.9)

308 OEEIEDPSO #7111 ACA POT OEAAO x E OAWwki®sGvaifadled A OO
in all buildings and slected outdoor areas.Check the WiFi Hotspot Maps for updated locations
via the Technical Supportpage under quick links.
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Tutoring

Tutoring is offered in avariety of areasfor studentsofall levels. 3 08 OEEI EDP8O #1111,
tutoring locations at each of our campusesTutoring is alsoavailable online using Brainfuse,using
your ACES account or via Canvas.

The RoseR. Thomas Writing Center ZCenter for Learning Resourc€CLR), 39 Floor

The Rose R. Thomas WritinGenterprovidesal 1 x Z O goéti&kede@rning environment where
you can read, study, do research or get help with your writing. ThexperiencedWriting Center
staff will readily guide you through complexwriting assignmentsor tasksthat require specific
writing and/or grammar skills. The staff is singularly dedicatedto improving your writing ability
and enhancingyour presentation skills.

Tutoring and Technology Center z Center for Learning Resource (CLR3 Floor and SWC
Library

The Tutoring and Technology(TnT) Centerprovides a range of studentacademicsupport
services.Theseinclude tutoring in subjects such as accountingpeechand history, as well as
others. TheTnT alsoprovides academic coaching workshopgroup tutoring, and study spaces.

MathWorld z ScienceBuilding- , + #AiI DOO j3#)q pnp O 37# #A[lI DO
MathWorld has college degreedpecialiststhat help students tounderstand and complete math

work. Each MathWorld instructor has been selected to providenaximum assistance to aliverse
population of students.

Byrd Sanctuary z The Natural Science3 utoringLab (Byrd Sanctuary) Science BldgdSCl)z 202

The Byrd Sanctuaryprovides support for academic ancpersonal growth in the Natural Sciencesas

well as to develop an appreciation for learning and lifelonguccess4 E A O deliv@d\eSsential

tutoring servicesto studentsin amotivational and stimulating environment.

Veterans Affairs

The Officeof Veteran Affairs offers assistanceto studentsreceiving educational assistance under
one of thepublic and state lawsfor veteransand/or their dependentsin the following:

We accept and process requestsr enrollment certification to the Departmentof VeteransAffairs.
Provide eligibility information for the Hazlewood Exemption Act forqualified veteransand their
dependents.The officeprocessesHazlewood Exemptiondor tuition and fees.

001 OEAA AOI 1 Cdxaienh ReDabikEtiéh Programp Z

Approved work site for VA Work Study Program.

We offertransition assistancefor veteransreintegrating into campus andcivilian life.

Students utilizing state or/EAAAOAT  OA OA OA todtact thie Kdtelarifa QOffioeE | O1 A
before registration toobtain ET Al Of AOEIT T 1A103 ( #cipfail@aapaew,
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MY INFORMATION

ACESs aOA |1 Az éebuedartal Aatprovides studentswith accesgo various resources using a
single O E C T A& hrlAGESuser, you will have access to registdor classes, financiahid

information, email, library resources,grades,transcripts, online courses, career coach, Alamo GPS,
and muchmore. ACESalso provides you with the latest information of eventsand important news
taking place on campus.

Family Educational Rights and Privacy Act (FERPA)

The Family EducationalRightsand PrivacyAct (FERPA)requires anyschool that receivedederal

funds to releaseor withhold a © O O A Adudatiolrecords in accordance with its rules. The

Family Educational Rights and Privacyct (FERPA) is designed tprotect the privacy of OO O A AT O C
educationrecords.

ALAMO GPS

Alamo GPSs anA A O U z OX4 AzfOzZRAddégrdeAudit program and an academic advisement tool
designed tohelp you understandthe degreerequirements for your major. It helps you view how
courses completed count towarddegreerequirements and what coursesand requirements still
needto be completed. The system idesignedto facilitate academicadvisingbut is notintended to
OADPI AAA /eAvsiAgisdssionsEA A A

Name Change

If your namelegally changesyou will need to change your legahameon your permanent
academicrecord by presenting appropriate documentation to the Enrollment
Services/Admissions and Recordsffice. To request a namehange, submitacompleted form and
the signedcourt order, marriage license,or divorce decreeshowing the new, restored oradopted
legal name.

To correct a name that has been misspelled inti®8 0 E E | E Bedo@ls rgquites thatydu
submit the correctspelling by providing an official birth certificate or other appropriate legal
document.

Residency

Residency is established baseoin the answersyou provide to the core residencyquestionson the
ApplyTexas application. Youmap A AT T OAAOAA A Uforaadiiondl tediderEyp 6§ O # |
documentation if there arequestionsabout your residency status,which is used to determine

your tuition rate and should be changed prior to census date.
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Student ID

You arerequired to haveA 3 08 0 E EID.Ed0btéin atcdllégipiFo® A, you must be
registered with tuition paid, beenrolled in aninstallment plan, or have no tuition balance, and you
must presentavalid photo ID.All students must presenta studentidentification card for accesso
servicesand activities such adibrary usage,physical educationfacilities, specialevents,academic
advisement, transcriptrequests, etc.

ID card location& hours: WelcomeCenterRoom, 105A. Regular Business Hours.
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MY MONEY MATTERS

" OOET AOOTOffitedd OA OB O

The Virtual Business Office (VBO) is an online hub where you can pay for college related

products, services, tuition andiees. No more waiting in line to pay your tuition or enroll in a
OAUi AT O o1l Al h OEA 6"/ EAO i AAA OEAOA OAOOGEAAO
http://www.alamo.edu/district/virtual _-businessoffice/

Business Office hours
Fall and Spring Semester
Monday, Tuesday & Thursday 8:00AM-5:00PM

Wednesday 8:00AM-7:00PM
Friday 8:00AM-5:00PM
Saturday 9:00AM-1:00PM (First Saturday of thanonth)

Summer Semester
Monday-Thursday 8AM-7PM
Closed Friday and Saturday

LOCATION: Welcome Center (WEC) 104
CONTACT: (210) 482200

Tuition and Fees

Tuition is a sum of money charged for instruction at a college or university. The cost of tuition is
based on enroliment status (number of courses), and residency.

A fee is a payment made for professional advice or services.

1. Mandatory Fees authorized by statue or by the governing board of an institution, and are
charged to a student upon enrollmento provide services available to every student. Example of
such fees are: library, laboratory fees, course, student activities, etc.

2. Course Feesare mandatory fees required of all students enrolled in a particular course,
such as materials for a chemtsy lab, or a discretionary fee required of students in a given
course, or for students participating in a special activity, such as a parking fee.

Total academic charges are the total of all tuition, mandatory, and course fee charges for a
student taking a given number of Schedule Course Hours (SCHSs).

Tuition Third Repeat Fee

The Alamo Colleges District will charge a higher tuition rate to students registering the third (3)
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IO OOAOANOGAT O OEIi A A O A AT OOOA8 4EA 30A0A xE
third (3) or subsequent attempt. Students should meet with an advisor to determine if they are
repeating a course for the third (3) time.

18 Hour Rule Special Tuition

Students taking in excess af8 hours of Developmental Education courses will be charged an
additional rate.

Tuition Installment Plan

The installment plan allows students to separate their tuition into three (3) payments, consisting

of adown payment and 2 monthly payments. The down payment is due when the contract is

signed. This action would need to take place before the first payment deadline of the semester.

The Payment Plans are available online through ACES. The Payment Plan is aviglfor all

OATl AGOAOO AT A EAO POAOGAO AAOAOG OEAO AAOGAOIETA

Tuition Refund Petition

No refund is possible after the designated deadline, except in extraordinary circumstances and if
approved by theAlamo Colleges Ditrict.

Refunds

Refunds are dependent on students having paid more than the minimum required tuition and
having paid their tuition in full. For example:

1. Financial Aid credit- if tuition and fees were lower than financial aid award than a refund
will be issued

2.  Withdraw/drop from a course(s) - you may be eligible to receive a refund based on the
college refund schedule websitehttp://www.alamo.edu/main.aspx?id=22828

Students who receive aefund are responsible for reimbursements to companies or agencies
that have financially assisted them with their tuition.

