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Welcome from the President
Hello,

Let me take this opportunity to welcome yowBioe Ridge Community and Technical College
Each student who attends our college is important to us. In order to make your experience at
Blue Ridgea meaningful and positive pgrience, we have produced this student handbook.
Within the pages of this handbook you will find lots of information that can help you to locate
services you may need and people who can answer many of the questions that you may have
regarding student K.

Our desire aBlue Ridgeis to be an accessible and
affordable community collegeAs such we offer
many evening, weekendnlineand nontraditional
class times. Our efforts in workforce development
may find us teachinges i t e at an empl oy
location. Our continuing education efforts provide
many nonrcredit and personal enrichment
opportunities. As a student, you could experience
one or all of these options. Whatever brings us
togetheyplease know that we will work very hard
to provide a god experience for you.

Please let us know how we can serve you better.
Welcome to thélue Ridge Community and
Technical College

Sincerely,

Peter G. Checkovich
President
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Emergency Information | Security
Ambulance, Fire, Police 911

Blue RidgeCTC Security(1:30pm until 10:00 pm)Security DeskA Wing Hallway): 304260
4380 ext. 2250

Martinsburg City Police: (304) 2642100
Jefferson Memorial Hospital (Charles Town)  (304) 7281600
City Hospital (Martinsburg) (304) 2641000

Steps to Emerncy Calls

1. When calling for emergency services, try to remain calm. Never leave a seriously injured
person alone. You should shout for assistance. Only when it is obvious there is nobody
around to help, should you leave the victim long enough to getaagsast

2. ldentify yourself,the place ad room where help is neededhéladdress fdBlue Ridge
is 400 West Stephen Strebtartinsburg, WV 25401.

3. DO NOT HANG URThe operator/dispatcher will want to get further information from
you and relay this data to tleenergency vehicles in route to your location.

There are certain circumstances that are appropriate f&etheityOfficer to be the initial
respondent. The officer is in the building from:

e 1:30 pm10:00 pm orMondayTuesday/Wednesday/Thursday/Friday

e As needed due to class schedolesSaturday
These include public disturbances, drunk and disorderly conduct, physical fighting, etc. The
officer on duty will evaliate the situation and proceed. The Security Officer will also escort you
to your vehicle ifyou at anytime you do not feel safe.

WHEN IN DOUBT, CALL 911.

Contact Informatio n
Enrollment Management
(304) 2664380

Division of Business and Technology
(304) 2604380 ext. 2320

Division ofLiberal Arts and Transitional Studies
(304) 2604380 ext. 342

Division of Emergency Services and Allied Health
(304) 2604380 ext. 2302

Workforce Development & Continuing Education
(304)260-4380 ext. 2403
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Academic Calendar s

Fall 2008

8/15/08 | Fri | Add/Drop and Late Registration (Late Fee Applies), via BRID@®Bnsult
Advisor

8/18/08 | Mon | Classes Begin

8/22/08 | Fri | Last Day to Add/Drop or Late Register via BRIDGEonsult Advisor

8/29/08 | Fri | Last Day to Change a Course from Credit to Pass/Fail Status

9/1/08 | Mon | Labor Day- Holiday

9/8/08 | Mon | Lag Day to Change a Course from Credit to Audit Status

9/26/08 | Fri | Last Day to Withdraw from First-8eeks class Consult Advisor

10/6/08 | Mon | First Day of Mid Term Exams

10/6/08 | Mon | Second 8veeks classes begin

10/10/08| Fri | Last Day of MidTerm Exams

10/13/08| Mon | Mid-term Grades Due9:00 am

10/15/08| Wed | Mid-term Grades Available on BRIDGE

10/20/08| Mon | Last Day to Apply for May Graduation

10/29/08| Wed | First Day of Academic Advisement for Continuing Students for Spring

11/7/08 | Fri | Last Day towithdraw from a Full Semester Clas€onsult Advisor

11/10/08| Mon | First Day of Spring semester BRIDGE Registration for Continuing Studer

11/20/07| Thu | Last Day to Apply for a Certificate for December

11/23/08| Sun | First Day of Thanksgiving Recess

11/28/08| Fri | Last Day to Withdraw from secondveeeks Class Consult Advisor

11/30/08| Sun | Last Day of Thanksgiving Recess

12/5/08 | Fri | Last Day to Completely Withdraw from ALL Classe€onsult Advisor
Last Day of Classes

