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Kenai Peninsula College is a campus within the University of Alaska
Anchorage. UAA includes the units of Anchorage, Kenai, Kodiak,
Matanuska-Susitna and Prince William Sound Community College.
As such, five (5) documents (catalog and bulletins) make up the
complete catalog for UAA.

It is the responsibility of the individual student to become familiar
with the policies and regulations of UAA printed in this bulletin. The
responsibility for meeting all graduation requirements rests with the
student. Every effort is made to ensure the accuracy of the informa-
tion contained in this bulletin.

However, the Kenai Peninsula College Bulletin is not a contract but
rather a guide for the convenience of students. The University
reserves the right to change or withdraw courses, to change the
fees, rules and calendar for admission, registration, instruction, and
graduation, and to change other regulations affecting the student
body at any time.
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Dennis Simmons, 262-0320
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Carol Swartz, Director

Elizabeth Jacobik, Student Services
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FACULTY

AssoCIATE OF ARTS

Alan Boraas 262-0360 Room 206A
Barbara Christian 262-0364 Room 207F
Dave Forbes 262-0374 Room 207A
Gary Freeburg 262-0370 Room 207K
Beth Graber KBB/Homer
Marge Hays 262-0367 Room 207C
Jacek Kostyrko 262-0366 Room 207J
Sara Reinert KBB/Homer
Hanna Schott 262-0368 Room 207B
Boyd Shaffer 262-0361 Room 138A

Computer ELECTRONICS
Bruce Porter 262-0357 Room 205C

INpuSTRIAL PROCESS INSTRUMENTATION

Allen Houtz 262-0363 Room 207H
MEecHANICAL TECHNOLOGY
Drew O'Brien 262-0353 Room 104D

Orrice MANAGEMENT & TecHNoLOGY/CIOS

Patricia Noble 262-0355 Room 107B

SmaLL BusINESS ADMINISTRATION

Accounting

Dayne Clark 262-0349 Rom 204D
in ini i

Scott Jacobs 262-0346 Room 204F

Raylene Noreen KBB/Homer

Ray Zagorski 262-0348 Room 204E

Computer

Lynda Brazier 262-0347 Room 204B

Scott Kraxberger 262-0354 Room 204C

PeTROLEUM ENGINEERING AIDE

Dwight Wood 262-0362 Room 207G

Robert Tupper 262-0365 Room 207

PeTroLEUM TECHNOLOGY

Dwight Wood 262-0362 Room 207G

Robert Tupper 262-0365 Room 2071

WELDING TECHNOLOGY

Fritz Miller 262-356 Room 101A

EQUAL OPPORTUNITY

it is the policy of the University of Alaska to provide equal educa-
tional and employment opportunities and to provide services and
benefits to all students and employees without regard to race, color,
religion, national origin, sex, age, physical handicap, or veteran
status.

This policy is in accordance with the laws enforced by the Depart-
ment of Education and the Department of Labor, including Presiden-
tial Executive Order 11246, as amended, Title VI and VII of the
Educational Amendment of the 1964 Civil Rights Act, Title IX of the
Education Amendments of 1972, the Public Health Service Act of
1971, the Veterans' Readjustment Assistance Act of 1974, the
Vocational Rehabilitation Act of 1973, the Age Discrimination in
Employment Act of 1967, the Ecual Pay Act of 1963, the 14th
Amendment, EEOC's Sex Discrimination Guidelines, the Ameri-
cans with Disabilities Act of 1990, and Alaska Statutes 18.80.220
and 14.18.

Inquiries regarding the application of these and other regulations
should be directed either to the Affirmative Action Officer of the
University of Alaska Anchorage or to the Office of Civil Rights,
Department of Health and Human Services, Washington, D.C., or
the Office of Federal Contract Compliance Programs (Department
of Labor, Washington, D.C.).

In case the operations of Kenai Peninsula College are adversely
affected by war, riot, act of nature, action of civil authority, strike, or
other emergency condition, the College reserves the right to take
action to curtail part or all of its operations, including action to cancel
classes and action to discontinue services. In any case in which a
significant curtailment is judged proper by the College, Kenai
Peninsula College’s liability shall be limited to (at most) a refund of
tuition and fees paid.

This Kenai Peninsula College (University of Alaska
Anchorage) publication was produced by the Community
Relations Department at a cost of $2.32 per copy to
provide information to the public and was printed in
Soldotna, Alaska.

Coordinator: Dennis Simmons
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Kenai Peninsula College encourages all
adults to continue their education throughout
theirlives. KPC provides students with classes
and programs to meet their needs and inter-
ests. KPC maintains an Open Enroliment
Policy. Anyone 18 years or older will be
allowed to enroll in classes for which they
have completed prerequisites and will be
awarded any credit earned with satistactory
grades. High School seniors must submit a
special permission form with their registra-
tion form.

QOur mission is to:

1. Maintain an open door policy which
provides education at a number of levels
according to the needs of the individual
and the community.

2. Offer a comprehensive college program.

3. Assure community service by making
facilities and resources available to the
community for other than vocational or
academic programs.

4. Employ a variety of instructional methods.

5. Consign resources for management to
plan, staff, equip, and develop facilities.

6. Document and evaluate major aspects of
the college operation.

ACCREDITATION

Kenai Peninsula College is a division of the
University of Alaska Anchorage which is fully
accredited by the Commission on Colleges
of the Northwest Association of Schools and
Colleges. Accreditation by this Association
enables the College to offer college level
courses and programs leading to Associate
of Arts and Associate of Applied Science
degrees as well as to certificates. The Col-
lege also offers a limited number of upper
division undergraduate and graduate courses.
Accreditation documentation may be viewed
by the public by contacting the Director's
Office.

CAMPUS

Kenai Peninsula College, one of the largest
extended campuses in the University of
Alaska Anchorage system, began as an adult
education program in 1963. Ithas sincegrown
into acomprehensive branch college offering
avariety of programs designedto meet voca-
tional, academic, and community needs.

Located on 364 wooded acres between Kenai
and Soldotna, the main campus includes a
vocational building, academic classrooms,
laboratories, a library and media center, a
bookstore, and a snack bar and commons
area.

ENROLLMENT

Approximately 2,000 students register each
semester. Kenai Peninsula College is large
enough to provide almost 200 courses each
semester in more than 44 disciplines and to
offercomplete student services. Atthe same
time, it is small enough so that students
always feel important—in the classroom, in
the counseling office, or in registering for
classes.

FACULTY

Kenai Peninsula College has earned a repu-
tation as a leading extended college in Alaska
because of its outstanding faculty and staff.
The faculty’s first commitment is to excel-
lence in teaching. With an average class size
of fewer than 18 students, instructors have
time to spend with individuals. Caring about
students is what makes Kenai Peninsula
College a “people” place. (See complete
faculty listing at back of this bulletin.)

HISTORY AND TRADITION

Young, ambitious, innovative... that is the
reputation Kenai Peninsula College has
earned. Students here are encouraged to
determine their own directions, their own
unique goals. Modern academic programs,
creative teaching concepts, and flexible
scheduling accommodate students and help
us meet the current needs of the Kenai Pen-
insula.




Our comprehensive program includes:

*Transfer courses parallel to the first two
years of most university and four-year
college work.

*Vocational degree and certificate pro-
grams for training in a variety of job
fields.

*Awide range of continuing education and
personal development courses.

A wide variety of individuals makes up the
student body.
= 63.1 percent female
« 19.8 percent enrolled full-time
« 8.2 percent participate in non-credit ac-
tivities
«» 35 years is the average age

This diversity is a large part of KPC's unique
atmosphere.

KACHEMAK BAY BRANCH

Kenai Peninsula College’s Kachemak Bay
campus serves as the focus of the College’s
programs and serviceson the southern Kenai
Peninsula. With an overallenroliment of more
than 500, this campus provides area resi-
dents with quality education in a friendly
environment.

With full-time and adjunct faculty, a full
complement of academic courses are of-
fered leading to the Associate of Arts degree
and Associate of Applied Science degrees
and vocational certificates in Office Manage-
ment Technology and Small Business Man-
agement. A wide range of continuing educa-
tion courses are also available.

Student Services are designed to assist stu-
dents in successful completion of their edu-
cational goals. Academic advising, transfer
information, financial aid, career counseling,
and tutoring are among the services pro-
vided. Students interested in pursuing a
degree or certificate are encouraged to meet
with the Student Services Coordinator before
class registration. Staff are availabletolisten
and help throughout the semester whenever
a concern arises.

The Resource Information Center (RIC) in-
cludes computer and business machine labs,
a media room, small group study room and
our library. Adults wishing to improve basic
English and math skills may do so through
our Adult Basic Education program. GED
tutoring and testing are available as well as
English as a Second Language and literacy
instruction through this program.

With an emphasis on small classes and indi-
vidual attention, both recent high school
graduates and returning adult students find
the Kachemak Bay campus ideal for meeting
their educational goals. For more informa-
tion, stop by our facility on Pioneer Avenue
for a visit or call 235-7743.

RECREATION

Kenai Peninsula College and the cities of
Kenai, Soldotna, and Homer are located on
the beautiful Kenai Peninsula and are bor-
dered by the Kenai National Wildlife Refuge.
Despite its northern latitude, the Kenai Pen-
insula has surprisingly mild winters and cool,
comfortable summers.

The Kenai Peninsula offers superb opportu-
nities for outdoor recreation—hiking well-
grounded wilderness trails, canoeing the sce-
nic Swanson River, floating and fishing the
famous Kenai River, skiing miles of cross
country trails, or just viewing the abundant
wildlife. The College’s location provides stu-
dents the opportunity to take advantage of
Alaska.

Students enjoy concerts, films, lectures, fine
arts performances, and various entertain-
ment brought to the area by Student Union,
Sunday Showcase Productions, Kenai Per-
formers, Peninsula Dancers, Kenai ArtGuild,
and others.