Refunds for students on the Payment Plan will be applied to the balance due, as stated in the
Payment Plan Contract. All academic emdar days are considered for refund purposes, not only
the days the student attends class. Refunds for other nestandard length courses (ie. open
learning, continuing education) shall be made based on the Refund of Tuition table provided by
the Texas Hgher Education Coordinating Board (THECB).

Get Your Refund, Your Way

During your college enroliment, you may at some time be eligible for a Financial Aid refund or other ty
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of disbursement.
To receive your refund, you can choose how you wargdeive it though theRefundSelecprogram.
Choose your refund method:
1. Within 48 hours of registering for college, a Welcome Erfraih Heartland ECSI will be sent to your:
1 Alamo ACES Accout, and
1 Your Personal Email Account, if one is provideddamo Colleges District
2. Click on theGet Started Herelink on that email and enter your Heartland Key.
3. You choose how you want to receive your money.

4. If you have an address telephone number change, it must be made through your Alamo
Colleges' ACES accountdeartland will not accept changes by phone or eniRigase allow 24
hours for tle new information to update.

Choose the refund yned hod t

What do you Best refund method How to sign up When you'll receive
want to do? your refund

Use my Funds are electronically You provide your existing Bank  Once the credit appears
existing Bank deposited into an existing  Routing Number and Account on your ACES account,
Account. account. Number. Plase confirm that you your refund will be in

entered your Account information your account and
correctly to avoid any delays in  available on the following

receiving your refund. Thursday.
Open a Funds are sent to your new Choose to open a Discover Once the credit appears
Discover checking account. A Debit  Cashback Checking Account. Yot on your ACES account,
CashBack Card will be sent to you, and will be notified of the status with  your refund will be in
Checking funds are available for use 48 hours of the application. your account and
Account. with this new Debit Card. available on the following
Thursday.

Visit Heartland ECSI's website for more informationhatps://heartland.ecsi.net phone toll free at
1-844-760-605.
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Employment

Whether you are looking for ab A O O 7o & plahning your future occupation, SPC career
professionalsare here to assistyou. We can helpidentify your personal goalsjnterests, and
abilities with personalizedcareerand personality tests. We understand that many students must
work for financial obligations during their education. We would like to help you with your career
search andto assst you with balancing your work and school.

The constantdemandson a colleged O O A Anhe@dn ©aveyou feeling overwhelmed. Many
studentsfeel thatthere are simply never enoughhours in the daywhen they work while juggling
their course load. Finding the balanceis hard but it can be done. Use the chart below as a guide
for building your schedule:

WORK (Hours per SCHOOLWCourse load should
Week) . be)

1t ET OO0 | & 6 hours (1/2 time)

on EI OO0 j 0/ 9 hours (3/4 time)

20 hoursji 0 AOOZ Ol pc ET OO0 j &0OI1 2z

10 hours (weekend, etc.) pc C EI OO0 j &0l

For additional assistance withjob searches both on and oftampus,pleasevisit career servies.

Financial Literacy

Financial literacy is the knowledgeand skills necessaryfor you to make wise choices about your
finances.This is essential foryou to learn; it will help you while you are in college, as well as the
rest of your life. Here aresome of the vital things that you will need to understandin order to be
successful with yourfinances:

Budgeting: learn howto manage yourmoney and time by creating abudgetand a schedule.
Credit: learn the importance of having goodcredit and how to get it.

Scholarships: explore different scholarship opportunities that you may beeligible for.
Student loan information: understand your rights and responsibilities as a loan borrower
and understandthe importance of paying your loan back. It is verymportant that you
complete your program of studywith aslittle as debtaspossible!

HownNE

Thereis assistanceon campuswith any of the aboveitems along otherfinancial literacy questions
that you may have. For furtherassistancevisit our website Financial Literacy Services
http://www.alamo.edu/spc/financial -literacy/ or come see us in SLC 1@
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MY CAMPU3IIFEANDRESOURCES

Food Sales

Students can purchase food at each of tidamo Colleges Districs. Available food options
include: cafeterias,vending areas,coffee shopsmini-mart, and more.

Political Campaigns

Alamo Colleges District are committed tofostering a diverseand opendiscussion of ideas,
opinions, andviewpoints as well as encourage members tfie college community to be active
and engagedcitizens. However, as acharitable entity subject tofederal, state,and local regulations
regarding political and campaign activiies, Alamo Colleges District are required to remain
politically neutral and cannot participate or intervene, directly or indirectly in the campaignof
any candidate or political party.

For additional information consult the following board policy ©.3.4) which outlines the
regulations Alamo Colleges Districs, itsfaculty, staff and students,jncluding student
organizations, mustfollow in regard to political campaigns and candidates.

Student Organizations

4EA 308 0 EEdogniestitad impdrthntedi@lyanized Student ClubsOrganizations and
Athletics. Theseexperiences help students develop their social, leadership, criticedinking,
problem solving, networking, and teambuildingskills. Co-curricular events enhance their
academic experiencesThey are anintegral component of thetotal educational experienceof our
student, promoting the growth of their personal andprofessional development. Whether on
campus or online, students can get involved.

Basketball (Men/Women)

C.H.A.T. Culinary, Hospitality, and Tourism

Collegiate100

CyberTigers

Engineering World Healthz

Eureka Science Club

Future United LatinoLeaders for Change (FULLC)

I Am Woman

LVN to AND Mobility Program Student Nursing Organization (LAMPSNO)
Occupational Therapy Student Organization

National Association of Home Builders (NAHB)

Philosophy Club

Phi Theta KappaHonor Society(PTK)

Respiratory Care

Spirit and Pride Crew

StudentGovernmentAssociation

T.1.G.E.R Club (Theatre, Immersive, Gaming, Entertainment, and Relaxation)
Tiger 1 Electric Car Club

—a - -4_-4____o-2-2_-__--a-a-2a-2a
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1 Tiger Cheer

9 Tiger Techs

1 Vocational Nursing StudentAssociation
1 Welding Club

Student Activities Fee

308 0EEI EaBits OwnsiudentSkigidesActivity Fee Committeeresponsible for making
recommendationsto the Presidentof the College about the allocationf funds collectedfrom the
student servicesfee ($3 per credit hour). The committeeis comprised of five studentsand four
faculty/staff. Uponapproval of the budgeteachyear bythe College Presidentthe committee
meets monthly, or as needed, tdetermine allocationsfor chartered and recognizedstudent clubs
and organizations, Intramual/Extramural Sports/Recreational Activities, tosupport Student
Activities programming, and other leadership developmentprograms.

Student Involvement in Decision Making

Studentsare key stakeholdersinthe3 08 0 BlEdeddpdiaionsiand planning. Student
participation andinvolvementin AA A E OE 1 lisZdluadaidsoQght throughcollege
committees, campus forums, studensurveys, and consultationwith student organization leaders
and their advisors.

Opportunities for getting involved include,but are not limited to: Martin Luther King March, Week

of Welcome, Homecoming, Cesar Chavgarch, Student Government,Student ServicesFee

Committee, Studen®Organizations,CultureFest,New StudentOrientation,7 | | AT 6 6 ( EOOT C
Month, BlackHeritage Month, andHispanic Heritage Month.

Student L eadership _Opportunities

The3 08 0@kegeted@ni2es the importance of building strongl AAAAOO AT A 1T &£ O
participation in the developmentof their own leadership skills. Students may choose from a

variety of opportunities to getinvolved, including student government, student organizations,the
Student Leadershipinstitute, and Phi Theta KappaHonor Society To learn more about the

leadership opportunities the Alamo CollgesDistricts have to offer, explore oumprograms and

AT 11 A C feadérénip gradgrams.

The Alamo Colleges DistricStudentLeadership Institute (SLI) offers all college students the

opportunity to enhancetheir leadership mindset, skill set, andtoolset4 EEO Ox1 ZOAT AOC
leadership program imparts the learning tools and resources for students tdecomeleaders on
campus,in the workplace, and in diverse communities.Students involved in SLI will lave the

opportunity to receivescholarships,increaseO A1 AZ AT impEtvé cdrhrdudidation skills, build
relationships/network, become anAlamo Colleges Districs ambassadorand emerge as a

proactive, productive, and engaging leadeand have fun doingt all!

