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GREETINGS FROM THE PRESIDENT

elcome to Los Angeles Trade-Technical College.

| am’so excited that you have selected Los Angeles Trade-
Technical College (LATTC) to further your education. This
college has so much to offer you. We provide the type of
education and training that places you on a career pathway
to high-demand industries or a transfer pathway to a four-
year institution. If you combine that with Trade Tech’s
reputation for providing the very best in career-technical
education as well as academic curriculum, you have a great
chance of securing a career that will be transformational to
your lives and the lives of your family.

Please take the time to review all that we have to offer with
regardtoprograms,training,andstudentservices.Thisentire
college is geared toward student success - your success -
so we want to make sure that your Trade Tech experience is
everything you want it to be. Take advantage of all support
services available to you, including counseling, tutoring,
basic skills and the Associated Student Organization (ASO).

Thisis an exciting time to be entering LATTC because we are
in the midst of modernizing and expanding our campus,
we have a new WorkSource Center on campus and we are
part of the LA College Promise, which provides one year
of free tuition at LA Trade Tech if you graduated from an
LAUSD high school this year.

We have so much to offer you. Thanks again for choosing
the best community college around...and welcome to
LATTC!

o 7k

aurence B. Frank
President

Los Angeles Trade-Technical College
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LOS ANGELES TRADE-TECHNICAL COLLEGE

RESPONSIBILITY
TO BE INFORMED

It is the student’s
responsibility to
read the information
presented in this
catalog and to
know and observe
all policies and
procedures related
to his/her program.
Regulations will

not be waived nor
exceptions granted
because a student
pleads ignorance of
policies, procedures,
or deadlines.

Los Angeles Trade-Technical College

2017-2018 ACADEMIC CALENDAR

FALL SEMESTER 2017
LADOI DAY ... September 4, 2017
Fall Semester DEGINS .........cvvviiiiesecs s August 28, 2017

Saturday classes begin
Last day to apply for graduation for students completing in

.. September 2, 2017

Fall 2017. Late applications will be processed in Winter 2018................. August 28, 2017
Veterans Day (College CloSed) .........owrvrrrrrrrnrrnernrniniinrineieceeseeseeeennens November 11, 2017
Thanksgiving Holidays (College closed)..........cocvrienrinieniencinnes November 23-24, 2017
Final examination Period ...........c.cccovieirirninneieeeesieseinas December 11 - 17, 2017
Fall SEMESIEr BNAS ..o December 17, 2017
WINTER INTERSESSION 2018

Winter intersession DEGINS ... January 2, 2018
Martin Luther King's Day (College closed).... January 15, 2018
Winter intersesSion BNAS ..........ccceeiiieiieeeeee e February 4, 2018
SPRING SEMESTER 2018

SPring SEMESLEr DEJINS.......vvivriiiiiiri s February 5, 2018
Saturday Classes BEGIN ..o February 10, 2018
President's Day (College €losed) ........coovrvnrirneinierneeinnnns February 16 — 19, 2018
Non-Instructional day (no classes, College Open) .........cccccevveereirirernnnns March 29, 2018
Cesar Chavez Day (College CloSed) ........cuverererrerrerrenrerereireireiseisseeenees March 30, 2018
SPIING FECESS.....eeeeiicieieireie et March 31-April 6, 2018
Memorial Day (College CloSEd) ........cvvuiviriiiiieiiireiesessssi e May 28, 2018
Final examination Period ...........cccennnrnnnsnsssenennis May 29 - June 4, 2018
SPriNG SEMESIEr ENUS........cveieiiiese e June 4, 2018
SUMMER SESSION 2018

Summer intersession BEGINS ........c.cveveveieiieeeee s June 11, 2018
Independence Day (College ClOSEA) .......c.vvrerermrerrererrieeeieeeesseeeseceseeees July 4, 2018
SUMMET INtErSESSION BNAS ........cvievieiieceee e August 26, 2018
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General Information 1

SECTION I: GENERAL INFORMATION

RADE TECH: A PRouUuD HISTORY

Los Angeles Trade-Technical College (LATTC) has been proud to serve
the greater Los Angeles community for more than 90 years.
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Our history began shortly after the close of World War |, when members of the Los Angeles Board of Education,
the Chamber of Commerce, along with business and labor leaders held a series of conferences to talk about the
need in Los Angeles for a centralized vocational training program. Out of those meetings came the initial concept

of what would become Trade Tech, modeled on a class in power sewing offered to downtown garment workers.

By the end of 1924, training programs in “beauty culture”, printing, plumbing, and the building trades were offered

at various locations around the city and briefly consolidated in a soon-to-be outgrown building located at Eighth

and Grand Avenues.

In the early Spring of 1925, the Los Angeles Board of Education created the Frank Wiggins Trade School, naming
it after a prominent Los Angeles Chamber of Commerce member who had been a driving force in promoting the
development of vocation training. The school relocated to a new building at 1646 South Olive Street in 1926, and
through the ensuing years gained a reputation for the success of its graduates in industrial careers as well as the
dedication of its faculty and staff.

Frank Wiggins, whose original
vision helped create Trade
Tech

The advent of World War Il created an exponential demand for

the college’s training programs in support of the war effort. The college’s Aircraft and Welding Trades
departments operated directly under the supervision of the federal War Production Training Program, while
the majority of other programs were quickly reformatted to provide short-term training of six to ten weeks in
duration, often at war production plants located throughout the city.

The end of the war and the return to a civilian economy, together with the infusion of federal funds for
training veterans, led to an expanded demand for education and training at the college. In July of 1948,
in response to veteran’s retraining needs as well as Los Angeles’ post-war population boom, the college
was granted the authority to expand their curriculum and offer an Associate in Arts degree in vocational

During WWII, thousands of ‘Rosie the disciplines as well as academic and Liberal Arts areas.
Riveters” enrolled at Trade Tech, lending

their skills to support the war effort.

LATTC moved to its current location in 1957 taking over the location where Polytechnic High school once
stood. In 1966, an existing educational institution with a strong business program, Metropolitan College,
was merged with Trade Tech, resulting in an even broader range of educational offerings. Finally, in 1969,
LATTC joined the newly formed Los Angeles Community College District (LACCD), making LATTC one of the nine colleges that comprise the
District.

Trade Tech occupies a unique position among institutions of higher education. Throughout nine decades, the college has remained true to its
founding premise of vocational education, while expanding to provide transfer programs, adapt to rapidly changing technologies and remain
responsive to the needs of the surrounding community. Students come from all over the Los Angeles basin to participate in our unique mix of
programs, some of which have been in existence since the school’s inception. As of Fall 2002, the campus has undergone massive renovation and
building programs under the auspices of Proposition A, AA, and J bond funds, and we look forward to serving our community for decades to come.

Los Angeles Trade-Technical College 2016 - 2018 GENERAL CATALOG
(2017 UPDATE)
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MISSIONAND VISION
STATEMENTS

OUR MISSION

Los Angeles Trade Technical College advances communities through pathways to
academic, career, and transfer success that empower students to achieve career
technical certificates, associate degrees, transfer, and employment.

OURVISION

LATTC will be a global leader known for effectively incorporating leading-edge
theories, proven educational practices, hands-on experiences, and technology
into our career-technical and professional programs, as well as transfer pathways.
LATTC graduates will be in high demand. Many will become community, business
and innovation leaders.

To achieve our vision:

¢ We will be known for our experimentation with new ideas and innovations to
improve student success.

® We know that a single positive experience — a course, a program, a service,
or a person who cares — can be transformational for a student

® We are re-engineering our institutional practices, so we can take our college
to a new level — a national and international leader in meeting students’
needs, particularly those facing socio-economic challenges.

Los Angeles Trade-Technical College 2016 - 2018 GENERAL CATALOG
(2017 UPDATE)
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LATTC DEPARTMENT ORGANIZATION

Department & Disciplines
ADVANCED TRANSPORTATION & MANUFACTURING

Automotive and Related

Technology
Automotive Collision Repair
Diesel and Related Technology

Electronics
Electronics Technology

Hybrid and Plug-in Electric Vehicle

Machine Shop - CNC

Microcomputer Technician
Motorcycle Repair Mechanic
Manufacturing and Industrial Technology

Rail Systems Technology

Chairperson & Email

Jesus (Jess) Guerra
GuerraJ@lattc.edu

Phone & Offi

213-763-3919
F-225K

APPLIED SCIENCES

Astronomy
Biomanufaturing (Biotech)
Chemical Technology
Chemistry

Engineering

Environmental Science
Geography (Physical)
Geology

Physics

Process Plant Tech

Dr. Miguel A Moreno
MorenoMA@)lattc.edu

213-763-7322
CH/K-405

BUSINESS & PUBLIC SERVICES

Accounting
Administration of Justice
Business

Child Development

Computer Applications and

Office Tech

Computer Information Systems

Cooperative Education (General)

Law
Management/Supervision

Marketing / Public Relations
Paralegal

Real Estate

Maryanne Galindo
GalindM@lattc.edu
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213-763-5554
CH/K-203 D1

CONSTRUCTION, MAINTENANCE & UTILITIES

William (Bill) Elarton

213-763-3700

cdm@lattc.edu SQ/B-122
e Architecture e Electrical Lineman — Non Apprenticeship e Solid Waste Management Technology
e Building Construction Techniques e Plumbing e Supply Water Technology
e Carpentry e Refrigeration & Air Conditioning Mechanics e Wastewater
e Electrical Construction & Maintenance e Street Maintenance Technology
e Engineer-Operation/Maintenance e Welding Gas and Electric
COSMETOLOGY
e Cosmetology Lina Chen 213-763-7141
e Barbering ChenLH@lattc.edu MH-241E
e Skin Therapy
COUNSELING

Counseling (Instruction)
Counseling

Tom Dawkins
DawkinTL@lattc.edu

213-763-7361
JH/ST-416

CULINARY ARTS/PROFESSIONAL BAKING

Baking, Professional
Culinary Arts
Restaurant Management

Steven Kasmar
KasmarSL@lattc.edu

213-763-7332
SA/H-117

DESIGN AND MEDIA ARTS

e Digital Media
e Fashion Design
e Fashion Merchandising

Fashion Technology
Sign Graphics
Tailoring

Visual Communications

Joseph Guerrieri
GuerriJ@lattc.edu

213-763-3640
CY/D-222

HEALTH AND EXERCISE RELATED SCIENCES

Anatomy

Biology
Health
Kinesiology

Microbiology
Nursing, Registered
Health Occupations
Physiology

Joseph Ratcliff
RatcliJE@lattc.edu

213-763-3730
MH-168

Los Angeles Trade-Technical College

2016 - 2018 GENERAL CATALOG
(2017 UPDATE)



4 General Information

LATTC DEPARTMENT ORGANIZATION

Z Department & Disciplines Chairperson & Email Phone & Office
o) LABOR CENTER
— e Labor Studies
= e Community Planning/Economic Development Kathleen Yasuda 213-763-7129
; YasudaKM@Jattc.edu MA-005
&~
o LIBERAL ARTS
E Behavioral/Social Sciences
. Dr. Freddie McClain
! e Anthropology e History - 213-763-3936
< e Economics o Political Science McClaiF @lattc.edu AH-516
5 e Education e Psychology
Z e Geography e Sociology
23] English/English as a Second Language
o e English Janice Gangel-Vasquez 213-763-5516
e English As A Second Language (credit)
GangelJM@lattc.edu AH-515
Language Arts & Humanities
e American Sign Language e Music ) 213-763-393
o At « Philosophy Deidre McDermott AH-515
e Communication Studies e Spanish woodd@lattc.edu
e French e Theater
e Humanities
Mathematics
o Mathematics Tayebeh Meftagh 213-763-7319
MeftagT@lattc.edu AH-506

LIBRARY SCIENCE
e Library Science

Gabriella Lopez
LopezGM@lattc.edu

213-763-3967
MA-205 B

ACADEMIC CONNECTIONS & WORKFORCE
e Basic Skills e Learning Skills
e ESL —Noncredit

Ramon Abrego
Abregor@lattc.edu

213-763-3754
MA-109

2016 - 2018 GENERAL CATALOG
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ACCREDITATION

Los Angeles Trade-Technical College, a California public, tax-supported
community college, is officially accredited by the Accrediting Commission for
Community and Junior Colleges of the Western Association of Schools and
Colleges and is fully approved by the Board of Governors of the California
State University and independent colleges and universities to give full credit
for appropriate courses completed. Specific programs are also accredited by

the American Culinary Federation Education Foundation Accrediting
Commission (ACFEFAC); Interstate Renewable Energy Council (IREC); and
National Automotive Technicians Education Foundation (NATEF)

ACCURACY STATEMENT

The Los Angeles Community College District and Los Angeles Trade-
Technical College have made every effort to make this catalog accurate
and may, without notice, change general information, courses, or programs
offered. The reasons for change may include student enrollment, level of
funding, or other issues decided by the district or college. The district and
college also reserve the right to add, change, or cancel any rules, regulations,
policies and procedures as provided by law.

CODE OF ETHICAL CONDUCT

Los Angeles Trade-Technical College is committed to compliance with
the law and regulations governing the college, as well as the policies and
procedures established by the college. In order to encourage ethical conduct
and strengthen and promote ethical practices among college employees,
members of the college community, and those who conduct business with
the college, LATTC has adopted this Code of Ethical Conduct:

LATTC employees shall:

¢ Uphold the highest standards of intellectual honesty and academic,
professional, and personal integrity in the conduct of instruction,
research, college services, and all other functions of the college.

® Act in a way that promotes healthy working relationships based on
mutual trust and support among one’s fellow employees.

¢ Abstain from knowingly making slanderous and libelous statements
against colleagues while upholding the principles of freedom of speech.

® Act as good stewards of the resources and information entrusted to
our care.

¢ Perform assigned duties and professional responsibilities in such a
manner so as to further the college mission.

® Treat fellow employees, students, and the public with dignity and
respect.

¢ Comply with laws, rules, regulations, and professional standards that
prohibit discrimination against, harassment of, or threats to others.

® Respect the intellectual property rights of others.

® Respect differences of opinion and approaches to issues and problems.

¢ Avoid improper political activities as defined in law.

® Protect human health and safety and the environment in all LATTC
operations and activities.

¢ Refrain from using our employment to improperly advance the interests
of a friend or relative and comply with nepotism policies as defined in
Board Rule 10108.

¢ Comply with conflict of interest codes as defined in Board Rule 14000.

Los Angeles Trade-Technical College
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COLLEGE ADVISORY
COMMITTEES

The demands of industry determine the various phases of business,
technical and trade training carried on by the college. Placement and
successful progress of students are the measures of effectiveness of
the pre-employment training. Increased productivity, job satisfaction, and
advancement of the employed trainee attest to the effectiveness of the
program. For these reasons all training is developed and carried on with
the advice and assistance of the college advisory committees.

Membership in each of the groups is composed of community-wide
representatives from labor and management, and from federal, state and
local agencies who are concerned with the business, trade and technical
programs offered. These advisory committees meet on the invitation of the
college administration at least once a year and on additional occasions
when considered necessary. They give counsel and advice in regard to
evaluating training programs, approve plans to meet current training needs,
review past accomplishments, and forecast trends affecting training and
employment.

Members of the various advisory committees are an important part of
the educational program of the college. The people who serve on the
committees are selected because of their leadership in the economic life
of Los Angeles. The advisors bring to the college expert advice and sound
thinking on business, trade and technical problems. Thus the work of the
classroom reflects the rapid changes in community and industry.

ABOUT THE LOS ANGELES
COMMUNITY COLLEGE DISTRICT
(LACCD)

EDUCATIONAL PHILOSOPHY OF THE
LACCD

The Los Angeles Community Colleges affirm the principle that individuals
should have opportunities to develop to their full potential. To that end, our
main responsibility is to students and to the provision of education, which
benefits students and enables them to contribute to society.

Our colleges, therefore, should be accessible to all individuals who have
the capacity and motivation to benefit from higher education. Curricula and
services of our colleges should provide means for fulfilling the promise of
open access.

We recognize the necessity to adapt to the changing educational needs
of the Los Angeles Community Colleges’ communities and to the growing
diversity among students. The quality of the educational experience is to be
judged by its value to students and communities, not merely by quantitative
appeal. We further recognize that academic freedom is essential to
excellence in education.

FUNCTIONS OF THE LACCD

Consistent with the educational philosophy and mission of the Los Angeles
Community Colleges, Los Angeles Trade-Technical College offers the
following types of educational programs and services:

® Transfer. A college transfer program which enables the student who
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completes two years of study to continue upper division (third year)
work at accredited four-year colleges and universities through careful
and continuous articulation with accredited collegiate institutions and
high schools.

® Career-Technical. Career-technical education offers students, a
business, technical, and professional curricula to develop skills
which can lead to employment, job advancement, certification, or the
associate degree.

® General Education. A program of general education comprised of
associate degree programs and other planned experiences which
develop knowledge, skills, and aptitudes necessary for the student to
be effective as a person, a family member, a worker, and a citizen,
thereby enhancing the quality of life for the individual and for the
society-at-large.

® Transitional Education. A program of remedial and basic skills
education for students needing preparation for community college level
courses and programs; and English as a Second Language instruction
for other students with limited English proficiency.

® Counseling and Guidance. A counseling and guidance program
incorporating academic, career, and personal counseling and
assistance in matters of admissions, financial aid, job placement
and student activities; to assist the student in the establishment
of educational goals and in the selection and pursuit of a life work
compatible with his or her interests, aptitudes, and abilities.

® Continuing Education. A program of continuing education comprised
of graded and un-graded classes to provide opportunities for personal
and occupational competence that supplement formal full-time college
attendance.

® Joint Programs. Joint programs with business, industry, labor,
education, government and other institutions which are of mutual benefit
to sponsoring institutions, enhance the educational opportunities of
program participants, and advance the mission and functions of the
District.

MISSION STATEMENT OF THE LACCD

“Changing Lives in a Changing Los Angeles”

In an era of civic renewal, economic change, and cultural revitalization
that is unprecedented in the history of Los Angeles, we--the faculty, staff,
and administrators of the nine Los Angeles community colleges--dedicate
ourselves to the goal of expanding access to educational opportunity across
the many, diverse communities that contribute to the greater Los Angeles area.

We serve all of Los Angeles by providing an unparalleled array of educational
offerings, including programs that prepare students for successful careers, for
transfer to four-year colleges and universities, for the improvement of essential
life and workplace skills, and for civic engagement and life-long learning.

To achieve this mission, we strive to create supportive instructional
environments that challenge students to meet rigorous academic standards,
to become active, self-directed learners, to develop critical and creative
habits of mind, and to develop an abiding appreciation for varied cultures and
experiences.

Los Angeles Trade-Technical College

District Guiding Principles...

Access & OPPORTUNITY--We are committed to expanding educational
opportunity and access to everyone who has the desire to learn, and we
welcome all students, including those from communities that have been
traditionally underserved.

EXCELLENCE & INNOVATION--In all of our services and institutional activities,
we strive to create a culture of excellence and innovation, and we challenge
our students to meet the highest educational standards.

STUDENTLEARNING & Success--Allofourinstitutional effortsandresources
are dedicated to one central purpose--the support of our students as they
work toward the achievement of their academic and professional goals.

FREE INQUIRY--We value the vigorous, critical and free exchange of ideas
and opinions, and we work actively to create communities of mutual respect
and shared concern that support and sustain open debate and constructive,
democratic discourse.

THEPOWER OF DIVERSITY--Weembracediversityasacentral partofourcivic
and institutional identity and as a powerful element in the education and
development of every individual.

ComMMUNITY CONNECTION--Our colleges must be rooted in the communities
they serve, and we are determined to build and maintain strong, durable, and
responsive collaborations with our educational partners across Los Angeles,
and with business, labor, and other organizations that contribute to the fabric
of our larger community.

THE PROMISE OF TECHNOLOGY—Technology plays acritical role inall of our
institutional operations and educational programs, and we are committed
to keeping both our district systems and classrooms on the forefront of
technological innovation and efficiency.