12/8/08 | Mon | First Day of khal Exams

12/13/08| Sat | Last Day of Final Exams

12/15/08| Mon | First Semester Grades Due 9:00aEnd of First Semester

12/17/08| Wed | Grades will be available via BRIDGETentative

Spring 2009

1/16/09 Fri Add/Drop and Late Registration (Late Fagplies) via BRIDGE-

Consult Advisor

1/20/09 Tue Classes Begin

1/26/09 Mon Last Day to Add/Drop via BRIDGEConsult Advisor

2/03/09 Tue Last Day to Change a Course from Credit to Pass/Fail Status

2/10/09 Tue Last Day to Change a Course from CtédiAudit Status

3/09/09 Mon First Day of Midterm Exams

3/13/09 Fri Last Day to Apply for August and December Graduation, Enrollme

Management

3/13/09 Fri Last Day to Withdraw from First-B/eeks Class Consult Advisor

3/14/09 Sat Last Day of Md-term Exams

3/16/09 Mon Second 8veek classes begin

3/16/09 Mon Mid-term Grades Due9:00 am

3/18/09 Wed Mid-term Grades Available on BRIDGE
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4/05/09 Sun First Day of Spring Recess
4/12/09 Sun Last Day of Spring Recess
4/20/09 Mon Last Day to Wihdraw from a Full Semester ClasSonsult Advisor
4/20/09 Mon First Day of Summer semesters BRIDGE Registration for Continui
Students
4/20/09 Mon First Day of Academic Advisement for Continuing Students for Fall
4/22/09 Wed First Day of Fall senrster BRIDGE Registration for Continuing
Students
4/27/09 Mon Last Day to Apply for a Certificate for May
5/01/09 Fri Last Day to Withdraw from SecondW@eeks Class Consult Advisor
5/08/09 Fri Last Day to Completely Withdraw from ALL Classe€onsultAdvisor
Last Day of Classes
5/11/09 Mon First Day of Final Exams
5/16/09 Sat Last Day of Final Exams
5/18/09 Mon Second Semester Grades Due 9:00 d&nd of Second Semester
5/20/09 Wed Grades will be available via BRID@ETentative
5/22/09 Fri Commencerant
Summer 2009
05/25/09 Mon. | Memorial Day Holiday, Offices Closed
05/26/09 | Tue. | classes Begin for Summer | and Summer Il
Late Registration Begins for Summer | and Summer IlI
05/27/09 | Wed. || 41e Registration Ends for Summer | and Summer IIi
06/01/09 Mon. | Last Day to Change a Course from Credit to Pass/Fail Status
06/03/09 | Wed. | Last Day to Change a Course from Credit to Audit Status
06/10/09 | Wed. | Last Day to Withdraw from a Summer | Class
06/19/09 Fri. Last Day to Completely Withdraw from Suamer |
06/26/09 Fri. Day Classes End Summer |
06/29/09 Mon. | Grades due at 9:00 am for Summer |
07/01/09 | Wed. | Grades Available via BRIDGE for Summer Tentative
07/04/09 Mon. | Independence Day Holiday
07/07/09 Tue. Classes Begin
Late Registrabn Begins for Summer Il
07/08/09 Wed. | Late Registration Ends for Summer II
07/14/09 | Tue. Last Day to Change a Course from Credit to Pass/Fail Status
07/16/09 | Thur. | Last Day to a Change a Course from Credit to Audit Status
07/23/09 Thur. | Last Day towithdraw from a Summer Il or Summer Il Class
07/30/09 | Thur. | Last Day to completely withdraw from Summer Il or Summer IlI
08/07/09 Fri. Day Classes end Summer Il and Summer Il
08/10/09 Mon. | Grades due at 9:00 am for Summer Il and Summer IlI
08/1209 Wed. | Grades Available via BRIDGE for Summer Il and Summer llI
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General Information

Mission Statement
Blue Ridge Community and Technical College is dedicated to providing a diverse student
population with collaborative programs and support serviceapoove the quality of life and
promote economic development in its service afesaquality academic programs are learner
centered and focus on career entry, university transfer, developmental education, and workforce
development.

Vision Statement
Blue Ridge Community and Technical College (BRCTC) curriculum is directly integrated with
the economic and workforce needs of the region. Programs of study are designed to meet the
needs expressed by community members, advisory boards, employers, and waskforce
reflected in orgoing needs analysis of the region. BRCTC intends to meet the educational
challenges of the 21st century and to provide quality educational experiences

Policy of Nondiscrimination
BRCTC provides opportunity to all prospective and earimembers of the student body,
faculty, and staff based on individual qualifications and merit without regard to race, sex, sexual
preference, religion, age, national origin, or disability. The College neither affiliates knowingly
with nor grants recogtion to any individual, group, or organization having policies that
discriminate on the basis of race, color, age, religion, sex, sexual preference, national origin, or
disability, as defined by applicable laws and regulations.
BRCTC is required by Sectic®04, Title IX, Education Amendments of 1972, not to deny
admission on the grounds of blindness or severely impaired vision; by 45 CFR 84, Subpart E,
Section 84.42, and by Section 504 Rehabilitation Act of 1973, nor to deny admission on the basis
of handcap; by 45 CFR 90, 91 not to discriminate on basis of age; and by 45 CFR 86, Subpart C,
Section 86.21, not to deny admission on basis of sex. By Title VI of the Civil Rights Act of
1964, no person shall be subjected to discrimination on the grounde ofoéar, or national
origin. BRCC is an equal opportunigffirmative action employer in compliance with Title VII
of the Civil Rights Act, West Virginia Human Rights Act, Title IX (Education Amendments of
1972), Section 504, Rehabilitation Act of 1973néricans with Disabilities Act, and other
applicable laws and regulations.

Parking Regulations
Students may park around the Dunn, Crawford, and Berkeley buildings with the following
exceptions:
e Any area that is clearly marked restricted parking

e County comcilmen designated areas

e Handicap parking without designation

e City streets painted yellow

e Any area business with reserved parking area.

Additional parking is available in the lower City National Bank lot.
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E2 Campus
This new addition will notify you by eaill AND text message of important information, like
school closing or another emergent situation. You have the choice whether or not to participate.
We highly encourage you to opt in so you can be notified early. Check out our website for more
information(www.blueridgectc.edu).