UNIVERSITY OF ALASKA

Today, the University of Alaska Statewide
System consists of three major university
centers:Juneau, Fairbanks, and Anchorage.
Each center includes smaller colleges and
extensions which serve the outlying commu-
nities within its region. In addition to offering
general education programs, each center
has special responsibility for programs as-
signed by the Statewide System as best
suited to its region.

The present University of Alaska Anchorage
has evolved from an urban university, an
urban community college, several local col-
leges, and many extension programs. A for-
mal merger began in 1987. UAA is now a
comprehensive institution which preserves
and enhances the missions of all the former
units in Southcentral Alaska. It offers a wide
range of community and continuing educa-
tion courses, as well as vocational, technical,
professional, graduate and academic pro-
grams. UAA is the Statewide System head-
quarters for programs such as health sci-
ences, vocational education, and interna-
tional business.
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Forthe new student, college canbe aconfus-
ing maze of offices, instructions, and people.
The orientation, assessment, and advising
process is designed to reduce that confu-
sion. During new student orientation, the
registration process is explained, locations of
various offices are provided, and questions
are answered. Peer advisors, counselors
and faculty will assist new students in design-
ing their own particular college experience.
Students should register in advance for new
student orientation sessions.

ADVISING

Students are encouraged to meet with fac-
ulty members for advising when planning a
program of study. Advising provides an op-
portunity for close facuity/student interaction
in the establishment of an appropriate class
schedule and academicgoals. Alist of faculty
contacts is available from Student Services.
Faculty advisors are assigned at the time of
admission into a degree program.

For Kachemak Bay students, the Student
Services Coordinator provides academic
advising for all new and many continuing
students. Some students are then assigned
a faculty advisor. Transfer advising and re-
sources are also available.

ALCOHOL POLICY

The mission of the University and Student
Services is to promote the education of the
whole student. The University is concerned
about ways in which alcohol use and abuse
may affect the primary academic mission of
the institution, its overall atmosphere and the
personal well being of the University commu-
nity. The laws of the state shall be observed
in all private and public events conducted on
the property of the University of Alaska An-
chorage. Whether or not a person drinks
alcoholic beverages is a personal decision,
but individuals are held personally account-
able for their actions.

The primary objectives of the University's
policy and procedures on alcoholic bever-
ages are:

1. To promote responsible behavior and atti-
tudes among all members of the University
community concerning the use and effects
of alcoholic beverages in order to promote
responsible decision-making.

2. To help individuals experiencing difficul-
ties associated with the use of alcohol. No
University activity or function shall include
the service of alcoholic beverages to par-
ticipants without the advance written ap-
proval of the Chancellor or the designee of

the Chancellor. Approval to serve alco-
holic beverages will be granted only for the
designated premises and approximatetime
of private University events and upon the
condition that only persons of legal age
with positive identification will be served.
Personal consumption, possession, ordis-
play of beer, wine, or other alcoholic bev-
erages is prohibited in University public
places. The possession of kegs and other
large quantities of alcoholic beverages will
only be allowed by special permission of
the Chancellor. Any person who exhibits
offensive behavior, misconduct, excessive
noise, or creates a public disturbance on
property owned or supervised by the Uni-
versity will be subject to disciplinary and/or
legal action.

ASSESSMENT

Assessment (ASSET) testing focuses on the
basicskill areas of reading, writing, and math.
These tests are not graded; the score is used
solely to assist the student in selecting appro-
priate courses. Admission to a degree or
certificate program requires completion of
the ASSET test (see page 20 for formal
admission procedures).

Student assessment is available prior to and
during new student orientation to identify
appropriate math, reading, and English lev-
els and to pinpoint other academic areas
where special attention or assistance maybe
helpful. From that assessment, guidance is
given on programs which may promote a
student’s success.

ASSET assessment is required for:
All students entering degree/certificate
programs.
«Allstudentstaking math or English courses
for the first time.
«All students taking courses with math or
English prerequisites.

ASSET ing timeline:

English 25 minutes
Reading 25 minutes
Math 25 minutes




The Learning Center coordinates all ASSET
activity on the Soldotna campus. In Homer,
Student Services conducts ASSET activi-
ties. ASSET Assessment is strongly recom-
mended for all students.

In Homer, the ASSET is provided on several
dates prior to each semester. For special
administration, see the Student Services Co-
ordinator.

CAREER CENTER

Identifying a career to pursue, selaecting a
school or training facility to obtain skills, lo-
cating a job after training, and settling into a
new phase of life are all complicated and
sometimes stressful processes which canbe
made easier through the use of Career Cen-
ter resources. The Career Center houses
materials on colleges and technical schools,
apprenticeship training, and computerized
career searches on the Alaska Computer
Information Service (AKCIS). The self-di-
rected format allows students to pursue ca-
reer exploration at their own pace.

Numerous computer, video and print materi-
als are available in Homer to assist individu-
als in determining a career path, exploring
occupational information or job hunting. Indi-
vidual career counseling and group work-
shops are available as well as assistance in
finding a job.

COUNSELING SERVICES

At KPC, counseling services have been de-
veloped to meet the varied needs of current
and prospective students. Counselors are
professionals who work with people of vari-
ous ages and backgrounds; they are good
listeners who want to help. Counselors are
frequently the initial college contact for people
seeking information or assistance. Individual
and group conferences are offered by the
counseling staff to help students take re-
sponsibility for their self-direction and to de-
velop the attitudes and skills necessary for
success in the academic world.

Counselors aid students with career plan-
ning, transfer coordination, pre-admission
advising, program planning, personal crisis
intervention, stress reduction, and other con-
cerns which affect successful program com-
pletion. Available both by appointment and
on a walk-in basis, these services are free to
enrolled and prospective students. Students
needing assistance beyond the scope pro-
vided at KPC may consult with Student Serv-
ices staff for referrals to other agencies and
community services. In Homer, see the Stu-
dent Services Coordinator.

DISHONESTY

Academic integrity is a basic principle which
requires that students take credit only for
ideas and efforts that are theirown. Cheating
is defined as the submission of materials in
assignments, exams, orother academic work
which is based on sources forbidden by the
faculty member. Cheating shall include but is
not limited to situations in which the student:

1. Refers during an academic evaluation to
material sources not authorized by the
faculty member.

2. Utilizes devices during an academic evalu-
ation that are not authorized by the faculty
member.

3. Provides assistance to another student or
receives assistance from another student
during an academic evaluation in a man-
ner not authorized by the faculty member.

4. Presents as one’s own the ideas or words
of another person without customary and
proper acknowledgment of sources.

5. Knowingly permits one’s words to be sub-
mitted by another person without the fac-
ulty member’s permission.

6. Acts as a substitute or utilizes a substitute
in any academic evaluation.

7. Fabricates data in support of laboratory or
field work.

8. Possesses, buys, sells, obtains or uses a
copy of any materials intended to be used
asan instrument of academic evaluationin
advance of its administration.

9. Alters grade records of his’her own or
another student’s work in a course or a
component of a course.

PEER ADVISING

Thepeeradvising, students-helping-students,
program is seen as a viable strategy to pro-
vide leadership and work experience for stu-
dents, to relieve counselors and Student
Services personnel of routine responsibili-
ties, and to increase visibility of guidance and
counseling services. This program has been
an effective means of expanding the out-
reach efforts of Student Services personnel
while allowing the peer advisors themselves
the rewarding experience of helping other
students become more successful.

Peer Advisors welcome students to stop by
with questions or concerns or just to say
“hello.” Peer advising is a process in which
non-certified, trained, and supervised indi-
viduals offer listening, suppor, alternatives,
and verbal assistance to students. The Col-
lege is always watching for talented students
interested in serving as Peer Advisors. Inter-
ested students should contact the counsel-
ing office for more information.

PROCEDURES & PENALTIES
FOR ACADEMIC DISHONESTY

In addition to any adverse academic action
which may result from engaging in academi-
cally dishonest behavior, the University spe-
cifically reserves the right to address and
sanction the conduct involved through the
student disciplinary procedure contained in
this bulletin. Academic actions are reviewable
under the Academic Appeals Policy con-
tained in this bulletin.

STUDENT COMPLAINT
PROCEDURES

The purpose of the local student complaint
procedure is to assist students who have a
complaint arising from conditions, working
relationships, practices, decisions, actions,
or inactions of the University of Alaska An-
chorage and its employees. The local proce-
dure is one of administrative appeal. The
procedures are designed to guide students in
resolving a complaint. Students are encour-
aged to resolve complaints informally with
the employee directly involved and use the
administrative appeal procedures as a last
resort. Should it be necessary, the student
should process an appeal to the employee’s
supervisor if not resolved at the initial level.

STUDENT TUTOR PROGRAM

The Student Tutor Education Program (STEP)
is a program for students-helping-students.

The goal of this program is to (1) provide
student tutors with skills for successfully
working with their fellow students in an aca-
demic setting, or (2) to provide skills for
successfully working with students in the
public schools, or (3) to provide skills for
successfully working with ESL students (ap-
proval of instructor required). The tutors are
available either by appointment oron asched-
ule basis in the Learning Center.

In order to become a tutor, a student must
have average or better speaking, reading,
writing, and social skills. He/she must also
have earned a B grade or better in the course
the student wishes to tutor. Those tutoring in
the public schools must have completed ED
210 with at least a B grade. A faculty recom-
mendation is required for each course tu-
tored.

In Homer, students seeking a tutor or those
who would like to become tutors, should
contact Student Services.




STUDENT UNION

The KPC Student Union is responsible for
recognizing, coordinating, and supporting
student clubs and organizational activities,
and for representing the student body on the
local and statewide level. Students wishing
to be involved in political action should con-
tact the Student Union for details.

The Kachemak Bay Student Association pro-
vides governance, communication, programs
and services. Extensive leadership training
is available through credited courses orinfor-
mally through participation. All credit stu-
dents are members of the Association and
are encouraged to become involved.