To join SLI, studentanust havea cumulative grade point averageof 2.75 or higher, be enrolled in
a minimum of 6semestercredit hours, and submit a completeapplication packet. Learn more
about SLI byvisiting www.alamo.edu/district/sli .
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For information regarding other leadership opportunities:
{1 StudentEngagementGrant
{1 PhiThetaKappaHonor Society

Student Life/Activities

Studentdevelopmentis important both inside and outside theclassroom.The Departmentof

and events,student organizations,sports programs, lectureslive performances,specialevents,
and more. Professional staffprovide guidanceand leadershiptraining to assist studentsin
achievingtheir academicand personal goals.Learn more about what StudentLife offers:

Location: MLK Campusz Turbon Student Center Room 110
Location:SWC# Al BOOh "1 AC8p $ZpToO

Student Publications

Student publicationsallow student writers, editors, photographers and artists to developtheir
talents, display their creativity, and intelligently sharetheir opinions while providing a service to
the campus community. Publications mayinclude student newspapers literary journals,
yearbooks, or other media, and maipe managedthrough academicor student affairs
departments, studentclubs or organizations.

7 Tiger P.A.W.3 iterary Journal

Student Travel

308 O0EEI EDG Oprotbtd shidtrgvdl to@vertsarntd activities occurring beyondthe
boundaries of the College/District property by students and recognizedstudent organizations.As
such, we havestudent travel polices that apply toindividual studentsand recognized student
organization travel. The travelpolicy is applicable when theindividual student or recognized
student organization travels on behalf ofCollege/District with or without the financial support
from the College/District.

Examples ofactivities and eventsthat fall under this Policy include, but are notfimited to: club

sports trips, the activities of recognizedstudent organizations,3 3 & ! # Z £A0T AAA AT 1 1 O1
travel, and in situations where astudent or recognizedstudent organization officially represent

the Collegeg.g,leadership academies, conferencesnd other programs.

Use of College Buildings _and Facilities

308 O0EEI Ebd O amtiatilitie8 gusell @ BuppbiEhle €lGcational goals of the Colleges
as outlined by the Board of TrusteesRegulations regardingthe safety and use of campus facilities
are outlined in the Board Policy onthe StudentCode ofConductF.4.2.1

To learnmore aboutreserving aroom or space at the campus foa specific eventcontact Student
, EEA AD | ¢ pAitrgquestpry atereguirad 80 completethe i T Z IREquektior Use of
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Facilities Form Zhttp://spcweb.alamo.edu/vpcs/FacilityReguestForm.aspx

Student ID Card

4EA 308 0 EIPtaiis§olr tickdt to maagaktivities. You may use your ID card to check
out books andmaterials in the college library, to use recreationafacilities, to gain access to our
gymnasium complex, and you may also getoaus card for discountfares.

Location:MLK# AT BOO Z 7 Al Robni18s6 A# AT OAOh
Location: SWCCampusz StudentServicess £AZFZEAAh 2111 " Zpxc

1 Replacement cost: Your firstardis free. If your card islost, stolen,or damageda
subsequent photoidentification card will be provided only after areplacement fee of

$10.00 ispaid.
Bookstore
* New and Usedlextbooks * ReferenceBooks and Study Aids
* School and office supplies * Calculators/electronic accessories
* Backpacks and Totes * Special Order and Event Books
* Campus specific clothing andgifts * Snacks and Convenience Items

* Uniforms, Scrubs and Cours®equired Suppliesfor campus specificneeds
ORDERONLINE

Skip the lines and avoid thevait! Place online orders for textbooksand coursematerials at
(https://www.bkstr.com/stphillipsstore/home ). We offer many options fom in store pickup of

your order to next day shipping. We also offerfree shippingti 3 08 0 E Edo fob éa®shig T 1 |
books to your closest campus bookstoréor no additional charge! When you are done with the

books, youcan returnthemtouse I DA OOT T A& O AOUAAAE AT A OAT1T OA
town, mail the rental A E A A bati&d ud.

RENTAZTEXTBOOK

We areproud to announce that studentshavethe option of renting instead ofpurchasingthe
textbook for many ofour classesThe prices for renting a textbook will dependon whether the
textbook isnew or used. Rentingvith us will save you an average of 50% omore off the price of a
new textbook. Not all textbooks maybe available for rent basedn consumable materials and
package options.

GOINGDIGITAL

308 O0OEEI EDPG O #ammork dn just printedde®tbookd. e offeravariety of digital
title options that range from rental for a semester to purchasdor your digital bookshelf. We sell
access codes for digitatlass requirementsfrom MyMathLab to ALEKS anéverything in between.
If you want to know more aboutour digital textbooks sign up atwww.cafescribe.comand try out
some of our free trial offers.For academicallypriced software and hardware simply click the links
on the (www. bkstr.com/st phillipsstore/home) site.
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INTERCAMPUS RANSFERS

We know that you have the option to take classes at anythe Alamo Colleges Districs. In order to
provide exceptionalcustomer service,we canorder textbooks in storefrom the other campuses
and have them delivered to thecampusof your choice for your one stop shopping needSimply
ask a salesassociatefor details or placeyour order online and have yourorder shipped atno
charge to the campus bookstore of your choice.

TEXTBOOKO" 59" | #+ 0

While there is noguaranteethat your textbooks will be bought back at theend of eachsemester,
we try our hardest to make surethey are. We may buyback textbookthat are neededfor future
semestersor for our national resalelist, for up to 50% of the currentpurchaseprice. While,we
buyback textbooks year round, théest timeto sell books back is during thdast two weeks of
eachsemester.

RETURNINFORMATION

Final return datesfor each semesterare printed at the bottom of your original receipt. The
original receipt is required for returns, refunds and exchangesThe textbooks must be inoriginal
purchasedcondition to receivearefund. Pleasecontact us if you haveany questionsabout returns.

Location: Turbon Student Center

Post Office

1O A AT 1T OOAAOAA 51 EOAA 30AO0AO 01 OOAI 3AOOEAAO
many of the services you need.
Products and services provided include stamps, stamped envelopes, calculate postage, send

packages and boxes, fax local and long distance, copy machine, ship first class, priority, or express,
ship international and military and much more.

Location: Turbon Student Center

Posting on Campus

Bulletin board spaceis available at each campus at no cost asserviceto students and the
community. If you needto advertise for aroommate or aride, if you have something for sale or a
job opening or you want toannounce an everit stop by or contactthe office of Student
Life/Activities for more information on the policy/procedure.

Location:MLK# AT DOO z 3z0@HoAS$tudent GEneARoom 110
Location: SWCCampusz StudentLifezBldg.ph $Zpt1 o0

Recreational Sports

The sportsand recreational program is anintegral part in the Department of StudentLife.
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The clubsports/extramural program offersto provide students with competitive athletic
opportunities that coincide with a higher education. Students will learn new skills, improve skill
levels and enjoy therecreational and socialfellowship derived from sports involvement. A club
sport is defined asa RegisteredStudentOrganization (RSO3¥tructured for the purpose of
furthering common interests in an activity through participation and competition.

Recreationalactivities encompass a widevariety of intramural and extramural eventswhich can
include bothindividual and team competition.

Location: MLK Campusz Student Lifez Turbon Student Center Room 1100 O AAI 1 ¢pmZ 1 U
Location: SWCCampusz StudentLifez Bldg.,.$ Zp 1 0 d @On A8 Z

Service Learning and Volunteer Opportunities

Service Learning:

Some instructors on campus includaO A O O E A A ZdmpBoAedtlasphripf their course's

curriculum. These courses use thknowledge you learn in the givercourseand extend it with

EAT AOZT 1T A@ZPAOEAT fetfing.Hhis neana thabvhat studeht&edrd in the

Al AGOGOITi1 AT A OEOT OCE EI i AxT OETOAOAAOAEhelp EI |
with fully understanding the topics discussedin your course.Dependingon the instructor, OA OO E A A
learning can be an optional orequired part of the course.