PuBLIC ACCOUNTABILITY--We are accountable to the publicfor all aspects of
our mission, and we owe the students we serve, the people of Los Angeles,
and the State of California regular and timely assessments of all of our efforts
in support of student learning and student success.
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POLICIES

RESIDENCY REQUIREMENTS
CALIFORNIA RESIDENCE REQUIREMENT

A California resident is defined as one who has established both physical
presence and intent to make California their permanent home, for more
than a year and a day immediately preceding the opening day of instruction.
Physical presence is defined as continuous physical presence within the
State of California, excluding temporary absences. Intent to make California
the permanent home is determined based upon acceptable evidence
showing California is the student’s permanent home and evidence showing
the student is not precluded from establishing permanent residency in the
United States.

1. If the applicant is under the age of 18, his or her parents must have
had legal residence in California for a minimum of 12 consecutive
months preceding the day before the first day of the semester or
session.

2. Ifthe applicant is 18 but not yet 19 years of age, the applicant and the
applicant’'s parents or legal guardian must have combined residence
in California for a minimum of 12 consecutive months preceding the
day before the first day of the semester or session.

3. If the applicant is 19 years of age or older, the applicant must have
had legal residence in California for a minimum of 12 consecutive
months preceding the day before the first day of the semester or

session.

NON-RESIDENT STATUS

A non-resident student is one who has not resided in the State of California
for more than one year and one day immediately preceding the start of the
semester or who has shown conduct inconstant with a claim for California
residence or who is precluded from establishing domicile in the United
States within the last 12 months. Non-residents still may attend the college
subject to non-resident tuition fees as established by the District's Board

of Trustees.

RESIDENCE RECLASSIFICATION

Students who have been classified non-residents may petition to be
reclassified as California residents if their status has changed. The
Residence Reclassification form is available in the Admissions and Records
Office and must be submitted with the appropriate documentation showing
both physical presence and intent to make California their permanent
home, for more than one year and one day before the start of an upcoming
semester. Reclassification requests must be submitted prior to the start of
the semester in which reclassification is requested to be effective.

RESIDENCE CLASSIFICATION APPEAL

A student may appeal the residence classification determined by the
college. The appeal must be made within 30 calendar days of receipt of
notification of the residence classification from the Enrollment Center. The

Los Angeles Trade-Technical College

written appeal along with supporting documents must be submitted to
the college Admissions Dean. Any further appeals will be forwarded to
the District Residency Appeal Officer.

AB 540 NON-RESIDENT TUITION EXEMPTION

AB 540 is a bill authored by Marco Firebaugh (D-Los Angeles), which
was signed into law by the Governor on October 12, 2001. In some
cases, this new legislation waives non-resident tuition for students,
regardless of immigration status, who have attended and graduated
from California high schools.

Students are eligible for exemptions for semesters or terms beginning on
or after January 1, 2002 as long as they meet the following conditions:

1. Attended a California K-12 for three or more years.

2. Graduated from a California high school or earned an equivalent of
a high school diploma (for example a GED or a passing score on the
high school proficiency exam).

3. Signed an affidavit stating that the student meets these conditions
and stating that the student has filed, or will file, an application with
the United States Citizenship and Immigration Service (USCIS) to
legalize his/her immigration status as soon as possible.

4. Do not currently have “nonimmigrant alien” immigration status (for
example F-series student visas and B-series visitor visas).

Additional proof of residency (for example, high school transcripts or
diploma) is not required unless the college has conflicting information.
Otherwise, the student's signed application for admission and the
affidavit requesting the exemption will be all that is required for the
exemption from non-resident tuition. Also, the college is not required to
explore the student’s eligibility for legalization of residency status nor is
the college required to monitor future changes in eligibility. AB 540 does
not grant residency in California for Financial Aid or any other purpose;
it only exempts eligible students from non-resident tuition fees.

APPLICATION FOR ADMISSION

Prior to the Start of the Semester/Session: Students must apply online
at www.lattc.edu.

At the Start of the Semester/Session: Students may apply in-person
through the late add process. Applications are available from the Bridges
To Success Center. In person application requires photo identification
and immigration/visa documents.

The Los Angeles Community College District maintains a student record
system that uses student identification numbers assigned by the college.

Transcripts: Official transcripts mailed directly from the last high school
attended and from each college attended should be submitted at the
time of application. All transcripts become the property of the college
and cannot be returned to the applicant.

Transcripts are required if students wish to claim credit for prerequisites
taken at other colleges. High school transcripts are required if a student
wishes to use high school foreign language courses for IGETC language
certification.
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BRIDGE TO COLLEGE (K-12)

The Bridge to College Program at Los Angeles Trade Tech College
(LATTC) provides students the opportunity to concurrently enroll in
college courses while still in high school. The purpose of the program
is to provide advanced scholastic and educational enrichment
opportunities for eligible students.

Advanced scholastic academic work: courses applicable towards a two
or four year degree or courses beyond the scope of a high school’'s
program.

1. Vocational Training: any course in any vocational field (e.g.
Architecture, Automotive, Cosmetology, Electrical, etc).

2. Non-Credit Courses: open entry/exit courses that do not carry any
college unit credit intended for personal enrichment.

3. Early college experience: students will become familiar with
college work and procedures while still in high school.

Students who desire to participate in concurrent enrollment must
be recommended by their principal or counselor and have parental
permission.

Admission Basis

Although the K-12 school makes recommendations, LATTC can deny
admissions based on:

1. Age Restrictions for specific courses (e.g. Cosmetology).

2. Completion of a specified grade level.

3. Demonstrated eligibility for instruction using assessment methods
(e.g. Math and English).

4. Limitation on enrollment of credit Physical Education (limited on
average to four students per section).

5. K-12 concurrent students will be treated as regular college
students and are expected to comply with all college rules and
regulations.

Fees

The enroliment fees are waived for concurrent students as long as
they are enrolled in 11 units or less during a regular term in the Los
Angeles Community College District. Students must arrange for their
own transportation to and from the college and provide their own books
and equipment.

REGISTRATION
POLICIES

UNITS OF WORK/STUDY LOAD

Maximum and minimum unit requirements may apply, as follows:

Unit Maximum

® The maximum study load is 19 units during a regular semester, 9
units in two summer sessions, and winter sessions. The normal
class load for students in the Fall or Spring semester is from 12 to

Los Angeles Trade-Technical College

18 units a semester for full-time students. Students who desire to take
19 1/2 or more units must obtain approval from the Registrar through
a petition.

® Those students who will be employed while attending college should
consider reducing their classes accordingly. It is suggested that those
students who are employed full-time should enroll in no more than one
or two classes or 9 units maximum.

Full-Time Definition

¢ A program of study 12 units or more (4 units or more in Summer and
Winter intersession) is considered a full-time study program.

Minimum study loads for specific programs:

® Veterans and veterans’ dependents: 12 units
¢ Social Security benefits: 12 units

® Foreign Students (F-1 visa): 12 units

¢ Athletes: 12 academic units

The Veterans Administration uses the following
definition for eligibility:

¢ full-time benefits: 12 or more units

¢ 3/4-time benefits: 9 — 11 units

¢ 1/2-time benefits: 6 — 8 units

® less than 1/2 time: 3 — 5 units (Reservist and National Guard)

ONLINE REGISTRATION

Prior to the semester/session start date students must utilize the Student
Information System at http:/college.lattc.edu/student/new-students/reqister-
now/

IN-PERSON LATE REGISTRATION

Late registration for open classes begins the first day of class. Stu- dents may
register up until the add deadline with the permission of the instructor. See
the class schedule for registration deadlines. Students should be aware that
missing the first class meeting might severely affect their chances to succeed
in the course. Students entering classes late are responsible for making up
missed work.

SECTION TRANSFER

Students who have a change of work schedule or other extenuating
circumstances may request a section transfer from one class to another class
in the same Subject.

Consent must be granted by the new instructor for the new class, and
may involve instructor-to-instructor transfer of grade records. The section
transfer request requires incoming instructor and student consent and must
be submitted to the Admissions and Records Office by the section transfer
deadline (see class schedule).

LATE ADDS

It is the student's responsibility to know the add deadline for any courses
they want to add once the semester has started. The add deadline is posted
in the class schedule each semester. Please note short-term classes have
earlier deadlines than full-term classes. A student is not properly registered
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for a class until he/she has processed an Add Permission number through
the PeopleSoft - Student Information System. Failure to process an Add
Permission Number by the Add deadline may result in no enrollment and
hence no credit for the class. A Late Add petition may be submitted to
Admissions and Records with documentation of extenuating circumstances
for consideration. Denied Late Add petitions will result in no course credit
for the class.

CANCELLATION OF CLASSES

The college reserves the right to discontinue any class with insufficient
enrollment prior to the end of the second week of the class.

PROGRAM PLANNING-UNIT LIMIT

In cooperation with a counselor, students should carefully plan their
academic programs. Students may enroll for a maximum of 19 units for
the spring or fall semesters, and 9 units for summer and winter sessions.
Students may petition for additional units for Spring and Fall semesters
only. Petition to enroll in additional units are available online or at the
Admissions and Records Office. Careful planning will facilitate progress
through a curriculum with maximum learning and minimum difficulty. In
general, students may receive no more than 30 semester or 45 quarter
units of credit for remedial coursework. Exceptions to this limitation exist
for students enrolled in ESL courses and students who have learning
disabilities. “Remedial coursework” is defined as “pre-collegiate basic
skills courses” which are described as “those courses in reading, writing,
computation, and English as a Second Language which are designated
by the community college district as non-degree credit courses.” Degree
and non-degree applicable units are noted on student records. A student
who intends to transfer to another college or university should consult the
catalog of that institution. The Transfer Requirements section of this catalog
gives general education requirements for the California State University,
and breadth requirements for the University of California, as accurately as
could be determined at the time of publication of this catalog.

REGISTRATION PRIORITY

Students may register for no more than 19 units per semester (primary
terms of Fall and Spring), and no more than 9 units during the Summer
and Winter sessions. Students in good academic standing shall be granted
registration priority on the basis of cumulative units completed within the
LACCD in the order listed below, from highest to lowest:

1. New and fully matriculated students as follows:

® Members of the armed forces or veterans pursuant to Education
Code 66025.8,

® CalWORKs recipients in good standing with fewer than 100 degree-
applicable units,

® Disabled Student Programs and Services (DSPS) students in good
standing with fewer than 100 degree-applicable units,

® Extended Opportunity Programs and Services (EOPS) students in
good standing with fewer than 100 degree-applicable units,

® Foster youth or former foster youth, pursuant to Education Code
section 66025.9 regardless of academic standing and units taken,
and

® Homeless youth, pursuant to Education Code Section 66025.9.

2. New and continuing students fully matriculated students participating in
special programs as follows:

¢ Student participating in LACCD intercollegiate sports and identified
as a member of a team through the submission of the Form 1 by the

Los Angeles Trade-Technical College
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college Athletic Director or designee.

Students participating in the LA College Promise (or equivalent
college promise program with other school districts) who have
met all required elements of the program.

In order to accelerate program completion, students who are
able to complete their first degree, state approved certificate, or
transfer program designated on the Student Education Plan within
one semester and who are in good standing with fewer than 100
degree-applicable units earned. Students may receive priority
registration under this provision for one semester only.

3. Continuing students in good standing with fewer than 100 degree-
applicable units, middle college students in good standing with fewer
than 100 degree-applicable units, new, fully matriculated students,
returning exempt students and new students who are exempt from
matriculation.

4. Students who have lost their enroliment priority, as set forth below.
5. Special K-12 admits pursuant to Education Code section 76001.
To be eligible for registration priority as listed above, students must

have completed orientation, assessment, and developed student
education plans.

LOSS OF REGISTRATION PRIORITY

Students, with the exception of foster youth or former foster youth, will
lose registration priority at the first available registration after:

® They are placed on academic or progress probation, or any
combination thereof, for two consecutive terms.

® Have earned one hundred (100) or more degree-applicable units
in the District; however, non-degree applicable basic skills units
do not count towards the 100 units.

APPEALING LOSS OF REGISTRATION PRIORITY
Each college shall establish a Registration Priority Appeals Committee
to review requests from students appealing the loss of enroliment
priority. Colleges shall inform students of the appeals process and the
time period by which appeals must be submitted. A student may appeal
on one or more of the following grounds:

¢ The student has extenuating circumstances. Extenuating
circumstances are verified cases of accidents, illnesses
or other circumstances beyond the student’s control.
® The student applied for reasonable accommodation for a disability,
but did not receive it in a timely manner.
® The student has demonstrated significant academic improvement.
Significant academic improvement is defined as achieving no less
than a 2.0 grade point average in the prior term.
The College’s Registration Priority Appeals Committee shall notify the
student within ten (10) business days of its decision. The decision of the
college Registration Priority Appeals Committee shall be final.

Title 5, CAC, Section 55530 (d)

LIMITATIONS ON ENROLLMENT

All courses shall be open to enrollment, however, enrollment in specific
courses or programs may be limited as follows

a. Students meeting prerequisites and co-requisites established
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pursuant to Title 5, and Board Rule 8600.

b. Health and safety considerations, facility limitations, faculty
workload, the availability of qualified instructors, funding limitations,

the constraints of regional planning or legal requirements imposed

by statutes, regulations, or contracts. Fair and equitable procedures
will be used for determining who may enroll in affected courses or
programs. Such procedures shall be consistent with one or more of the
following approaches:

. Limiting enroliment to a “first-come, first-served” basis or

*  Limiting enrollment using a registration procedure authorized by
Title 5, section 58108; or

. In the case of intercollegiate competition, honors courses, or
public performance courses, allocating available seats to those
students judged most qualified; or

. Limiting enroliment in one or more sections of a course to
a cohort of students enrolled in one or more other courses,
provided however, that a reasonable percentage of all sections of
the course do not have such restrictions.Students on probation or
subject to dismissal, consistent with the provisions of Title 5, and
Board Rule 8200 et seq., may be limited to enrollment in a total
number of units or to selected courses, or required to follow a
prescribed educational plan.

CHALLENGES TO LIMITATION ON ENROLLMENT

A student may challenge an enrollment limitation on any of the following
grounds:

1. The enrollment limitation is either unlawfully discriminatory or is
being applied in an unlawfully discriminatory manner;

2. The District is not following its policy on enrollment limitations; or

3. The basis upon which the District has established an enrollment
limitation does not in fact exist.

The student shall bear the burden of showing that grounds exist for the
challenge. Challenges shall be addressed within 5 working days and, if
the challenge is upheld, the enroliment limitation shall be waived.

The college shall, upon completion of the challenge, advise the student
that he or she may file a formal complaint of unlawful discrimination
pursuant to Title 5, California Code of Regulations, section 59300 et seq.
Completion of this challenge procedure shall be deemed to satisfy the
requirement of Title 5, California Code of Regulations, section 59328(b)
that the District and the student attempted to informally resolve the
complaint.

INTERNATIONAL STUDENT ADMISSION

All F-1 visa students seeking admission to Los Angeles Trade Technical
College must apply through the International Student Office. All
applicants for F-1 status must provide the following documents:

1. Completed International Student application
2. Evidence of English Competency in any of the following:

® TOEFL score of 450 (CBT score 133) (IBT score 45) or
higher.

® [ELTS5ORITEP 3.5

® (For Japanese applicant only) An Official STEP Eiken 2A
grade level or higher.

Los Angeles Trade-Technical College

3. Most recent three years of high school and/or college transcripts
4. Two recent passport-sized photos

5. Affidavit of support

Bank letter

Processing fee of $50

© N o

Students applying from within the U.S.A. must provide a cur- rent
passport, current visa and |-94.

9. All current and previous status documents (1-20, DS-2019, et.)
10. Transfer Status Verification Form

11. All previous US Colleges, universities, and high school official
transcripts if applicable.

All documents submitted must be either originals or certified copies, and
all documents must be translated into English. Upon receipt of the above
mentioned, a decision is made regarding acceptance. If the application
is approved, an immigration form 1-20 will be issued to the candidate.
Immigration regulations require that all F-1 (student) visa holders must be
enrolled in a minimum of 12 units and maintain 2.0 grade-point average each
semester. Failure to comply with the above will jeopardize your F-1 student
visa status.

APPLICATION DATES (OUTSIDE THE U.S.)

SEMESTER  OUTSIDE THEU.S.  MONTH

Spring Sept 1 to Nov 15 February
Fall March 1 to July 15 August

Additional information regarding International Student admission or im-
migration regulations may be obtained at the International Student Office
in Juniper Hall ST 316 or online at http://college.lattc.edu/counseling/

international-student-center/.

STUDENT RIGHT AND RESPONSIBILITIES:
(TITLE 5 SECTION 55530)

|dentify an educational and career goal.

1. Diligently engage in course activiies and complete assigned
coursework.

2. Complete courses and maintain progress toward an education goal and
completing a course of study.

3. Matriculating Student:

® Must identify a course of study.

® Participate in the assessment placement process.

¢ Complete an orientation activity provided by the college.

® Participate in counseling to develop at minimum an abbreviated
student education plan.

® Failure to complete a, b, ¢, and d (above) may result in a hold on a
student’s registration or loss of registration priority until the services
have been completed.

® A Comprehensive educational plan must be completed by the
3rd semester or after completion of 15 semester units of degree
applicable coursework (effective Fall 2015).
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STUDENT SUCCESS AND SUPPORT
PROGRAM -MATRICULATION PROCESS

Senate Bill 1456 revised and renamed the Matriculation Act of 1986 as
the Seymour-Campbell Student Success Act of 2012. Signed by Governor
Brown on September 27, 2012, the program began on January 1, 2013 and
will be implemented through stages over a five- year period.

The Student Success and Support Program (formerly Matriculation)
supports the transition of new students into the college by providing
services that promote academic achievement and successful completion
of degrees, transfer preparation, career technical education certificates, or
career advancement.

Effective Fall 2014, based on student responses to the College application
for admission, students will be identified as matriculating or non-
matriculating. Students identified as matriculating are referred to core
matriculation services: assessment placement, orientation, and counseling.
Students must complete the assessment placement, orientation, and
counseling (abbreviated student educational plan) prior to their priority
registration date and time. The abbreviated student educational plan is
provided during the in-person orientations. After registration and sometime
during the semester, a comprehensive student educational plan must be
completed within a reasonable time period by making an appointment
to meet with a counselor. Non-matriculating students are exempt from
participating in the core matriculation services, but are advised to access

these services if they plan to pursue a degree or certificate.

APPLICATION DATES (WITHIN THE U.S.)

SEMESTER  WITHIN THEU.S.  MONTH

Spring Sept 1to Jan 2 February
Fall March 1to July 15 |  August
ADMISSIONS

Complete the LATTC admissions application online at www.lattc.edul/.
Submit official high school transcripts and any previous official college
transcripts. Submit proof of residency.

ORIENTATION, ASSESSMENT, COUNSELING (OAC)
ASSESSMENT PLACEMENT PROCESS

The Assessment Placement Process at LATTC consists of computerized
English and Math assessment tests. Assessment Check-In forms are
available upon submitting the LATTC admission application and online.
Admission application must be submitted, processed and a Student ID
number issued prior to participating in the Assessment Placement Process.
All new students are required to participate in the Assessment Placement
Process. For more information, please call or visit Assessment Center.

Please be prepared and study for this English and Math assessment as
students retesting policies are strictly enforced and are Subject to change.
Assessment placement results from other California Com- munity Colleges
are accepted within the last two years.

Any student with a verified disability may arrange for alternative
administration of the Assessment Placement Process (English, and
Mathematics) by contacting the Disabled Student Program and Services
(MA-100) at (213) 763-3773.

ORIENTATION AND COUNSELING

After participation in the Assessment placement process, students must
participate in the orientation. In-person orientations are led by faculty

Los Angeles Trade-Technical College
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counselors and an abbreviated student educational plan will be
provided. The orientation schedule is provided to all students
participating in the assessment placement process and additional
information is available on the LATTC website at www.LATTC.edu

All students should meet with a counselor during the semester to
develop a comprehensive student educational plan. All students who
have not declared an educational goal and students who are enrolled
in pre-collegiate basic skills courses are highly encouraged to meet
with a counselor to develop a student educational plan. Students who
are on academic or progress probation are referred to participate in a
probation workshop.