STUDENT REGULATIONS

RIGHTS, FREEDOMS, AND
RESPONSIBILITIES

The role of the University of Alaska Anchor-
age is to encourage people of all ages to
develop their skills and talents differently,
according to individual abilities and interests,
so that collectively they contribute to the
continuum of democracy. University policies,
procedures, and regulations are formulated
to guarantee each student’s freedom to learn
and to protect the constitutional rights of
others.

The concept of rights and freedoms, no mat-
ter how basic or widely accepted, carries with
it corresponding responsibilities. Students,
as well as other members of the University
community, enjoy the same constitutional
and civil rights guaranteed all citizens; at the
same time, they are subjectto the laws of the
nation, the State of Alaska, and the local
community. All members of the University
community have a strong responsibility to
protect and maintain an academic climate in
which all may enjoy the freedom to learn. To
this end, certain basic regulations and poli-
cies have been developed to govern the
behavior of students as members of the
University community.

Violations of student conduct regulations will
be handled through the Office of the Vice-
Chancellor of Student Services. Violations of
federal, state, and/or local laws make a stu-
dent subject to civil or criminal action in
addition to disciplinary action by the Univer-
sity. Each student is responsible for knowing
the policies and regulations stated in the
KenaiPeninsula College Bulletin, UAA Cata-
log, and the Student Handbook.

FREEDOM OF EXPRESSION
The rights of free speech and peaceable
assembly are fundamental to the democratic

process. The University supports the rights
of students of the University community to
express their views and opinions on actions
or ideas, to associate freely with others, and
to assemble peacefully.

Whether expressing themselves as individu-
als or in organized groups, members of the
University community are expected to con-
duct themselves lawfully and to respect the
basic educational goals of the University.
Accordingly, the University insists that free
expression not violate the rights of others by
disrupting the educational processes and
functions of the University or by breaking the
law.

FREEDOM OF ACCESS

Within the limits of its resources, the Univer-
sity of Alaska Anchorage shall be open to all
applicants who meet current admission re-
quirements. The University of Alaska An-
chorage does notdiscriminate onthe basis of
race, creed, color, national origin, mental or
physical disabilities, age, or sex in any of its
policies, practices, or procedures. This policy
includes, but is not limited to, admissions,
employment, financial aid, educational ser-
vices, programs, and activities.

FREEDOM OF ASSOCIATION

Students are free to associate to promote
their common interests. They have the right
to establish organizations through the official
procedures so long as the organizations are
not in conflict with the educational purposes
of the University. Students have the right to
affiliate with officially recognized campus or-
ganizations of their choice, within the re-
quirements of those organizations relative to
membership.

FREEDOM FROM

SEXUAL HARASSMENT

Students shall be free from sexual harass-
ment by employees or other students in the
educational environment of the University of
Alaska Anchorage. Sexual harassment may
be defined as unsolicited nonreciprocal be-
havior by an employee who is in a position to
control a student’s status and who uses the
power or authority of that position to cause
that student to submit to sexual activity, or to
fear that he/she would be punished for the
refusal to submit. Sexual harassment also
includes any employee or student conduct of
asexual nature unreasonably interfering with
a student’s educational performance or sta-
tus by creating an intimidating, hostile, or
offensive educational environment. Sexual
harassment may consist of a variety of be-
haviors by an employee or student including,
but not limited to, subtle pressures for sexual

activity, inappropriate touching, inappropri-
ate language, demand for sexualfavors, and
physical assault.

FREEDOM FROM UNREASONABLE
SEARCH/SEIZURE

Students shall be free from unreasonable
search and/or seizure regarding their person
and their personal property. if a situation
should occur in which a student is interro-
gated by University officials, students have
the right to remain silent, the right to be free
of coercion, and the right to be advised of
these rights.

STUDENT PARTICIPATION

IN INSTITUTIONAL GOVERNMENT
Students shall be free, individually and col-
lectively, to express their views on issues of
institutional policy and on matters of general
interest to the student body. The student
body shall have clearly defined means to
participate in the formulation and application
of institutional policy affecting academic and
student affairs.

ACADEMIC RIGHTS OF STUDENTS

The University has the responsibility of pro-
viding aprogram of quality educationin keep-
ing with its financial resources; students have
protection through campus designed proce-
dures against prejudiced or capricious aca-
demic evaluation. Student performance shall
be evaluated solely on an academic basis,
not on opinions or conduct in matters unre-
lated to academic standards. Students are
responsible forthe proper completion of their
academic program, for familiarity with all
requirements of the University catalog, and
for maintaining an acceptable grade average
for degree requirements. Students have the
right to be informed at the beginning of each
term of the nature of the course, course
expectations, evaluation standards, and the
grading system.

CODE OF CONDUCT

Students at the University have certain rights
and responsibilities. Included in the respon-
sibilities is an awareness of the standards of
appropriate behavior. The University expects
each studentto exercise self-disciplinewhich
will enhance the individual's educational ex-
perience and the total learning environment
of the University.

In general, the off-campus activities of stu-
dents are viewed as their personal business.
However, when astudentviolateslocal, state,
or federal laws and at the same time violates
the Code of Conduct, either on or off-cam-
pus, the University reserves the option of
initiating disciplinary action on its own. Disci-
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plinary action may be initiated by the Univer-
sity and sanctions imposed against any stu-
dent or student organization found guilty of
committing, attempting to commit, or inten-
tionally assisting in the commission of any of
the following prohibited forms of conduct:

1. Disruption or Obstruction: Conduct which
materially or substantially disrupts or ob-
structs the educational process of the Uni-
versity.

2. Harassment: Physical or verbal abuse, or
sexual harassment of another person, in-
timidation, or conduct, including but not
limited to hazing, which creates an unrea-
sonably hostile or offensive learning, liv-
ing, or working environment.

3. Intoxicants and Drugs: Possession, con-
sumption, being perceptibly under the in-
fluence, or furnishing of alcoholic bever-
ages on campus property or at supervised
functions of student organization except
as provided by rules, policies and proce-
dures of the University of Alaska Anchor-
age. Possession, consumption, being per-
ceptibly under the influence, or furnishing
of any narcotic or dangerous drugs, except
when use or possession is lawfully pre-
scribed by an authorized medical doctor or
dentist, is forbidden.

4. Dangerous Chemicals and Devices: Un-
authorized use, possession, or sale of fire-
arms, explosives, dangerous chemicals,
orother dangerous weapons on University
property except as expressly authorized
by campus procedures.

5. Other Forms of Misconduct: Forgery,
alteration, or misuse of University docu-
ments, records, funds, or identification.
Falsification of records or deliberate mis-
representation of facts on University forms
and documents. Telephone misuse, theft,
or malicious destruction, damage, or mis-
use of University or private property includ-
ing computers. Unauthorized use of Uni-
versity funds, equipment, and supplies (in-
cluding but not limited to falsely represent-
ing oneself as an agent of the University,
incurring debts or entering into contracts
on behalf of the University).

6. Violation of University Regulations: Violat-
ing published University regulations, in-
cluding those related to entry and use of
University facilities, the rules in this sec-
tion, and any other rules or regulations
which may be enacted by the University.
Failure to comply with the lawful directions
of University personnel acting in the per-
formance of their duties.

7. Hazing: Student organizations or individu-
als shall neither engage in or condone any
form of hazing. Hazing may include but is
not limited to: a) any action taken or situa-
tion intentionally created to subject an-
other person to mental or physical discom-
fort, embarrassment or ridicule; b) verbal
or physical harassment or abuse; or c)
encouragement, facilitation or participa-
tion in public stunts, morally degrading or
humiliating behavior or games on or off
campus which interfere with academic per-
formance or unreasonable create a hostile
or offensive learning environment.

DISCIPLINARY PROCEDURES

A student, faculty, or staff member of the
University of Alaska Anchorage may initiate
disciplinary action against a student for viola-
tion of the Student Code of Conduct. Allega-
tions concerning student misconduct must
be in writing and signed by the complaining

party.

1. The Vice Chancellor of Student Services
shall receive, investigate, and notify the
student in writing of allegations of miscon-
duct. The student shall be requested to
meet with the Vice Chancellor of Student
Services to determine whether disciplinary
action is required. Notice ofthe conference
will be given to the student two days prior
to the scheduled appointment. The stu-
dent may present any explanations, de-
fenses, and/or mitigation of his’her con-
duct at the conference.

2. If, after this conference, the Vice Chancel-
lor of Student Services recommends disci-
plinary action, he/she shall notify the stu-
dent of the findings and conclusions made
as a result of the investigation, the sanc-
tions recommended, and the option the
student has to either accept the discipline
recommended or request a hearing before
the Student Grievance Committee.

3. lfastudent desires ahearing, he/she shall,
within five days of the receipt of the Vice
Chancellor’s notice, file awritten requestin
the Office of the Vice Chancellor of Student
Services together with a written response
to the Vice Chancellor’s findings and con-
clusions. If a request is not filed within the
time specified, the request for hearing shall
be deemed waived.

4. The Student Grievance Committee shall
be convened ten days after receipt of the
student’s request for hearing as set by the
Vice Chancellor of Student Services. See
University of Alaska Anchorage Student
Grievance Procedures elsewhere in this
publication.

The rights of victims, especially in instances
involving personal injury and/or sexual as-
sault, are as important as the rights of the
accused. An alleged victim of personal injury
or sexual assault violations will be provided
information regarding the institutional re-
sponses in the disciplinary procedures. To
the extent possible, the University will upon
request, take reasonable measures to pre-
vent unnecessary exposure of sexual as-
sault victims during the adjudication and ap-
peals process.

Sanctions: The following are disciplinary
measures that may be taken by the Vice
Chancellor of Student Services, and/or the
Chancellor and/or President of the University
of Alaska.

1. Censure: Written warning.

2. Disciplinary Probation: Probationary sta-
tus for a specified period of time. Specific
restriction of privileges should be expected
as a condition of probation.

3. Suspension: Studentis forbidden to attend
classes for the remainder of the term, but
permitted to register for the following term.