Volunteerism:

Civicengagementis animportant feature of the collegeexperience. Opportunities to volunteer on
and off campus are offered to help students understangow eachperson canmake a difference in
their community. . 1 T Z Dddjanig&tinsactively provide studentswith volunteer opportunities
to ensure that students have amutlet if they chooseto usetheir free time volunteering for
worthwhile causesFor more information visit website, http://www.alamo.edu/spc/service -

learning/ .

Events/Calendar

308 O0EEI EDPG& O # iolelehAtStdendadesiudedts ahd sOppadtBuk Ebtdmunities
throughout each academic yearMany events such as week afelcome, homecominggraduation,
and Fiestaoccuron an annualbasis. To find out moreinformation on what events are offered on
campus, read below:

Events Calendarhttp:/ /www.alamo.edu/spc/events/

Housing

The TobinLofts at San AntonioCollegeprovide fully furnisned T T Az h Ox1 zZ AT uhits &£l O
for students who attend any institution of higher education inSan Antonio. All billsare included in
the price (electricity, cable,internet & water.)

The Alamo Colleges District does not recommend or endorse any housing websites, companies, or
organizations and has not inspected oftampus housing accommodations or verified offampus
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housing information and does not assume any liability in connection with any listings.

For more information or to apply online,visit www.livetobinlofts.com T O AAT 1 QYYPZ o wo:

Health Center/Education

The HealthCentersare staffed with professionally trained and licensednurses.Nursesprovide
basicmedical care and preventative wellnessprogramming. In addition, the Health Centers
collaborate with community organizationsto bring blood drives, health screenings,and other
wellbeing serviceson campus. The Centersseek toinform and educatethe campus community in
the art of "staying well."

For more information, visit the Health Center: MLK Campusg Sutton Learning Center, Roong 127
or SW Campug ITC Bldg., Sectio h 21 1 | # Z86R2220rOY ALK p @ p 8

In case of extreme emergencies, individuals should call Campus Police at-2B%-0911.
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MY RIGHTSANDRESPONSIBILITIES

Academic Fresh Start

YouroldCOAAACGEAMOGAN 660 AT 01 O ACAET OO0 UI &mlyfpr&misdiod 5 O A
(or readmission) to Texaspublic colleges or universities and enroll as an undergraduate, yauay
be able to begiranew course of study with a clear academicrecord.

If you havecredits for collegecoursestaken ten or more yearsprior to the planned enroliment
date, thosecredits (and grades)canbe ignored for enroliment purposes underthe Texas
"AcademicFreshStart" Law. Thisis an all or nothing option. You cannot pick and choose which
courses to ignore andvhich courses to count. This means thatoursestaken previously cannotbe
used to fulfill prerequisite or degreerequirements and are not used in your new G.P.A. Academic
Fresh Startmust be declared pon admissionto3 08 0 E E | .Fe<h Star®éclarhtidngnist
be requested at thedD O O A Admé éolfege and will be appliedor all Alamo Colleges District and
not one institution.

Academic Grievance Policy

Faculty is responsible forclassroommanagement, teachingtrategies,testing, and evaluation of
student performance.At academicinstitutions conflicts maydevelopwithin the educational
processthat requires academicintervention using the AcademicGrievanceprocess.When student
complaints cannot beresolvedthrough informal interaction with afaculty member or
chair/coordinator, studentsare directed to use theAcademicGrievanceprocedure (see below
form and associated flowchart or visit SPC website) by filing @tudent AcademidGrievance form,
availablefrom any division chair. Studentsare encouragedto usethe AcademicGrievance process
only when there is clear and convincing evidencethat a facultymember has treated thestudent
unfairly, arbitrarily, or capriciously. TheAcademic Grievanceprocedure allows for unresolved
complaints to continuemoving from student, toinstructor, to division chair, to dean until
consensus is reachedr final decision affirming or denying thegrievance is made by the
appropriate dean.
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ST.0 ( ) ,SDOLBEGE

STUDENACADEMIGRIEVANCE

DateGrievancdnitiated:

Name: Major:
Addr: SS#:
Tel:

Stepl ¢ Descriptionof Grievance:

Dateof Incident CourseNumber& Section Instructor

Grievance;

Remedy:

{ U dzRISstfugtorConferencéate:

Resolved UnresolvedProceedo Step2)
Signatureof Student Date Signatureof Instructor Date
(Supportingbocumentatiommustbe forwardedat eachstep)
Step2 ¢ Conferences: o
{ G dzR S y Conférdadddatd) K I A NIt
InstructorConferencédate:
Resolved UnresolvedProceedo Step3)
Signatureof Student Date Signatureof Instructor Date

(Supportingbocumentatiommustbe forwardedat eachstep)

Step3¢ Conference: ’ -
{ 0dzRSY u Ly EanfidHnCdageNIT/ KI A NJ
Resolved UnresolvedProceedo Step4)
Signatureof Student/ Date Signatureof Instructor/ Date Signatureof Chair/ Date

33| Page



(Supportingdocumentatiormustbe forwardedat eachstep)

(Continueswith Step4 on Reverse)
Step4 ¢ Actionof Chair:

Uponconsideratiorof the circumstancegpresented, hereby
* Affirm Denythe grievancedn question.

Signatureof Chair Date

* Awritten explanationmustbe forwardedto the instructor.

Actionof Parties:
Student:
[ accept rejectthe decisionof the Chair.
Signatureof Student Date
Instructor:
I accept rejectthe decisionof the Chair.
Signatureof Instructor Date
(Supportingdocumentatiormustbe forwardedat eachstep)
Step5 ¢ Appealto Dean: Date:

{ dzRSy G L y & (i Norfetefchlatet Kl A N5 S| y

Actionby Dean:

Uponconsideratiorof the circumstancegresented,| hereby affirm * deny
the grievancedn question.

Signhatureof Dean Date
* A Conferencewith the Instructorand Chairmustbe heldandawritten explanationof the decisionmustbe provided.

Remarks:

StudentAcademicGrievancePolicy,PolicyRef:FLDLocal,pg. 3 of 3
G ® ddiedis®nofthe DeanisF A y I f ® ¢
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Thechart below outlines the specificacademicgrievanceprocess.

FLOW CHART
O

STUDENT ACADEMIC GRIEVANCE PROCEDURE

|

STUDENT / INSTRUCTOR
CONFLICT

|

Appeal to Instructor within 10 days

I
Resolve with Instructor I

Instructor’s Decision

Appeal to Chairperson
within 5 class days

Resolve with Department
Chairperson

Academic Inteqrity Appeal Process

Dissatisfaction with
Chairperson's Decision

Appeal to Dean within
5 class days

Dean'’s Decision is Final

If afaculty member finds that astudentis in possibleviolation of the academicstandardsof the
StudentCodeof Conduct(seeF.4.2.20! A A AlddgityA6 E T 1 A GHe faduly iné€ptber shall
documentthe act,completing the Academicintegrity Report Form and attachrelevant evidence.
Thefaculty member shall notify the student and explain the proceduresand possiblepenalties.

Thefaculty member shallthen meetwith the student, at atime arrangedbetweenthe student and
faculty member,to allow the student to explainthe incident. Thefaculty member subsequently

may, at his/her discretion, impose any of the following sanctions:

Dismissthe charge.

HownhE

Issueawritten warning to the student.
Reducethe grade on the assignmentor test.
Reducethe final gradefor the class.

Eachof the consequences 7 4 shall be accompaniedby acompletedand signed Academic
Integrity Report Form. If the student agreeswith the faculty i A i A Adécsin,the form shall be
submitted electronically to the ChiefStudentAcademicOfficer andthe paper copy shallbefiled in

the department office.
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Children on Campus Policy

Studentscannotbring children to classes, labs, or othefacilities such as libraries. Minors under
theageofpg¢ | OO0 110 AA 1T AEO O1 A Qrdifidudl ikstruciork dak AT DO O
enforce additional restrictions or waivers for their particular classrooms or labs, which will be
included in the course syllabus.