Required Attendance in Academic Foundations courses ACFN

Students are expected to atterALL classes. In the absence of student/instructor
communication, all nonattendance is assumed to be unex@rsgdtudent who accumulates

two consecutive weeks of unexcused absence, in any state mandated course, will, without
notification, be administratively withdrawn from the subject course.Should such an event
transpire, it may have financial aid, insurance, and college enrollment repensudsiis
institutional policy should be taken very seriouslyln the case of absence due to emergency or
participation in official college functions, it is the student's responsibility to confer with the
instructor about the absence and missed coursev@itdents may discuss their individual
circumstances with their instructor. In this case, the instructor's decision regarding the
excused/unexcused nature of the absence will be final.

Inclement Weather Policy
In the event of inclement weather or othereegency, the following procedures will apply.
1) The President will consult with the Dean of Academic Instruction regarding
the condition of campus streets and parking areas.
2) If a situation alters the normal schedule, the President, Dean of Instruction,
or designee will notify the Web designer concerning delay, cancellation, or
closing of classes or offices.
3) The Web designer will post the announcement to the CTC website and
telephone the media with the official College weattedated statement. The
media list includes the following:
A NBC 25
A WUBWQR102.5
A WF-EMK99.3 The Fox
A WT-AWSports Talk 610
A WKF$1198.3 KISS FM
A WMRM 1550
A WR-ANR740
A WI-AN®2.5

Announcements of emergency plans will be communicated through the websitadamd r
stations of the region as early as possible (presumably 6:30 a.m.) when the emergency condition
precedes the start of the work and/or instructional day. If a delay is necessary, classes will begin
at 11:00 am. If the College is operating on a delagpening of 11:00 am and the weather
worsens, the decision to close will be posted/announced by 9:00 am. Announcements concerning
evening classes will be communicated by website and area radio stations by 4:30 p.m.
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Attendance
Students are expected toegutl class and to know and understand the specific attendance policies
established by each of their instructors. Attendance policy for a given class is established by the
instructor or by the program and stated in the course syllabus. Instructors vélleaskbnable
accommodations for occasional, unavoidable absences based on highly legitimate grounds.
Instructors will determine the most appropriate means of compensating for work unavoidably
and legitimately missed in their classes. To be eligibledfon substitute evaluation, students
are responsible for discussing any absences with their instructors: such discussions must occur in
advance of foreseeable absences and as soon as possible following unpredictable ones. Students
are expected to plan thalass, work, and personal schedules to avoid potential conflicts.
Legitimate reasons for class absences include documented and/or verifiable instances of the
following:

e death in the immediate family;

e incapacitating iliness or injury (not includingyanonemergency doctors' appointments
that could be scheduled at other times);

o field trips required for other classes, intercollegiate competitions, or activities entailing
official representation of BRCTC;

e seriously hazardous, weathieduced driving coditions.

A student's evaluation in a course is the instructor's responsibility. A grade decision in a course
must be made by the instructor prior to the initiation of a grade appeal. A student who believes
his or her grade has been adversely affecyeghtinstructor's inappropriate implementation of

the attendance policy may pursue a grade appeal at the close of the semester.

1) A student who has a documented medical disability or chronic iliness that may affect his/her
ability to attend class regulg and/or to complete scheduleddlass, graded activities (e.g.,

exams, oral reports, lab assignments) should confer with his/her instructors as soon as possible
after the semester begins. In consultation with the student (and with doctors or BRIETC sta

when appropriate), the professor can develop a contingency plan to accommodate any absences
that may occur because of the disability or illness: the instructor may create alternative
assignments or otherwise determine the best means of assuring giatlére's semester grade

will not suffer should the student have to miss classes as a direct result of his/her disability or
medical condition. To the greatest extent consistent with the particular disability involved, a
chronically ill or disabled stuae will not only be treated equally with other students, but will

also be equally expected to adhere to course policies and assignments established for all students.
2) In rare instances, a student may suffer an unanticipated medical problem or must meet
military-service obligation requiring complete absence from school over an extended period (i.e.,
weeks rather than days). Such a situation will create the need to confer with instructors as soon
as is feasiblgossibly through a relative or other respible surrogate. An instructor may be

able to design alternative assignments that can be done independently. However, some courses
by their nature do not lend themselves to compensation for prolonged periods of missed classes
and assignments: for suclasses, the alternatives may be limited to either a Withdrawal or an
Incomplete specifically mandating that the student actually take some or all of the relevant
course when it is next offered. In such circumstances, the BRCTC Admissions and Credits
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Commtitee will review any necessary requests for waivers regarding institutional deadlines
regarding Withdrawals or Incompletes when:
e the student's petition clearly and fully explains the situation calling for the waiver,

e appropriate documentation is presented

e the request is supported in writing by both the instructor and the student's advisor, and

e The student's request is made in a timely manner, but no later than the tenth class day of
the following spring or fall semester.

Administration
The Presidentof Blue Ridge Community and Technical College
The President serves as tiieef executiveof Blue RidgeCommunity and Technical
College. Under the direction of thBlue Ridge Community and Technical Collégeard of
Governorsthe President supervises thglementation of Community and Technical College
Education. The current President is Dr. Peter Checkovich.

Facility
SmokeFree Environment

Recently, The United States Environmental Protection Agency released a report and
findings regarding cigarette sk which is relevant to the health of every student and employee
of Blue Ridge Community and Technical College The EPAG6s findings est al
understanding of how dangerous exposure to tobacco smoke really is. It is nbyvasidar
scientifically esablished that nosmokers suffer serious exposure to unnecessary health risks on
accountofsec al | ed-hfasnelc eamad ke . 0

Smoking or burning of any tobacco proti(cigarettes, cigars, pipegc# is prohibited
within any administrative, academic, oryasther building oBlue Ridge Community and
Technical College

A smoking area has been designated outside of the building at a location 25 feet from the
doorway. Smokers are asked to respect the air space of students entering the building by
remaining 3 feet from the doorway. Smokers atsoasked to respect the environment of the
Blue Ridgefacility by properly extinguishing and disposing of cigarettes.