4. Expulsion: Termination of student status.

5. Restitution: Reimbursementfor damageto
or misappropriation of property.

6. Summary Suspension: Summary suspen-
sion may be used to protect the school
from clear and present danger of disrup-
tion or threat to safety of persons and/or
property. A summarily suspended student
is not to occupy any portion of the campus.
Summary suspension shall generally be
for the purpose of investigations of the
event or events in which the student or
students were allegedly involved.

Status of Student Pending Action: Pending
action onthe charges, the status of a student
should not be altered, or his/her right to be
presentonthe campus andto attend classes,
except when suspended or expelled.
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COLLEGE SERVICES

Bookstore

Campus Parking
Learning Center

Library

Media Center

Smoke Free Environment

INFORMATION

Additional information, bulletin/catalogs, and
applications may be obtained by visiting or
writing Kenai Peninsula College at the fol-
lowing addresses:

Kenai Peninsula College
College Drive and Poppy Lane
34820 College Drive

Soldotna, AK 99669-9798
(907) 262-5801

KPC — Kachemak Bay Branch
533 East Pioneer Avenue
Homer, AK 99603-7624

(907) 235-7743

BOOKSTORE

Required textbooks and supplies may be
purchased from the KenaiPeninsula College
Bookstore located in the McLane Buildingon
the Soldotna campus and at the Kachemak
Bay Branch.

CAMPUS PARKING

Students are urged to be aware of areas
designated as “handicapped parking spaces.”
Spaces are designated with a distinctive
blue and white logo and are reserved for the
exclusive use of students with physical im-
pairments. Authorization for use of handi-
capped parking spaces must be obtained
from the Maintenance Office.

avehicle is parked in afire lane, it will be
ticketed and impounded at the owner’s

expense.
LEARNING CENTER

The Learning Center (LC) can help students
improve and expand skills needed to be
successful. The Center provides individual-
ized instruction in developmental reading,
English, and math. Other services offered
include telecourses, free tutoring, Adult Ba-
sic Education (ABE), General Education
Development (GED), English as a Second
Language (ESL), modular courses to pre-
pare for algebra, information on testing and
Elderhostel. In Homer, see the Adult Basic
Education Coordinator.

LIBRARY

The Library has a collection of over 23,000
volumes and subscriptions to more than 200
magazines. It contains materialsin suchforms
as pamphlets, maps, phonograph records,
slides, tapes, and microfiche. All materials
are organized according to the Library of
Congress classification system. The card
catalog is divided into an authorftitle and
subject catalog. Back issues of periodicals
are either bound or maintained on micro-
fiche.

Loan Policy: All materials may be checked
out for two weeks at atime with the exception
of back issues of magazines which circulate
foroneweek. Renewals may be made onany
material not in demand. Current magazines
and reference books must be used in the
Library.

Fines: Patrons will be fined $1 for each
notification (by telephone or mail) of overdue
materials. There is no daily fine.

In Homer, students have access to agrowing
campus library as well as an extensive inter-
library loan system with the Homer Public
Library, the University libraries and the com-
puterized GNOSIS and Northwestinterlibrary
loan systems.

MEDIA CENTER

The Media Center offers a variety of services
to both teachers and students including cen-
tralized film ordering for teachers, audio-
conferencing for courses, dubbing video and
audio tapes, video taping, pickup and deliv-
ery of audio-visual equipment for the class-
room.

SMOKE FREE ENVIRONMENT

The College endorses the Alaska “No Smok-
ing Law” and asks all concerned to respect
the individual rights to health and personal
privileges of others. Alaska State statute
prohibits smoking in public buildings and
classrooms.
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When you want
a place to start
" come to the

Adult Basic Education (ABE)

These courses are free, and participants can
register anytime. Options include individual-
ized courses to develop math and English
skills (students may be scheduled for Math
054, English 063 and English 078 courses
based on ASSET scores).

Apple II-E and Macintosh
Computers

For student and faculty use on a first coms,
first served basis.

Elderhostel

Elderhostel is an educational program for
older adults who want to continue to develop
new interests and enthusiasms. More than
1,000different colleges and universities offer
programs all over the world.

English as a Second Language
(ESL)

These courses are free, and participants can
register anytime.

For more information, call Diane Tayvlor at 262-0328

Peninsula College

Kenai

General Education
Development (GED)

Free instruction and testing are provided for
students who wish to earn a high school
equivalency diploma from the Alaska State
Department of Education.

Peer Tutoring

Tutoring is free for KPC students (and stu-
dent tutors may earn college credit).

Telecourses and
Correspondence

Information available upon request.

Testing

Students can make arrangementstotake the
ASSET, the Graduate Record Exam (GRE),
the College Level Examination Program
(CLEP), make-up exams for KPC courses, or
testing for correspondence courses.




FINANCIAL AID

Application Procedures
Eligibility

Employment

Federal Verification
Grants

Loans

Scholarships
Satisfactory Academic
Progress

Veterans Assistance

The Financial Aid Program helps students
and prospective students obtain the funds
necessary to attend KPC. State and Federal
governments, the University, and many pri-
vate organizations offer grants, scholarships,
loans, and employment opportunities to stu-
dents who demonstrate need for such assis-
tance. Each student's financial situation is
carefully assessed, taking into consideration
family size, assets, income, debts, and esti-
mated costs of attending college. Type and
amount of financial aid varies according to
State and Federal guidelines, student need,
and availability of funds. Although many pro-
grams have specific deadlines, students are
encouraged to apply for some programs
throughout the semester.

APPLICATION PROCEDURES

Interested students should contact the Fi-
nancial Aid Office for information and appli-
cations. It is recommended that students
submit applications six (6) months before the
beginning of the semester for which they are
applying. For the upcoming fall semester,
the Financial Aid Office should receive com-
pleted financial aid applications by April 1.
Applications received after this date will be
considered if funds are available. Specific
procedures are:

1) Newstudents must apply foradmissionto
KPC.

2) Allinterested students must complete the
Free Application for Federal Student Aid
form and mail it to Federal Student Aid
Program in lowa City, lowa.

3) All students must sign and submit the
Student Aid Report (SAR) from the Fed-
eral PELL Grant Program tothe Financial
Aid Office.

4) Students applying for Federal assistance
who have attended other postsecondary
institutions must submit a Financial Aid
Transcript for each institution.

5) Students who wish fo apply for other
assistance, such as an Alaska State Stu-
dent Loan or a specific scholarship, may
complete applications available from the
Financial Aid Office.

6) Students who wish to apply for Bureau of
Indian Affairs grants or scholarships
should contact the BIA or their Native
Regional Corporation for applications.

ELIGIBILITY

To be considered for financial aid, a stu-
dent must:

1) have a high school diploma or its equiva-
lent,

2) be accepted for admission or continued
attendance at KPC,

3) demonstratefinancialneedfor assistance
as determined by the Free Applicationfor
Federal Student Aid form submitted tothe
Federal Student Aid Programs,

4) submit an Alaska Student Loan Applica-
tion for the state loan program and,

5) maintain satistactory academic progress
as defined for each program. (See indi-
vidual program regulations.)

EMPLOYMENT

The Federal College Work Study Program
(FCWSP) provides jobs for eligible students
as determined through the federal applica-
tion process. These students may earn money
to cover part of their educational expenses.
The FCWSP arranges jobs on- or off-cam-
pus with public or private non-profit agen-
cies. Students may work up to twenty (20)
hours per week during the semester. Wages
depend on the job responsibilities. Most
wages are comparable to off-campus, part-
time employment wages.

Student Employment Program

This is a College-funded program available
to students who wish to earn a portion of their
educational expenses. Jobs are on campus
and students may work up to 20 hours per
week. For position possibilities, students
should check the “Student Jobs” board in the
Commons Area near Student Services.
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FEDERAL VERIFICATION

The U.S. Department of Education reviews
financial aid applications to determine that
information has been reported accurately
and that aid is distributed fairly. The Finan-
cial Aid Office also verifies information on
selected applications before students can
receive financial aid awards. Copies of the
following documents may be requested:
1) income tax returns,
2) verification of household size,
3) child support payments,
4) statements of untaxed income,
5) verification of number of family mem-
bers in college,
6) dependency status verification, and/or
7) if military, copiesof Leave/Earning State-
ments for previous tax year (all 12
months).

Selected students mustsubmitthe requested
documents no later than thirty (30) days after
the posted application deadlines for Guaran-
teed Student Loans and othercampus-based
aid. The deadlines are October 31 forthefall
semester, March 1 for the spring semester,
and July 1 for the summer session. [f docu-
mentation is not received, financial aid will
not be awarded for that semester/session. If
changes have occurred, students must cor-
rect and resubmit the Free Application for
Federal Student Aid form.

GRANTS

Grants are financial aid awards which do not
need to be repaid as long as the student
meets academic progress requirements of
the granting agency.

Bureau of Indian Affairs (BIA)

The Bureau of Indian Affairs makes grants
available to eligible full-time students. For
furtherinformation, contactthelocal BlA area
office or your Native Regional Corporation.

Federal PELL Grant

The Federal PELL Grant makes funds avail-
able to eligible students with financial need.
To be eligible, students must be working
toward their first baccalaureate degree.
Grants range from $250 to $2,300.

Federal Supplemental Education
Opportunity Grant (FSEOG)

The Federal Supplemental Education Op-
portunity Grant program is similar to the
Federal PELL Grant program and can pro-
vide additional assistance to students with
financial need. Only undergraduates are
eligible. FSEOG awards at KPC range from
$200 to $2,000 per year.

LOANS

Alaska State Student Loan Program (ASSL)
To be eligible for an ASSL, students must be
two-year residents of the State of Alaska,
hold high school diplomas or the equivalent,
and be officially admitted to a certificate,
associate, baccalaureate, or graduate de-
gree program. Full-time and part-time loans
are available. Undergraduate students may
borrow up to $5,500 a year for educational
expenses.

Federal Perkins Loan (NDSL)

The Perkins National Direct Student Loan
program is available to students enrolled at
least half-time. An undergraduate student
may borrow up to $9,000 for educational
expenses. An undergraduate student with a
previous baccalaureate degree s not eligible
for a Perkins loan.