Electronic Devices in the Classroom

Studentsare required to silenceand store out of sight all electronic communication devices such
as pagerscellular phones, PDAs, etc. when in classrooms, laboratories, libraries, or other areas
where such devicesvould interfere with instruction and learning. Faculty members have the
latitude to modify this policy in their syllabi.

Family Education Rights Privacy Act (FERPA)

The Family EducationaRights andPrivacy Act (FERPA) requiresiny school that receivesfederal
funds to releaseor withhold a O O O A Adudifofrecords in accordance with its rules. For more
information please refer toprocedure F.4.1.1.

Firearms
Licensed Concealed Campus Carry

Licensed concealed campus carry of handguns at tAdamo CollegeDistrict is permitted effective
August 1, 2017. Lockedrehicle storage of firearms not prohibited by Texas Penal Code 846.05 is
permitted.

Concealed cay of a handgun by persons licensed to carry may not be restricted except in locations
signed as prohibited areas. License holders carrying on campus intending to access prohibited
areas must leave their weapons locked in their vehicles. College lockers aot authorized for
storage of handguns by license holders.

Open Carry of Firearms

No open carry of firearms is allowed on all property owned, controlled, or leased by the College
District, including vehicles operated by theAlamo CollegeDistrictorat A1 U I £EZAAI POO

- Z A X L~ A \ ~ < oA Z ~ . s o~ A 2 a2 oA N~

Additional Alamo College®istrict information on firearms is available in theeCatalog Health and
Safetyand the Student Code of Conduct and on thécensed Concealed Campus Carry of
Handgunswebsite.

11Tzt AAARAT EA ' pEAOCAT AA 011 EA

The Alamo College®districts acknowledge the possibility that incidents may occur outside the
academic setting that might result in a student feeling he/she is the object of unjust treatment by a
college official. This concern could include misconduct or a condition the student behes to be

Ol ZFZAEOh ET ANOEOAAI Anh AEOAOEI ET AOT OUh T4EMA .EIE :
Academic Grievance Policy provides a remedy for students Who believe they have been the object

~ A A~ s oA

regarding financial aid eligibility, student d|SC|pI|nary actions, or thosepertaining to academic
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matters. . | TAcademicGrievancgquIigie§and ProcgduresaNreroutIingd i,n Ehe Alamp Colle~gejs
District Board PolicyF.4.7;§ 0T 1 EAUQ . GrhevahcdsandRA4.78jA0 OT AAAOOAQ . 1
Academic Grievances.

Students are encouraged to use the NeAccademic Grievance Procedure only where there is clear
and convincing evidence that a college official has treated the student unfigithrough forms of
discrimination, abuse and/or harassment. Prior to initiating a formal grievance, the student
should make a reasonable effort to resolve the problem with the person, or supervisor of the
program, against whom the complaint is being madé&his should occur as soon as possible
following the protested circumstance

All grievances beyond the level of deans and directors will be channeled to the next higHevel
administrator. A complete record of the grievance will be forwarded to the nebhigher-level
administrator. After hearing both sides and the record is reviewed, a decision will be rendered
affirming or denying the grievance. To affirm a student grievance there must be adequate cause.

In grievances alleging sexual harassment, studenare to follow the procedure outlined under
Sexual Harassment in this Handbook.

) £ OEA AT I PIAET O EO 110 OAOI T OAA O1 OBddei®OAA
Grievance procedure can be initiated using the NeAcademicGrievance Form.
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F.4.7.1 (Procedure) NeAcademic Grievances

Responsible Department: Vice Chancellor for Academic Success,
Vice Chancellor for Student Success

Based on Board Polidy:4.7¢ NonAcademic Grievance

Approved: 122-13

Last Amended:-22-13

ALAMO COLLEGES DISTRICT

NONACADEMIC STUDENT GRIEVANCE FORM

Student Name: Date:
Date of Birth: Banner ID:
Email Address: Phone:
Address:

College Official Name:
Department: Date of Incident:

Brief description of incident being grieved:

Use additionakheet, if needed.

Date of Direct Supervisor Meeting with Student and College Official:

Result of meeting of Supervisor with College Official and Student.

Grievance: Resolved Unresolved
Student Signature: Date:
College Official Sighae: Date:
Supervisor Signature: Date:
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NONACADEMIC STUDENT GRIEVANCE APPEAL

L¥ GKS aGdzRSyid 2N O2tftS3aS 2FFAOALFE A& y20 aldArata
level supervisor of the college official. A complete record of the grievance will be forwardeel $econd level
supervisor. The second level supervisor will meet with the student and the college official and review the recor
The second level supervisor will affirm or deny the grievance. Any further dispositions beyond this level will
follow the same protocol.

Date of Supervisor Conference with Student and College Official:

ACTION BY THE SECOND LEVEL SUPERVISOR

Grievance: Resolved Unresolved
Second Level Supervisor Signature: Date:
STUDENT: I Accept___ Reject the decision of the Supervisor.
Student Signature: Date:
COLLEGE OFFICIAL I Accept___ Reject the decision of the Supervisor.
College Official Signature: Date:

ACTION BY VICE PRESIDENT FOR STUDENT SUCCESS

Vice President Signature: Date:

39| Page



The chart below outlines the specificl T T Z A A Arievahcéplocess:

F.4.7.1 (Procedure) Non-Academic Grievances
Responsible Department: Vice Chancellor for Academic Success,

Vice Chancellor for Student Success
Based on Board Policy: F.4.7 — Non-Academic Grievance
Approved: 1-22-13
Last Amended: 1-22-13

NON-ACADEMIC STUDENT GRIEVANCE PROCEDURE

Informal Attempt to Resalve Grievance with Employee or Supervisor of Program ’

Ratalved taSatistastion JI< > Not Resolved to Satisfaction J

File Student Non-Academic Grievance Form with Direct Supervisor within 5 Working

}

Resolved to Satisfaction <+ DR e
Days

N

e d Not Resolved to Satisfaction J

File Appeal with Second Level Supervisor within 5 Waorking Days ’

Resolved to Satisfaction J4.. Decision Within 10 Working ‘,' Not Resolved to Satisfaction ‘
Days

File Appeal with the Vice President for Student Success or Designee within 5 Working Days

}

Final Decision Within 10 Working Days ‘
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Parking

The Alamo Colleges District recognizes thatll students need access to all five collegebe
community centers and the District offices. Therefore, all Alamo CollegBsstrict students will pay a
Campus Access Fee at a rate of $25.00 per semester not to exceed $509ear. The access fee
provides access to all campus fagties, aVIA bus pass for students who ride¢he VIA bus after
registration has been completed and payment has been madend asafeenvironment and
continuous security. Parking decals are not required for students.

State lawsand3 08 0 E E | fiIBsSatdregulatiohshegtdining to the operation and parking

of vehicles onCollegeproperty shall be followed at alltimes by all partieswho operate or park
vehicleson Collegeproperty.

Parking/Traffic Appeal Procedures

308 0EEI shalbé®respdndible folgrblementing and maintaining a CampusCitation
Appeals Committeeto afford Due Process foany personreceiving a citation. Procedure shall be
made available toall employees andstudents in printed form or posted onthe collegewebsite at
www.alamo.edu/spc/parking -appealsprocedure.

308 0EEI B#@mién®may beldpdaledivithih ten (10) working/school days from date of the
citation by filing a"Citation Appeal From" with the CampusCitation Appeals Committee. The
appeal must be submitted ora Citation Appeal form and sent as aemail attachmentto the Citation
Appeals Committee.

Allow ten (10) businessdays for appeal processing. Ifotification of appealdisposition is not
received onor before the 10th businessdayi, it is the appealingparty's responsibility for
contacting the Citation AppealsCommittee by email to inquire onstatus of appealedcitation
AFTERthe 10th business day.