EXEMPTIONS (TITLE 5 SECTION 55532)

Exemption from core matriculation services (assessment, orientation,
and counseling) if the student:

Has completed an associate degree or higher;

Has enrolled at the college for a reason other than career development
or advancement, transfer, attainment or a degree or certificate, or
completion of a basic skills or English as a Second- Language course
sequence;

Has completed these services at another community college within a
time period as identified by the district;

Has enrolled at the college solely to take a course that is legally
mandated for employment as defined in section 55000;

Has enrolled at the college as a special admit student pursuant to
Education Code section 76001.

ATTENDANCE

Only students who have been admitted to the College and are in
approved active status may attend classes. Students are expected to
be in class on time and to remain for the entire class period. Medical
appointments, work, job interviews, child care responsibilities, etc.
should be arranged so as not to occur during class time. Please do
not make requests for exceptions.

LATTC College Attendance Policy - An instructor may exclude a
student who is absent for more hours than the class meets per week
or 20% of the total class hours, for short term classes. In addition, an
instructor may equate three or more late arrivals or early departures
from class as an absence for purposes of class attendance. Student
attendance expectations including this policy must be clearly indicated
on the course syllabus. Instructors must apply their attendance policy
in a consistent manner.

Students are responsible for dropping a class that they stop attending.
If the class is not dropped, the student may receive an “F” in that class
and be responsible for enrollment fee. Any drops or exclusions that
occur between the 4th week and the 12th week will result in a “W” on
the student’s record. Drops are not permitted beyond the 12th week.
A grade (“A”, “B", “C", “D”, “F", “INC”, “P”, or “NP”) will be assigned
to students who are enrolled past the 12th week even if they stop
attending class. For further details, refer to “W” section of “Grading
Symbols and Definitions.”

Students who are registered in a class and miss the first meeting may
lose their right to a place in the class, but the instructor may consider
special circumstances. Instructors will generally only exclude students
through the census date for non-attendance. It is the student’s
responsibility to drop classes in time to avoid fees and/or grades of
W
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Campus Procedure

Students who, because of mitigating circumstances, are unable to attend
the first class meeting should leave a voice mail message or email for
the faculty member. This, however, does not guarantee students a seat
in the class if they do not attend the first class meeting.

Withdrawal

Students intending to withdraw should avail themselves of the opportunity
to first discuss the contemplated withdrawal with a counselor. Whether
withdrawing from one class or all classes in which the student is enrolled,
it is essential that standard withdrawal procedures be observed.

Final Examinations
Final examinations are to be given in all subjects according to the

ACADEMIC
POLICIES

GRADING SYMBOLS AND DEFINITIONS

Only the symbols in the grading scale given in this section shall be used to
grade all courses offered in fulfillment of the requirements for an associate or
baccalaureate degree, a certificate, diploma, or license.

Grades shall be averaged on the basis of the point equivalencies to determine
a student's grade-point-average, using the following evaluative symbols:

SYMBOL
schedule printed in the Schedule of Classes. No student will be excused DAL el gikhels
from taking a final examination. All faculty shall retain the final exams of A Excellent 4
every student for a minimum of one year after the end of the semester B Good 3
for which the final exam was given in order to permit students to examine
their graded final exams. C Satisfactory 2
D Less than satisfactory 1
F Failin 0
STUDENT FEES Sy .
P Pass (At least satisfactory — units awarded
not counted in GPA. Has the same meaning
ENROLLMENT FEE FOR RESIDENTS as “CR" as that symbol was defined prior to
California residents are required to pay $46 per unit. For example, if you June 30, 2007.) Applies to credit and noncredit
take 10 units, the cost is $460. courses.
NP No Pass (Less than satisfactory — units
. . . . awarded but not counted in GPA. NP has the
INot_ei I-;ees Subject to change by the California same meaning as “NC’ as that symbol was
egisiature. defined prior to June 30, 2007.) Applies to
credit and noncredit courses.
FEE FOR OUT-OF-STATE NON-RESIDENTS SP Satisfactory Progress towards completion of
United States Citizens and Permanent Resident Card holders who have the course (used for noncredit courses only
lived in California for less than a year are required to pay a non-resident and is not supplanted by any other symbol

tuition fee of $190 per unit plus an enroliment fee of $46 for a total of
$236 per unit.

Note: Fees Subject to change by the California
legislature.

FEE FOR RESIDENTS OF A FOREIGN COUNTRY

Students with Visas which require residency in a country outside the
United States are required to pay a non-resident fee of $212 per unit
plus an enrollment of $46 per unit, for a total of $258 per unit. In addition,
students with visas are required to pay a capital outlay fee of $17.

Note: Fees Subject to change by the California
legislature.

HEALTH FEE

The Los Angeles Community College District charges a $11.00 per
semester (and a $8.00 per Summer or Winter Session) mandatory
Health Fee payable at one Los Angeles Community College District
campus only to cover the costs of the Student Health Center. Students
may be exempted from paying the Health Fee if they are eligible for
religious reasons. Contact the Vice President of Student Services for
religious exemption procedures.

Los Angeles Trade-Technical College

Explanation of Symbols Without Impact on Grade

Point Average:
SYMBOL DEFINITION

| Incomplete

Incomplete academic work for unforeseeable, emergency, and justifiable
reasons at the end of the term may result in an “I” symbol being entered
in the student’s record. The condition for removal of the “I” and the grade
which is assigned in lieu of shall be stated by the instructor in an Incomplete
Grade Record.

This record shall be given to the student, with a copy on file in the college
Admissions Office until the “I" is made up and a final grade assigned, or when
one year has passed. The “I" symbol shall not be used in calculating units
attempted nor for grade points. The “I" may be made up no later than one
year following the end of the term in which it was assigned. The student may
petition for a time extension due to unusual circumstances.

Note: Courses in which the student has received an
Incomplete (“I”’) may not be repeated unless the “I”
is removed and has been replaced by a grade of “D”
or “F”. This does not apply to courses which are
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repeatable for additional credit.

SYMBOL DEFINITION

IP In Progress

The “IP” symbol shall be used only in those courses which extend beyond
the normal end of an academic term. It indicates that work is “in progress,”
but that assignment of a grade must await the course completion. The “IP”
symbol shall remain on the student’s permanent record in order to satisfy
enroliment documentation. The appropriate evaluative grade and unit
credit shall be assigned and appear on the student's record for the term in
which the required work of the course is completed. The “IP” shall not be
used in calculating grade point averages.

SYMBOL DEFINITION
RD Report Delayed

The “RD” symbol may be assigned when there is a delay in reporting the
grade beyond the control of the student. The “RD” may be assigned by the
Dean of Student Services only. It is a temporary notation to be replaced by
a permanent symbol as soon as possible.

SYMBOL DEFINITION
W Withdrawal

Withdrawal from a class or classes shall be authorized through the last
day of the fourteenth week of instruction or 75% of the time the class is
scheduled to meet whichever is less.

No notation (“W” or other) shall be made on the record of a student who
withdraws before the census date of the course.

Withdrawal between the end of the fourth week (or 30% of the time the
class is scheduled to meet, whichever is less) and the last day of the
fourteenth week of instruction (or 75% of the time the class is scheduled to
meet, whichever is less) shall be authorized after informing the appropriate
faculty. A student who remains in class beyond the fourteenth week or 75%
of the time the class is scheduled shall be given a grade other than a “W”,
except in cases of extenuating circumstances.

After the last day of the fourteenth week (or 75% of the time the class is
scheduled, whichever is less) the student may withdraw from class upon
petition demonstrating extenuating circumstances and after consultation
with the appropriate faculty.

Extenuating circumstances are verified cases of accidents, illness, or other
circumstances beyond the control of the student. Withdrawal after the
end of the fourteenth week (or 75% of the time the class is scheduled,
whichever is less) which has been authorized in extenuating circumstances
shall be recorded as a “W".

For purposes of withdrawal policies, the term “appropriate faculty” means
the Instructor of Record for each course in question or, in the event the
instructor cannot be contacted, the department chair or equivalent faculty
officer.

The “W” shall not be used in calculating units attempted nor for the student’s
grade point average.

“W’s” will be used as factors in progress probation and dismissal.

A “W” shall not be assigned, or if assigned shall be removed, from a
student's academic record, if a determination is made that the student
withdrew from the course due to discriminatory treatment or due to
retaliation for alleging discriminatory treatment or that the student withdrew
because he or she reasonably believed that remaining in the course would

Los Angeles Trade-Technical College
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subject him or her to discriminatory treatment or retaliation for alleging
discriminatory treatment.

A student may not withdraw and receive a “W” symbol on his or her record
more than three times for enrollment in the same course. A student may
enroll again in the same course after having previously received the
authorized number of “W” symbols in the same course, if a designated
college official approves such enrollment after review of a petition filed by
a student.

SYMBOL
MW

DEFINITION
Military Withdrawal

The MW symbol may be used to denote military withdrawal.

“Military Withdrawal” occurs when a student who is a member of an active
or reserve United States military service receives orders compelling a
withdrawal from courses. Upon verification of such orders, a withdrawal
symbol may be assigned at any time after the period established by the
governing board during which no notation is made for withdrawals. The
withdrawal symbol so assigned shall be a “MW.”

Military withdrawals shall not be counted in progress probation and
dismissal calculations. “MW” shall not be counted for the permitted number
of withdrawals.

The District shall refund the entire enrollment fee unless academic credit
has been awarded.

Title 5, C.C.R., Section 55022, 55024

SYMBOL
PINP

DEFINITION
Pass/No Pass

(Formally Credit/No Credit)

Pass/No Pass (BR 6701).

Colleges may designate courses in the college catalog wherein all students
are evaluated on a “pass-no pass” basis or wherein each student may elect
on registration or no later than the end of the first 30% of the term, whether
the basis of evaluation is to be “pass-no pass” or a letter grade. These
courses will be noted in the college catalog as being eligible for the “pass-
no pass” option.

The pass-no pass grading system shall be used in any course in which
there is a single satisfactory standard of performance for which unit credit
is assigned. A grade of Pass shall be assigned for meeting that standard
(earning 70% or higher), and a grade of No Pass shall be assigned
(earning a grade below 70%) for failure to do so.

The student who is enrolled in a course on a “pass-no pass” basis will
be held responsible for all assignments and examinations required in the
course and must meet the same standards of evaluation as required for
all students.

Title 5, C.C.R., 55022

1. USAGE FOR SINGLE PERFORMANCE STANDARD - The pass/
no pass grading system shall be used in any course in which
there is a single satisfactory standard of performance for which
unit credit is assigned. A grade of Pass (P) shall be assigned for
meeting that standard, and a grade of No-Pass (NP) shall be
assigned for failure to do so.

2. ACCEPTANCE OF PASS CREDITS - All courses and units
(including those units earned on a “pass-no pass” basis) used
to satisfy requirements, including graduation requirements,
educational program requirements and transfer core curriculum

2016 - 2018 GENERAL CATALOG
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requirements, shall be from accredited institutions, unless otherwise “Pass/No Pass” grades for courses required for the major or
specified in this Board Rule. preparation for the major. Consult with the University Transfer

e o Center utc@lattc.edu and the intended university for policies.
“Accredited institution” shall mean a postsecondary institution

accredited by an accreditation agency recognized by either the DESIGNATED COURSES PASS/NO PASS

U.S. Department of Education or the Council on Postsecondary

Accreditation. It shall not mean an institution “approved” by the | Architecture all courses

Ca}Iifornia Department of Education or by the palifornia Council for Astronomy 001

Private Postsecondary and Vocational Education. E.C. 66721, Title -

5, C.C.R,, 53406, 55000, 55022 Biology 3,6,7
Chemical Technology all courses

3. RECORDING OF GRADE- A student who is enrolled in a course on
the “pass-no pass” basis shall receive both course and unit credit Chemistry all courses
upon satisfactory completion of the course. Satisfactory completion
(earned 70% or higher) is equivalent to the grade of “C” or better. A
student with unsatisfactory performance (earned less than 70%) will Electronics all courses
be assigned a “no pass” grade. Title 5, C.C.R., 55022.

Cooperative Education all courses

Electronics Technology all courses
> 4. GRADE POINT CALCULATION - Units earned on a “pass-no pass” Geology 1,6
25 basis shall not be used to calculate grade point averages. However, -
g 5 units attempted for which the “NP” (No Pass) symbol is recorded | -@bor Studies all courses
< : shall be considered in probationary and dismissal procedures. Title Learning Skills all courses
5, C.C.R., 55022 -
‘2 o ' Mathematics all courses
o = 5. STANDARDS OF EVALUATION - The student who is enrolled in a Microbiology all courses
= E course on a “Pass/No Pass” basis will be held responsible for all - —
s S assignments and examinations required in the course and must | Microcomputer Technician all courses
E E-l meet the standards of evaluation which are identical for all students. | ppysjcs all courses
a 5 6. CONVERSION TO LETTER GRADE - A student who has received Solid Waste Management all courses
credit for a course taken on a “pass-no pass” basis may not convert
< this credit to a letter grade. Title 5, C.C.R., 55022 Supply Water Technology all courses
Waste Water Technology all courses

7. COURSE REPETITION - A student who has received a grade of
“No Pass” (NP) may repeat the course by meeting the requirements
set forth by the District Course Repetition to Improve Substandard Grades and Grade Changes

Grades Policy. The instructor of the course shall determine the grade to be awarded to each
student in accordance with the Grading Symbols and Definitions Policy. The
8. CAMPUS PROCEDURE: determination of the student’s grade by the instructor is final in the absence

of mistake, fraud, bad faith, or incompetency. The removal or change of an
® LATTC Adpoted Policy: That the LATTC Process for incorrect grade from a student’s record shall be done only upon authorization
Recommending Courses to College President for Credit by | by the instructor of the course.
Exam and/or Pass/No-Pass Catalog Designation: Pursuant
to Board Rule, 6702, discipline/program faculty will determine
courses to recommend to the College President for Credit by
Examination and/or Pass/No Pass Designation. Faculty will | Students should file a petition for grade change in the Admissions and
review and/or affirm the current Catalog listing of courses Records Office to have an instructor reevaluate a course grade, provided the
available for credit by exam and/or Pass/No-Pass Designation grade in question was originally issued within the last year.
on a regular periodic basis(Approved, LATTC Academic
Senate, 06/05/17).
® Certain courses are evaluated on a Pass/No Pass basis only. TRANSCRIPT
Letter grades may not be assigned for these courses. Upon written request of the student, a copy of the student's academic record
® In addition to courses mentioned above, a student has the shall be forwarded to the student or his or her designated addressee promptly
option of selecting one course per semester to be graded on by U.S. mail, electronically or another responsible forwarding agency.
a Pass/No Pass basis. This option is available only for courses

In the case of fraud, bad faith, or incompetency, the final determination
concerning removal or change of grade will be made by the College President.

listed in the Schedule of Classes under “Courses Offered on a AstL_ldentorformerstudent shall be e_n.title_d to two free copies of the tran_s_cript
o of his or her record or two free verifications of student records. Additional

Pass/No Pass Basis. copies shall be made available to the student, or to an addressee designated

® Selection of courses to be taken on a Pass/No Pass basis | by the student, at a cost of $3. Students may request special processing to
must be made during the time indicated in the schedule. Late expedite their request for an additional fee of $7 per transcript or verification.
requests will not be accepted. This option is subject to the College’s ability to provide this service. Requests

* Once a course has been selected to be graded on a Pass/ for transcripts or verifications may be obtained online. Transcripts from

No Pass basis, a student cannot receive a letter grade for another institution are not available for copying.

the course. The decision to take a course on this basis is | The student's transcript and/or verification of enroliment may be withheld if 1)

irrevocable. any library books or other library materials are charged to the student and are
® The general practice at most four-year colleges is not to accept unreturned, 2) there are any unpaid fees or charges due to the College, or 3)
any other unreturned college property. The transcript may be withheld until
these obligations of the student to the College are discharged.
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AcADEMIC RENEWAL (BOARD RULE 6705)

Students may petition for an academic renewal action in order to alleviate
substandard academic performance under the following conditions:

¢ Students must have achieved a grade point average of 2.5 in their
last 15 semester units, or 2.0 in their last 30 semester units completed
at any accredited college or university, and
¢ Atleast one calendar year must have passed since the course work
to be removed was completed.
Granted, academic renewal shall result in:

¢ Eliminating up to 30 semester units of coursework taken within the
Los Angeles Community College District from consideration in the
student’s cumulative grade point average, and

¢ Annotating the student academic record to note which courses have
been removed through academic renewal. Academic renewal actions
are irreversible.

Repetitions and Withdrawals

Effective Summer 2012, course withdrawal (“W”) and/or a substandard
grade (“D,” “F,” or “NP") count as an attempt at a course. Only three
attempts at any one course will be allowed, with some exceptions. Listed
below are the new rules that all students need to know about.

¢ Students who drop or are excluded after the last day to drop without
a grade of “W” will have a “W” appear on their transcript. The “W” will
count as an attempt for that course.

® Acourse in a student’s transcript which currently shows a recorded
“W” counts as an attempt for that course.

¢ Students will not be allowed to register for any course within the
LACCD if there are three recorded attempts for that course in any
combination of W, D, F, or NP grades.

® Add permits for a course within the LACCD will not be processed if
there are three recorded attempts for that course in any combination
of W, D, F, or NP grades.

® For courses specifically designated as ‘repeatable,” students may
repeat up to three times. (See Title 5 California Code of Regulations
sections 55040, 55041, 58161).

® When the student's number of enrollments in a course exceeds

the allowable amount, the student may petition for an additional

enroliment in cases of extenuating circumstances.

Be sure you are academically ready for classes you enroll in.

® If you must drop a course, drop before the specified deadline for
dropping a class without a grade of “W.”

® See a counselor before making decisions that could affect your
educational plan.

Course Repetition: Special Circumstances

Repetition of courses for which a satisfactory grade (A", “B”, “C”", “CR’,
“P") has been recorded shall be permitted only upon advance petition of
the student and with the written permission from the college president, or
designee, based on a finding that extenuating circumstances exist which
justify such repetition or that there has been a significant lapse of time since
the student previously took the course. Significant lapse of time is defined
as no less than 36 months since the most recent grade was awarded.

When course repetition under this section occurs, the student’s permanent
academic record shall be annotated in such a manner that all work remains
legible, ensuring a true and complete academic history.

Grades awarded for courses repeated under the provisions of subsection

“a” and “b” of this section shall not be counted in calculating a student's
grade point average.

Los Angeles Trade-Technical College

Admissions and Academic Policies

When such repetition is necessary for a student to meet a legally
mandated training requirement as a condition of continued paid or
volunteer employment, such courses may be repeated for credit any
number of times, and the grade received each time shall be included for
purposes of calculating the student's grade point average. The college
shall establish policies and procedures requiring students to certify
or document that course repetition is necessary to complete legally
mandated training pursuant to this subsection. The college’s process
for certification or documentation of legal training requirements shall
be developed in accordance with the provisions of Chapter XVIII of
the Board Rules -- ACADEMIC SENATE AND BOARD OF TRUSTEES
SHARED GOVERNANCE POLICY.

A student may repeat any course if the college has properly established
a recency prerequisite for a course, if there has been “significant lapse
of time.” In no instance shall this be less than three years.

A student with a disability may repeat a class any number of times, if
such repetition is required as a disability-related accommodation for that
particular student.

(Board Rule 6704.30. See Title 5, C.C.R., Sections
55763 and 58161)

CREDIT BY EXAMINATION (BOARD RULE 6702)

LATTC Adopted Policy: That the LATTC Process for Recommending
Courses to College President for Credit by Exam and/or Pass/No-Pass
Catalog Designation: Pursuant to Board Rule, 6702, discipline/program
faculty will determine courses to recommend to the College President
for Credit by Examination designation. Faculty will review and/or affirm
the current Catalog listing of courses available for credit by exam
designation on a regular periodic basis. (Approved, LATTC Academic
Senate, 06/05/17)

For courses listed in the college catalog wherein any student who satisfies
the following requirements may be granted credit by examination:

® Be currently registered and be in good standing (i.e., the student is
not on academic or progress probation).

¢ Is not currently enrolled in, or have completed a more advanced
course in this discipline.

a. The governing board shall adopt and publish policies and procedures
pertaining to credit by examination; and

b. The governing board may grant credit to any student who satisfactorily
passes an examination approved and conducted by proper authorities
at each college. Such credit may be granted only to a student who is
registered at the college and in good standing and only for a course
listed in the college catalog.