Stafford Loan

The Federal Stafford Loan program enables
students to borrow directly from banks or
credit unions in order to finance education
expenses. These loans are insured by United
States Aid Funds, Inc. You are eligible to
apply if you are enrolled at least half-time (6
credits) in adegree or certificate program. As
of July 1, 1993, the maximum you may bor-
row is $2,625 for first year students, $3,500
for second year students and $5,500 for
undergraduate students who have completed
2 years of college. $23,000 is the maximum
total amount that can be borrowed for under-
graduate work. Students must complete a
Free Application for Federal Student Aid form
to determine eligibility.

Emergency Loans

Short-term loans are available to qualifying
KPC students who have a modest and tem-
porary need. A student may borrow up to
$100 for a 60-day period, depending on the
availability of funds.

SCHOLARSHIPS

Scholarships may be awarded based on fi-
nancial need or academic achievement. Stu-
dents interested in applying for scholarships
should contact the Financial Aid Office in
Soldotna or Student Services in Homer for
guidelines and applications.

SATISFACTORY ACADEMIC
PROGRESS

To remain in satisfactory academic standing
for federal assistance or state loans, stu-
dents must complete the number of credits
uponwhich the semester’s aid was based. In

addition, they must maintain the minimum
grade point average (GPA) of 2.0 required by
their financial aid program. On the student’s
grade report, AU, DF, F, NC, NP, |, W, and
CEU indicate unsatisfactory completion.

VETERANS ASSISTANCE

KPC provides training to veterans, eligible
dependents, and service personnel using
Veterans Administration educational benefits
(G.1. Bill). Qualified persons who plan to use
the G.I. Bill must contact the Financial Aid
Office. Before registering for courses, stu-
dents using the G.1. Bill must apply for formal
admission and declare a degree and/or ma-
jorprogram. In addition, Federallaw requires
that schools approved for veterans report
attendance and progress of all students who
receive benefits. The following requirements
must be met by all students receiving ben-
efits from the Veterans Administration:

Satisfactory Academic Progress

Students must maintain a grade point aver-
age (GPA) of atleast 2.00 (C)in eachsemes-
ter during which they are receiving benefits.
Failure to do so is reported to the Veterans
Administration and may end educational ben-
efits.

Monthly Enroliment Verification

At the end of each month, all veterans will be
responsible for having individual instructors
sign an attendance and progress form to
assure the College that the individual is at-
tending classes and making satisfactory
progress. Failure to submit this form will
result in termination of any further benefits.
Forms are available in the Financial Aid Of-
fice.

Adds, Drops, and Other Changes

Students must inform the Financial Aid Office
whenever they add or drop courses, with-
draw from KPC, change address or depend-
ents, or make other status changes. Stu-
dents who drop or withdraw may be required
to reimburse the Veterans Administration.

Students with previous college or university
experience must have official transcripts on
file withthe Office of Admissions and Records.
Each student must request these transcripts
when applying for admission to KPC. Insti-
tution approval documentation may be viewed
in the Financial Aid Office by appointment

only.
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ADMISSIONS

Assessment and Advising
Correspondence Credit
Formal Admission
International Students
Military Credit

Open Enroliment
Registration

Testing and Placement
Transfer Credit

ASSESSMENT AND ADVISING

Individuals 18 years of age and over who do
not have high school diplomas or GED's may
still enroll in classes under Open Enroliment
and they may be admitted to most associate
programs under KPC's open admission policy
once assessment and advising have taken
place. Interested persons should contact the
advising center at their local campus. An
advisor will review the individual's back-
ground, provide an opportunity for assess-
ment, and determine the appropriate entry
level of instruction.

CORRESPONDENCE CREDIT

Within the University of Alaska system, cor-
respondence study is administered through
the University of Alaska Fairbanks (UAF)
campus. Forabrochure and registration form,
contact the Student Services Office.

FORMAL ADMISSION

To be formally admitted to a degree or certifi-
cate program, students must complete the
following steps:

1. Takethe ASSET placement assessment
inthe Learning Center. An appointmentis
recommended.

2. Submit a completed Application for Ad-
mission form and a $35 processing fee to
the Bookstore.

3. Arrange to have official transcripts from
all other colleges and universities that the
student previously attended sent to the
Kenai Peninsula College Office of Admis-
sions and Records.

A limit of 45 transfer credits from accredited
institutions is accepted; however, each stu-
dent earning a degree from Kenai Peninsula
College must meet the following require-
ments:

1. Atleast 15 semester hours of the final 30
semester hours for any Associate degree
must be resident credit. Resident creditis
defined as credit earned in formal class-
room instruction, independent study, re-
search, and telecourses offered by the

University of Alaska Anchorage. All other
courses are defined as non-resident credit,
including transfer credit, non-traditional
credit, correspondence study, and credit-
by-exam.

2. A maximum of 45 semester hours of
creditcompleted by correspondence (and/
or USAFIVDANTES) is accepted toward
an Associate degree.

3. A maximum of 45 semester credits for
formal military service schools (including
basictraining) is allowed toward an Asso-
ciate degree. (See section on Military
Credit for credits awarded.)

An unofficial transcript can be received from
the Office of Admissions and Records for $1.

INTERNATIONAL STUDENTS

Students who wish to transfer college-level
course work from foreign institutions must
submit official transcripts and English trans-
lations (if necessary) as well as an official
statement of educational equivalency from a
recommended international credentials evalu-
ation service. Lists of such services may be
obtained from the Office of Admissions and
Records. Fees depend upon the type and
complexity of the evaluation. International
students (F-1) who wish to apply for the
United States Department of Justice, Immi-
gration, and Naturalization Services Certifi-
cate of Eligibility for Non-Immigrant Students
(Form [-20A) must do all of the following:

1. Meet University admission requirements
for degree-seeking students and be ac-
cepted to a program.

2. Submit an official TOEFL (Testof English
as a Foreign Language) score of at least
450.

3. Submit a statement of financial support
forthe anticipated period of study at KPC.

4. Provide official transcripts and a state-
ment of educational equivalency from a
recommended credentials evaluation ser-
vice.

Tobeissued an [-20A, international students
must be formally admitted, full-time, degree-
seeking students, even if their major is unde-
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clared. Contact the Office of Admissions and
Records for details. These requirements ap-
ply only to students who are requesting a
Form [-20A Student Visa. Other international
students may enroll under the Open Enroll-
ment or Formal Admissions policy.

MILITARY CREDIT

Eight (8) elective credits may be awarded to
students whohave completed atleastone (1)
calendar year of active duty military service.
In addition, credits may be transferred from
formal service schools and MOS/Ratings as
recommended in the Guide to the Evaluation
of Educational Experiences in the Armed
Services prepared by the American Council
on Education (ACE Guide).

No more than 30 semester credits will be
awarded toward a baccalaureate degres,
and no more than 15 semester credits willbe
awarded toward an associate degree. Ex-
ceptions are granted only to students en-
rolled in the SOCAD or SOCNAV programs.
The Service Members Opportunity Colleges
(SOCAD and SOCNAV) programs allow ac-
tive-duty Army and Navy personnel to finish
associate degree programs without losing
credits as they transfer during their military
careers. Under this program, at least three
(3) semester hours must be taken in resi-
dence at KPC in order to graduate.

OPEN ENROLLMENT

KPC's open enroliment policy allows stu-

dents to register for courses in which they

have adequate background. To qualify for

open enroliment, a student must:

1. have earned a high school diplomaor the
equivalent (GED), or;

2. be 18 years of age or older and have
participated in KPC's Assessment and
Advising process.

Enroliment under KPC's open enrollment
policy does not guarantee subsequent for-
mal admission to certificate or degree pro-
grams. In addition to meeting the University's
open enroliment criteria, applicants for for-
mal admission may need to satisfy other
individual program or degree requirements.

REGISTRATION

Class registration periods are listed in the
current academic calendar. Students regis-
ter for courses according to instructions pub-
lished each semester inthe course schedule.
The schedule provides general information
on the dates, times, locations, and proce-
dures for registration. To earn college credit
or to audit a course, students must pay fees
as determined by the College Fee Schedule.

TESTING AND PLACEMENT

Students must have the ASSET placement
results prior to registering for mathematics,
reading, and/or written composition courses.
ASSET placement is required prior to admis-
sion into degree and certificate programs.

Before applying for these programs, stu-
dents must take the ASSET placement as-
sessment administered during New Student
Orientation and throughout the semester.
Students performing below a minimum level
in one or more academic areas will be ad-
vised to take the equivalent preparatory
course to improve performance in the defi-
cient area.

TRANSFER CREDIT

Where possible, transfer credit will be equated
with KPC courses. When this is not possible,
evaluators may grant specifically designated
elective credit to meet a General Education
Requirement. KPC reserves the right to re-
ject transfer credit or to require an examina-
tion before creditis allowed. An evaluation of
transfer credit will be completed after a stu-
dent has been accepted to degree-seeking
status.

Accredited Colleges/Universities

1. Transfer credit will be accepted only from
institutions in the United States fully ac-
credited by one of the following regional
accrediting associations:

«Middie States Association of Colleges
and Schools

*New England Association of Schools
and Colleges

«North Central Association of Colleges
and Schools

*Northwest Association of Schools and
Colleges

«Southern Association of Colleges and
Schools

*Western Association of Schools and
Colleges

2. Only coursescompleted withgrades equal
to C (2.0) or higher will be considered for
transfer.

3. Students who planto transfer credits from
foreign institutions must provide an offi-
cial statement of education equivalency
from a recommended credentials evalua-
tion service. Addresses are available
from Student Services. The fee depends
upon the type and complexity of the evalu-
ation.

4. Transfer credits are not included in the
students KPC grade point average (GPA)
computation, exceptto determine eligibil-
ity for graduation with honors.

