LOS ANGELES TRADE-TECH

LATAC

A Community” College




LOS ANGELES TRADE-TECHNICAL COLLEGE

2013 - 2014
GENERAL CATALOG

Los Angeles Trade-Technical College
400 W. Washington Boulevard

Los Angeles, California 90015

(213) 763-7000

www.lattc.edu

Los Angeles Trade Technical College is a public tax-supported educational institution which offers post-high school opportunities for
men and women and is administered by the Los Angeles Community College District

Accreditation
Los Angeles Trade Technical College is accredited by the Accrediting Commission for Community and Junior Colleges of the Western Association of Schools and Colleges,
10 Commercial Boulevard, Suite 204, Novato, CA 94949 (405) 506-0234, an institutional accrediting body recognized by

the Commission on Higher Education Accreditation and the U.S. Department of Education.

Revision: 03-19-2014



A MESSAGE FROM THE PRESIDENT

elcome to Los Angeles Trade-Technical College.

We are excited that you have selected our
community college fo further your education.
This campus is a global leader in providing
career-fechnical training and education in
many disciplines. If you take a look inside this
catalog, you will get a sense of the wide array
of classes we provide.

Everyone here at Trade Tech is working toward
your success. We are determined to assist you in
achieving your goals for higher education. We
will be able to provide you with tools needed
to enter the workforce or to transfer to a four-
year institution.

Please take a look at all that we have to offer. |
look forward to seeing you on campus!

Surence B. Frank

President

Los Angeles Trade-Techical 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 fo
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

2013-2014 ACADEMIC CALENDAR

FALL SEMESTER 2013

Fall sSemester DEgiNS ........cccvviiiiriiis e August 26, 2013
Saturday Classes BEJIN ... August 31, 2013
LADOT DAY ... September 2, 2013
Last day to apply for graduation for students completing in Fall 2013 ....... October 4, 2013
Veterans Day (College CloSed) .........owrwrrrrrrrerneenrenernerneeneenceneenseneeneens November 11, 2013
Thanksgiving Holidays (College closed)...........ccc...... November 28 - December 1, 2013
Final examination period December 9 -15, 2013
Fall SEMESIEr BNAS ..ot December 15, 2013

WINTER INTERSESSION 2014

Winter intersession DEGINS ...........coeirinieniieseeeee s January 6, 2014
Martin Luther King’s Day (College closed) ........cvwerverrrrieneeneenreneeneeniens January 20, 2014
Winter intersesSion BNAS ..........cccceiieeeiereeee e February 9, 2014
SPRING SEMESTER 2014

Spring SEMESLEr DEGINS.......cvvviiiiiiiie e February 10, 2014
Saturday Classes BEGIN ... February 22, 2014
President's Day (College CloSed) ... February 14 - 17, 2014
Last day to apply for graduation for students completing in Spring 2014 ....March 21, 2014
Cesar Chavez Day (College CloSed) .......corurerreeererinirircreseeeseieeeens March 31, 2014
SPIING FECESS. ...ttt April 7 - 14, 2014
Non-instruction April 20, 2014
Memorial Day (College closed) May 26, 2014
NON=INSEIUCHON ..o May 27, 2014
Final examination PEriod ...........ccccvierrieenieees e June 3-9, 2014
SPriNG SEMESLEr ENUS........eviieeieiieiireieere s June 9, 2014

SUMMER SESSION 2014

Summer intersession DEGINS ........c.ciririiireee s June 16, 2014
Independence Day (College Closed)..........coovviivieiiiiiiiiiiiiiiee e July 4, 2014
SUMMET INtErSESSION ENAS ......eoveereceeeeeereerseesereeesereesees e enesesenens August 31, 2014
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Department & Disciplines