Religious Holy Days

AOOAT ECHRIUO@AAUG EO A EIT U AAU 1 AQdrénp Ardexdnpt A OA
from property taxation under Section11.20, Tax Code A student shall be excused from attending
classes or other requiredactivities, including examinations,for the observanceof areligious holy
day,including travel for that purpose. Students must notify the faculty member in writing

within the first twelve days of the semester which day(s) will be observed. A studentwhose
absence ixcusedunder this provision may not be penalizedfor that absence and shall be

allowed to take an examination or complete an assignment within @asonabletime as

established by the faculty memberThe facultymember may respond appropriately if the student

fails to satisfactorily complete theassignmentor examination by the deadline.

Smoking/Tobacco Policy

308 OEEI ERBOEGT AOAEAOEIOEAZ £AOAA8 31 1 E Eslp@hibdd AT T ¢
in all classrooms Jaboratories, offices, conference@ooms, hallways, parking lots, and albther
rooms in all buildings ofthe collegeand on allproperty that is owned, leasedrented, or otherwise
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under the control of the college including parking lots and anyother property owned by the
college. Department of Public Safety officers will issue to those imiolation of the policy a penalty
citation. Repeatedviolations will result in further disciplinary action.

Solicitation

Any solicitation oncampusmust have the approval of the Vic®resident of CollegeServices

whether suchsolicitation is by anofficially recognizedstudent organization, collegeorganization,
governmental agencyor other.4 EA OAOI OOIT 1 EAEQG takity ofolleREdaldsA A O
donations,campaigning(political or other), collection and distribution of literature.

ContactMr. Lacy Hampton, Vice President of College Servicts, additional information: (210)
TPy p

Student Code of Conduct

The Student Code of Condudisciplinary process is not intended to punish students, but rather to
foster a learning environment ofthoughtful study and discourse, to protect interests of the
AT11ACAGO ATii 01 EOUR AT A OF AEAI T AT CA OET OA «x
The act of applying to be a colleges student is an explicit acceptance of the Alamo Colleges

District6 © BI 1 EAEAOh DPOT AAAOOAOh OACOI AGET T Oh AT A
with notice and knowledge of the contents and provisions of the Student Code of Conduct. All
students are expected to obey the law, show respect for properly consited authority, and

observe and comply with the Student Code of Conduct and College District polici€s4.2),
procedures(F.4.2.), regulations, and administrative rules

Violations

I TZAAAAAI E Aconstifutesdahyividlafidh ot associatedwith academic
performance. All students shall obeyhe law, show respect forproperly constituted authority, and
observe correct standards of conduct.

Unless otherwiseindicated, the Codeof Conductappliesto offenseson Alamo College®istricts
Premises and atAlamo Collegedistricts Sponsored Activities; however, note thathe definition
I Alafo CollegeDistricts 0 OA | EcOnfeMlates that theuse ofAlamo CollegeDistricts
resourcessuch as internet accessgincluding 7 E Z R0ES$, Blackboard Vista) and
telecommunications devices (includingelephones) in the commission of any offenseequire the
offenseto be consideredto have occurred while physically on Alamo College®istricts Premises
regardlessof where the offenseoccurs. Throughout theCode ofConduct,capitalized terms
indicate those termsare specifically defined in the Definitions section.

In addition to any andall activities prohibited by law and Alamo College®istrict policies,
procedures (including, without limitation, the Student Codeof Conduct at Procedures F.4.2.1 and
F.4.2.9, and college rules, the following is anonexclusivelist of expresslyprohibited behavior:

1. Engaging in Inappropriate Behavioror Communications. Violationof this provision shall include
posting or transmitting of inappropriate messageslectronically (such as via Blackboard/ista or
other distance learning platformorviaA Z i AE1 Q8

2. Engaging inDisruptive Behavior. Violation of this provision shallinclude O E A A Eor rakirg)6
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inappropriate noisesduring class,which interrupts the flow of instruction or student
concentration. Violation shallalsoinclude inaudible behaviorsuch as passingotes,
sending/receiving text messagescheckingA z | @ Btherwise violating rules of behavior
describedin the class syllabus.

3. Belonging to or soliciting membershipin a Criminal Street GangViolation of this provision shall
AA POAOOI AA x E ABuch@sthand HedStdeshor abgyiGlioléreasonably associated
with gangmembership aredisplayed,exhibited or communicated.

4. Participating in or promoting Gamblingactivities unlessthey are sponsored by the
Alamo Colleges Btricts Foundation or otherwise permitted by law for charitable
purposes.

5. Engaging in Public Indecency

6. Displayingor distributing obscene photographs, drawings osimilar visual representations or
other obscene material.

7. Possessingr Promoting Child Pornography.

8. Possessinga Weapongexcept thatFirearm LicenseHolders may possess concealed handguns
only in compliancewith the terms of the licenseand shall not possessa Firearm in abuilding on
any Alamo Colleges District Premiseswhere prohibited by lawful signage. No Firearms may be
openly carried. PeaceOfficersmay possess and openly carry Firearms in complianaosith
TCLEOSE andlamo College®istricts Police Department requirements.

9. Possessingr deploying a Hoax Bomb or ay container that may reasonably be perceived to
contain aHoaxBomb or an Explosive Weapon.

10. Engaging in DisorderlyConduct.

11. Participating in or organizing a Riot, unless the assembly was dirst lawful and peaceful and
when the Studenttried to leavewhen one of those assembledmanifestedan intent to start a Riot.

12.Communicating orcirculating a False Alarm or Report.

13. Stalking.

14. Photographing or otherwise visualyOA AT OAET ¢ § AU AT U [ AAT 6q AT 1 OF
consent,under circumstanceswhich would tend to cause arousabr sexualgratification to any
person.

15. Assaultingany person.

16. Sexually assaulting any person.

17. Starting any fire, regardless of whethethe fire continues after ignition or causes arexplosion
unless doing so is appropriateas part of an Alamo Colleges Districs Sponsored Activity (such
as a lab orclassroom activity) under appropriatefaculty supervision.

18. Engaging orparticipating in Criminal Mischief.

19. Committing or attempting anact of Theft.

20. Attempting to negotiate a stolen check.

21.Engaging in Forgery opossessingjssuing, transferring, registering the transfer of, passing,
publishing, or otherwise uttering awriting that is aresult of Forgery.

22.Presentingor using acredit or debit card which should beknown to have not been issued to that
personandis not usedwith the effective consentof the cardholder; or the card has expired or has
beenrevoked or cancelled.

23.Making a materially false omisleading written statement to obtainproperty or Credit for that
person or another(including student loans or grants).

24.1ssuing a Bad Check.

25. Preparing, selling, offering or advertising for sale,or delivering to another personan Academic
Product, in exchangdor anything of value, except where theonduct consistssolely of offering or
providing tutoring or editing assistanceto another person in connectionwith the otherD A OOT T 8 O
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preparation of an AcademicProduct to satisfy the other ® A O Odchdénticrequirement, and the
particular Studentdoes not offer or providesubstantial preparation, writing, or research inthe
production of the AcademicProduct.

26. Influencing or attempting to influencean employee,faculty member or administrator in a specific
exerciseof official duties (such as coursgrades,extensionsof deadlines or waivers of academic
requirements) by offering any benefit to the employee,faculty member or administrator.

27.Hazing,soliciting, encouraging,directing, aiding, permitting or attempting to aid another in Hazing
or failing to report known Hazingincidents to the Administration.

28. Failing to leavea classroom,office or building when requestedto do so bya faculty member,
employee, policeofficer or Administrator.

29. Alcohol and Drug Use:

a. The use ofintoxicating beverages shall be prohibited orAlamo Colleges Districs Premises
or at Alamo Colleges District SponsoredActivities; provided, however, that with the prior
consent of theBoard, theprovisions herein maybe waived with respectto any specific
affair that is sponsoredby the Alamo College®istricts. Statelaw shall be strictly enforced
at all times on all property controlled by the Alamo Colleges Districs in regard tothe
possessionand consumption of alcoholic beverages.

b. No Studentshall possess, usdransmit, or attempt to possessuse, or transmit or be under
the influence of (legal intoxication not required) any of the following substances onAlamo
Colleges Districs Premises or at dAlamo Colleges Districs SponsoredActivity, function or
eventat all times:

1. Any controlled substance or dangerous drug as definefly law, including, butnot
limited to, marijuana, any narcotic drug, hallucinogenstimulant, depressant,
amphetamine, or barbiturate.