¢. The nature and content of the examination shall be determined solely
by faculty in the discipline who normally teach the course for which credit
is to be granted in accordance with policies and procedures approved
by the college curriculum committee. The faculty shall determine that
the examination adequately measures mastery of the course content as
set forth in the outline of record. The faculty may accept an examination
conducted at a location other than the college.

d. A separate examination shall be conducted for each course for which
credit is to be granted. Credit may be awarded for prior experience or
prior learning only in terms of individually identified courses for which
examinations are conducted.

e. The student's academic record shall be clearly annotated to reflect
credit was earned by examination.
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f. Grading shall be according to the regular grading system, except Management: All courses

that students shall be offered a “pass-no pass” option if that option is —

ordinarily available for the course. Markefing: All courses
Mathematics: All courses

g. Units for which credit is given for credit by examination shall not be - - -

counted in determining the 12 semester units in residence required for Manufacturing and Industrial Technology:  All courses

an associate degree. Microcomputer Technician: All courses

h. The college may charge a student fee for administering an Motorcycle Repair Mechanic: All courses

examination provided the fee does not exceed the enroliment fee Nursing, Registered 131,132

which would be associated with enrollment in the course for which the - -

student seeks credit by examination. Office Machines 002

Title 5, C.C.R., Section 55050 Physics 012, 0294
Psychology 001
Plumbing: All courses

CouRrsEs OFFERED ON A CREDIT-BY-ExAm Public Relations: Al courses

Basis Refrigeration and Air Conditioning: All courses
Sign Graphics 101, 102

The following Credit by Examination listing has been Spanish 001,002

established per LACCD Board Rule 6702 . '

. Solid Waste Management Technology: All courses
Accounting: All courses Street Maintenance: All courses
Archltect.ure: _ . All courses Supervision: All courses
Automotive Collision Repair: All courses Supply Water Technology: All courses
Automotive Technology: All courses Tailoring 250
Astronomy 00t Visual Communications 103, 105, 118, 119, 129
Bafqug, Professmn.al ‘ 2 Waste Water Technology: All courses
Building Construction Techniques: All courses Welding Gas and Electric: All courses
Business: All courses
Carpentry: All courses Board Rule 6701.10
Chemical Technology 113, 123, 141 Acceptance of Pass Credits. All courses and units (including those units

Child Development 001, 010, 011, 065

Computer Applications & Office Technologies: All courses

Computer Information Systems: All courses
Culinary Arts 12

Diesel and Related Technology: All courses

Drafting: All courses

Electrical Construction and Maintenance:  All courses

Electronics Technology: All courses

English 101

Environmental Science 001

Fashion Design 111, 112, 120, 122, 222,
223, 224, 225, 226, 221,
228, 229, 236, 237, 238, 239,
240, 241

Fashion Merchandising 001,010

Finance: All courses

Geography 001

Geology 001

Health 046

Health Occupations 062, 063, 064, 065
History 011,012

Machine Shop-CNC: All courses

Los Angeles Trade-Technical College

earned on a “pass-no pass” basis) used to satisfy requirements, including
graduation requirements, educational program requirements and transfer
core curriculum requirements, shall be from accredited institutions, unless
otherwise specified in this Board Rule.

“Accredited institution” shall mean a postsecondary institution accredited
by an accreditation agency recognized by either the U.S. Department of
Education or the Council on Postsecondary Accreditation. It shall not mean
an institution “approved” by the California Department of Education or by the
California Council for Private Postsecondary and Vocational Education.

E.C.66721. Title 5, C.C.R., 53406, 55000, 55022

Courses which have a grade of “C- (C minus grade)” do not satisfy any
LACCD curriculum requirement that requires a grade of “C” or higher.

TRANSFER CREDIT PoLicY

Transfer credit for lower division courses taken at regionally accredited
institutions of higher education in the United States is accepted toward
Associate Degrees or Certificates. Students must provide official transcripts.
Please have your school(s) mail them directly to Admissions & Records.

Students should make an appointment with a counselor for transcript
evaluation.

Disclaimer: Every effort has been made to ensure the articulation
information for the California State Universities and the University of
California institutions are accurate, including the CSU GE and IGETC areas.
However, this information is unofficial and should be checked against the
official information found on the ASSIST website at www.assist.org.

2016 - 2018 GENERAL CATALOG
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FOREIGN TRANSCRIPT CREDIT POLICY

Students who have completed college level courses at schools outside the
United States may petition for an unlimited number of lower division units
of credit toward an Associate Degree or Certificate under the following
conditions:

1. Students must submit a detailed evaluation from an approved
evaluation service. Students are responsible for the cost of this service.

2. The foreign university or college must have been approved by that
country’s Ministry of Education at the time the student attended.

3. No courses taken outside the United States may be used to satisfy
the Associate Degree’s Reading and Written Expression or Oral
Communication requirement.

4. No course may be used to satisfy the Associate Degree’s American
Institutions requirement.

5. In cases where equivalent course credit is not granted, elective credit
may be awarded.

Students should make an appointment with a counselor for a transcript
evaluation.

CREDIT FOR ADVANCED PLACEMENT (AP)
1. Course Equivalency

Course equivalency for Advanced Placement exams, for purposes other than
meeting General Education and graduation competency requirements for
the Associates Degree, shall be determined by the college, using policies
developed in consultation with the college’s Academic Senate, in accordance
with the provisions of LACCD Board Rules, Chapter XVIII, Article I.

Course equivalency does not award unit credit. For unit credit policy, see
item 3 below.

2. Use of Advanced Placement exams for meeting General Education

Requirements and graduation competency requirements for the Associate of
Arts and Associate of Science Degrees

Advanced Placement (AP) Exams shall be used toward meeting General
Education requirements and Graduation Competency for the Associate of
Arts and Associate of Science Degrees, as defined in Board Rule Chapter
VI, Article 1.

Students must receive a passing score (3, 4, or 5) on an AP exam to receive
the credit indicated in Appendix A.

3. Advanced Placement Unit Credit

For the purpose of granting unit credit towards meeting General Education
and graduation competency requirements, the LACCD shall follow the
guidelines for Advanced Placement credit set by the American Council on
Education:

In general, the recommended minimum number of semester hours from ACE
corresponds to the status of the corresponding high school AP course:

. 3 semester hours are recommended in the case of a half-year course
. 6 semester hours for most full-year courses

. 8 semester hours for some of the mathematics, sciences, and foreign
languages

Los Angeles Trade-Technical College

Admissions and Academic Policies

4. CSU GE Breadth and IGETC

The placement of courses in the California State University General
Education Breadth (CSU GE Breadth) and the Intersegmental General
Education Transfer Curriculum (IGETC) Plans is determined by
the University of California and California State University systems
respectively; therefore it is not necessary for the college to grant course
equivalency for this to occur. Appendix A indicates how AP tests are
used to meet these requirements.

COLLEGE LEVEL EXAMINATION PROGRAM
(CLEP) -

1. Course Equivalency

Course equivalency for CLEP (College-Level Examination
Program) exams, for purposes other than meeting General
Education and Graduation Competency requirements for the
Associate Degree, shall be determined by the college, using
policies developed in consultation with the college’s Academic
Senate, in accordance with the provisions of LACCD Board Rules,
Chapter XVIII, Article I.

Course equivalency does not award unit credit. For unit credit
policy, see item 3 below.

2. Use of CLEP exams for meeting General Education

Requirements and Graduation Competency Requirements for the
Associate of Arts and Associate of Science Degrees

CLEP Exams shall be used toward meeting General Education
requirements and Graduation Competency for the Associate of
Arts and Associate of Science Degrees, as defined in Board Rule
Chapter VI, Article II.

Students must receive a passing score (50) on most CLEP exams,
except Foreign Language level 2 exams which require a higher
score as noted in Appendix A.

Students who take an Advanced Placement (AP) exam,
an International Baccalaureate (IB) exam or College-Level
Examination Program (CLEP) exam in the same topic area will
receive credit for only one exam. (For example, if a student takes
both the CLEP exam in Biology and the AP exam in Biology, they
will only be awarded credit for one exam because the topics are
duplicative). The college should award credit for the exam that
most benefits the student.

3. CLEP Unit Credit

For the purpose of granting unit credit towards meeting General
Education and Graduation Competency requirements, the LACCD
shall follow the guidelines for CLEP credit set by the American
Council on Education:

. 3 semester hours are recommended in the case of a half-
year course.

. 6 semester hours for most full-year courses.

. 12 semester hours for Level 2 Foreign Language exams

equivalent to four semesters of college level foreign
language course work.
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CREDIT FOR MILITARY SERVICE TRAINING - Students who are
currently serving in or have served in the military service, should, after
successful completion of at least one course with the Los Angeles
Community Colleges, request an evaluation of credit earned through
military service training schools and/or military occupational specialties.

PREREQUISITE POLICY

Many courses listed in the class schedule will indicate suggested
prerequisite, co-requisite, concurrent enroliment or recommended
preparation/advisory listed after the name of the course. These
recommendations were made after careful consideration by the faculty
of that department. The Los Angeles Community College District
has adopted a policy based upon a model developed by the State
Chancellor’s Task Force in conjunction with the State Academic Senate
and Chief Instructional Officers and based upon Title V Article 2.5 Section
55200 and Article 4 Section 55530 of the Matriculation Regulations. In
other words, your success is our primary goal.

PREREQUISITE is a condition that a student has to meet prior to
enrolling in the class. Completion of the prerequisite demonstrates
that you are ready and able to succeed in the course you want to
take. A prerequisite is usually either another course, or a specific
test score on a standardized test.

CO-REQUISITE - is a course that must be taken at the same time
as the course you want to take.

ADVISORY OR RECOMMENDED PREPARATION - means that
you are advised, but not required, to have taken the course(s) or
met the test scores before enrolling in the class.

You can satisfy a prerequisite several ways:

1. Take the prerequisite course at LATTC or another college in the
District and achieve a grade of “C” or better, so that it shows on
your transcript;

2. Provide proof that you've successfully completed the requirement(s)
at another college. You can bring official transcripts or assessment
scores from another school to the Assessment Center and they will
be reviewed. Please provide the Assessment Center with a copy of
your proof. If your course is approved, you'll be given a clearance
to register. Please note: Prerequisite Clearance may take up to 10
business days.

. Take a test-known as a Challenge Exam-to demonstrate that you
have the knowledge and skills necessary to successfully prepare
you for the course you want to take. Please submit challenge exam
one month prior to the start of the term you plan to take the course.

4. If the course you want to take has an assessment test scores
as prerequisite, you'll need to visit the Assessment Center and
complete the required test. Your score will then be given to you,
and the prerequisites(s) will be cleared once you receive a copy of
your placement score(s).

If you have any questions or need more information, please contact the
Assessment Center at (213) 763-7539 (MA 01).

w

Prerequisite Challenge Process

Prerequisites, co-requisites/concurrent enroliment requirements must be
followed. If you do not agree with the requirement made by the faculty,
you have the right to challenge. Contact the Assessment Center for the

Los Angeles Trade-Technical College

challenge process procedures and form. Once a challenge form is submitted,
the committee will review your request and documentation. You will be notified
within five (5) working days of the final decision.

Challenge Process Information:

1.

Complete the Challenge Application; provide an explanation and
supporting documentation for your reason to challenge. You will need
to present a valid photo ID to the Assessment proctor at the time of
challenging.

. Complete the Subject Exam of the prerequisite course you are

challenging. This exam is to be completed in the Assessment Center in
MA-001.

. This is a one-time test. You will not be given any credit or grade for

successfully passing the Challenge Exam. You will need to receive at
least 70% to pass. If you are challenging several levels within the same
subject you will need to pass the first test before you can challenge the
next level.

. Once you have completed the Challenge Exam it will be reviewed for

approval by the Challenge Committee.

. The Assessment Center along with the committee has five business

days (working) to notify you of your results. The committee consists of
the following: Student Services Dean, General Counselor, and a Faculty
of the subject you are challenging. Once your challenge results are in,
you will be notified by phone or in-person. You will also receive a copy of
the challenge application for your records.

. Deadline to challenge: If you plan to enroll for the course in the most

current term you will need to complete the challenge exam one month
before the semester begins. Otherwise, you will need to wait for the next
semester to enroll in the course.

Your rights entitle you to file a “Challenge Form” to challenge any prerequisite
if you believe one or more of the following:

1.

| have the knowledge, ability or skill to succeed in the course despite not
meeting the prerequisite or co-requisite.

. | will be subject to undue delay in attaining the goal of my educational

plan because of the enroliment limitation, or because the prerequisite or
co-requisite course has not been made reasonably available.

3. The prerequisite or co-requisite has not been established in accordance

with applicable college policies and procedures.

4. The prerequisite or co-requisite is in violation of Title 5, Section 55200-

55202 of the California Code of regulations.

5. The prerequisite or co-requisite, or enrollment limitation is either

unlawfully discriminatory or is being applied in an unlawfully
discriminatory manner.

6. The basis upon which the college established the enrollment limitation

does not exist. Note: You have the right to participate in all activities
related to matriculation components whether eligible for exemption or
not. The matriculation program is our plan to ensure your success. For
more information contact the Assessment Center, MA-001, 213-763-
5339.

ACADEMIC PROBATION AND DISMISSAL

Academic Standards for Probation

The following standards for academic and progress probation shall be applied
as required by regulations adopted by the Board of Governors of the California
Community Colleges. Probation shall be determined based on student course
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work dating from Fall 1981; course work completed prior to Fall of 1981 is
excluded from probation calculations.

PROBATION

Astudent shall be placed on probation if any one of the following conditions
prevail:

ACADEMIC PROBATION. The student has attempted a minimum of
12 semester units of work and has a grade-point-average less than
a“C’(2.0).

PROGRESS PROBATION. The student has enrolled in a total of at
least 12 semester units and the percentage of all units in which a
student has enrolled and for which entries of “W” (Withdrawal), “I"
(Incomplete), and “No Pass” (NP), formerly No Credit are recorded
reaches or exceeds fifty percent.

TRANSFER STUDENT. The student has met the conditions of
academic or progress probation at another college within the Los
Angeles Community College District.

UNITS ATTEMPTED

“Units Attempted,” for purposes of determining probation status only, means
all units of credit in the current community college of attendance for which
the student is enrolled.

EFFECTS OF PROBATION

Board of Governors (BOG) fee waiver - loss of eligibility

Astudent eligible to receive a BOG fee waiver shall lose eligibility if they are
placed on academic or progress probation for two consecutive semesters.
Loss of eligibility shall become effective at the first registration opportunity
after such determination is made. Foster youth, or former foster youth under
the age of 24, are exempt from the loss of fee waiver due to academic or
progress probation. Appeal Probation and Loss of Fee Waiver A student
who is placed on academic or progress probation may submit a written
appeal in compliance with regulations issued by the Chancellor. Appeal
the loss of BOG fee waiver. A student who has lost the BOG fee waiver
due to academic standing may submit a written appeal of that standing in

accordance with existing regulations issued by the Chancellor.

REMOVAL FROM PROBATION

A student shall be removed from probation upon meeting the criteria
specified in this section.

ACADEMIC PROBATION - A student on academic probation for a
grade point deficiency shall be removed from probation when the
student’s cumulative grade-point-average is 2.0 or higher.

PROGRESS PROBATION - Astudent on progress probation because
of an excess of units for which entries of No Pass (NP), formerly No
Credit, Incomplete (1), and/or Withdrawal (W) are recorded shall be
removed from probation when the cumulative percentage of units in
this category drops below fifty percent (50%).

ACADEMIC STANDARDS FOR DISMISSAL

A student shall be subject to dismissal and subsequently be dismissed
under the conditions set forth within this section. Dismissal shall be
determined based on student course work dating from Fall 1981; course
work completed prior to Fall of 1981 is excluded from dismissal calculations.

Admissions and Academic Policies

ACADEMIC PROBATION

A student who is on academic probation shall be subject to dismissal if the
student has earned a cumulative grade point average of less than 2.0 in
all units attempted in each of 3 consecutive semesters. A student who is
on academic probation and earns a semester grade-point-average of 2.0
or better shall not be dismissed as long as this minimum semester grade-
point-average is maintained.

PROGRESS PROBATION

A student who is on progress probation shall be subject to dismissal if the
cumulative percentage of units in which the student has been enrolled for
which entries of No Pass (NP), formerly No Credit, Incomplete (1), and/or
Withdrawal (W) are recorded in at least 3 consecutive semesters reaches
or exceeds fifty percent (50%).

A student who is on progress probation shall not be dismissed after a
semester in which the percentage of units in which the student has been
enrolled for which entries of “W,” “I" and “No Pass” (NP), formerly “No
Credit’, are recorded is less than fifty percent (50%).

APPEAL OF DISMISSAL

A student who is subject to dismissal may appeal to the Dean of
Admissions and Records. Dismissal may be postponed and the student
continued on probation if the student shows significant improvement in
academic achievement but has not been able to achieve to a level that
would meet the requirements for removal from probation.

DISMISSAL

A student who is subject to dismissal, and who has not been continued
on probation through the appeal process, shall be notified by the Col-
lege President, or designee, of dismissal which will become effective the
semester following notification. Dismissal from any one college in the
District shall disqualify a student from admission to any other college in
the District.

READMISSION AFTER DISMISSAL

A student who has been dismissed may request reinstatement after
two semesters have elapsed. The student shall submit a written petition
requesting readmission to the College in compliance with College
procedures. Readmission may be granted, denied, or postponed subject
to fulfillment of conditions prescribed by the College.

ACADEMIC AND ADMINISTRATIVE PETITIONS

Students should file an Academic Petition form when they are requesting
assistance with: course repetition, course substitution, enrollment in more
than 19 units, catalog rights and other related concerns. The petition forms
may be obtained from the Counseling Office. Petitions must be signed by
a counselor before submittal to the Admissions and Records.

Students should file an Administrative Petition form when they are
requesting assistance with academic renewal, return from disqualification
(dismissal), and other related concerns. Administrative Petition forms are
available in the Office of Admissions and Records, JH-Lobby and submitted
in the same office. When filing for return from disqualification, the petition
forms must be reviewed and signed by the counselors before submittal
to Admissions and Records Office. Specific petition forms are available
for requesting permission for: grade changes, Credit By Examination, and
lining out non- passing grades that have been successfully repeated.
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STUDENT
INFORMATION
AND COLLEGE
POLICES

AcADEMIC FREEDOM

The Board of Trustees reaffirms its commitment to academic freedom,
but recognizes that academic freedom does not allow prohibited
discrimination. The discussion of ideas, taboos, behavior or language
which is an intrinsic part of the course content shall in no event con-
stitute Prohibited Discrimination, though such ideas may cause some
students discomfort. It is recognized that academic freedom insures the
faculty’s right to teach and the student’s right to learn.

CAMPUS SECURITY AcT

As required by the federal Jeanne Clery Disclosure of Campus Security
Policy and Campus Crime Statistics Act (“Clery Act’), the college’s
Annual Security Report contains policy statements and crime statistics
for the campus. The Annual Security Report includes statistics for the
previous three years concerning certain reported crimes that occurred
on campus, in off-campus buildings or property owned or controlled by
the college, and on public property within or immediately adjacent to
the college. The report also includes institutional policies concerning
campus safety and security, such as policies on drug and alcohol
use, crime prevention, the reporting of crimes, sexual assault, and
emergency response and evacuation procedures. You can obtain
the college’s Annual Security Report online at http://college.lattc.edu/
sheriff/crime-reporting-procedures/annual-security-report/ You may also
request a paper copy by contacting the Office of the Vice President of
Administrative Services, Juniper Hall (JH), ST 305.