Unaccredited Institutions

As a practice, KPG accepts as transfer credit
only those credits earned by students at
institutions accredited by regional accredit-
ing agencies. Accreditation by such agen-
cies, recognized by the U.S. Department of
Education, demonstrates that the institution
operates within commonly accepted stan-
dards ofinstruction. Credits from unaccredited
institutions will not normally be accepted.
The Director may grant exception to this
practice under special and extenuating cir-
cumstances. Students who wish to request a
review of an unaccredited institution should
contact the Office of Admissions and Records.
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ACADEMIC
REGULATIONS

Academic Appeals
Academic Petition

Access to Student Records
Adding a Course
Advanced Placement

Age Limit of Credits
Auditing a Course
Cancellation of Classes
Change of Address
Change of Grade

Change of Name

Cheating

Class Attendance

Class Standing

Contact Hours

Course Level Expectations
Course Numbering
Credit/No Credit

Dean's List
Full-time/Part-time Status
Grade Point Average Computation
Grading Policies
Independent Study
Instructor Responsibilities
Non-Traditional Credit
Prerequisite Statement
Repeating Courses
Reviewing and Expunging
StudentRecords

Social Security Number
Students’ Rights

Study Load

Transcripts

Waiting List Policy
Withdrawal from the College
Withdrawal from a Course

ACADEMIC APPEALS

Students shall have the right to appeal aca-
demic actions. A written request for appeal
must be made to the dean/director of the
appropriate school or college not later than
fifteen (15) working days following notifica-
tion of the action under review. The request
shall set forth clearly and concisely the action
to be reviewed, the reason the student be-
lieves the action was inappropriate, and the
corrective action the student seeks. As a
general rule, the dean/director will not over-
turn the action of a faculty member or com-
mittee unless it is shown to be arbitrary and
capricious, clearly erroneous, or based on
unlawful discrimination.

Each student requesting review of an aca-
demic action shall be entitled to address the
dean/director directly if desired before the
decision is rendered by the dean/director.
Whenever possible, the dean/director’s deci-
sion will be rendered and conveyed to the
student in writing within five (5) days of re-
ceipt of the student’s request for review. Until
receipt of the dean/director’s decision, the
student will be permitted to attend classes
unless such attendance poses a danger to
the student or others. There shall be no
further appeal of academic matters withinthe
University.

ACADEMIC PETITION

Any deviation from academic requirements
or regulations must be approved by aca-
demic petition. Petitions will only be ac-
cepted for:

1. Waiving specific degree or program re-
quirements.

2. Substitutions for required courses.

3. Permanent record changes allowed:
name, grade changes as outlined in the
College change of grade policy, and er-
roneous entries.

Academic petitions are to be routed through
afaculty advisor, division chair of the subject
area where the course is being petitioned,
and the director. Petition forms are obtained
from the Student Services Office.

ACCESS TO
STUDENT RECORDS

The Family Educational Rights and Privacy
Act (FERPA) of 1974, as amended, was
designated to protect the privacy of educa-
tion records, to establish the right of students
toinspect and review theireducationrecords,
and to provide guidelines for the correction of
inaccurate or misleading data through infor-
mal and formal hearings. Students also have
the right to file complaints with the FERPA
Office about alleged failures by the institution
to comply with the Act. KPC may releass,
without consent, certain directory informa-
tion (name, major, dates of attendance and
credentials awarded). No one outside the
institution shall have access to, nor will the
institution disclose any other information from
a student’s educational record, without the
written consent of the student, except to
personnel within the institution on a need to
know basis, to officials of other institutions in
which a student seeks to enroll, to persons in
compliance with a judicial order, and to per-
sons in an emergency in order to protect the
health or safety of the student or other per-
sons, or as otherwise permitted under the
act.

Exceptionstothe above policy are as follows:

1) Names of students receiving awards or
appearing onthe KPC Dean's Listor UAA
Chancellor's List are released to the me-
dia unless a written request not to do so
hasbeen received inthe Student Records
Office.

2) Names of students and their respective
degree/certificate will appear in the com-
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mencement program and willbe released
to various media requesting lists of candi-
dates/graduates unless a written request
not to do so has been received by the
Student Records Office.

3) Names of scholarship recipients are re-
leased to the media unless a written re-
quest not to do so has been received by
the Financial Aid Office.

4) Names of students receiving awards of
the Chancellor's Scholarship and any
other honorary scholarships, i.e. Truman
Scholarships and/or appearing in Who's
Who Among Students in American Uni-
versities and Colleges arereleasedtothe
media unless a written request not to do
so has been received by the Office of
Admission and Student Services.

A complete copy of the UAA Policy on the
application of FERPA is available in the UAA
Enrolliment Services, Anchorage. A variety
of student records are maintained by KPC
and are available to students upon request.
Admission and academic records are lo-
cated inthe Office of Admissions and Records,
and financial records are located in the Fi-
nancial Aid and Business Offices.

ADDING A COURSE

After registration, students may add acourse
during the first two weeks of the semester by
submitting an Add/Drop form and paying the
appropriate fees. Students may not add a
course two weeks after it has started. The
add period is prorated for less-than-semes-
ter length courses.

ADVANCED PLACEMENT

The College awards credit for satisfactory
performance (a grade of “3” or higher) in the
College Board Advanced Placement Tests.
These tests are normally completed by stu-
dents during their senior year in high school.
In most cases, passing scores and credits
awarded for national exams are based onthe
mostcurrent recommendations of the Ameri-
can Council on Education.

Astudentdesiring advanced placementcredit
must request that an official report of scores
onthe examination be senttothe Admissions
and Records Office. Upon enroliment, the
student will be awarded appropriate credit. A
student may receive credit for more than one
Advanced Placement examination. NOTE:
Credit is granted only to those students in
degree or certificate programs.

AGE LIMIT OF CREDITS

There is no University-wide undergraduate
policy on the age limit of credits. However, to
guarantee currency of course content, some
departments and degree programs require
courses to have been completed within a
specified period of time. All credits used to
satisfy graduate degree requirements must
be earned within a period of seven (7) con-
secutive years. Contact each department for
specific information.

AUDITING A COURSE

Students may audit a course for general
information only. Students who audit may be
dropped from the course to make room for
credit-seeking students. Nocreditis received
for audited courses. The faculty member
determines the terms for auditing the course.
The facuity member may request that the
course be removed from the student’s tran-
script if the student fails to comply with the
agreed-upon terms. Submission of papers
for correction and grading, and participation
in lab experiences are at the discretion of the
faculty member. Students who audit classes
are required to register and pay tuition and/or
fees. Students may not request a change of
registration status from audit-to-credit after
week two (2) of the semester. During weeks
three (3) through twelve (12) of the semester,
students may changetheir status from credit-
to-audit only with the faculty member’'s signa-
ture, Students may not request a change of
registration status from credit-to-audit after
week twelve (12). Forms are available from
Student Services. Audited courses are not
included in the computation of study load for
full-time, part-time, or overload status. In
addition, students may not request local
Credit-by-Exam for an audited course until
the following academic year.

CANCELLATION OF CLASSES

KPC reservestherightto cancel; to combine;
to change the instructor, time, date, or place
of the meeting; and to make other revisions in
class offerings which may become neces-
sary, and to do so without incurring obliga-
tion. The College may discontinue a class at
any time if attendance falls below minimum
levels.

CHANGE OF ADDRESS

Currently enrolled students who have
changed their address should notify the Of-
fice of Admission and Records by completing
the appropriate form. Official notification of
change of address is necessary for accurate
mailing of correspondence, grade reports,
transctripts, registration instructions, and in-
formation about graduation requirements.

CHANGE OF GRADE

Grades submitted by the faculty, other than
incomplete (1) or deferred (DF), are assumed
tobefinalgrades. Agrade may notbe changed
unless a legitimate error has been made on
the part of the faculty member. Corrections of
grading errors must be made by the end of
the semester following the one in which the
grade was originally assigned. A Change of
Grade form must be submittedto Admissions
and Records by the appropriate faculty mem-
ber, not by the student. Grades cannot be
changed to Audit since the "AU” designation
is a registration status. Grades cannot be
changed to No Credit since the "NC" desig-
nation is a registration status. Incompletes,
“I” grades, are submitted for work not com-
pleted by the student. Work must be com-
pleted and the change submitted within one
year from the time the “|” was awarded if the
“I” is to be changed to a letter grade on the
permanent record. If the “I" is not removed
during the one-year period, it will remain as
an incomplete on the student’s permanent
record. Incompletes may be changed to
letter grades — A, B, C, D, F, P, or NP. They
cannot be changed to a W.

CHANGE OF NAME

A student's name on official records at KPC
must be the name under which the student
applied for admission, unless a Change of
Name form has been processed through the
Office of Admission and Records. Name
change requests must be supported by legal
documentation i.e., marriage certificate, dis-
solution or divorce decree, or a court order.

CHEATING

Cheating is not tolerated at Kenai Peninsula
College. It constitutes grounds for dismissal
from the University. Cheating is any means
by which a student uses unauthorized assis-
tance to prepare materials submitted as his/
her own. Refer to the section about Dishon-
esty on page 9 of this bulletin.

CLASS ATTENDANCE

Regular attendance and active participation
are expected in all classes. Students are
responsible for classwork even if there are
legitimate reasons for their absence. A fac-
ulty member may initiate a drop/withdrawal
for students who fail to meet attendance
requirements. For semester-length classes,
afaculty member may drop a student from a
course if the student fails to attend class by
thefirst class meeting of the second full week
of classes. Forms are available at the Peer
Desk or in the Office of Admissions and
Records. Faculty-initiated drops/withdrawals
are permitted through week 12 of the semes-
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ter. For classes other than semester length,
the faculty option to drop/withdraw a student
for non-attendance is prorated. A faculty
member is requested to notify a counselor
when a student is not attending a course so
that an attempt may be made to notify the
student; however, there is no duty on the part
of the faculty member to do so. In addition,
faculty members may require attendance,
and attendance may be reflected in the final
grade.

CLASS STANDING

Class standing is determined on the basis of
total credits earned. Students are classi-

fied as:
Freshman: 0-29 credits
Sophomore: 30-59 credits

Transfer students will be given class stand-
ing on the basis of the number of credits
accepted by Kenai Peninsula College.