2. Alcohol or any alcoholicheverage.

3. Any abuseof glue,aerosolpaint, or any other chemial substancefor inhalation.

417U T OEAO ET O BEAAITED M ZIAQOMAGHA GHIE GdEugSE O K @ E

c. Thetransmittal, sale,or attempted sale ofwhat is representedto beanyoftheAAT OAZ1 EO
substancesis also prohibited under thisprocedure.

d. A Studentwho uses a drug authorized by écensedphysicianthrough a prescription
specifically for that 3 O O A Aide €hdllGot be consideredto haveviolated this rule.

30.Engaging in Sexual Harassmemdward any member ofthe Alamo Colleges Disict s Community.

31.Engaging in other Harassment motivatedby race, color, religiongender,national origin, age,
veteran status, disability or anyother reason and directedtoward any member of theAlamo
Colleges Districs Community.

32. Tamperingwith fire extinguishers,fire alarm boxes, or smokeor heat detectors anywhereon
Alamo Colleges District Premisesor at an Alamo Colleges Districs SponsoredActivity.

33. Ejecting objects from buildingsor vehicles onAlamo Colleges Districs Premises orat an Alamo
Colleges Districs Sponsored Activity.

34. Failing to comply with lawful directions of Alamo Colleges Districs officials (including
Administrators, faculty members and PoliceOfficers) acting in performance of theirduties.

35. Failing to comply with Alamo Collegs DistrictO6 D1 | E A E A@dulatbro,ard AAOOA Oh
administrative rules, including but not limited to those pertaining to traffic, parking and the use
of Alamo Colleges DistricD facilities.

36. Inappropriate use of information technology resources.

37.Unauthorized possessiongduplication, distribution, or use ofkeysto any Alamo Colleges Districs
Premises.

38. Unauthorized entry into or useof Alamo Colleges District Premises,or allowing such entry
or use byothers.
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39. Obtaining,possessingtransferring, or using ldentifying Information of another person without
the other B A O Odohsén® toharm or defraud another.

40. Obstruction or attempted obstruction of the disciplinary process(investigations, hearingsor
proceeding),including failure to comply with the instructions of the StudentConduct
Administrator or the guidelines of the sanction(s). Violations include but are notlimited to:

a. Failure to obey the summons onotice by the StudentConductAdministrator, a
disciplinary body, or other Alamo Colleges Districs official.

b. Falsification, distortion or misrepresentation of information before a hearing officer or

committee.

Disruption or interference of the orderly conductof adisciplinary proceeding.

Attempting to discourageparticipation in or use of the disciplinaryprocess.

e. Attempting to influence theimpartiality of amember of the HearingCommittee prior to
and/or during the course of thedisciplinary proceeding.

f. Harassment(verbal,T T T Z Odr phisical) or intimidation of amember of the Hearing
Committee, or harassment ointimidation of anindividual for filing acomplaint, testifying,
assisting,cooperatingwith, or participating in any manner in thedisciplinary process.

g. Failure to comply with the sanction(s) imposed.

h. Influencing, or attempting to influence, another person tocommit an abuse of the
disciplinary process.

Qo
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MYWELLNES&SNDSAFETY

AIDS/HIV Policy

s A L oA

infection), Acquired Immune Deficiency Syndrome (AIDS), leprosy, AOEEAEI | ET ZOAOEC
Staphylococcus aureu$MRSA), and tberculosis.

Students with communicable diseases, whether acute ahronic, shall be subjecto the following
provisions, shall be subject to additional provisions basedn policy F.3.1.1

Americans with Disabilities Act/ ADA Coordinator

Some students havelisabilities that challengetheir capacityto succeed in the classroom.

Disability support servicesat the Alamo Colleges Districs will assist studentswith acquiring the

tools they need to be successful in college. Students who astigible for AE OAAE | EséricBOA T /
must have atemporary or permanent disability asdefined by the Americans with Disabilities Act

of 1990 (ADA) and Section 504 of th&kehabilitation Act of 1973.Underthe ADA and Section 504,

a personis disabled if he or she haaphysical or mental impairment that substantially limits one

or more major life activities such aswalking, standing, seeing,speaking, hearing, or breathing. For
specific information regarding disability services,contactthe Disability Servicesoffice at
http://www.alamo.edu/spc/disabilityservices/

Americans with Disabilities Act Student Grievance Procedure

Studentswho feel thatthey havebeendiscriminated againstor who feel thatthe CollegeDistrict
has not adequately fulfilled itsobligations under the provisions of Title IX, Section504, or the ADA

may address theirconcernsto the coordinator or file acomplaintb OO O OAT & O1 OEA #]
student grievanceprocedures(H.1.2.9)

Campus SexCrimes Prevention Act

What is a sex offender? Seffensesare crimes of asexualnature. Theyvary in type and canbe
misdemeanorsor felonies.Felony offensesare more serious crimes than misdemeanors.

The TexadDepartment of Safety(DPS)has established a websitas theofficial internet source for
SexOffenderRegistration Information. The SexOffenderRegistration openrecord information is
extracted from the DPS Sex Offend&egistration Database The DPSnaintains file based on
registration information submitted by criminal justice agenciesand representsa statewide source
of information on sex offendergequired by law to register.

Cleary Act

The ClearyAct requires all colleges anduniversities that participate in federal financial aid
programs to keep anddiscloseinformation about crime on andnear their respective campuses.
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http://www.alamo.edu/uploadedFiles/District/Employees/Departments/Ethics/pdf/policies/F.3.1.1-Procedure.pdf
http://www.alamo.edu/spc/disabilityservices/
http://wcmsstg.alamo.edu/uploadedFiles/District/Employees/Departments/Ethics/pdf/policies/H.1.2.1-Procedure.pdf
https://records.txdps.state.tx.us/SexOffenderRegistry

Compliance is monitored by thdJnited States Department of Education, which can imposvil
penalties, up to $35,000 pevwiolation, against institutions for each infractionand can suspend
institutions from participating in federal studentfinancial aid programs.

Alamo Colleges District s Police Department

The Alamo Colleges District Police Department provides law enforcementand security servicesto
all components of theAlamo College®Districts includingacademiccampusesand a variety of
satellite facilities in its serviceregion including Bexarand GuadalupeCounties.

The Alamo CollegedPolice Departmentis the primary police authority for the colleges of the
Alamo Colleges Districs. OurPolice Officers arecommissionedTexas Peace Officerasdefinedin
Article 2.12 of the Texas Code dfriminal Procedure.

Police protectionis provided 24 hours a day365 daysayear. The primary objective of the patrol
officer is to provide a safe environment for employees students,and the community.
The department is responsible for:

Emergencyservices
Criminal investigations
Traffic enforcements/investigations
Providing escorts
Crime prevention
Responding to call(s) for service
I1TzZAT Af@qéstd) U
Parking management
Lost and Found
Compliance with the Campus Security Act 4090
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The Department of Public Safety(DPS)office keeps a0, Tati@& i OT A6 Al O OEA AAI i
lost something, contacOEA $03 1 AE£E A AUndldimeditprms Are dispoZen of ab e
end ofeach semester. Founitems should be turned in tothe police as soon as possible.

Complaint_Against PeaceOfficer

The GovernmentCode ofthe Stateof Texasrequires that in order for a complaint,againsta law
enforcementofficer in the Stateof Texas,to be consideredby a Chiefor the headof a Police
Department,the complaint must be placed irwriting and signed by the person making the
complaint. A copy of the signed@domplaint must be presentedto the affected officer or employee
within areasonableamount oftime after the complaint is filled and beforeany disciplinary action
may betaken againstthe affectedA 1 D1 T UAA | 3AA8 ¢pt18mngczZmngods

For additional information regarding the complaint processconsultthe Alamo Colleges Districs
Police Department website.
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Prohibited Weapons

In accordance withTexas Penal Code Chapter 46 is a felony or a class A misdemeanor to
intentionally, knowingly or recklessly possess a firearm, illegal knife or prohibited weapon (with or
without a license to carry a handgun) and to openly carry on any property owned, controlled, or
leased by theCollege District, including vehicles operated by thAlamo Colleges Districs.