CONOCIMIENTO LIMITADO DEL INGLES

Las clases para aprender oficios estan abiertas a todos los estudiantes,
aln para los que tienen dificultad con el idioma. Aunque la falta de
conocimiento del idioma inglés no es una barrera para matricularse en
estas clases, se recomienda a los alumnos que utilicen los servicios que
el colegio ofrece con este fin.

b. mescaline

¢. hallucinogenic substances
d. peyote

e. marijuana

f. stimulants and depressants
g. cocaine

EQUAL EMPLOYMENT OPPORTUNITY

The policy of the Los Angeles Community College District is to implement
affirmatively, equal opportunity to all qualified employees and applicants
for employment without regard to race, color, national origin, ancestry,
religion, creed, sex, age, handicap, marital status, medical condition
(cancer related), sexual orientation, or veteran status. Positive action will
be taken to ensure that this policy is followed in all personnel practices,
including recruitment, hiring, placement, upgrading, transfer, demotion,
treatment during employment, rate of pay or other forms of compensation,
selection for training, layoff, or termination. A vigorous Equal Employment
Opportunity Program will be maintained to ensure appropriate utilization
of certain protected groups in specific areas and levels within the district
workforce through the implementation of specific results-oriented procedures
and activities (Board Rule 101301). Inquiries regarding Equal Employment
Opportunity at Los Angeles Trade-Technical College should be directed to the
College Equal Employment Opportunity Representative, Dr. Mary Gallagher,
(213) 763-7040.

FREEDOM OF SPEECH AREA AND PROCEDURES

Following Board Rule 9902, Article IX, the College President shall designate
an area or areas on the college campus as areas for free discussion and
expression by all persons. A Free Speech Area may only be located where
there is a normal flow of student traffic with unlimited accessibility. Necessary
campus rules governing the operation of such areas shall govern only the
time, place and manner in which said areas are to be used. All such rules
shall be applied equally and fairly to all persons desiring to use the Free
Speech Areas. No restrictions shall be placed on subject matter, topics or
viewpoints expressed in Free Speech Areas.

In compliance with the Board Rule, the college president has designated
the Cedar Hall-Mall Quad as the Free Speech Area. All individuals or
organizations wanting to use the Free Speech Area must complete an
application and obtain approval from the Office of Student Life, located in
Redwood Hall, C-105, of from the Office of the Vice President of Student
Services, ST 532 prior to use of this area. The guidelines and rules for use of
this area, along with time, place, manner will be distributed to the interested
party. This procedure does not apply to activities sponsored by the college.

DRuUG-FREE WORKPLACE PoLIcY

The Los Angeles Community College District is committed to drug-free
and alcohol-free campuses. Students and employees are prohibited
from unlawfully possessing, using or distributing illicit drugs and alcohol
on District premises, in District vehicles, or as part of any activity of the
District or colleges of the District.

LACCD BOARD RULE 9803.19: Alcohol and Drugs. Any possession of
controlled substances which would constitute a violation of Health and
Safety Code section 11350 or Business and Professions Code section
4230, any use of controlled substances the possession of which are
prohibited by the same, or any possession or use of alcoholic beverages
while on any property owned or used by the District or colleges of the
District or while participating in any District or college-sponsored function
or field trip. “Controlled substances,” as used in this section include, but
are not limited to, the following drugs and narcotics:

a. opiates, opium and opium derivatives

Los Angeles Trade-Technical College

GRADUATION RATES

More information about Student Right-to-Know Rates can be found at the
California Community Colleges “Students Right-to-Know Rates Information
Clearinghouse Website” located at http://srtk.cccco.edu/index.asp.

PENALTIES FOR COPYRIGHT INFRINGEMENT AND
ILLEGAL FILE SHARING

Unauthorized distribution of copyrighted material, including unauthorized
peer-to-peer may subject students to civil and criminal liability. Civil liability
for copyright infringement may include payment of monetary damages to the
copyright owner. Criminal penalties for copyright infringement may include
fines up to $250,000 and imprisonment up to ten years. Students who violate
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the District's computing facilities usage policy (LACCD Administrative
Regulation B-28) may also be subject to college disciplinary action,
including, but not limited to, suspension or expulsion.

LIMITED ENGLISH PROFICIENCY

Occupational education classes are open to all students. Although the
lack of proficiency in English is not a barrier to enroliment in occupational
education courses, it is recommended that students needing remedial
English assistance utilize the services of the college that are provided for
persons who are limited in English proficiency or have English as a second
language as a bridge for entry into the vocational program.

OPEN ENROLLMENT

Unless specifically exempted by law, every course for which state funding
is claimed is fully open to any person who has been admitted to the College
and who meets the appropriate academic prerequisites.

PROHIBITED DISCRIMINATION, UNLAWFUL
HARASSMENT, AND SEXUAL MISCONDUCT

It is the policy of the Los Angeles Community College District (LACCD)
to provide a safe educational, employment and business environment
free from Prohibited Discrimination, Unlawful Harassment, and Sexual
Misconduct, as defined in the Administrative Regulations associated with
this policy. Employees, students, or other persons acting on behalf of the
District who engage in Prohibited Discrimination, Unlawful Harassment, or
Sexual Misconduct as defined in the Administrative Regulations related to
this policy or by state or federal law shall be subject to discipline, up to
and including discharge, expulsion, or termination of contract (Reference:
Board Rule, Chapter XV, 15001).

It is against the law and LACCD policy to engage in sexual misconduct
(including but not limited to sexual assault and sexual harassment) with
a student, employee, or other individual associated with the LACCD,
on property owned or operated by LACCD, or involving a participant in
a LACCD-sponsored event. Any victim of a sexual assault who is one
of LACCD’s students, faculty, staff, or visitors shall promptly receive
appropriate treatment and full and accurate information. The names of
sexual assault victims shall not be revealed by persons responsible for
implementing and enforcing the provisions of this policy, except with the
consent of the victim.

COMPLAINT PROCEDURE

LACCD Administrative Regulation C-14 outlines specific informal and
formal procedures for Prohibited Discrimination, Unlawful Harassment, and

Sexual Misconduct Complaints.

To file a complaint, a LACCD Unlawful Discrimination and Complaint Form
must be downloaded, filled out and submitted to the Office for Diversity,
Equity, and Inclusion. The form can be found at the following link: http:/
www.laccd.edu/Departments/DistrictResources/Office OfDiversity/Pages/
Forms%20and%20Resources.aspx. LATTC students may receive
assistance filling out the form by contacting the Office of Student Services
at (213) 763-7078 or may request for assistance online at http:/college.
lattc.edu/compliance/contact-form/.

The Office for Diversity, Equity, and Inclusion can be contacted at (213)
891-2315 or diversity-programs@email.laccd.edu. Inquiries relating to
disabilities and special academic accommodations per the Americans with
Disabilities Act and Section 504 of the Rehabilitation Act of 1973 should be
directed to the Office of Disabled Students Programs and Services (DSPS)
at (213) 763-3773, TDD (213) 763-5375.

Los Angeles Trade-Technical College
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SEXUAL ASSAULT

In compliance with AB 1088, the Los Angeles Community College
District is committed to providing a safe environment for its students,
faculty, and staff. The Los Angeles Community College District Board
of Trustees condemns any act of sexual assault committed on any of its
facilities. In the event of sexual assault committed on the grounds or in
facilities maintained and/or used by the District, any victim of a sexual
assault who is one of the District's students, faculty, staff, or visitors shall
promptly receive appropriate treatment and full and accurate information.
Individuals who commit sexual assault while on properties within the
control of the District shall be subject to appropriate criminal prosecution
and/or District disciplinary procedures. Confidentiality is fundamental
to all aspects of cases dealing with sexual assault. The names of
sexual assault victims shall not be revealed by persons responsible
for implementing and enforcing the provisions of this Chapter, except
with the consent of the victim. District Office of Equal Employment
Opportunity/Diversity (213) 891-2315 or College Sheriff (213) 763-3600.

FAMILY EDUCATION RIGHTS AND PRIVACY
ACTS

The Family Educational Rights and Privacy Act (FERPA) affords students
the following rights with respect to their educational records:

® The right to inspect and review the student’s education records
within 45 days of the day the college receives a request for access.

Students may submit to the College Admissions Office written requests
that identify the specific record(s) they wish to inspect. Within 45 days,
the College Admissions Office will make arrangements for access and
will notify the student of the time and place where the records may be
inspected.

Educational records are those records that are directly related to students
and are maintained by the College. Students may not inspect education
records pertaining to parents’ financial records and certain confidential
letters or recommendations.

® The right to request an amendment of the student's educational
records which the student believes to be inaccurate, misleading or
otherwise in violation of the student’s privacy rights.

With the exception of grade grievances, which are handled through
Administrative Regulation E-55, students may ask the College President,
or his/her designee to amend a record that they believe is inaccurate,
misleading, or in violation of their privacy rights. A student seeking to
amend an educational record should write to the College President and
clearly identify the part of the record he/she wants changed, and specify
why it is inaccurate, misleading, or in violation of his/her privacy rights.

If the College President, or his/her designee, decides not to amend the
record as requested by the student, the College, in accordance with
section 99.21 of the Code of Federal Regulations and section 76232 of
the Education Code, will notify the student of the decision and of his/her
right to a hearing.

The right to consent to disclosures of personally identifiable information
contained in the student's education records, except to the extent that
FERPA and California law authorize disclosures without consent.

If a student authorizes the release of his/her education record to a
third party, he/she shall provide a dated written consent to the College
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Admissions Office authorizing said release with a specific list of the
information to be released.

Federal and California law authorize certain disclosures of personally
identifiable information without a student’s written consent. One such
exception is the disclosure of personally identifiable information to
school officials with legitimate educational interests. School officials
with legitimate educational interests are employees or agents of the Los
Angeles Community College District who need to review educational
records in order to fulfill their professional responsibilities.

The right to restrict disclosure of personally identifiable information that the
College has designated as directory information which may be released
without the written consent of the student.

Directory information may be disclosed without a student’s consent unless
the student has notified the college that he/she does not want all or portions
of the directory information released. To do so, the student must submit
the appropriate District form to the College Admissions Office requesting
that some or all of the categories of directory information not be released
without his/her consent. This form must be submitted in accordance with
College policy.

Pursuant to Board Rule 5201.10, the Los Angeles Community College
District has designated the following student information as directory
information:

The student’'s name, city of residence, participation in officially recognized
activities and sports, weight and height of members of athletic teams,
dates of attendance, degrees and awards received, and the most previous
educational agency or institution attended by the student;

Student employee records may be released in order to comply with
collective bargaining agreements;

® The names, addresses and telephone numbers of students or
former students may be released to the College Foundation for each
college for college-related activities at the discretion of the College
President, unless the student or former student has informed the
College that such information should not be released. The release
of this information is conditioned upon the College Foundation’s
agreement that such information will be released in accordance
with District policy and that information will not be released to third
parties;
¢ Atthe discretion of the College President, the names, addresses and
telephone numbers of students from the College may be released
to heads of private and/or public institutions of higher education,
or their designees, for the purpose of providing information to
students regarding transfer opportunities to those institutions,
unless the student has indicated that such information should not be
released. The release of this information will be conditioned upon the
institution’s agreement that student privacy rights under federal and
state law will be protected and that information will not be released
to third parties.
® The right to file a complaint with the U.S. Department of Educa-
tion concerning alleged failures by the College to comply with the
requirements of FERPA.
The name and address of the office that administers FERPA are: Family
Policy Compliance Office U.S. Department of Education 400 Maryland
Avenue, SW, Washington, DC 20202-4605

For more information on student rights under the FERPA, please go to
our Los Angeles Community College District www.laccd.edu/About/

to complete the required form at the following link - http://college.lattc.edu/
studentrights/conflict-resolution/. The Department Chairperson over the
area will respond to your request within two business days (Monday-Friday)
regarding your situation.

If you have a non-classroom complaint please complete the online form at
http://college.lattc.edu/studentservices/student-complaintgrievance-form/.
If the issue is not resolved informally then students can submit a formal
grievance.

If your complaint is against: Contact:

Faculty Department Chair over the area

(see listing in section 1)

College Ombudsmpersonan
SweeteCT@lattc.edu or at
(213) 763-7207

All other complaints

STUDENT GRIEVANCE PROCEDURES - FORMAL
PROCESS

The purpose of the Student Grievance Procedures is to provide a prompt and
equitable means for resolving student grievances, per Board Rules 91101-
91102.

The grievance procedure may be initiated by one or more students who
reasonably believe he/she/they have been subject to unjust action or denied
rights involving their status or privileges as students. It is the responsibility of
the student(s) to submit proof of alleged unfair or improper action. Grievances
pertaining to grades are subject to the CA Education Code Section 76224(a).

The procedures enumerated in Administrative Regulation E-55 shall be
available to any student or applicant for admission, who believes a College
decision or action has adversely affected his or her status, rights, and/or
privileges as a student. The procedures shall include, but not be limited to,
alleged violations of Title IX of the Higher Education Amendments of 1972
(and applicable regulations), and grievances relating to course grades to
the extent permitted by Education Code Section 76224(a). Section 76224(a)
provides:

“When grades are given for any course of instruction taught in a community
college district, the grade given to each student shall be the grade determined
by the instructor of the course, in the absence of mistake, fraud, bad faith, or
incompetency, shall be final.”

For additional information regarding the procedures for filing a student
grievance, or for copies of the adopted Student Grade Grievance Procedures,
contact the Campus Ombudsperson at (213) 763-7207 or via Email at:
SweeteCT@Iattc.edu or visit the ombudsperson website at: http:/college.
lattc.edu/student/services/office-of-the-ombudsperson/

STATE COMPLAINT PROCESS

Final federal regulations published October 29, 2010, and effective July
1, 2011, included in the State Authorization section of the package a new
requirement that eligible institutions have and disclose a state administered
complaint process (HEA Title IV, CFR, Sections 600.9 and 668.4(3)(b)). The
intention behind the new requirementis that students and others have amethod
and process outside of the institution that takes, investigates and responds to
complaints regarding the institution. For more information regarding the State
Complaint Process, please go to http://californiacommunitycolleges.cccco.

edu/complaintsForm.aspx

Documents/AdministrativeRegulations/E-105.pdf

CONFLICT RESOLUTION - INFORMAL PROCESS

The College has an approved student conflict resolution process. If there
is a conflict or issue between a student and an instructor, the student is

Los Angeles Trade-Technical College

STUDENT RECORDS AND DIRECTORY INFORMATION

The Los Angeles Community College District, in compliance with Federal
and State law, has established policies and procedures governing student
records and the control of personally identifiable information. The Los
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Angeles Community College District recognizes that student records are a
confidential matter between the individual student and the College. At the
same time the District has a responsibility to fulfill public information needs
(i.e., information about students participating in athletics, announcement of
scholarships and awards, etc.). To meet this responsibility the District may
release Directory Information unless the student states in writing that he
or she does not want it released. The responsibility for carrying out these
provisions is charged to the Dean of Admissions and Records, designated
by the chief administrative officer on each campus. The Registrar may be
contacted via the Office of Admissions. Copies of Federal and State laws
and District policies and procedures are maintained by the Dean and are
available for inspection and inquiry.

All student records maintained by the various offices and departments of
the College, other than those specifically exempted by law, are open to
inspection by the student concerned. The accuracy and appropriateness
of the records may be challenged in writing to the Dean. A student has the
right to receive a copy of his or her record, at a cost not to exceed the cost
of reproduction. (Requests for transcripts should be made directly to the
Office of Admissions & Records).

No student records, including Directory Information, will be released without
the written consent of the student concerned except as authorized by law.
Alog of persons and organizations requesting or receiving student record
information is maintained by the Registrar. The log is open to inspection
only to the student and the community college official or his or her designee
responsible for the maintenance of student records.

Directory Information includes the student's name, city of residence,
participation in officially recognized activities and sports, weight and height
of members of athletic teams, dates of attendance, degrees and awards
received, and the most recent previous educational agency or institution
attended by the student. This information will not be released to anyone
if the student marks “NO” on question “permission to Release Student
Information” on the College Application or if the student marks “NO” on the
College’s Release of Directory Information form. This form is available in
the Admissions and Records Office.

In addition, under federal law, the military is entitled to receive the following
student information for recruitment purposes: student directory information
as defined above, student address, telephone number, date and place
of birth, and major field of study. This information will not be released to
the military if the student marks “NO” on question “permission to Release
Student Information” on the College Application or if the student marks “NO”
on the College’s Release of Directory Information form.

All inquiries regarding student records, Directory Information, and policies
for records access, release, and challenge should be directed to the Dean
via the Office of Admissions. Students have the right to file a complaint with
the United States Department of Education concerning alleged violations of
Federal and State laws governing student records.

STUDENT RIGHT-TO-KNOW

Student Right-To-Know refers to the Student Right-To-Know and Campus
Security Act of 1990 (P.L. 101-542), which requires colleges and universities
participating in Federal financial aid programs to disclose information about
completion and transfer rates. The intent is to provide prospective students
a statistic of comparable effectiveness that they can use to determine their
college of choice. Los Angeles Trade-Technical College in compliance
with the Federal Student Right-To-Know and Campus Security Act of 1990
provides access to the following sites:

® Consumer Information: http://college.lattc.edu/about-lattc/consumer-
information/

¢ Student-related data: http://college.lattc.edu/research/accountability/
student-right-to-know-act/

® LATTC and other California community colleges’ completion and
transfer rates: http://srtk.cccco.edu/index.asp

Los Angeles Trade-Technical College

Admissions and Academic Policies

® Campus crime statistics:  http://college.lattc.edu/sheriff/crime-
reporting-procedures/annual-security-report/

STANDARDS OF CONDUCT

BOARD RULE 9803

A student enrolling in one of the Los Angeles Community Colleges may
rightfully expect that the faculty and administrators of the colleges will
maintain an environment in which there is freedom to learn. This requires
that there be appropriate conditions and opportunities in the classroom
and on the campus. As members of the college community, students
should be encouraged to develop the capacity for critical judgment and
to engage in the sustained and independent search for truth. All persons
shall respect and obey civil and criminal law, and shall be subject to legal
penalties for violation of laws of the city, county, state and nation.

All visitors making use of the facilities or grounds of any college of the
District will be asked to sign a statement that they have received the
Standards of Conduct and the rules relating to campus visitors adopted
by the Board of Trustees. A signature will not be a prerequisite to activities
on campus. A record will be kept of all persons who use the facilities or
grounds of the college.

Conduct in all of the Los Angeles Community Colleges must conform to
District and college rules and regulations. Violations of such rules and
regulations may result in disciplinary action depending on the individual’s
status as student, faculty, staff or visitor. Violations of conduct on campus
rules and regulations include but are not limited to the following:

Board Rule 9803.10

Willful Disobedience Willful disobedience to directions of College
officials acting in the performance of their duties.

Board Rule 9803.11

Violation of College Rules and Regulations Violation of College rules
and regulations, including those concerning student organizations, the use

of College facilities, or the time, place, and manner of public expression or
distribution of materials.

Board Rule 9803.12

Dishonesty Dishonesty, such as cheating, or knowingly furnishing false
information to the colleges.

Board Rule 9803.13
Unauthorized Entry Unauthorized entry to or use of the college facilities.

Board Rule 9803.14

College Documents Forgery, alteration, or misuse of college documents,
records, or identification.

Board Rule 9803.15

Disruption of Classes Obstruction or disruption of classes, administration,
disciplinary procedures, or authorized college activities.

Board Rule 9803.16

Theft of or Damage to Property Theft of or damage to property belonging
to the college, a member of the college community, or a campus visitor.

2016 - 2018 GENERAL CATALOG
(2017 UPDATE)

23

>
@l
>
=)
m
=
@]
s
©]
=
<
i
»

ANV SNOISSINAV



http://college.lattc.edu/about-lattc/consumer-information/
http://college.lattc.edu/about-lattc/consumer-information/
http://college.lattc.edu/research/accountability/student-right-to-know-act/
http://college.lattc.edu/research/accountability/student-right-to-know-act/
http://college.lattc.edu/sheriff/crime-reporting-procedures/annual-security-report/
http://college.lattc.edu/sheriff/crime-reporting-procedures/annual-security-report/
http://www.laccd.edu/Board/Documents/BoardRules/Ch.%20IX%20-%20Article%20VIII.docx

24 Admissions and Academic Policies

ADMISSIONS AND

70}
=
=
=
o
~
=
=
=
/a
<
Q
<

Board Rule 9803.17

Interference With Peace of College The malicious or willful disturbance
of the peace or quiet of any of the Los Angeles Community Colleges by
loud or unusual noise, or any threat, challenge to fight, fight, or violation
of any rules of conduct as set forth in this Article. Any person whose
conduct violates this section shall be considered to have interfered with
the peaceful conduct of the activities of the college where such acts are
committed.