Classroom Assignments and Locations
TheBlue Ridge Community and Technical Colleygministrationbased upon
recommendations a&fachDivision, assigns classroom locations.
If after registration is completethe classroom assigned for any class is insufficient in
size or needs equipment, the instructor should request a change in classrotime Blua
Ridge Community and Technical ColleBarollment Managemei@ffice.
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Campus Offices/Services
Bookstore
BlueRidge Community ad Technical College provides an on campus bookstore for
students during the first week of classes each semester. Any student who cannot buy their books
during that time period can stop by the Main Office/A07 for information about our online book
store, @ can access the bookstore through our website at www.blueridgectc.edu.

Financial Aid Office

How to File for Financial Aid
Step 1: Go to www.fafsa.ed.gov and complete the FAFSA online. You may print the FAFSA
on the Web Worksheet for assistance with girocess.

Step 2: During the initial FAFSA process, you will be prompted to apply for a pin. Please
proceed in doing so. Your parent must also apply for a separate pin
A PIN number is used for many things
e Sign your FAFSA on the Web electronically

o Update your student aid report (SAR) online

« Electronically sign your Master Promissory Note

o Reapply for Financial aid each year online

e View information about federal |l oans and ¢
Be sure to keep your PIN. You will need it to completeewv FAFSA and to sign the above
items.

Step 3: Once you have | oaded the www.fafsa.ed. go
FAFSAO. Use the FAFSA on the WEB worksheet a
FAFSA on WEB follows the online version ggtion to question.

Remember to save your application often. Once you have completed the steps, it will prompt
you to print a copy of the application for your records, it is recommended to do so.

Please note:

You are not finished with the applicationtiint statesSUBMIT. You will also receive a
confirmation number once the application is submitteéekint this out Keep this for your

records.

If you already have your financial aid PIN, you (and your parents) may electronically sign. If

not, go to s#p 3.1 OR- print off the signature pages and mail them. Please remember that mail

will delay your financial aid process.

Step 4: Two weeks after your application is submitted, please check the FAFSA website for any
updates. Please check the BRCTC BRIDgy&tem for any additional information needed for

the processing of your Financial Aid.

(YOU MUST COMPLETE THE FAFSA FOR EACH YEAR July 17 June 30)
You must submit a separate application for summer aid.
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Scholarships
There are various scholarships dafalie to Blue Ridge Community and Technical College
students, please visit the website at (www.blueridgectc.edu/financial_aid.htm ) for our
current list of scholarships.

Veterans Assistance
The certifyingofficial for veterans and beneficiaries that argitled to educational benefits
encourages and is open to any questions regarding the benefits or eligibility speak with a
Financial Aid Counselor/A07.

BRIDGE Financial Aid Procedure
1.Log onto at www.blueridgectc.edusing your student identificationumber and your
BRIDGE PIN number (your 6 digit birth date). You will be notified of your student number.
It will start with COOXXXXXXX.

2Cl ick on AStudent Services and Financi al Ai d
3.Click on AFinanci al Ai do
4.Click on AMy Eligibilityo

5.Clickoni St udent Requirements?o
6.Choose the proper Aid year and click ASubmit
7.Make sure that you have no AUnsatisfiedo Stu

*** |f something is showing as unsatisfied, please follow the steps necessary to complete the
items needed**

You will need to complete the following items if applying for a student loan:

Acceptance of Award (BRIDGE)

Master Promissory Note (www.dlenote.ed.gov)

Entrance Counseling (www.dIssonline.com)

Upon graduation or leaving college complete exit counseling (wwsadlsie.com)

Work Study
What is the Federal Work-Study (FWS) Program?
Under the FWS Program, you can work garte to earn money for your education. The FWS
Program:
e Provides partime employment while you are enrolled in school

e Helps pay your educatiohexpenses

e Is available to undergraduate

e Is available to fultime or paritime students

e Is administered by schools participating in the FWS Program
e Encourages community service work

The FWS Program provides jobs for students demonstrating financial need.

| f you work on campus, youol | usually work f
employer will usually be a private ngmofit organization or a public agency, and the work
performed must be in the public interest.
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How much can | earn?
Y 0 u éalnlat least the current federal minimum wage. However, the amount might be higher
depending on the type of work you do and the skills required for the position.
Your total FWS award depends on:
e When you apply,
e Your level of financial need, and
e Yourshool 6s funding | evel. ( Wstudyfundsy whdne a cC ¢
all funds have been awarded, no additional waitkdy awards can be made for that year.)

How will | be paid?
e Undergraduate studentoy the hour

BRCTC will pay you twice a montand your payments are direct deposited.

Can | work as many hours as | want?
No. The amount you earn canb6t exceed your t
your employer will consider your class schedule.

Summer Financial Aid
Students who ar interested in taking classes during the summer are required to complete a
financial aid summer school application in addition to the FAFSA. Since all students do not
attend summer school, the application is used by the Financial Aid Office to progassuaed
aid from the prior academic semester.

You are required to submit the summer school application to the Financial Aid Office ONLY
after you have registered for summer classes and met with your advisor. Also, completing this
application does not guantee aid eligibility. Please contact the Financial Aid Office, located in
Enroliment Management, for further detailed information.