CONTACT HOURS

UAA academic policy has established the
following minimum contact times: Most lec-
ture/discussion courses require a minimum
of 750 minutes of contact time and a mini-
mum of 1500 minutes completed outside the
classroom to award one (1) credit. Some
courses require more than 750 minutes of
contact time and more than 1500 minutes
completed outside the classroom. Other
types of classes require 1500 minutes of
contacttime, 2250 minutes of contacttime, or
moreinorderto awardone (1) credit. One (1)
contact hour is defined as 50 minutes of
contact time.

Courses scheduled for less than a full se-
mester may not be offered for more than one
(1) credit each week. One (1) continuing
education unit (CEU) may be granted for
satisfactory completion of 10 contact hours
of classroom instruction or for 20 contact
hours of laboratory or clinical instruction.
Alternative learning modes are subject to the
instructional objectives and outcomes of com-
parable, traditionally taught courses, but stan-
dards may differ.

COURSE LEVEL
EXPECTATIONS

Students are expected to demonstrate learn-
ing skills commensurate with the appropriate
course level. Students are expected to meet
prerequisites for all courses prior to register-
ing. Prerequisites are listed with course de-
scriptions. Prerequisites indicate the prepa-
ration and/or background necessary to un-
dertake academic study. Courses numbered
001-049 are career development courses
intended to fulfill special needs of students or

the community and are notdesigned as prepa-
ration for 100-level college work. They are
offered for Continuing Education Units (CEU)
or for non-credit.

Courses numbered 050-099 usually cover
basic developmental material and are in-
tended to help prepare students to enter 100-
levelcollege courses; 100-level courses gen-
erally require learning basic concepts; 200-,
300- and 400-level courses require increas-
ing sophistication in the ability to extract,
summarize, evaluate, and apply relevant class
material; 500-level courses are specifically
designed for professional development; 600-
level courses demand rigorous analysis, syn-
thesis, and research skills.

COURSE NUMBERING

Each course offered by the University is
identified by a department designator and a
three-digit course number. The designator
commonly abbreviates the name of a disci-
pline or department (for example, ENGL for
English).

In general, the first numeral of the three-digit
course number indicates the year in which
the course is ordinarily taken. For example,
ENGL 111 is ordinarily taken by first-year
students, and ENGL 318 is taken by third-
year students. More specifically, course num-
bers have the following meanings:

001-049: Continuing Education Units (CEU).
(Career Development Courses). One (1) CEU
is granted for satisfactory completion of 10
contact hours of classroom instruction or for
20 contact hours of laboratory or clinical
instruction. Also indicates community inter-
est courses not offered for credit.

050-099: Courses applicable to some voca-
tional certificates but not to A.A. or A.A.S.
degrees, baccalaureate degrees, master's
degrees, or professional certificates.

100-199: Freshman-level, lower-division
courses. Applicable to certificates, associate
and baccalaureate degrees.

200-299: Sophomore-level, lower-division
courses. Applicable to certificate, associate
and baccalaureate degrees.

300-399: Junior-level, upper-division
courses. Applicable to associate and bacca-
laureate degrees. May also be applied to
graduation requirements for some master’s
degrees with prior approval of the student’s
Graduate Study Committee. May not be ap-
plied to both a baccalaureate and a master's
degree.

400-499: Senior-level, upper-division
courses. Applicable to associate and bacca-
laureate degrees. May also be applied to
graduation requirements for some master’s
degrees with prior approval of the student’s
Graduate Study Committee. May not be ap-
plied to both a baccalaureate and a master’s
degree.

500-599: Professionaldevelopmentcourses.
Not applicable to any degree requirements
(even by petition). Restricted to Pass/No
Pass grading system. (For purposes of tu-
ition, these courses are considered gradu-
ate-level.)

600-699: Graduate-level, upper-division
courses. Applicable to master's degrees with
approval of the student’s Graduate Study
Committee. With prior approval, may also be
used to meet graduation requirements for
some baccalaureate degrees by petition. May
not be applied to both a baccalaureate and a
master's degree.

The following second and third digits of course
numbers are used for specific types of
courses:
92: seminars and workshops
93: specialtopics courses, offered once
only
trial courses intended to become
permanent; may only be offered
one semester before requesting
permanent course number
95: practicums, internships, and coop-
erative education courses
96: directed study
97: independent study
98: individual research
99: thesis

94:

Section Numbers
100:Day classes, 8 a.m. to 4 p.m.
110:Seward offerings
120:Homer branch offerings
200:Late afternoon or evening classes;
4-10 p.m.
300:Brokered classes
400:Practicum and Independent Study
500:Weekend classes
600:Learning Center classes
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CREDIT/NO CREDIT (CR/NC)
Credit/No Credit (CR/NC) is a grading option
that encourages students to explore areas of
interest. Undesignated electives may be com-
pleted under this option. A maximum of fif-
teen (15) credits earned by this option may
be applied to a degree program. General
Education Requirements (GER), school or
college requirements and courses in a
student's major or minor are not allowed
under this option. If students later change
their major/minor and the course becomes a
requirement, the course may be accepted in
the new major/minor at the discretion of the
new department.

The CR/NC option is not available for gradu-
ate courses and cannot be used on courses
repeated for GPA improvement. The instruc-
tor grades students using the grading basis
approved for the course (A-F or P/NP). Stu-
dents are awarded credit for the course if
their final grade is P or C or higher, and a
grade of CR is entered on the student's
transcript.

If performance falls below that level (D, F,
NP), the course is not recorded on the
student's transcript orincluded in GPA calcu-
lations. For performance comparison only, a
grade of CR (Credit) is considered equivalent
to agrade of C or higher. A grade of CR does
not carry grade points and is not included in
GPA calculations.

Through the end of week two (2) of the
semester, students may request the CR/NC
grading option by submitting the necessary
paperwork, including faculty signature, to the
Office of Admissions and Records. Once
selected, this grading option may not be
changed to regular grading after the end of
week two (2) of the semester.

DEAN'’S LIST

KenaiPeninsula College recognizes students
who maintain high academic standards by
bestowing Dean’s List honors on a semester
basis. To be eligible for the Dean’s List, a
student must be an undergraduate enrolled
in at least 12 credits graded with academic
lettergrades and must have earned a GPA of
at least 3.5 for the semester.

FULL-TIME/PART-TIME STATUS

An undergraduate student enrolled at KPC
for 12 or more semester hours of credit willbe
classified as full-time. An undergraduate who
is enrolled at KPC for fewer than 12 credits is
classified as part-time. Audited courses and
Continuing Education Units (CEU's) are not
included in the computation of study load for
full-time or part-time status.

GRADE POINT AVERAGE
COMPUTATION (KPC GPA)

KPC uses the 4-point system as a measure
of scholastic success. The Grade Point Aver-
age (GPA) is computed by dividing the total
cumulative quality grade points earned (Q
pts) at KPC by the total quality hours at-
tempted (Q hrs). Credits accepted in transfer
are not used to calculate the student's KPC
GPA. Academic letter grades carry the fol-
lowing grade points:

A=4.0,B=3.0,C=2.0,D=1.0,andF=0.0.

The number of credits (for example, 3) is
multiplied by the grade-point value of the
grade (for example, A = 4) to give the total
grade points (forexample, 12) foreachcourse.
The total number of grade points is then
divided by the total number of credits at-
tempted.

Non-academic grades do not carry grade
points and are not used in calculating the
GPA: CR, NC, DF, |, P, and NP. In addition,
AU and W are not grades and are not used in
GPA calculations. (See Grading System.) All
grades (original and any repeated courses)
will be shown on the transcript. Only the last
grade achieved for a course will be computed
in the grade point average for graduation
certification.

GRADING POLICIES

The grades that can appear on a student's
transcript are as follows. A grade report for
each student is mailed at the end of each
semester. For less than semester-length
courses, the instructor has five days to send
the grades in to the registration clerk.

Academic Letter Grades

These letter grades carry grade points and
are used to calculate GPA's.

A Honorgrade;indicates comprehen-
sive mastery of the required work.
Indicates high level of performance
in meeting course requirements.
Indicates satisfactory level of per-
formance.
Indicates lowest passing grade; may
not be acceptable to satisfy require-
ments in certain majors and ingradu-
ate programs.
F Indicates failure. Must be repeated
with a satisfactory grade to receive
credit toward graduation.

o O w

Non-Academic Grades

These grades do not carry grade points and
are not used to calculate student GPA's.
However, CR, NC, P, and NP grades may be
used to determine satisfactory academic

progress.

CR Indicates creditreceived forcourse.
NC Indicates no credit received for
course.

Deferred; temporary grade which

indicates course requirements can-

not be completed by end of semes-
ter.

I Incomplete; grade which indicates
additional coursework mustbe com-
pleted to receive final grade. An
incomplete may be used at the dis-
cretion of the faculty member and
may be given for unavoidable ab-

DF

sence or other'whdiﬁons«hey%\/
here

the control of the student w

work already completed is a grade |
(_ of "C" or better. _,.r/
P ass. Indicates passing work.

NP Indicates work that is not passing.

Other Designations
These designations do not carry grade points
and are not used to calculate GPA's.

AU Audit; indicates enrollmentforinfor-
mation only, no credit received.

W Indicates withdrawalfrom acourse.

INDEPENDENT STUDY

Students who want to take classes by inde-
pendent study must make arrangements,
prior to registration, with the appropriate fac-
ulty member. Generally, an approved cata-
log course cannot be taken by independent
study if the traditional course is being offered
during that semester.