Board Rule 9803.18

Assault or Battery Assault or battery, abuse or any threat of force or
violence directed toward any member of the college community or campus
visitor engaged in authorized activities.

Board Rule 9803.19

Alcohol and Drugs Any possession of controlled substance which would
constitute a violation of Health and Safety Code section 11350 or Business
and Professions Code section 4230, any use of controlled substances the
possession of which are prohibited by the same, or any possession or use
of alcoholic beverages while on any property owned or used by the District
or colleges of the District. “Controlled substances,” as used in this section,
include but are not limited to the following drugs and narcotics:

opiates, opium and opium derivatives
® mescaline

¢ hallucinogenic substances

® peyote

marijuana

¢ stimulants and depressants

cocaine

Board Rule 9803.20

Lethal Weapons Possession, while on a college campus or at a college
sponsored function, of any object that might be used as a lethal weapon
is forbidden for all persons except sworn peace officers, police officers,
Sheriff, and other governmental employees charged with policing
responsibilities.

Board Rule 9803.21

Discriminatory Behavior Behavior while on a college campus or
at a college-sponsored function, inconsistent with the District's non-
discrimination policy, which requires that all programs and activities of the
Los Angeles Community College District be operated in a manner which is
free of discrimination on the basis of race, color, national origin, ancestry,
religion, creed, sex, pregnancy, marital status, sexual orientation, age,
handicap or veteran status.

Board Rule 9803.22

Unlawful Assembly Any assemblage of two or more persons to 1) do an
unlawful act, or 2) do a lawful act in a violent, boisterous or tumultuous
manner.

Board Rule 9803.23

Conspiring to Perform lllegal Acts Any agreement between two or
more persons to perform illegal acts.

Board Rule 9803.24

Threatening Behavior A direct or implied expression of intent to inflict
physical or mental/emotional harm and/or actions, such as stalking,
which a reasonable person would perceive as a threat to personal safety

Los Angeles Trade-Technical College

or property. Threats may include verbal statement, written statements,
telephone threats or physical threats.

Board Rule 9803.25

Disorderly Conduct Conduct which may be considered disorderly includes;
lewd or indecent attire or behavior that disrupts classes or college activities;
breath of the peace of the college; aiding, or inciting another person to breach
the peace of the college premises or functions.

Board Rule 9803.26

Theft or Abuse of Computer Resources Theft or abuse of computer
resources including but not limited to:

¢ Unauthorized entry into a file to use, read, or change the contents, or
for any other purpose.

¢ Unauthorized transfer of a file.

® Unauthorized use of another individual’s identification and password.

¢ Use of computing facilities to interfere with the work of a student faculty
member or college official, or to alter college or district records.

¢ Use of unlicensed software.

® Copying of software

® Use of computing facilities to access, send or engage in messages
which are obscene, threatening, defamatory, present a clear and
present danger, violate a lawful regulation and/or substantially disrupt
the orderly operation of a collage campus.

¢ Use of computing facilities to interfere with the regular operation of the
college or district computing system.

Board Rule 9803.27

Performance of an lllegal Act Conduct while present on a college campus
or at a location operated and/or controlled by the District or at a District-
sponsored event, which is prohibited by local, State, or federal law.

Board Rule 9803.28

Academic Dishonesty Violations of Academic Integrity include, but are not
limited to, the following actions: cheating on an exam, plagiarism, working
together on an assignment, paper or project when the instructor has
specifically stated students should not do so, submitting the same term paper
to more than one instructor, or allowing another individual to assume one’s
identity for the purpose of enhancing one’s grade.

Board Rule 9804

Interference with classes Every person who, by physical force, willfully
obstructs, or attempts to obstruct, any student or teacher seeking to attend
or instruct classes at any of the campuses or facilities owned, controlled
or administered by the Board of Trustees of the Los Angeles Community
College District, is punishable by a fine not exceeding five hundred dollars
($500) or imprisonment in a county jail not exceeding one year, or both such
fine and imprisonment. As used in this section, “physical force” includes, but
is not limited to , use of one’s person, individually or in concert with other, to
impede access to or movement within or otherwise to obstruct the students
or teachers of the classes to which the premises are devoted.

Board Rule 9805

Interference with performance of duties of employees Every person
who attempts to cause, or causes, any officer or employee of any of the
Los Angeles Community Colleges or any public officer or employee to do or
refrain from doing, any act in the performance of his/her duties, by means of
a threat to inflict any injury upon any person or property, is guilty of a public
offense.
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Board Rule 9805.10

Assault or abuse of Instructor Every parent, guardian, or other person who
assaults or abuses any instructor employed by the District in the presence or
hearing of a community college student or in the presence of other community
college personnel or students and at a place which is on District premises or
public sidewalks, streets, or other public ways adjacent to school premises, or
at some other place where the instructor is required to be in connection with
assigned college activities is guilty of a misdemeanor.

Board Rule 9806

Unsafe Conduct Conduct which poses a threat or harm to the individual and/
or to others. This includes, but is not limited to, the following types of conduct:

a. Unsafe conduct in connection with a Health Services Program (e.g.,
Nursing, Dental Hygiene, etc.);

b. Failure to follow safety directions of District and/or College staff;

c. Willful disregard of safety rules as adopted by the District and/or College;
and/or

d. Negligent behavior which creates an unsafe environment.

Smoking Policy
Smoking is not permitted in any classroom or other enclosed facility. Smoking
is permitted in designated areas only.

STUDENT DISCIPLINE PROCEDURES

Community college districts are required by law to adopt standards of student
conduct along with applicable penalties for violation (Education Code Section
66300). The Los Angeles Community College District has complied with this
requirement by adopting Board Rule 91101, Standards of Student Conduct
(See above).

The District has adopted Board Rule 91101, Student Discipline Procedures, to
provide uniform procedures to assure due process when a student is charged
with a violation of the Standards of Student Conduct. All proceedings held
in accordance with these procedures shall relate specifically to an alleged
violation of the established Standards of Student Conduct. These provisions
do not apply to grievance procedures, or residence determination and other
academic and legal requirements for admission and retention.

Disciplinary measures may be taken by the College independently of any
charges filed through civil or criminal authorities, or both.

Copies of the Student Discipline Procedures are available in the Vice President
of Student Services Office, Juniper Hall, JH-532 or online at http://www.laccd.

edu/Board/Documents/BoardRules/Ch.IX-ArticleXI.pdf.

Los Angeles Trade-Technical College
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STUDENTSUPPORTSERVICES

ACADEMIC
CONNECTIONS

Phone: (213) 763-3754
Location: Mariposa Hall MA-109

Academic Connections provides students with academic instruction and support
services in an environment that facilitates successful retention and persistence
during their academic career. The Center focuses on the individual needs of all
LATTC students by providing courses, workshops, tutoring, and instructional
resources to help ensure success in their academic, career, and personal goals.
A Los Angeles Trade-Technical College student ID is required for all services.

COLLEGE READINESS, CAREER
EXPLORATION, CAREER READINESS,
NONCREDIT (INCLUDING ESL), AND G.E.D.
EXAM PREPARATION

Academic Connections offers credit Learning Skills and noncredit Basic Skills
courses to all students who want to reinforce their skills as independent critical
thinkers, analytical readers, proficient writers, and effective mathematic problem
solvers with the use of practical study strategies while mastering course
materials. The Learning Skills computer lab is available to LATTC students
taking Learning Skills/Basic Skills courses in basic reading, writing, math,
spelling, vocabulary, computer literacy, and GED preparation.

TUTORING CENTER

Free tutoring services are available to all LATTC students. Tutoring is conducted
in one-on-one and small group formats. The Center also provides interactive
sessions on a variety of math, reading, writing, and computer literacy topics.
Canvas and Portfolium assistance is also provided.

ASSESSMENT CENTER

Phone: (213) 763-5339

Email: Alvaret@lattc.edu

Location: Mariposa Hall MA-001

Website: http://college.lattc.edu/sssp/assessment/

The Assessment Placement Process at LATTC consists of computerized English
and Math assessment tests. The admissions application must be submitted
and processed prior to participating in the Assessment Placement Process.
Al new students must complete orientation, assessment and counseling/
educational planning to receive priority status. Course recommendations are
advisory and should be discussed with a counselor. The Assessment Center
provides services to complete the Prerequisite/Co-requisite Challenge Exams
and course prerequisite/ co-requisites clearances. The Assessment Center
offers Accuplacer for English and math placement and the “Test of Adult
Basic Education (TABE),” a diagnostic test for non-credit courses. These tests

Los Angeles Trade-Technical College

measure the student's grade level in Language, Math, and Reading.
These are not pass/fail tests. These are timed tests. Additional testing
is available through department referral. Please see the Assessment
Center for further information. Located MA-001 Please be prepared and
study for this English and Math assessment as students retesting policies
are strictly enforced and are subject to change. Assessment placement
results from other California Community Colleges are accepted within
the last two years.

Any student with a verified disability may arrange for alternative
administration of the Assessment Placement Process (English, Reading,
and Mathematics) by contacting the Disabled Student Program and
Services (MA 100) at (213) 263-3773.

ASSOCIATED
STUDENT
ORGANIZATION
(ASO)

Phone: (213) 763-7200
Email: aso@lattc.edu
Location: Redwood Hall C-105
Website: http://aso.lattc.edu
MEMBERSHIP

ASO programs are supported by a membership fee payable at the
Business Office for day and evening students. These fees help support
the services ASO provides. Any student, upon enrolling, is eligible
to become a paid member of the Associated Student Organization.
Members are entitled to all rights and privileges, including educational,
social and community services programs and all associated activities.

ORGANIZATION

The governing body of the Associated Students, the Student Council,
is composed of elected Executive Board members consisting of the
President, Vice President, Parliamentarian, Treasurer, Historian and
the Recording Secretary. The Student Council also includes appointed
Senators and Commissioners who serve as representative liaisons for
departments on campus.

The purpose of student government is best expressed in the preamble to
the constitution: “We, the Associated Student Organization (ASO) serve
to benefit the student body of Los Angeles Trade-Technical College
through our support of academic achievement, public activism, and
social service; we strive to build a campus that is focused on the needs
and welfare of students. We shall stand alongside our fellow students
and campus community in order to stimulate the academic, physical,
social and moral lives of students in the college. We provide students the
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opportunity for leadership and civic participation on campus, and the region,
and at the state and national levels to support and advocate for resources
that increase academic achievement, student success, and campus
community engagement. All students are encouraged to become involved in
the governance of their affairs by becoming department representatives or
by running for an elected office. Governance flow is from individual students
to department representatives to the student council and in reverse.
Elections are held every spring for the Executive Board positions. Officers
are elected for a one-year term.

LATTC is a member of the California Community College Student Affairs
Association (CCCSAA) and the Student Senate for California Community
Colleges (SSCCC). The two organizations meet separately each semester
to discuss topics in Student Government and activities of importance to
the member schools. The groups were organized to help promote better
relations among the community colleges of the state and to help solve
problems relative to each. LATTC regularly sends delegates to these
statewide and regional meetings.

QUALIFICATIONS FOR ASO OFFICERS
(ADMINISTRATIVE REGULATION S-9)

Los Angeles Community College District Administrative Regulation S-9
pertains to elected Associated Student Organization (ASO) officers only.
Senators and Commissioners are appointed by the ASO Student Council
and are governed by ASO By-Laws.

Regulation S-9 is as follows: “A student cannot be a candidate for ASO office
if he or she has served more than four semesters in a student government
elected and/or appointed office, or in any office or position where he or she
voted on the expenditure of ASO funds in any college. An officer may serve
a fifth semester if he or she is eligible at the time of assuming office (e.g.,
has served three semesters and is a candidate for an office with a one-year
term). Ten weeks or more of student service in office or service anytime after
the tenth week will be counted as a full semester. All students running for
office must be paid members in good standing in the Associated Students
Organization at the college where the election is held.

A student officer or a candidate for office must be actively and continuously
enrolled, attending and successfully completing classes in a minimum of
5 units with a cumulative and current GPA of 2.0 at the college during the
semester in which the student government office is applied for or held. All
units must be taken at the college where the office is sought or held.

STUDENT TRUSTEE ELECTION
PROCEDURE

The Los Angeles Community College District conducts an election annually
whereby each student in the District has an opportunity to be involved in the
process of selecting a student representative to the Los Angeles Community
College district Board of Trustees. Student Trustee eligibility requirements
can be found on the LACCD website.

ASO CLUBS AND ORGANIZATIONS
Inter-Club Council (ICC)

The Inter-Club Council is composed of representation of all officially
chartered clubs. ICC serves as the coordinating and planning body for club
activities.

Students are encouraged to organize new special interest clubs on campus.
Before a group is recognized officially, a constitution must be submitted and
approved by the ASO Advisor and Executive Board. Sample constitutions
can be obtained in the ASO Office. Every club is required to have at least
one full time Faculty Advisor.

Los Angeles Trade-Technical College

BOOKSTORE

Phone: (213) 763-7210
Location: Cedar Hall K-102
Website: http://www.lattcbookstore.com

BOOKSTORE RETURN / REFUND POLICY

A. Textbooks

Textbooks must be returned within the first 5 school days of the semester.
Textbooks purchased after the 5th school day must be returned within 24 hours.

All textbooks being returned must be accompanied by an ORIGINAL DATED
CASHREGISTER SALES RECEIPT issued by the Bookstore. NO EXCEPTIONS!

Refunds and/or exchanges will not be allowed on textbooks purchased during the
last 4 (four) weeks of the semester. No refunds will be allowed after the 1st week
of the Summer and Winter Sessions.

Textbooks must be returned in the same condition as when purchased, with
final determination of condition made by the Bookstore Staff. New textbooks
must be in new condition (no writing or marks of any kind). Textbooks failing to
meet the policy will be considered Used and be governed by the Used textbook
policy. Catalogs, Class Schedules, Paperbacks, Scantrons, regular supplies,
Study Guides, Dictionaries, Clothing, Workbooks, Computer external drives, and
specially assembled kits are not refundable.

B. Supplies and Tools
No returns on any supplies or tools.

C. Policy For Personal Checks

A current LATTC Registration Receipt or ASO card must be presented when
making purchases by personal check a valid California Driver's License or
California Identification Card. Checks must be imprinted with the student's name
and current address, and drawn on a local bank. Checks will be accepted only for
the amount of purchase. No third party checks accepted.

D. Book Buy-Back Period

Book Buy-Back periods occur during the final exam week of each Fall and Spring
semester. Summer and/or Winter Buy-back dates are posted with signs and on
the receipt.

BRIDGES TO SUCCESS
CENTER

Telephone:  (213) 763-5560

Fax: (213) 763-5979

E-mail: bridges@lattc.edu

Location: Mariposa Hall MA-105
Website: http:/icollege.lattc.edu/bridges/

The Bridges to Success Center at Los Angeles Trade-Technical College is a
product of a college-wide effort to increase college access and engagement.
Enrollment, counseling, orientation, and other support services are provided in
the Center. Itis open five days a week, Monday through Thursday 8 am to 7pm
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and Friday 8 am to 12 pm (select Saturdays, too).

The Center’s goals include increasing the number of youth in the LATTC
service area community who complete high school and engage in college
and increasing community access and engagement through relevant
credit and noncredit course offerings targeting youth, immigrants and
underemployed adults.

BRIDGES TO SUCCESS CENTER
PROGRAMS AND SERVICES

K-12 Concurrent Enrollment

Provides students the opportunity to concurrently enroll in college courses
while still in high school, getting early college experience and take advantage
of advanced scholastic and educational enrichment opportunities for eligible
students. The purpose of this program is to provide advanced scholastic
and educational enrichment opportunities for eligible high school students.
Students who desire to participate in concurrent enrollment must provide
a signed recommendation form from their principal or counselor and have
parental permission as well. K-12 students can take degree-applicable,
noncredit, vocational and/or transferable courses. Students are required
to complete a Special K-12 Admission Application for each semester prior
to enrollment at LATTC. Special admissions criteria apply for K-8 students.

Additional information can also be found on our website at: http://college.
lattc.edu/bridges/bridge-to-college-program-k-12-concurrent-enroliment/.

Assistance for AB 540 Students

Assist and inform eligible nonresident students of existing law establishing

Los Angeles Trade-Technical College

that California High School graduates are authorized to attend community
college and be exempt from nonresident tuition.

Continuing Education

Provides noncredit courses, free of charge, in subject areas such as ESL
(English as a Second Language), Citizenship, and Basic Computer Skills
Courses.

BUSINESS OFFICE

Phone: (213) 763-7225
Location: Juniper Hall ST-Lobby

Student accounts are managed through the College Business Office. Student
fees including enrollment fees, nonresident tuition, health fees, parking,
Associated Student Organization, child care, transcripts and Community
Service fees are payable at the Business Office. Upon payment of fees,
the Business Office then issues student’s official confirmation of course
enroliment/fee receipt. In addition, the Business Office accepts, disburses
and accounts for some student financial aid, loan and scholarship checks,
and issues all student refunds.
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COLLEGE CAFE &
GARDEN ROOM
RESTAURANT

Phone: (213) 763-7331
Location: Sage Hall SA-Cafeteria

The LATTC College Cafe offers a wide variety of exceptional menu
choices for your dining pleasure. Students enrolled in the Culinary Arts and
Professional Baking programs prepare fresh food daily that is served in the
on-campus bakery, cafeteria, and Garden Room Restaurant. Selections
include hot entrees, hot off the griddle breakfasts, grab and go sandwiches
and salads, as well as a variety of fresh baked goods. Join us in the Garden
Room Restaurant on Wednesdays for our international buffet, an all you
can eat themed menu based on food from all over the world! The College
Cafe can also provide on-site catering for your special events.

CAREER/
EMPLOYMENT
CENTER

Phone: (213) 763-7104/ 7124
Location:  Juniper Hall ST-413

The Career/Employment Center’s mission and goal is to provide students
and alumni with effective career planning tools, state-of-the-art technology,
resources and services equipping them with the ability to identify and make
informed career choices, and to achieve their life long career goals through
successful employment and/or higher education in career technicall
vocational or other educational programs. Experienced staff will assist
with career guidance and options, provide the testing and interpretation of
career assessments and develop the student's awareness of educational
and employment opportunities available.

Services:

. Career Assessments & Interpretations  (Individual/  Group/
Classroom)- Career Assessments offered include Myers/Briggs
Personality Assessment and COPS-COPES-CAPS career inventory

. EUREKA Career Exploration System
. CareeriLife Skills Workshops

. Employment Information- Job listings/ referrals (full/part time and
temporary/seasonal), internships, online job search assistance,
resume and cover letter assistance, and on-site employer
recruitments

. Labor Market and Consumer Information
The Center, in collaboration with GAIN/CalWORKSs, various on-campus
departments, and a robust Job Expo Advisory Board including local,

county and state government and non-profit agencies, hosts its annual
Job/Career and Resource Expo every spring.

Los Angeles Trade-Technical College

CHILD DEVELOPMENT
CENTER

Phone: (213) 763-3690
Location: Corner of Olive and 21st Street

The Campus Child Development Center is designed to provide a supportive
educational environment for children while parents attend classes, job
training, or work. The center believes that a warm and nurturing atmosphere
is the best for both children and adults to learn and grow. Therefore, our focus
is to provide developmentally appropriate activities for children and to provide
opportunities for parents to enhance their parental skills. The center is staffed
by dedicated teachers trained in the field of early childhood education. Student
assistants and LATTC Child Development Program lab students work with
the staff to provide an environment that is developmentally appropriate for
young children. Activities are planned to meet the child’s emotional, social,
physical and intellectual needs. Programs are as follows:

Ages: Infants through Preschool Children, 16 months to 5 years of age
(before entrance to kindergarten)

Meals served: Breakfast, Lunch and Snack

To receive an application contact the Center. Each application is to be
completed and returned to the Child Development Center with current
income verification in order to establish enrollment priority for your child’s
admission. Child care is free for income eligible parents.