Satisfactory Academic Progress Policy
The Policy for Satisfactory Academic Progress is effective as of February 8680fupersedes
any previous policy. Any student receiving Title IV financial aid is required to maintain
satisfactory academic progress according to The Compilation of Financial Aid Regulations (34
CFR, through 12/31/95 as published by the U.S. DepartnfeBidocation, section 668.34).
Every student is required to complete a certain number of hours attempted to show that he/she is
progressing towards a degree in his/her program of study. Each student must also maintain a
grade point average consistent witle regulations governing
satisfactory academic progress. Satisfactory academic progress is required for students to receive
financial aid in any of the 2002008 Catalog Scholarships and Financial Aid 26 Blue Ridge
Community and Technical College followinggrograms: Federal Pell Grant, Federal
Supplemental Educational Opportunity Grant, Federal V&itkly, Federal Direct Loan, or
Parent Loan for Undergraduate Students (PLUS), and State Grant Programs including the West
Virginia Higher Education Grant and ®&ime Programs. Students must satisfy both grade
point and attempted hours standards for progress toward a degree:
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Standards Measured by Grade Point Average
1. Al | associatebs degree students must mai nt a
attemped credit hour of course work.
2. Any student admitted or readmitted on academic probation who does not meet grade point
average standards may appeal to the Scholarship and Financial Aid Committee at BRCTC.

Standards Measured by Hours Attempted
1. Any stud e n t in a program | eading to an associ at
within 96 attempted hours of course work.
2. As a student progresses through his/her program, he/she must pass 70 percent of all hours
attempted.
3. Attempted hours for coursewith a grade of failure (F), incomplete (I), incomplete/failure
(IF), withdrawals (W), or repeat (R) are counted as hours attempted and combined with all
passing grades in determining progress. It is strongly recommended that students limit
withdrawals fom classes. After two semesters of probation, a student who is not making
progress will be suspended from financial aid. Only then an appeal to the committee be
necessary. Students are permitted only one appeal. After that, they are no longer eligible fo
financial aid.

Academic Support Center - Services

Academic Support Services offers a variety of services to assist students in achieving
academic success. Located in the Academic Support Center in the D Wing, Academic Support
Services includes a suppataff of professional learning resource specialists in the areas of
mathematics, writing composition, reading, and critical thinking skills. The center offers other
services including a Writin@€enter, Peer Tutor Program, Early Alert Program, and diaignost
testing including ACCUPLACER and ASSET. Computers are available for direct searches
through the internet, writing papers, and checkingadl. Two additional computers are
designated for library use only in searching educational databases of othertionst
Devel opment al courses (ACFN/ Academic Foundat.
basic skills in reading, math, and/or writing. The credit hours for these courses apply toward
hours needed to qualify as a fulltime student but do nottctmward fulfilling graduation
requirements. The grade earned also does not affect the grade point average. These courses are
mandated by the state of West Virginia if placement scores do not meet designated criteria.

Tutor Program
The Peer Tutor Progma is a free service for Blue Ridge Community and Technical College
students. This is a sedkrve program in which the student completes a tutor request form,
locates the -enail address of a tutor on the Tutor Board in the Academic Support Center, and
contacts the tutor directly to set up a tutor session. Requirements for tutors are as follows:
1.) must be a student at Blue Ridge Community and Technical Col2yejust have at least a
2.6 cumulative GPA with a 3.0 in the subject for which the studéshes to tutor, and.) must
attend an irservice tutor training workshop provided by the Tutor Coordinator. Students may
be recommended by faculty of that particular subject area. Some exceptions are made under
requirements for patime students wi have background in fields that enable them to tutor
specialized courses.
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Mathematics Assistance Program
An ACFN mathematics assistance program is available to students taking ACFN math courses.
Assistance is provided by student lab assistants spesgplizusage of MyMathLab. Student lab
assistants attend class lab sessions weekly to provide support. Sessions outside of class are
available by appointment, but wailks are welcome on first come, first served basis. Students
seeking ACFN mathematics astsince are encouraged to talk with the Developmental
Mathematics Coordinator, located in the Academic Support Center.

Writing Assistance Program
A writing assistance program is available to all students who need help writing. Peer tutors work
with studens during all steps of the writing process from brainstorming to final editing. Writing
tutors are recommended by professors. Tutoring sessions are available by appointment; but walk
ins are also welcome in the Writing Center, which is located in the B Witgide of Room B
23.

Early Alert Program

Studies have shown there is a connection between academic performance and the transition from
either high school or the workforce into the collegiate environment. Faculty are asked to identify
and refer studenteho have demonstrated poor academic progress for any number of reasons.
The student is given additional academic support by meeting with the program specialist and
following a goaloriented program to meet the requirements of each course and to achieve
academic success. Tutoring, practicing effective time management, meeting with the instructor,
or developing better study skills are steps taken to guide the student to succeed in the designated
course.

Martinsburg -Berkeley County Public Library Services
All students should request a public library card. Students may access available online databases
using their library card account number and chosen PIN. You may access online databases at:

http://www.youseemore.com/martinsburgberkeley/readyref.asp

Studens may also checkout laptop computers to use on the second floor of the library with a
BRCTC BRIDGEID card.