Phone / Office

Chairperson & E-mail

ACADEMIC CONNECTIONS

- Basic Skills
- Center for Academic Success
- ESL — Noncredit

Christina Anketell 213-763-3741
AnketeCP @lattc.edu MA-109e

- Developmental Communications
- Supervised Learning Assistance

ALLIED HEALTH

+ Health Occupations

Rita Weingourt 213-763-7182
WeingoRL @Iattc.edu MH-165a

- Nursing, Registered

APPRENTICESHIP

- Electrical Lineman - Apprenticeship

William (Bill) Elarton 213-763-3700
cdm@lattc.edu SQ-122

ATHLETICS

- Athletics

Dimitri Lagos 213-763-3728
LagosDR®@lattc.edu WH-203

BEHAVIORAL/SOCIAL SCIENCES/

CHILD DEVELOPMENT
- Administration of Justice
- Anthropology

« Child Development

« Education

- Geography

Alicia Rodriquez-Estrada 213-763-3938
RodrigAl@]attc.edu AH-516

- History
- Political Science
- Psychology

Sociology

BUSINESS ADMINISTRATION/COMPUTER APPLICATIONS & OFFICE Paulette Bailey

TECHNOLOGIES
- Accounting
- Business
+ Community Planning/Economic

Development

- Computer Applications Office Tech.
- Economics
. Law

213-763-7269
BaileyP @lattc.edu CH-225

- Management

- Marketing

- Office Machines
- Paralegal

- Public Relations

Real Estate
Supervision

CONSTRUCTION, DESIGN, & MANUFACTURING

- Architectural Interiors

- Architecture

- Building Construction Techniques
+ Carpentry

- Drafting

- Electrical Construction & Maintenance.

William (Bill) Elarton 213-763-3700
cdm@|attc.edu SQ-122
Engineer-Operation/Maintenance
Environmental Design

Plumbing

Power Line Mechanic Trainee
Refrigeration & Air Conditioning Mechanics

- Solid Waste Management Technology
- Supply Water Technology
- Wastewater Technology

- Street Maintenance Welding Gas and Electric

COOPERATIVE WORK EXPERIENCE EDUCATION

- Cooperative Education

Carole Anderson 213-763-3640
AndersCL@lattc.edu CY-222

COUNSELING

Personal Development

Thomas Dawkins 213-763-7361
DawkinTL@Iattc.edu JH-416

COSMETOLOGY

- Cosmetology

Elton Robinson 213-763-7138
RobinsEJ @lattc.edu MH-130

CULINARY ARTS/PROFESSIONAL BAKING

Baking, Professional
Culinary Arts
Restaurant Management

Steven Kasmar 213-763-7332
KasmarSL@Iattc.edu SA-117

Los Angeles Trade-Technical College
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DESIGN AND MEDIA ARTS

- Digital Media - Sign Graphics
Fashion Design - Tailoring
Fashion Merchandising - Visual Communications

Carole Anderson
AndersCL@Iattc.edu

213-763-3640
Cy-222

ELECTRONICS & COMPUTER INFORMATION SYSTEMS

« Computer Information Systems - Electronics Technology
Electronics - Microcomputer Technician

Eric Chavez
ChavezEL @Ilattc.edu

213-763-3782
CH-325

ENGLISH /ENGLISH AS A SECOND LANGUAGE

- English
English As A Second Language

Janice Gangel-Vasquez

GangelJM@]attc.edu

213-763-3739
AH-515

HEALTH/KINESIOLOGY (Fomerly Physical Education)

« Health - Kinesiology - Athletic
- Kinesiology - Kinesiology - Major

Joseph Ratcliff
RatcliJE@Ilattc.edu

213-763-3730
WH-202a

LABOR CENTER

Labor Studies

John McDowell
McDoweJR@Iattc.edu

213-763-7129
MA-05

LANGUAGE ARTS & HUMANITIES

John Glavan

213-763-3931

GlavanJJ@Iattc.edu AH-520
- American Sign Language - Music
. Art - Philosophy
. Communication Studies (Formerly Speech) - Spanish
- French - Theater
- Humanities
LIBRARY SCIENCE Judith Samuel 213-763-3959
SamuelJC@lattc.edu MA-205b
Library Science
MATHEMATICS Margaret Murphy 213-763-7320
MurphyMM@attc.edu AH-506
Mathematics
SCIENCES Ricky K. Wong 213-763-7295
WongRK@®Iattc.edu CH-405
« Astronomy - Physics
- Biology - Process Plant Technology
« Chemical Technology
« Chemistry
- Geography
- Microbiology
TRANSPORTATION Jesus (Jess) Guerra 213-763-3919
GuerraJ@lattc.edu OH-114A
- Automotive and Related Technology - Machine Shop - CNC
- Automotive Collision Repair - Motorcycle Repair Mechanic

- Diesel And Related Technology

Revised 9-11-2013
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General Information

RADE TECH: A PROUD HISTORY

Los Angeles Trade-Technical College (LATTC) has been proud to serve
the greater Los Angeles community for more than 85 years.