COUNSELING
SERVICES

Phone: (213) 763-7354

Location: Juniper Hall $T-214 and Pathway Offices in
various locations on campus

The mission of the Counseling Department is to provide the opportunity for
our students and the community to receive professional counseling services
to assist them in the exploration, planning and successful completion of
coursework leading toward obtaining their academic, career and personal
goals. The Counseling Department supports student success and promotes
achievement through persistence, retention and the use of technology in
order to foster life-long learning and effective participation in our democratic
society. Advisement in Spanish is available upon request. Students may
consult with a Counselor to discuss any of the following:

¢ Counseling Courses

¢ Early Alert Workshops

¢ Financial Aid Advisement

® General Education Certification (UC/CSU)

¢ Graduation Requirements

® Interpreting Assessment Results

¢ Intervention Planning

® Pathway Information

¢ Personal Concerns

¢ Student Educational Plan

¢ Substance Abuse Counseling Referrals

® Transcript Evaluation

¢ Transfer Requirements to Four-Year Colleges and Universities (see
“University Transfer Center” for more information)
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DISABLED STUDENTS
PROGRAMS AND
SERVICES

Phone: (213) 763- 3773

Video Phone: (213) 814-1551
Location: Mariposa Hall, MA-100
Email: dspslattc@lattc.edu

Services provided by the Disabled Student Programs and Services (DSPS)
department are designed to facilitate equal access to instructional and other
related academic programs for students with disabilities. This is achieved by
providing appropriate academic adjustments/accommodations and services
that support the success of all Los Angeles Trade Technical College students
with disabilities. Upon verification of disability, students are able to receive a
wide range of services in relation to the nature of their disability.

DSPS determines reasonable academic adjustments/accommodations
for students on a case-by-case basis, depending on the specific nature of
thestudent’s disability/ies, by reviewing disability verification documentation
and engaging in an interactive process with each student. The following are
some of the supportive accommodations which may be approved depending
on the nature of the student’s educational limitations:

® Academic, personal and career counseling
® Priority registration assistance: scheduling classes and completing the
registration process
® Some academic accommodations may include (must be approved by a
DSPS counselor):
oAdditional tutoring in collaboration with college tutoring center
oAssistive listening devices
oAudio recorders for note taking purposes
oMaterials/textbooks provided in alternate media format/s
oNote taking software
oReaders
oArrangements for volunteer note takers
0Sign language interpreters
oTest proctoring
® Liaison with the college’s faculty and staff

® High Tech Computer Lab that offers accessible computers, software and
other assistive devices for students with disabilities

® Liaison with the State Department of Rehabilitation and other agencies
providing services for individuals with disabilities

Additional services available through DSPS may
include:

® Mobility assistance

® Registration assistance

® On-campus transportation (use of electric wheelchair)

® Academic and career guidance

® Closed Captioned TV (C.C.T.V.)

® Print magnifier

¢ Testing proctoring

® Special counseling

® Learning disability assessment

® Special parking

Los Angeles Trade-Technical College

¢ Alternative media

® Specially adapted software technology
® Special orientation

¢ Adaptive furniture

® Counseling

¢ Enroliment assistance

¢ Instructor liaison

¢ Assistive technology training

Students who need classroom accommodations are strongly encouraged
to contact the DSPS office as soon as possible. For further information,
contact the DSPS Office at: (213) 763-3773 or (213) 814-1551 (video
phone). Our email address is dspslattc@lattc.edu. We are located in
Mariposa Hall room MA 100.

DREAM RESOURCE
CENTER

Phone: (213) 763-5552
Location: Mariposa Hall, MA-109C
Email: drc@lattc.edu

The Dream Resource Center provides on and off-campus resources
to maximize student success. Resources available include information,
assistance, and referrals with AB540 Affidavit, California Dream Act,
Deferred Action for Childhood Arrivals, scholarships, workshops, peer
mentor programs and an overall safe and supportive environment. Active
partnerships include the Central American Resource Center (CARECEN),
Coalition for Humane Immigrant Rights of Los Angeles (CHIRLA)/
California Dream Network, Dolores Huerta Institute, St. John’s Well Child
& Family Center’s, LA City Councilmember Curren D. Price and LATTC’s
Respect Immigrant Students Education Club (RISE). Please refer to our
website for updated information.

EXTENDED OPPORTUNITY
PROGRAM AND SERVICES
(EOPS)/COOPERATIVE
AGENCIES RESOURCES FOR

EDUCATION (CARE)/NEXTUP

Phone: (213) 763-7097/7098

Email: EOPSTrade@lattc.edu

Location: Juniper Hall ST-416

Website: http:/icollege.lattc.edu/counseling/eops/

Extended Opportunity Programs and Services (EOPS) is a state funded
comprehensive support program which recruits and assists qualified low-
income students who have educational disadvantages. EOPS provides
academic counseling, career exploration, tutoring, priority registration,
book services and workshops aimed at helping students succeed in
college. Participants must be full-time students. EOPS participants
who are single parents with children under the age of 14 may receive
additional services if they qualify for CARE (Cooperative Agencies
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Resources for Education). EOPS participants who are former foster youth
under the age of 26 may receive additional services if they qualify for
NextUp(foster youth extra support).

® The eligibility requirements are as follows:

® Recipient of Financial Aid BOGG Fee Waiver

® Full time student (12 units/6 units for DSPS)

® Fewer Than 70 College Units Completed

® No More Than 6 Consecutive Semesters With EOPS
California Resident (living in CA for one year and one day)

Benefits include (but not limited to):

® Book Grants (amount varies)

® CARE (not all will qualify)

Counseling (academic, career, personal)
Counseling 2: Volunteer Program

® Counseling 20: EOPS Summer Bridge
Counseling 4: Career Planning

® Field Trips to Universities

Honor’s Banquet

® Priority Registration

Specialized Workshops

¢ Student Support Program (for students with low GPAs)

Extended Opportunity Programs and Services (EOPS) is a college
success, counseling support program for low income and educationally
disadvantaged students. EOPS students receive assistance and support
with their college education. Special attention is given to identify, plan,
develop and achieve the academic, career and personal goals of our
students.

The EOPS Counseling Faculty assist students with various issues relating
to their academic, career and personal development. EOPS Counselors
understand that students may be unfamiliar with the college environment
and culture; therefore, they are readily available to guide students during
their academic journey at LATTC. They assist students with the registration
procedures, and guide students with class selections, generate a student
educational plan (SEP) and acquaint students to the resources available
on campus. They also work with students on a personal level as they
know that students may encounter many life obstacles and challenges
that can interfere with their pursuit toward achieving their academic goals.

EOPS Counselors believe that students should be given the appropriate tools
and skills to enhance their college experience. They consistently sharpen their
counseling skills, techniques, interventions, logic and intuition to help students
in making decisions that lead to a successful college and life experiences.

The CARE (Cooperative Agencies Resources for Education) Program
is targeted at providing educational opportunities and enhancing personal
growth to students receiving CalWORKS. CARE students must be single
head of household, a CalWORK recipient and meet EOPS eligibility. It is our
commitment to extend support services to CARE students in order to help them
achieve their educational goals at LATTC. The concept of “over & above” in
assisting CARE students is embraced and exercised among our dedicated
staff.

Services:

Access to Community Resources

Childcare Assistance

Counseling

Educational and Developmental Workshops
Educational Supplies

® Meal Tickets

Resource Referrals

Transportation Assistance

The NextUp is a supplemental component of EOPS. The mission of NextUp
is to provide additional services and support to eligible current or former
foster youth. NextUp students must be a current or former foster youth in
California whose dependency was established or continued by the court on or
after youth’s 16th birthday, be no older than 25 years of age and meet EOPS
eligibility (NextUp students may have 8 units to meet EOPS full time eligibility).
It is our commitment to provide “over and above” support services to NextUp
students in order to help achieve their educational goals.

Services:

® Cash Grants

Counseling

® Meal Tickets

Specialized Workshops
Transportation Assistance
® Book Grant

Los Angeles Trade-Technical College
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FINANCIAL AID

FOLLOW THE TIMELINE BELOW

Phone: (213) 763-7082 October 1 - March 2 FAFSA priority application
Location: Juniper Hall, ST-214 March 2 Deadline to apply for Cal Grant
Email: tfinaid@lattc.edu May 1 Priority deadline to submit required documents  to
the Financial Aid Office
September 2 Second deadline for community college students
WHAT IS FINANCIAL AID? to apply for Cal Grant

The purpose of the financial aid program is to provide financial assistance
to students who, without such aid, would be unable to attend college.
Although it is expected that students and parents will make a maximum
effort to meet the cost of education, financial aid is available to fill the gap
between family resources and the annual educational expenses. Financial
aid is meant to supplement the family’s existing income/financial resources
and should not be depended upon as the sole means of income to support
other non-educational expenses.

Financial aid is available from various sources such as Federal, State,
institutional, community organizations and individual donors.

Financial aid can be awarded in the form of grants, loans, work-study,
scholarships, or a combination of these.

WHO IS ELIGIBLE FOR FINANCIAL AID?

To be considered for financial aid, students must meet the following
minimum requirements:

® Be a U.S. citizen or an eligible non-citizen. An eligible non-citizen
is a U.S. permanent resident who has documentation from the
Department of Homeland Security verifying that his/her stay in the
U.S. is for other than a temporary purpose.

® Demonstrate financial need.

® Be making Satisfactory Academic Progress in a course of
study leading to a Certificate, AA or AS Degree, or Transfer to a
Baccalaureate Degree Program.

® Not be in default on any student loan such as Federal Perkins Loans,
Federal Stafford Loans (subsidized and unsubsidized), Federal Direct
Loans (subsidized or unsubsidized), Supplemental Loans to Assist
Students (SLS), or FPLUS Loans (Parent Loans for undergraduate
students) at any college attended.

® Not owe a refund on a Federal Pell Grant, Federal Supplemental
Educational  Opportunity ~ Grant (FSEOG) or Academic
Competitiveness Grant (ACG) or SMART Grant.

® Be registered with Selective Service (including California Dream Act
applicants), if required to do so.

® Be enrolled as a regular student in an eligible program.

® Have a valid Social Security Number (SSN).

® Not be convicted of possessing or selling illegal drugs while enrolled
and receiving federal financial aid from any college or university.

® Received a high school diploma or its equivalent, or passed a high
school proficiency examination.

WHEN TO APPLY

The best time to submit the Free Application for Federal Student Aid
(FAFSA) is between October 1st and March 2nd prior to the start of the
academic year (Fall semester).

Los Angeles Trade-Technical College

To be considered for Title IV Financial Aid, LATTC Financial Aid Office
must have on file a valid Institutional Student Information Report (ISIR)
by the last day of enrollment for a term/semester or by June 30 of the
award year, whichever is earlier. Check the financial aid website at
college.lattc.edu/financialaid for deadlines.

HOW TO APPLY

To apply for Federal and State financial aid programs, complete and
submit the Free Application for Federal Student Aid (FAFSA) at www.
fafsa.gov. The FAFSA is an all-inclusive application form that allows
students to apply for all programs.

AB540 students may apply for state financial aid thru the Califronia
Student Aid Commission at: https://dream.csac.ca.gov/

VERIFICATION POLICY

Federal verification requirements apply to the following programs:

¢ Federal Pell Grant

® Iraq and Afghanistan Service Grant

¢ Federal Supplemental Educational Opportunity Grant (FSEOG)

® Federal Work-Study (FWS)

¢ Federal Direct Loan

® Cal GrantBand C

¢ California Chafee Grant

¢ Child Development Teacher Grant

¢ California National Guard Education Assistance Award Program
(CNG EAAP)

® Full-Time Student Success Grant (FTSSG)

If your application has been selected for verification, you will be required
to provide additional documentation with a specific deadline. Failure to
meet this deadline will result in the denial of financial aid. For verification
deadline dates, visit the Financial Aid Office website.

For the Federal Direct Loan Program, verification must be completed 20
working days prior to the last day of enrollment period to allow for loan
processing time.

Students whose applications are selected for verification may be paid on
any corrected valid SAR/ISIR that is received within 120 days after the
student’s last day of enrollment.

If an applicant does not complete verification by the established
deadline, all federal financial aid is forfeited for the award year. The
Financial Aid Office maintains the right to request additional information
which may be required to process your application. Those may include
but are not limited to:

® RS Tax Transcript
® Verification of Untaxed Income
® Verification Worksheet
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¢ Selective Service Certification
® Social Security Verification
¢ Permanent resident documents, if an eligible non-citizen

ENGLISH AS A SECOND LANGUAGE
(ESL)

Students taking only ESL classes must submit a Student Educational Plan
to the Financial Aid Office within the first semester.

AUDITED CLASSES

Students cannot receive financial aid, including the BOGFW, for enrollment
in audited classes. No exceptions to this policy can be made.

ENROLLMENT AT OTHER LACCD
COLLEGES

Consortium Agreements are in effect for all colleges within the Los Angeles
Community College District. If you are attending more than one college
within the District in the same academic period, payment will be based
on all units taken. You must maintain at least a one (1) approved unit
level of enrollment at the Home/Primary campus (the college processing
your financial aid) for the entire award period. For financial aid programs
that are limited in funding, a six (6) approved unit minimum enrollment is
required at the Home campus. Please note that if you are in an extension
appeal due to Satisfactory Academic Progress, you must be enrolled in
approved units, meaning classes listed in your Student Educational Plan
(SEP) you submitted with your appeal to the Financial Aid Office. If you are
enrolled in classes not listed in your SEP, the units will not be included in
the calculation of approved units. For further information, please contact
the Financial Aid Office.

ITV CLASSES

Students taking ITV courses must be enrolled in at least one (1) approved
unit at the Home campus (the college that is processing their financial
aid) in order to receive financial aid, provided eligibility exists. For financial
aid programs that are limited in funding, students must be enrolled in a
minimum of six (6) approved units at the Home campus; units from other
colleges may not be combined for all other programs. Students enrolled

o

Los Angeles Trade-Technical College

in ITV courses receive their transcripts for those courses from Los Angeles
Mission College. Students enrolled only in ITV courses and wish to be
considered for financial aid must apply at Los Angeles Mission College as the
Home campus for financial aid purposes.

ITV classes are included in disbursements for all other classes.

TAX BENEFIT

Plan ahead — you may be able to take advantage of federal tax benefits for
education. Most tax benefits have income limits; to learn more about each
program, see IRS Publication 970, Tax Benefits for Education, available
at www.irs.gov or by calling 1-800-829-3676. Also, be sure to consult a
professional tax advisor.

American Opportunity Credit and Lifetime Learning Tax Credits allow you or
your parents to subtract a portion of your college costs from the taxes you owe
each year when you file your tax return.

Tuition and fees tax deduction and student loan interest deduction allows you
to subtract a portion of your tuition and fees from your taxable income and to
deduct up to $2,500 of the interest you pay on your student loan each year
(or on any student loans you take out for your spouse’s or child’s education).

In addition, funds from your IRA, 529 college savings plan or Coverdell
Education Savings Account may be withdrawn without a tax penalty to pay for
qualified education expenses. There’s also a tax break if you use certain U.S.
savings bonds to pay for college. You should consult a tax professional for
further details or consult the following website: http://www.irs.gov/publirs-pdf/
p970.pdf

TYPES OF FINANCIAL AID AVAILABLE

Federal Financial Aid Grants

Federal PELL Grant Program

The Federal PELL Grant Program is a federally funded program that provides
assistance to undergraduate students who have not yet earned a baccalaureate
or first professional degree and who demonstrate financial need. Awards are
based on the student’s Expected Family Contribution (EFC) and enrollment
status. The EFC is calculated based on the information such as income and
assets on the FAFSA.
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NEW: Due to the Higher Education Opportunity Act (HEOA), students have
a maximum lifetime PELL Grant eligibility of 600% (12 full-time semesters).
Students may view their percentage of PELL Grant eligibility by logging
into www.nslds.ed.gov The “Lifetime Eligibility Used” percentage will be
displayed in the “Grants” section of the webpage.

Federal Supplemental Educational Opportunity Grant (FSEOG) The
FSEQG is a federal grant program designed to supplement other sources
of financial aid for students with exceptional need. FSEOG awards are
based on financial need and fund availability. There is a six (6) approved
unit minimum enrollment requirement at the college where students are
receiving financial aid. Since this is a limited funded program, priority will
be awarded to students who are enrolled at least six (6) approved units
at LATTC. FSEOG awards range upward from $100 to $400 per year,
depending on need and packaging policy.

Iraq and Afghanistan Service Grant

A student whose parent or guardian was a member of the U.S. Armed
Forces and died as a result of service performed in Iraq or Afghanistan after
September 11, 2001 may be eligible to receive the Iraq and Afghanistan
Service Grant. Student eligibility requirements are:

® Must be ineligible for a Federal PELL Grant due only to having less
financial need than is required to receive PELL funds, and
¢ Be under 24 years old, or

® Enrolled in college at least part-time at the time of the parent's or
guardian’s death.

The grant award is equal to the amount of a maximum PELL Grant for the
award year - not to exceed the cost of attendance for that award year.

State Financial Aid Grants

To qualify for any of the state-funded grants, a student must be a California
resident and be attending (or planning to attend) an eligible college in
California.

Board of Governors Fee Waiver Program (BOGFW)

The BOGFW s offered by the California Community Colleges. Applicants
do not have to be enrolled in a specific number of units or courses to
receive the BOGFW. Please note that payment of health fees is no longer
part of the fee waiver. All BOGFW (fee waiver) recipients are required to
pay the student health fee.

You are eligible to apply for a BOGFW if you are:

® A California resident, and
® You are enrolled in at least one unit.

Cal Grants

Students must meet the following eligibility requirements for the Cal Grant
Programs:

® Be a U.S. citizen or permanent resident

® Have a valid Social Security Number (SSN)

® Be a California resident

¢ Be attending at least half-time at a qualifying California college

¢ Have financial need at the college of attendance

® Be making satisfactory academic progress as determined by the
college

® Have not already earned a bachelor’s or professional degree, or the

Los Angeles Trade-Technical College

equivalent.
® Meet the income and asset ceiling as established by CSAC
® Meet Selective Service requirements

Deadline date: First deadline is March 2nd prior to the start of the
academic year. A second deadline for community college applicants
is September 2nd, but we highly recommend that applicants meet the
March 2 deadline when more funding is available.

Students must submit a GPA Verification and FAFSA by the
applicable deadlines to the California Student Aid Commission.
GPA verification for students enrolled within the Los Angeles Community
College District will be electronically sent to the Commission by the
deadline date for those who meet specific criteria. Contact your Financial
Aid Office to see if you meet the criteria to have your GPA electronically
sent and for other possible options.

TYPES OF GRANTS AVAILABLE

Entitlement Grants

® Cal Grant A - provides grant funds to help pay for tuition/fees at
qualifying institutions offering baccalaureate degree programs. If
you receive a Cal Grant A but choose to attend a CA Community
College first, your award will be held in reserve for up to three years
until you transfer to a four-year college.

® Cal Grant B - provides subsistence payments for new recipients
in the amount of $1,648 for a full-time, full year award. Payments
are reduced accordingly for three-quarter and half-time enrollment
for each payment period. Cal Grant B recipients who transfer to a
tuition/fee charging school after completing one or two years at a
community college may have their grant increased to include tuition
and fees as well as subsistence.

® Cal Grant Transfer Entitlement Award is for eligible CA Community
College students who are transferring to a four-year college and are
under age 28 as of December 31 of the award year.

Competitive Grants

® Cal GrantA and B awards are used for the same purpose as the A
and B entitlement awards, except that they are not guaranteed and
the number of awards is limited.

® Cal Grant C recipients are selected based on financial need and
vocational aptitude. Students must be enrolled in a vocational
program at a California Community College, independent college,
or vocational college, in a course of study lasting from four months
to two years. Cal Grant C awards may not be used to pursue a
four-year degree program, graduate study, or general education.

California Dream Act

Students who have been determined to be AB540 by the Admissions
Office and are recent high school graduates may apply for the Entitiement
Cal Grant Program by completing the California Dream Application at
https://dream.csac.ca.gov & www.csac.ca.gov/dream_act.asp

AB540 students are not eligible for the Competitive Cal Grant.

For additional information and resources, contact the California Student
Aid Commission at (888) 224-7268 or visit their website at www.csac.

ca.gov/dream act.asp.