The library is located at 101 West King Street here in Martinsburg.
Phone Number 304267-8933

Current Library Hours:

Monday Friday9:00am- 9:00pm

Saturday 9:00am- 5:00pm

Sunday- 1:00pm- 5:00pm

The Writing Center
I n operation since Blue Ridge CTCO6s beginning
to any students who need help writingutors work with students during all stegisthe writing
process from brainstorming to final editin§essions are available by appointment, but wagk
are also welcome.
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SmarThinking
SmarThinking is a free, online service available to Blue Ridge CTC stud8tislents can
submitessaystan onl i ne wr-sti mgt ¢ mdo -48 dqurs. Piueentstcani n 2 4
also schedule live online tutoring appointments and get help with writing as well as other
subjects such as math, science, and econoriiedearn how to sign up for your #eaccount,
drop by the Writing Center (located outside of Root#3, and pick up a flyer.

Registrar Office
Class Schedule
Semester class schedules are available on the Blue Ridge website at www.blueridgectc.edu.
Printed copies are available in the M&dministrative Office. Students are encouraged to refer
to the website for the moesp-to-date version of the schedule.

Academic Advisement
Academic advising is a developmental process, which assists students in the clarification of their
educational angrofessional goals and in the development of plans for the realization of those
goals. It is an ongoing and multifaceted process by which students are assisted in realizing their
maximum educational potential through communication and information exehamigh an
advisor. An academic advisor is initially assigned based on academic interest expressed by the
student. It is the responsibility of both the student and his/her academic advisor to participate in
the advising process equally. The academicisadvserves as a resource for course/career
planning and academic progress review and as an agent of referral to other campus services as
necessary. The academic advisor is not authorized to change established policy of the College.
After consultation wth an academic advisor, it is ultimately the student's responsibility to choose
and implement his/her academic program and to see that all specific requirements for that
program and all general requirements for graduation from the College have been anet in
acceptable and timely manner.

Enroliment Verification
Students who need enrollment verificati should contact the Registr@ffice in Enroliment
Management. Please allow ample time for this to be completed.

Appealing a Grade
In order to successfyllappeal a grade, a student must offer convincing arguments that good
cause exists for mandating a change of grakase refer to sectidfy Appeals.

Advisor/Major Change
You can change your advisor or major by obtaining an Academic Change form &R@¥CB
Main Administrative Office, securing the correct signatures and information, and then returning
the form to the office.
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Transcripts
Requests
Transcripts are released only upon written requests from the student with the student's signature
and pmted name plainly shown. -Bail requests cannot be accepted. A transcript may be
requested from the:
Blue Ridge Community and Technical College Registrar Office
400 W. Stephen Street
Martinsburg, WV 25401
The first transcript EVER requested is fre@he FEE for each additional transcript is $5.
Transcripts require a minimum of three working days for processing. Emergency transcripts are
$15 each for 2dour processing. Transcripts are sent first class mail. For FedEx, UPS, etc., you
must includea prepaid, preaddressed mailing envelope. All fees are subject to change.
Approximately a month from the date of graduation is needed before a final transcript may be
issued. However, a student may request a letter of verification to confirm tbhaenegnts for
graduation have been met. All financial obligations to BRCTC must be reconciled before a
transcript will be released; this includes the loan exit interview for all students who had a
financial aid loan.
Grade Reports
Midterm and final gradeeports follow the normal grading system. Midterm and final grades are
available on BRIDGE. Please check the academic calendar for the dates of midterms and finals.

Graduation

Ultimately, it is the student plisation and pvalumgon b i | i t
process. Failure to apply for graduation in a timely manner could result in the postponement of
graduation for the student.

Academic Probation
At the end of each grading period, each student's BRCTC and cumulative grade pagg aver
calculated. The calculation is determined by dividing the number of earned quality points by the
number of quality hours. In the computation of the BRCTC and cumulative grade point average,
a grade of | will not be included in the quality houré/hen the grade of | is replaced by a
passing or failing grade, the student's grade point average will be revised by the Office of the
Registrar.
Freshman/New Transfer Students At the conclusion of the first semester of attendance at
BRCTC, a student musttain a 2.0 GPA. If the student fails to achieve a 2.0 in the first semester
of residency, the student will be placed on academic probation. A student must then attain a 2.0
on all course work numbered 100 or above attempted during the next semBRETAL. If the
student fails to attain a 2.0 semester average during that next semester, that student will be
suspended for the following semester.
Continuing Students A student who has been enrolled for more than one semester and whose
BRCTC GPA or cumulkave GPA falls below a 2.0 in any semester will be placed on probation.
If the student fails to attain a 2.0 semester average during the next semester, that student will be
suspended for the following semester. To be removed from probation, a studerattains
BOTH a 2.0 BRCTC GPA and a cumulative GPA (includes course work attempted from other
institutions).
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Academic Suspension
During a period of academic suspension, no credits earned at another institution will be accepted
at BRCTC. Summer School: Spension will be waived temporarily for those who wish to
attend any of the summer sessions (at BRCTC) immediately following notice of suspension. The
student placed on probation at the beginning of the fall semester must attain a 2.0 institutional
gradepoint average on his or her combined hours for the fall, spring, and summer session(s) to
be eligible to return for the following fall semester. The student placed on probation at the
beginning of the spring semester must attain a 2.0 institutional poadieaverage on his or her
combined hours for the spring and summer session(s) to be eligible to return for the following
fall semester. The student who has been suspended from the College for the first time may apply
for readmission after one semestgrdompleting an application for admission. The student who
has been suspended from the College for the second time may apply for readmission after one
academic year by completing an application for admission. The student who has been suspended
from the llege for the third time may apply for readmission after one academic year by
completing an application for admission and petitioning the Admissions and Credits Committee.
The BRCTC Admissions and Credits Committee will review the application and render
decision in writing to the applicant. The student on probation who withdraws from the College
after the first five weeks of the semester will not be permitted to enroll in the College for the next
regular semester or summer school. Any student wie38ipercent or more of work attempted
in any semester is subject to dismissal at the end of that semester. Appeals to the above
regulations may be made to the BRCTC Admissions and Credits Committee. Students receiving
federal financial aid must also atle to a satisfactory academic progress requirement.
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Grading System