Our history began shortly after the close of World War |, when members of the Los Angeles Board of Education,
the Chamber of Commerce, and business and labor leaders held a series of conferences to talk about Los
Angeles’ need 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 Frank Wigai iy

. a o k . iggins, whose original
development of vocation training. The school relocated to a new building at 1646 South Olive Street in 1926, and vision helped create Trade
through the ensuing years gained a reputation for the success of its graduates in industrial careers as well as the Tech
dedication of its faculty and staff.

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’ 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
Riveters” enrolled at Trade Tech, lending w : .
their skills to support the war effort. disciplines as well as academic and Liberal Arts areas.

LATTC moved to its current location in 1957. In 1966, an existing educational institution with a strong business program, Metropalitan 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 eight 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 2006, the campus is undergoing massive renovation and
building programs under the auspices of Proposition A and AA bond funds, and we look forward to serving our community for another 85 years.

Los Angeles Trade-Technical College 2013-2014 GENERAL CATALOG



MISSION STATEMENT AND VISION

Our Mission

We provide our students and community with high-quality academic,

technical, and professional educational opportunities that:

. Meet their career development and academic goals;

. Foster a climate of life-long learning;

. Prepare our students to participate effectively in our society; and

. Generate economic development with our educational, governmental,
community and business partners.

Our Vision

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
our offerings for our transfer students.

To achieve our vision:

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

LATTC graduates will be in high demand. Many will become community and
business leaders and innovators.

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 transforming our institution from being “good” to being “great” — a
national and international leader in meeting students’ needs, particularly
those at “ground zero” of socio-economic levels.

LATTC Core Competencies — Institutional Learning
Outcomes

Los Angeles Trade Technical College students who have completed their

designated coursework should expect to have gained competency in the

following areas:

. Students will use critical thinking skills to gather, identify, analyze,
synthesize information, and evaluate problems and solutions

. Students will use visual, numerical, verbal, written, and practical skills
to create useful and original products

. Students will demonstrate technical skills that meet industry and/or
employment standards

. Students will demonstrate effective communication and comprehension
skills

. Students will demonstrate ability to interface in a culturally diverse
socio-economic environment

Los Angeles Trade-Technical College

General Information
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CODE OF ETHICAL CONDUCT

Los Angeles Trade Technical College is committed to compliance with the
law and regulations to which it is subject and to 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 hereby adopts this Code of Ethical Conduct.

This Code of Ethical Conduct is an integral part of the college policies and
procedures, which also includes the College Vision Statement. LATTC
believes that a shared statement of ethical values will strengthen the overall
quality of the college community, promote proper conduct among college
employees. It is a vital component in the pursuit of the college vision,
mission, and values.

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 LATTC mission.

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

® Comply with laws, rules, regulations, and professional standards that
prohibit discriminating against, harassing, or threatening 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 define in
Board Rule 10108.

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

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

Los Angeles Trade-Technical College

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.

ACCREDITATION

Los Angeles Trade-Technical College, a California public, tax-supported
community college, is officially accredited by 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. The Culinary Arts program
is also accredited by the American Culinary Federation and Educational
Foundation.

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 enroliment, 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.

ABOUT THE LOS ANGELES
COMMUNITY COLLEGE
DISTRICT (LACCD)

EDUCATIONAL PHILOSOPHY OF 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 profit 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.

2013-2014 GENERAL CATALOG



FUNCTIONS OF THE LOS ANGELES
COMMUNITY COLLEGE DISTRICT

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
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.

® Occupational. An occupational education program planned to offer
the student basic 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 attitudes 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 immigrants, foreign students and 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. Aprogram 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 Angelenos 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.

Los Angeles Trade-Technical College

General Information

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 other peoples
and other cultures.

District Guiding Principles...

Access & OrpporTunTY--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.

STupENT LEARNING & Success--All of our institutional efforts and resources
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.

THe Power oF DiversiTy--We embrace diversity as a central part of our civic
and institutional identity and as a powerful element in the education and
development of every individual.

Communiry_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 a critical role in all 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.

PusLic AccountasiLiTy--We are accountable to the public for 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.

2013-2014 GENERAL CATALOG
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General Information

EMERGENCY INFORMATION

The college is concerned about your safety in case of an emergency.
Detailed instructions are posted in every classroom and throughout the
LATTC campus. Additionally, you may visit the Environmental Health and
Safety Website for more information: http://college.lattc.edu/safety/

In case of emergency, remember these key points. “S.A.F.E.”