The Student Code of Conduct prohibits the possession of a prohibited weapon on District premises or

ATU T ££ZAAI DOO POAI EOAOG AO A $E OCoENE Zvéapdnd OT OA
include, but are not limited to, the following:

1 Explosive weapons and components thereof

1 Firearms carried openly other than by licensed peace officers

1 Switchblades or other illegal knives

1 Martial arts and knuckle weapons

1 Chemicaldispensing devices

{ Tire-deflation devices

1 Clubs and other weapons as more specifically defined in the Texas Penal Code and the City of

San Antonio, Texas

Lockers and cars parked on college campus or on premises leased or used for official District or
college functions may be inspected by college personnel if there is reasonable cause to believe they
contain prohibited weapons.

Firearms: Licensed Concealed Campus Carry

Licensed concealed campus carry of handguns at tAéamo Colleges Districis permitted effective
August 1, 2017. Lockegdrehicle storage of firearms not prohibited by Texas Penal Code 846.05 is
permitted.

Concealed carry of a handgun by persons licensed to carry may not be restricted except in locations
signed as prohibited areas. ldense holders carrying on campus intending to access prohibited areas
must leave their weapons locked in their vehicles. College lockers are not authorized for storage of
handguns by license holders.

Texas law does not allow employees or students to tditense holders to refrain from exercising
their legal right to carry concealed in class, to ask whether carrying, to demand to pat down, etc. By
law, only police are permitted to ask whether a person is a license holder or carrying.

If you see a person penly carrying or deliberately displaying a firearm:

1 Call theAlamo Colleges DistricPolice 4850911
1 Do not confront the person or ask if the person has a permit

Open Carry of Firearms

No open carry of firearms is allowed on all property owned, controlled, or leased by the College

District, including vehicles operated by theAlamo Colleges District O AO AT U 1T AAZAAI

A $EOOOEAOZI O #111ACA Omi.1 01 OAA AAOEOEOUR £&£0T ,
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https://statutes.capitol.texas.gov/Docs/PE/htm/PE.46.htm

Disciplinary Sanctions

Open carry, intentional display, unlicensed carry, and carry in spite of signed prohibition are subject
to employee and student discipline, as well as possible prosecution. Unintentional display of a
weapon by a license holdemust be avoided.Police will exercise their enforcement discretion.

Additional Alamo Colleges Districinformation is available in the eCatalog and Student Code of
Conduct and on theLicensed Cogealed Campus Carry of Handgunsgebsite.

Contacting Students in Caseof an Emergency

308 0EEI| ERidpkménted d mMageinergencycommunication system.In the eventof a
College or emergencylosure,studentswill be notified through email, voicemail,and text
messageParticipation is onanOT BD A Job &&ehcouragedto participate by logging in to
your ACESaccount and clickingon O - @ A CliAkd In order to ensure successful delivery of
emergencynotifications, all students are encouragedto review the accuracy of his/her contact
information on file.

Additionally, a family memberwho is trying to reachA 3 O8 0 E Estuliebt@an comtaclthe A C A
Alamo Colleges DistricPoliceDepartmentAO  ¢pmmg TYLZNTMTWW3

Drug ZAree Schools and Communities Act Amendments of 1989

In accordancewiththe $ OO CZ & OAA 3 AET T 1 O Aléndmentdoli 1080 ISt EEA & D15
College has adopted and implemented a program to prevent thmlawful possession, use, or

distribution of illicit drugs and alcohol bya student on itsproperty or as partof any ofits

activities. Students who violate federal, states statueshe Student Code of Conduct, College

District policy, or other applicable requirements related toalcoholand drug use shall be subject to
appropriate disciplinary action. Suchdisciplinary action may include referral to drug andalcohol
counseling,or rehabilitation programs or student assistanceprograms, suspensionexpulsion, and
referral to appropriate law enforcement officials for prosecution.
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http://www.alamo.edu/district/campuscarry/
https://alamoaces.alamo.edu:8447/cas-web/login?service=https%3A%2F%2Falamoaces.alamo.edu%2Fc%2Fportal%2Flogin

Emergency Plan

The Alamo Colleges District Emergency Notification system alerts employees and students of severe
weather and other emergencies using phone calls, emails, and/or text messages. The information is
provided by individuals through the Personal Information link on their ACES page. & imperative

for this information to be up to date. A Safety Plan has been created to help facilitate emergencies,
should they occur. Please take time to become familiar with the Safety Plan and Evacuation Maps.

ALAMO COLLEGES DISTREEEMERGENCY NOTIATON SYSTEM

The Emergency Notification Systenenables us to send personalized voice messages and text
messages four different ways:

1 Voice messages to home phones, work phones, cell phones and email address

1 Text messages to cell phones and other tekiased devices

1 Text messages to email accounts

1 Messages to TTY/TDD receiving devices for the hearing impaired

Text messaging will be sent to the text enabled cell phone number you provided in your personal
infoOl AOETT ET !#%38 "U Al OAOET ¢ Ui 60 AAIl DEITA
emergency notification system.

Contact Information will only be used for Alamo Colleges Districs notifications and will not be made
available to any other servce.

STAY CONNECTED

Program the following numbers into your cellphone:
Emergency ACPD: 21485-0911

Non-Emergency ACPD: 21385-0099
Weather-Related Closures: 218185-0189

Texas Road Conditions:-B00-452-9292

General Informationz MLK Campus: 216486-2000
General Informationz SW Campus: 21@86-7000

E R ]
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Safety Plan

SAFETY PLAN

l

EVACUATION PROCEDURES

Move to the nearest exitaway from danger
Use the stairs (do not use the elevator)and
proceed to st floor exits.

Use the Evacuation Chairs near stairwells to
assist individuals who cannot move
downstairs. Find a safe location atthe

!

hottom of stairs and eall for assistance.

VIOLENCE /

ACTIVE SHOOTER

|

EMERGENCIES: 485-0911~or 9-1-1
NON-EMERGENCY DISPATCH: 485-0099

BOMB or

TERRORIST THREAT

l

TORNADO

!

Fctivate fre alarm

Proceed to Assembly Areas. Consult

] ‘ Dial 485-0811

¥

green ‘Evacuation Group Locations’ map Life Threa‘tenmg *
posted in your classroom or office area. Emergenues: Dial
222-0911

Inthe event of Shelterin-Place: Proceed to
the safest inner hallway, elosing all

| Dial 485-0911 l

Non-emergencies:

classroom and office doors to protect from Dial 485-0099 —

broken glass, Use fire extinguisher only
for small fires.

Remain ¢alm and await further

instruetion. *

Begin evacuation
procedures. Use Evacuation
Chairs by stainvells to
assist individuals who
cannot move downstairs.
Proceed to evacuation
Assembly Areas.

EMERGENCY CALL
STATIONS WITH BLUE
LIGHTS ARE LOCATED

THROUGHOUT PARKING
LOTS AND WALKWAYS.

Exit building away from
threat. If exiting is
impossible, remain behind
closed doors in a locked or
barricaded room until
authorities authorize
release.

Dial 485-0911

Report all suspicious
objects to ACPD. For threats
over the phone: obtain

as much information as
possible (bomb threat list).

. 4

ACPD and Admin will
determine evacuation needs.

Stay off phones and
computers and stay away
from windows.

When alerted by ACFD,
immediately close all doors
& proceed to 1st floor. Take
cover under table or desk
for protection from debris.

¥

¥

If directed to do so, begin
evacuation procedures.
Use Evacuation Chairs by
stairwells to assist
individuals who cannot
move downstairs. Proceed
to evacuation Assembly
Areas.

Use Evacuation Chairs to
assist individuals who
cannot move downstairs.
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MLK Emergency Evacuation Map
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