Grade Explanation Point
Value
per
Semester
Hour

A Superior 4

B Good 3

C Average 2

D Below Average, 1

lowest passing grade

F Failure 0

| Incomplete, must b
completed by dats

regstered on
Incomplete form

w Withdraw  without
grade point penalty

P Pass*

IF Failure due to

irregular withdrawal
from college from a

single class
AU Audit+
CR Credit only awarded

* Not used in computation of grade pbaverage.

+ Declaration of a change in a course from credit status to audit status must be processed
within the first 15 class days () of a fall or spring academic session or within the first

3 days of a summer session. Any later change must be egp&althe BRCTC
Admissions and Credits Committee.
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Withdrawal
Add/Drop Period
The first five class days of the fall and spring semester is known as the Add/Drop period. During
this period, classes may be added or dropped from the student's scheB&RéEE. A course
dropped during this period will not appear on the student's transcript. The student is not required
to gain the Academic Advisor's approval for any classes added or dropped from his or her class
schedule.
Withdraw from a Course
Beginning on the sixth day of the fall and spring semesters until 4 p.m. on Friday of the twelfth
class week, a student may withdraw from a class. During the summer sessions, any time prior to
4 p.m. of the second calendar day before the last day of classexlofsemmer term a
withdrawal (W) will be permitted. A grade of W will appear on the student's transcript. A W
grade does not affect the grade point average (see Grading System in this section). Too many W
grades may affect a student's eligibility forture financial aid (see Satisfactory Academic
Progress Policy in the Scholarships and Financial Aid section of catalog).
Procedure to Withdraw from a Course
A student wishing to withdraw from a course after the Add/Drop period must submit a
completed Witd r aw Form to the Registrardés Office.
Main Administrative Office.
A completed Withdraw Form from Classes form includes the signature of the student's Academic
Advisor, Financial Aid Counselor, Student Affairs Counsethe Student and the instractof
the course being droppedrailure to submit the completed Withdraw Form from Classes by the
deadline will result in the grade of IF or F (seea@ng System in this Section)There is no
refund available for a parti@dropping one or more, but not all classes) withdrawal.
Procedure to Completely Withdraw
A Reguest for Withdrawal from College form requires the signature of various campuses offices
verifying that the student does not have any outstanding debt oatidoig
The completed Request for Withdrawal from College form must be returned to the Registrars
Office in Enrollment Management by 4 p.m. on the last class day of each semester.
Students who discontinue attending class without following the proper rewthd procedures
will receive a grade of F or IF in the course(s) (see Grading System in this Section).
A refund of tuition may be available if the Request for Withdrawal from College form is
processed during the designated refund period for each serfe=teRefund Policy in the
Expenses Section of the Catalod. student wishing to completely withdraw from the College
for all enrolled classes may do so until 4 p.m. on the last class day of each semester. You will
need to see the Student Affairs Codaséor an exit interview.
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Summary of Withdrawal Dates
1. Withdraw from a Course during the Add/Drop Period
ACTION Drop a course via BRIDGE
DATE First five class days of the fall and spring semesters
GRADE Dropped course does not appear on the transcript
REFUND Potentially, depending on the total registered credit hours (full
versus partime tuition)

2. Withdrawal from a Course after the Add/Drop Period

ACTION Withdrawal from a course(s)

DATE Sixth class day through Friday of the twelfth class week of the
fall and spring semesters

GRADE W

REFUND No refund

3. Complete Withdrawal

ACTION Completely withdrawal from the College for all classes

DATE Sixth class day through the last class day of each semester

GRADE W

REFUND Potentially, depending on the effectidate of the Request for
Withdrawal from College form

The withdrawal procedure is incomplete until all necessary signatures have been secured and the
appropriate forms returned to the Office of the Registrar by the specified time stated in the
current acdemic calendar. Any counseling provided to a student from any employee of the
College, which is at a variance with established College policies, must be confirmed by the Dean
of Academic Instruction or the Office of the Registrar. Although a student ezawve advice

from any agent of the College, the final responsibility for a decision concerning withdrawal rests
with the student, in consultation with the course instructor and Academic Advisor, in accordance
with College policies. Prior to withdrawingoim a course, those students receiving financial aid
must refer to the Satisfactory Academic Progress Policy in the Scholarships and Financial Aid
Section of the Catalog.

Application for Graduation for Associate Degrees

Students must apply for graduatioror associate degrees, students within two semesters of
graduation should check with their academic advisor to begin the graduation application process.
Generally, students wishing to graduate in May MUST apply for graduation by early October of
the previous year. Students wishing to graduate in August or December MUST apply for
graduation by early March of that same year. Specific deadlines for graduation application are
listed in the Academic Calendar located in the BRCTC Catalog or online at
www.blueridgectc.edu.

Application for Graduation for Certificate Degree Programs

Students must apply for graduation. For certificate programs, students within one semester of
graduation should check with their academic advisor to begin the graduation applicatess.