2016 - 2018 GENERAL CATALOG
(2017 UPDATE)

@»
tr
=
<
Lo
@)
b
@»

L30ddNS LNIdNLS
- SHDIAYAS ANV d4IT SQOdINVO




36 Campus Life and Services — Student Support Services

I
»
=
=
>
]
=
%)
a
V4
<
=
=
=
%)
=)
A
p=
<
O

>
&~
o
A~
A
=)
»
=
4
=
=
=]
I
»

72}
I,
O
Lo
>
=4
=
7

Chafee Grant

The California Chafee Grant is a federal grant administered by the California
Student Aid Commission and provides assistance to current or former
foster youth to use for college courses or vocational school training. Eligible
students may receive up to $5,000 per academic year. To learn more about

this program and to apply online, go to www.chafee.csac.ca.gov/default.
aspx

Law Enforcement Personnel Dependents Grant Program (LEPD) This grant
program provides need-based educational grants to the dependents and
spouses of California peace officers (Highway Patrol, Marshals, Sheriffs,
Palice Officers), Department of Corrections and California Youth Authority
employees, and permanent/full-time fire- fighters employed by public entities
who have been killed in the performance of duty or disabled as a result of
an accident or injury caused by external violence or physical force incurred
in the performance of duty. Grant awards match the amount of a Cal Grant
award and range from $100 to $11,259 for up to four years.

For more information and application materials, write directly to: California
Student Aid Commission, Specialized Programs, P.O. Box 419029, Rancho
Cordova, CA 95741-9029 or call (888) 224-7268, Option #3.

Child Development Grant Program

This program is a need-based grant designed to encourage students to
enter the field of child care and development in a licensed children’s center.
Students who plan to enroll at least half-time in course work leading to a
Child Development Permit as a teacher, master teacher, site supervisor,
or program director, are eligible to apply through the college they plan to
attend. For more information, go to www.csac.ca.gov or call (888) 224-7268,
Option #3.

California National Guard Education Assistance
Award Program (CNG EAAP)

This state-funded program designed to provide an educational incentive to
improve skills, competencies, and abilities for up to 1,000 services members
who remain active in the National Guard, the State Military Reserve,
or the Naval Militia. This program authorizes the California Student Aid
Commission to make payments to eligible program participants. Participants
can receive up to the amount of the Cal Grant A award for attending the
University of California or California State University, up to the Cal Grant B
award for attending a community college, up to the University Cal Grant A
amount for attending a non-public institution, or up to the Cal Grant A award
plus $500 for books and supplies for graduate students. To learn more about
the program, visit the California Student Aid Commission website at_www.

Csac.ca.gov.

Full-Time Student Success Grant (FTSSG)

This program provides additional funding for students who were disbursed
a full-time Cal Grant B. The annual award depends on availability of funds.

FEDERAL STUDENT LOANS (AID THAT
YOU HAVE TO PAY BACK)

CAUTION ABOUT STUDENT LOANS: It takes time for a loan application
to be processed by the college, lender and/or the government. It may be
several weeks after an application has been accepted in the Financial Aid
Office before the student receives the loan funds. Student loan funds are
delivered to the student after enrollment and satisfactory academic progress
requirements have been verified. All loans require a minimum of six (6)
approved units. Check with the Financial Aid Office or visit the website at
college.lattc.edu/financialaid for deadlines to request for a student loan.

NSLDS Disclosure. Please note that any loan borrowed by the student or
parent will be submitted to the National Student Loan Database System

Los Angeles Trade-Technical College

(NSLDS), and will be accessible by guaranty agencies, lenders, and schools
determined to be authorized users of the data system.

LATTC PARTICIPATES IN THE FOLLOWING LOAN
PROGRAMS:

Federal Direct Loan

The Federal Direct Loan Program is a low-interest loan program for students
and parents to help pay for the cost of higher education.

Loans are made by the federal government. The following are types of Direct
Loans:

® Subsidized Loans - students must demonstrate financial need; no
interest is charged while in school or attending college at least half-time.
® Unsubsidized Loans - this loan is not based on financial need; interest is
charged during all periods.
® PLUS Loan - Unsubsidized loans for parents of dependent students and
for graduate/professional students. Interest is charged during all periods.
To learn more about the federal student loan program, visit the US Department
of Education at www.studentloans.gov.

PART-TIME EMPLOYMENT

Federal Work-Study (FWS)

The FWS program enables students to earn part of their financial aid award
through part-time employment either on or off campus. To be eligible, a student
must meet the eligibility requirements for federal financial aid and must maintain
a good academic standing while employed under the program. Students must
be enrolled in a mini- mum of six (6) approved units to be considered for this
program. Since this is a limited funded program, priority will be awarded to
students who are enrolled at least six (6) approved units at LATTC.

SCHOLARSHIPS

Throughout the year, the college receives announcements on scholarship
opportunities. The focus of each scholarship is different; some require good
grades, some require financial need, and some are awarded to students who are
majoring in certain area of study. The Financial Aid Office has a listing of current
scholarship offerings. Interested students are urged to go to the Financial Aid
Office for information and assistance.

SUMMER FINANCIAL AID

Please contact the Financial Aid Office for more information and deadlines.

HOW FINANCIAL AID IS PACKAGED

Once the student’s financial aid eligibility is established, a “package” of aid is
provided which may be a combination of grants, work-study, and loan funds.

LATTC prefers to meet a student’s need with a combination of grant(s) and self-
help aid whenever possible.

Students will be notified via email, if email was provided on the FAFSA, when
Aid Offer Letters are available for review in the Student Information System.
In addition, students will be referred to read the Award Guide on the Financial
Aid website which explains the responsibilities of the student and provides
information on each award.
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DISBURSEMENT

Students who submit their required financial aid documents by the May 1st
priority deadline may expect to receive their first financial aid disbursement
during the first week of the Fall semester, provided that all established
deadlines have been met.

The award amount reflected on the Award Notification is for full-time
enroliment. Disbursements will be adjusted if enroliment s less than full-time
at the time of disbursement. Supplemental disbursements occur throughout
the academic year. Disbursements will be adjusted if enroliment increases
or decreases. After the second disbursement run date of the each semester,
no further award adjustments can be made. Any outstanding institutional
debt will be deducted from the financial aid disbursement. Student must be
an active student (enrolled in at least one approved unit) at LATTC to be
eligible for financial aid disbursement. Payment for late-starting classes will
not be issued until the class begins. Students are encouraged to log-on the
Student Information System (SIS) at www.laccd.edu/student_information to
view their refund information. Please note that the disbursement schedules
are based on full-time enrollment. The actual refund amount will depend on
the enrollment status at the time of the disbursement run. Please note that if
you are in an Extension Appeal due to satisfactory academic progress, you
must be enrolled in approved units, meaning classes listed in your Student
Educational Plan (SEP). If the class you are enrolled in is not listed on your
SEP, the units will not be included in the calculation of approved units.

Full-time is considered 12 or more units per semester; three fourths time is
considered 9-11.5 units per semester; half-time is considered

6-8.5 units per semester; less than half-time is 1-5.5 units per semester.

Federal PELL Grant is scheduled for payment twice a semester. FSEOG
and Cal Grants are scheduled once per semester and require an enroliment
of six (6) or more approved units. Federal-Work Study (FWS) is paid through
payroll every two weeks. Federal Student Loans are disbursed in two equal
payments, once per semester, for students attending two semesters in the
academic year. Federal Student Loans require an enroliment of six (6)
approved units. For students request- ing a loan for one semester only,
the loan will be disbursed in two equal payments within the one semester.

CHANGE OF ENROLLMENT

If your enroliment status changes during the semester please inform the
Financial Aid Office. Your financial aid award may be modified to reflect
the correct number of units in which you were enrolled at the time of the
second disbursement run. The adjustment of enrollment may cause an
overpayment of financial aid funds. Repayment of financial aid funds is
necessary if the adjustment of enroliment causes an overpayment. You
must resolve your overpayment prior

to receiving any additional financial aid. Having an overpayment of
federal funds will prevent you from receiving federal financial aid from any
institution.

FEDERAL REFUND REQUIREMENTS -
RETURN TO TITLE IV

The student’s eligibility for financial aid is based upon enrollment. The
Higher Education Amendment of 1998 governs the Return of Title IV funds
policy for a student who completely withdraws from a period of enroliment
(i.e. semester). These rules assume that a student “earns” aid based on
his/her semester enrollment. “Unearned” aid, other than Federal Work-
Study, must be earned. Unearned aid is the amount of federal financial aid
received that exceeds the amount the student has earned. Unearned aid
may be subject to repayment.

STUDENTS WHO RECEIVE FINANCIAL AID AND TOTALLY WITHDRAW
FROM ALL CLASSES MAY HAVE TO REPAY SOME OF THE FEDERAL

Los Angeles Trade-Technical College

FUNDS RECEIVED PRIOR TO WITHDR AWAL.

All students receiving federal aid and then withdraw from the institution
in the first 60% of the term, are subject to Return Regulations. The
Financial Aid Office will calculate the amount of federal funds earned by
the student up to the point of withdrawal and students will be billed and
must repay any federal grant funds received but not earned.

Failure to repay these funds will result in the denial of future federal
financial aid at all colleges. Nonpayment of the unearned amount
will be reported to the U.S. Department of Education for collection.
The college is also required to report grant overpayments to the
National Student Loan Data System.

If you owe a repayment, students will be notified in writing by the
Financial Aid Office. The student will have 45 calendar days from the
date of notification to repay; otherwise, a hold will be placed on the
academic and financial aid records which will prevent the student from
receiving college services and will jeopardize future financial aid.

It is advised that you contact the Financial Aid Office before withdrawing
from all of your classes so you understand the results of your actions. For
the refund policy on enrollment fees and non-resident tuition, please see
the College Schedule of Classes or the College Catalog.

DETERMINING FINANCIAL NEED

Most financial aid awards are based on demonstrated financial need
which is the difference between the Cost of Attendance (COA) and the
Expected Family Contribution (EFC).

COA minus EFC = Financial Need
COST OF ATTENDANCE

In order to treat all students equally, standardized budgets (Cost of
Attendance) are established and applied to all applicants. This means
all students with similar circumstances will receive the same allowance
for tuition and fees, books and supplies, room and board, personal
expenses and transportation.

The cost of attendance is based on the Student Expenses and Resources
Survey (SEARS) data and updated for three years of inflation using the
estimated California Consumer Price Index.

The following table shows the estimated 2016-2017 9-month Cost of
Attendance budget for a CA resident student living at home with parents
and a CA resident student living away from parents:

LIVING WITH LIVING AWAY FROM
PARENTS 9 MONTHS HOME 9 MONTHS

Fees $1,220 $1,220

Books & Supplies $1,791 $1,791

Room & Board $4,968 $12,492
Transportation $1,107 $1,242
Personal Expenses $3,.177 $2,916
Total $12,263* $19,661*

*Non-resident tuition will be added to the Cost of Attendance for students
who are non-residents.

*Child care cost of $1,000 per academic year will be added to the Cost of
Attendance to students who qualify.
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The financial aid office may also add the following to a student’s cost of
attendance, if applicable:

® Non-resident tuition cost plus $46 enroliment fee
® Child Care cost - $1,000 annually
¢ Direct Loan Origination/Insurance Fee - determined annually

Expected Family Contribution

Students and/or their parent(s) are expected to contribute something to
the cost of higher education. Parental and/or student contribution (EFC)
are determined from the information reported on the FAFSA and take into
account the resources available such as income, assets, liabilities, size of
family, number in college, taxes paid, etc.

Child Care Expenses

This is an adjustment to the Cost of Attendance provided to students
with unusual and reasonable expenses for dependent/child care up to a
maximum of $1,000. If you are paying for Child Care expenses during the
academic year, you must notify the Financial Aid Office in writing to request
for an adjustment to your Cost of Attendance.

Technical/Vocational Expenses

Institutions may make adjustments for students in trade vocational programs
that require supplies and equipment above and beyond the normal budgeted
allowance for books and supplies. Some of these programs include:
Registered Nursing, Physical Therapy, Animal Health Technology, Auto
Mechanics, Photography and others where documentation is submitted to
support the additional cost.

Disabled Expenses
As documented and in excess of amounts provided by other agencies.

STUDENT RIGHTS AND
RESPONSIBILITIES

All Los Angeles Community College District students who apply for and
receive financial aid have a right to the following:

Righ
1.

ts

Information on all financial assistance available, which includes all
Federal, State, and institutional financial aid programs.

Application deadlines for all financial aid programs including deadlines
for the submission of requested supporting documentation.

Specific information regarding enrollment fees, tuition and refunds
due from students who withdraw from school prior to the end of the
semester.

An explanation of how financial need is determined. This process
includes establishing budgets for the costs of tuition and fees,
books and supplies, room and board, transportation, personal and
miscellaneous expenses, child care, etc., plus the student's income
and assets, parental contribution, other financial aid (such as
scholarships) and so on. Financial need is determined by the Central
Processor from the information provided on the FAFSA.

Knowledge of what resources are considered in the calculation of
student need.

Knowledge of how a financial aid package is determined.

An explanation of various programs awarded in the student's financial
aid package. If a student feels he/she has been treated unfairly, a
reconsideration of the award may be requested.

An explanation regarding requests for repayment of funds. This
situation occurs when students withdraw prior to the end of the
semester. Students must receive a clear explanation of the program

Los Angeles Trade-Technical College
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funds that do not need to be repaid as well as the portion of the grant
aid that the student is required to repay. If the student received a loan,
the student is informed about what the interest rate is, the total amount
to be repaid, when the repayment is to begin, and the conditions of
deferment and cancellation during loan counseling sessions.

Knowledge of how the Los Angeles Community College District
determines whether students are making “satisfactory academic
progress” and what happens if they are not.

Knowledge of what facilities are available for disabled students.

Responsibilities
Students must take responsibility for:

1.

10.

1.

12.

13.

Reviewing and considering all information regarding the Los Angeles
Community College District’s academic programs prior to enroliment.

Having a valid Social Security Number (SSN) on file in the Admissions
& Records Office for the purposes of receiving financial aid, reporting a
Cal Grant Grade Point Average, loan deferments, etc.

Enrolling in an eligible program, which is defined as a Certificate, an
Associate Degree (AA/AS), or a two-year academic Transfer Program
that is acceptable for full credit toward a Baccalaureate Degree.
Students must declare an eligible educational goal and major, and
update changes with the Admissions & Records Office.

Students who do not have a valid educational goal will be notified at
the time of review of financial aid application and if students do not
provide a valid educational goal with Admissions & Records will not be
processed their financial aid.

Maintaining Satisfactory Academic Progress (SAP) to receive financial
aid and meeting with an academic counselor to develop or review an
Educational Plan (The SAP Policy is also in the college catalog).

Promptly returning all additional documentation, verification, corrections,
and/or new information requested by either the Financial Aid Office or
the agency or agencies to which an application was submitted.

Completing all required financial aid forms ACCURATELY AND
COMPLETELY. If this is not done, aid could be delayed. Errors must
be corrected before any financial aid can be received. Intentional
misreporting of information and intentionally committing fraud on
application forms for financial aid is a violation of the law and is
considered a criminal offense subject to penalties under the U.S.
Criminal Code, and the denial of the student’s application. Additionally,
regulations require that all cases of suspected fraud emanating from
misrepresentation, be reported to the Office of Inspector General.

Reading and understanding all financial aid forms and information. We
advise students to retain copies of all documents submitted.

Choosing a home school to process financial aid. Students MAY NOT
receive financial aid from more than one institution at the same time or
periods of overlapping terms.

Notifying the appropriate entity (college, lender, California Student Aid
Commission, U.S. Department of Education, etc.) of changes in your
name, address, school enrollment status, or transfer to another college.

Repaying financial aid funds if it is determined that the student was
ineligible to receive funds for any reason (i.e. Return to Title IV,
overpayments, over-awards).

Performing the work that is agreed upon in accepting a work-study
award.

Knowing and complying with the deadlines for application or
reapplication for financial aid.

Los Angeles Trade-Technical College

14. Knowing and complying with the Los Angeles Community College

District Title IV Refund Policy.

SATISFACTORY ACADEMIC PROGRESS
POLICY

General Information
In accordance with the Higher Education Act of 1965, as amended,

the Los Angeles Community College District (hereinafter referred to as

LACCD) established the following Standards of Academic Progress.
These standards apply to all students who apply for and receive financial
aid from the programs listed below.

® Federal Pell Grant

Iraq and Afghanistan Service Grant

® Federal Supplemental Educational Opportunity Grant (FSEOG)
® Federal Work-Study (FWS)

® Federal Perkins Loan

® Federal Direct Loan

® Cal GrantBand C

¢ (California Chafee Grant

® Child Development Teacher Grant

® Full-Time Student Success Grant (FTSSG)

Satisfactory Academic Progress standards are reasonable if they are the

same as or stricter than the institution’s standards for a student enrolled in

the same educational program who is not receiving assistance under Title

IV Federal Financial Aid Programs.

Current and previous coursework earned at any college within the LACCD
will be reviewed for compliance with the standards put forth in this policy.

CONSORTIUM CLASSES

® Al classes throughout the LACCD will be included when reviewing
satisfactory academic progress.

For students aided under a Consortium Agreement with colleges
outside the LACCD, consortium classes will be included during

satisfactory academic progress review. The District Student
Information System will collect, maintain, and utilize the number
of outside units entered into the system for calculating student

eligibility.

Transfer coursework from institutions outside of the LACCD will
be used and evaluated for SAP standing. College Admissions &
Records Offices (A&R) will record incoming units as indicated on
transcripts.

® Repeated Coursework

® Repeated coursework within the LACCD will be counted towards
attempted units.

For repeated coursework for which the student has petitioned the

College to utilize the most recent grade received, only the most

recent grade will be used for cumulative GPA calculation for SAP
status determination.
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ACADEMIC RENEWAL

Al classes and all units that have been exempted from academic
consideration (i.e. consideration for academic standing, college GPA
calculation) due to Academic Renewal are still considered and counted
towards all SAP standards for financial aid eligibility, unless otherwise
affected by the Repeated Coursework rule above.

GENERAL REQUIREMENTS

Students receiving financial aid must be enrolled in an eligible program. An
eligible program is defined as:

® An educational program that leads to an associate degree, or

® An educational program which is at least a two-year academic
transfer program that is acceptable for full credit toward a bachelor’s
degree, or

® An educational program which is at least a one-academic-year
training program that leads to a certificate, degree, or other
recognized educational credential and that prepares a student for
gainful employment in a recognized occupation.

To meet satisfactory academic progress standards student must:

a. Maintenance of a 2.0 or higher cumulative grade point average
(GPA).

b.  Completion of a minimum of 67% cumulative units attempted.

c. Entries recorded in the student's academic record as Incomplete
(I), No Credit (NCR), and/or Withdrawal (W) are considered
non-grades and must be 33% or less than the cumulative units
attempted.

d. Fewer than ninety (90) attempted units for students who indicated
AAJAS Degree and/or transfer as their educational goal.

¢ ESL and Basic Skills/Remedial classes are excluded from the
ninety (90) unit limit when determining units attempted. Students
may receive federal aid for up to 30 units of remedial coursework.

® Students who have already earned an Associate or higher
degree outside of the LACCD will need to follow the appeal
procedure.

® In Progress (IP) grades count as attempted units in the
maximum time frame only. It does not affect cumulative grade
point average in the qualitative measure nor is it included as
completed units in the quantitative measure.

APPLICATION OF STANDARDS

¢ Satisfactory Academic Progress for financial aid students will be
determined at the end of each payment period/semester (summer,
fall/winter, or spring semester).

¢ Students who are initially in good standing but now have a cumulative
GPA of less than 2.0 and/or their cumulative non-grades are greater
than 33% will receive Warning Letters but remain eligible for the
following term of enrollment in the LACCD.

® Students who are disqualified from financial aid will be notified by
email or mail and receive information regarding the petition process.

¢ Students disqualified at any college in the LACCD are disqualified at
all colleges within the LACCD.

Los Angeles Trade-Technical College

DISQUALIFICATION

Students will be disqualified if they have one or more of the following
deficiencies:

® Cumulative GPA is less than 2.0 following a semester for which the
student received a Warning L