Independent Study forms are available atthe
Office of Admissions and Records. Students
must obtain signatures from the appropriate
faculty member and appropriate designee
before registering. Course numbers ending
with 97 are reserved for independent study
courses. If the independent study course is
not an approved catalog course, a descrip-
tive course title, the course level, a course
description, a syllabus/bibliography, and the
grading criteria/system must be submitted
with the Independent Study form to the Office
of Admissions and Records.
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INSTRUCTOR
RESPONSIBILITIES

Students in each course at Kenai Peninsula

College will be given a written course outline

and a list of expectations which will include

the following:

1. A general statement about the course
and what is covered

2. Instructor's expectations as far as partici-
pation and attendance are concerned.

3. An outline of written work that will be
required.

4. Evaluation techniques that will be used.

5. Explanation of the grading policy in writ-
ing; the grading policy should not be
changed during the semaester. A copy of
each faculty member’s policy willbe main-
tained in the administration offices.

6. When and how an instructor can be
reached for assistance (office hours).

7. Suggested readings and other resource
materials, where applicable.

NON-TRADITIONAL CREDIT

Creditmay be awarded for a variety of nation-
ally recognized certificates and licenses. Stu-
dents with learning experience outside the
conventional classroom may demonstrate
college-level achievementthrough the credit-
by-examination process. Successful com-
pletion of credit by examination enables stu-
dentsto receive college creditstoward gradu-
ation. For specific information about credit by
examination, contact the Learning Center.
Only accepted degree-seeking students may
receive credit through the credit-by-exami-
nation process. An exam must not duplicate
a course for which the student has already
received credit.

College Level Examination Program
(CLEP)

General Exams
Most credits awarded through CLEP general
exams are elective credits. (The exception is
credits awarded for accounting, economics,
math and languages). A maximum of 24
credits may be awarded for CLEP general
exams. Any student wishing to take a CLEP
exam must make anappointmentinthe Learn-
ing Center. All CLEP candidates must be
advised prior to administration of the test.
Credit for CLEP general exams and CLEP
subject exams may be awarded according to
the following standards:

English—No credit awarded

English Composition with essay—ENGL 111,

5004+ score

Natural Science—®6 cr, 500+ score

Humanities—6 cr, 500+ score

Social Sciences/History—6 cr, 500+ score

Mathematics—3 cr, 500+ score

Students must request that an official report
of exam scores be sent to the Office of
Admissions and Records. Examinations may
not be repeated earlier than six (6) months.

Subiect Exams

Credit awarded for subject exams will be
elective credit or, through agreements with
departments, willbe equatedto KPC courses.
Students must request that the official report
of exam scores be sent to the Office of
Admissions and Records. Examinations may
not be repeated earlier than six (6) months.

DANTES/USAFI Examinations

An official copy of the DANTES/USAFI tran-
script must be submitted to the Office of
Admissions and Records. Credit may be
awarded for successful completion of the
Defense Activity for Non-Traditional Educa-
tion Support (DANTES) examinations. Credit
for exams will be elective credit or, through
agreements withdepartments, willbe equated
to KPC courses.

ACT-PEP Examinations

An official copy of the student's ACT-PEP
scores must be submitted to the Office of
Admissions and Records. Credit may be
awarded for successful completion of the
ACT-PEP (ACT Proficiency Examination Pro-
gram). Credit for exams will be elective credit
or, through agreements with departments,
will be equated to KPC courses.

ACT or SAT Examinations

A student who has received a score of 26 or
higher on the English component of the ACT
or a score of 55 (550) or higher on the verbal
component of the SAT may elect not to take
English 111 and may enroll in English 211,
212, 0r 213, lfthe student then earns agrade
of C or higher, he/she receives 3 credits for
English 111 as well. Upon completion of the
200-level composition course, the student
must notify Admissions and Records.

Test of Standard Written English
(TSWE)

A student who has received a score of 60+ in
the Testof Standard Written English (TSWE),
acomponent of the SAT test, will be awarded
credit for English 111. Official SAT TSWE
test scores must be sent to Admissions and
Records.

Challenge Examinations

(Credit-by-Examination)

Students may be awarded credit through

locally developed comprehensive examina-

tions on specific subjects. However, credit-
by-examination is not availableforall courses.

Information on specific courses available

through local credit-by-examination may be

obtained from each department orthe Learn-
ing Center.

1. Courses with numbers below 100 may
not be taken through credit-by-exam.

2. Onlyregularcatalog courses may bechal-
lenged. Special topics courses, trial
courses, independent study courses, and
practicum courses may not be taken
through credit-by-exam.

3. When an appropriate exam exists, CLEP,
DANTES, ACT-PEP, or other national
examinations may be administered in-
stead of a local examination.

4. Determination of which courses may be
taken through local credit-by-exam and
construction of the examinations is at the
discretion of the appropriate department.

5. Local credit-by-exam will not be awarded
for a course that duplicates one for which
credit has already been granted.

6. Students will be awarded credit and a
grade of P (Pass) if they successfully
pass the local exam. If the exam is not
passed, the course will not be recorded
on the student's transcript. Grades for
courses taken through local credit-by-
examination do not carry grade points
used in calculating student GPA's.

7. Credit awarded through local credit-by-
examination is considered non-resident
credit.

8. There is no limit to the number of credits
which may be acquired through the local
credit-by-exam process.

9. Students have one (1) year from the date
of application to take the local examina-
tion.

10.Students who audit a class will not be
allowed to challenge that same class until
the subsequent academic year.

Certified Experience Credit

This program allows crediting of certified by
not accredited institution-sponsored learn-
ing. The University may award elective credit
or specific course credit by petition or depart-
mental agreement. Contact UAA Admissions
for more information.




PREREQUISITE STATEMENT

Students are responsible for checking to
make sure that prerequisites have been met.
Prerequisites are listed in individual course
descriptions in this bulletin. If a student has
not taken and passed the necessary prereg-
uisites, but feels confident of performing the
course work, the student may request per-
mission from the instructor of the course to
enroll in the class. An instructor withdrawal
may be initiated for those students who enroll
without either prerequisites or instructor per-
mission.

REPEATING COURSES

Some courses may be repeated for addi-
tional credits if this option is stated in the
course description. All courses may be re-
peated for student GPA improvement. Previ-
ous courses and grades will remain on the
student's transcript, but only the credits and
last grade earned will be applied toward
graduation requirements and calculated in
the student's cumulative KPC GPA. The
Credit/No Credit grading option cannot be
selected when courses are repeated for GPA
improvement. Students may not repeat a
course by correspondence or through work
at another college or university for the pur-
pose of raising their grade point average at
KPC. To determine eligibility for graduation
with honors, all credits and grades from
courses repeated will be included in GPA
calculations.

REVIEWING & EXPUNGING
STUDENT RECORDS

. Student records are destroyed when they
appear to be of no potential further use.
(Transcripts arepermanently maintained.)

2. Records will be expunged, corrected, or
clarified as required if they are either
incorrect or misleading.

3. A record or portion thereof may be ex-
punged upon legitimate request of the
affected student if the official responsible
for maintaining the record determinesthat
it would be proper to do so.

SOCIAL SECURITY NUMBER

A student's social security number is used as
an identification number for University
records. Students who do not wish the Uni-
versity to use their social security number
may request assigned student numbers.

STUDENTS' RIGHTS

1. Students have the right to a list of their
educational records.

2. Students have the right to inspect and
review the content of their records.

3. Students havethe righttoobtain copies of
their educational records at cost. Tran-
scripts are $4.00.

4. Students have the right to a hearing to
challenge the content of their educational
records.

STUDY LOAD

Students may register for a maximum of 19
credits during the fall and spring semesters.
Students who want to enroll for additional
credits must submit a signed petition for
overload at registration. The faculty advisor
and director must sign overload petitions for
degree-seeking students. A student must
have a grade point average of 2.75 and be of
sophomore standing to be eligible for an
overload. For study loads which include non-
credit courses, the credit evaluation is based
upon credit courses only.

TRANSCRIPTS

An official transcript is available for a $4.00
charge upon written request using the Tran-
script Request Form. Students may pick up
this form from the Student Services. Official
transcripts of credit earned at other institu-
tions, high school transcripts, and other sup-
porting documents which have been pre-
sented for admission or evaluation of credit
become the property of Kenai Peninsula
College and are not re-issued or copied.

WAITING LIST POLICY
Step-by-step Procedure for Students

If a student attempts to register for a class
and is told the class is full, the student is
encouraged to do the following:

1. Check with the registration clerk to see if
there is a wait list for the class. lf there is,
contact the faculty secretary to have your
name placed next on the list. Ask what
number you are on the wait list and give
the secretary your phone number. lfthere
is not a wait list, contact the registration
clerk to find out if anyone has dropped;
you can then add the class (first come,
first served).

2. Kyouareonthewaitlist, callthe instructor
(or faculty secretary) on the first day of
class to see if you can add the class.

3. Check with the instructor after each class
during the first two weeks to see if youcan
add the class. You will not be able to
attend the class until you are officially
enrolled, butyou cangetthe assignments
from the instructor. No adds will be al-

lowed after two weeks.

4. If the instructor informs you that there is
an opeing in the class, complete an "Add/
Drop” form and get the instructor’s signa-
ture.

5. Take the signed "Add/Drop" slip to the
Bookstore and register for the class.

Step-by-step Procedure for Facuilty

1. Informyour Division Chair whichclass(es)
you want to have waitlisted. When the
class fills, the registration clerk will notify
you to begin a wait list (in the faculty
secretary office) based on student re-
quests. Get student phone numbers and
tellthem what number they are onthe list.

2. Each day of registration and each day of
the add/drop period, check with the regis-
tration clerkto see if anyone has dropped.

3. If anyone has dropped, contact students
on the wait-list, beginning with the first
name on the list; instruct the student on
the procedure for adding the class, noting
that you, as faculty, will need to sign the
"Add/Drop" form.

4, The wait list for your closed class is to be
turned into the Director's Office at the end
of the add/drop period.

WITHDRAWAL
FROM COLLEGE

Withdrawal from Kenai Peninsula College is
the official discontinuance of attendance prior
tothe end of a semester or session. Students
withdrawing from courses must process an
Add/Drop form through Student Services.
Withdrawal will appear on the student’s per-
manent record as the letter "W,” but will be
entered without prejudice (having no effe