A graduation fee is due upon application for graduation.
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Petition to the Admissions and Credits Committee

When to use this form:

To add a class after the add/drop period has ended

Drop a class after the add/drop period

Apply for graduationdte

Anything else that a student is requesting special approval for that goes against policy
Withdraw from classes after deadline

Who needs to sign?

Student
Advisor
Instructor

How to complete:

The student picks up the A & C Petition (or they canmload it off the internet)

The student fills out the top part of the form with their personal information (one petition
for each instructor or class affected) and attaches a detailed letter of explanation

They then get the instructor of the class affédte sign and approve/disapprove the
petition (if necessary)

Then, the student will takes the petition to their advisor and the advisor sign and
approves/disapproves the petition

The student returns the petition to the Chair of the Admissions and CCedhitsittee.

The committee will then act on the petition (they meet the first and third Friday of the
month)

The student is then notified (through their school email) about the decision of their
petition

Other Information:

This form should only be used extenuating circumstances
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Student Affairs Office

Student Activities
Making sure our students have the best college experience possible is our top priority at BRCTC.
Getting involved with student activities is a great way to make to make a netwankerafst
Activities are planned throughout the semester. Making a connection to the College community
is one factor that may increase the success of students in their college career as well as in future
endeavors. The Student Affairs Counselor facilgattee development of leadership, social,
organizational, service and interpersonal skills through a variety of avenues.

Clubs and Organizations
Currently BRCTC offers 10 clubs and organizations to students.
e Student Government Associatiorvoice of the tudent body

¢ Phi Theta Kapp# national honor fraternity for two year colleges

e Fitness Cluli for anyone who is interested in exercising and fitness

e B GLAAAD i gay, straight, allianceé open for all students

e Phi Beta Lambda national business fraternity@hyet recognized)

¢ Lambda Alpha Epsiloin national criminal justice fraternity (not yet recognized)

e Emergency Medical Servidefor students in the EMS field

e Parents without Partnersclub for everyone, focus on single parents

¢ Blue Ridge Bruin Hockey Club for students interested in hockey

e Residential Writers Club for anyone who wants to be creative
All clubs and organizations must be approved though the Student Government Association. If
you would like to form a new club or organization contact Studéfairs for all the information
and / or assistance you may need.

Blue Ridgei BRIDGE Student ID Card
BRCTC students, upon enroliment, are providd@RADGE Card. This Card must be presented
upon request by administrators or faculty of BRCTC for idmatifion purposes. A $25.00 fee is
charged for the replacement of this card. Students are required to carry this card at all times. The
identification card is the property of BRCTC, is nontransferable, and must be presented to
College officials upon requesUse of this card constitutes acceptance of the terms and
conditions in effect at the time of use. Report lost, stolen, or found cards immediately to BRCTC
Enrollment Management Office at 3@40-4380.

Career Services
It is never too early to start tiking about your future after college. Career Services not only
gives assistance to students exploring the many career options available, but also gives direction
in the preparations necessary to achieve the desired goal. The Student Affairs Office has
materials available to help with cover letter writing, resume writing, and interview tips. Student
Af fairs can al-sotarviaewe faormMimack Bl ue Ridge
Students can also check out the Student Affairs Bulletin Boaeddd in the
B-wing hallway.
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Services for Students with Disabilities
In accordance with the Americans with Disabilities Act of 1990 and Section 504 of the
Rehabilitation Act of 1973, Blue Ridge Community and Technical College is committed to
fulfilling its ethical and legal responsibilities to ensure equal educational opportunity for all
students. In addition, the College prohibits illegal discrimination against any individual on the
basis of her/his disability. A person with a disability is generadfyneéd as any individual who
(1) has a physical or mental impairme{#) has a record of such impairment;(8y is regarded
as having such an impairment, and the impairment substantially limits one or more major life
activities such as setfare, walking seeing, hearing, speaking, breathing, or learning. Disabilities
can include, but are not limited to, mobility impairments, visual or hearing impairments,
systemic (medical) conditions, psychological disorders (as defined IDjdagaostic and
StatisticalManual of Mental Disorderg=ourth Edition), and learning impairments.

Students with disabilities at Blue Ridge Community and Technical College have the right to the
following:
equal access to curricular and@aricular programs across campus, inclgdacademic
courses, student services, employment, and student activities;
reasonable and appropriate accommodations;
information available in a timely manner and in an accessible format;
expect all disabilityrelated information will be treated confidetiyeby all College
employees; and
appeal any disabilityelated accommodation decision.

Students with disabilities also must act as-adifocates. In order to obtain disabHity
related accommodations, students are responsible for completing all ngé@ssarand
providing all requested documentation to the appropriate disability service provider (listed
below) in accordance with posted deadlines. At a minimum, the documentation must be from an
appropriate and authorized professional (e.g., physidiam;at psychologist), it must be timely,
and it must verify the nature of the disability, the functional limitations it imposes, and the need
for specific accommodations The College will not be liable for any costs associated with
obtaining such documertitan. The appropriate disability service provider will decide all
accommodations on a calgg-case basis. Please note that the College has an obligation to
provide reasonable and appropriate accommodations to ensure that students with disabilities
have acess to all campus programs, services and functions. However, if the College can provide
an accommodation that is equally as effective as the one requested by the student but is less
expensive or less extensive, the College is not required to provide teerpensive or
extensive one.

User Support Services
For any user support services please speak with the Information Specialist in the Main
Office/AO07 who can direct you to the appropriate person.