S Secure yourself

A Assess the situation

F Forward information

E Enact according to the campus disaster plan

EMERGENCY RESPONSE INFORMATION
LATTC-Sheriff Telephone Numbers For Emergency

In case of an emergency, you should immediately contact the College’s
Sheriffs Office on campus. Dial Ext 3611 or 911 to reach the College
Sheriff's office from any campus phone.
® You may also press the extension button marked “EMERGENCY”, on
all campus phones.
® Pick up the campus emergency blue telephone station “dial direct” to
the College Sheriff's Office.
® If you are using a campus pay phone, you may dial *80 to reach the
College Sheriff’s office.
¢ If you use your cell phone you may dial 213-763-3611 to connect to
the College Sheriff's office.
Please note if you dial 911 from your cell phone or pay phone on campus,
it will not connect directly to the College Sheriff’s, but it will connect
to outside emergency services.

MEDICAL EMERGENCY

¢ Call the College Sheriff if the injury is life threatening and calmly
provide detailed information to the Sheriff's Office;

¢ Stay on the line to answer any questions.

® Comfort the injured person by talking to them until help arrives.

Los Angeles Trade-Technical College

EARTHQUAKE
In the event of earthquake:
® Stay Calm.
If inside
¢ Stay inside.
® IMMEDIATELY get away from windows and large objects that may
topple; DROP, COVER, and HOLD ON
® DROP to the ground.
® COVER by getting under a sturdy desk or table, and
® HOLD ON to it until the shaking stops.
If outside
¢ Stay outside.
® Go to an open area away from buildings, trees, and power lines.

FIRE/SMOKE
If you detect fire or smoke
® Immediately activate the nearest fire alarm pull station.
¢ (Call the College Sheriff and notify them of the location of the fire.

If you hear a fire alarm
® Immediately EVACUATE the area.

® Turn off all equipment and close doors as you leave.
® Proceed to the nearest exit and to your designated “Evacuation Area”.
¢ Remain calm and await further instructions.

ELEVATOR ENTRAPMENT

If you become trapped in an elevator, remain calm.
® Press the red emergency button to activate the audible elevator alarm
system which automatically notifies College Sheriff and Physical Plant
Ext: 3612, then
® Wait for qualified personnel to respond and assist. DO NOT
ATTEMPT TO STEP OFF THE ELEVATOR unless specifically
instructed to do so.

2013-2014 GENERAL CATALOG



ADMISSION AND
REGISTRATION

Phone: (213) 763-5300
Location: JH-Lobby
Hours: Monday - Thursday 8:00 a.m.-7:00 p.m

Friday 8:00 a.m. - 3:00 p.m

The following procedure should be followed to enroll in Los Angeles Trade-
Technical College: Students must disclose any previous enrollment in
institutions of collegiate level. Failure to list any school, college, or university
which you previously attended, or any deliberate falsification of information,
is basis for dismissal from the college.

APPLICATION is submitted and completed online at www.lattc.edu. A
student identification number will be assigned to all students because of
recently passed state laws. Once a student 1.D. number is assigned, this
number shall be used when students apply at another LACCD campus.
Non-U.S. Citizens should bring proof of their immigration status so that
the College may determine their residency for tuition purposes. You may
also submit your application on line at www.lattc.edu. If you are a returning
student or have attended one of the LACCD colleges, you may submit your
application on line.

ORIENTATION is designed to introduce our many educational programs,
services and explain how to complete the enroliment process.

ASSESSMENT will help students determine which courses are most
appropriate for your skill level. This is NOT a pass or fail nor a graded test. It
will be used with other factors to help the counselor or faculty mentor assist
students with course selection. Please allow approximately 2 hours for this
portion of your enrollment. NOTE: If students have an Associate degree
or higher, completed a college level English or Math class, or have taken
an assessment within the last two years, they may be exempted from this
assessment. However, we want students to be aware of the many services
and programs available at Los Angeles Trade-Technical College.

During the Orientation and/or the Assessment, students may speak to
a counselor. Counselors will recommend appropriate courses based
on educational goals; students may then register for classes at their
appointed day and time. See class schedule or college website (www.
lattc.edu) for exact registration dates.

After registration students can proceed to the Business Office, JH-Lobby, to
pay all fees. Student I.D. Cards with the student I.D. number will be issued
in JH-Lobby.

COLLEGE DEADLINE POLICY

The college strictly enforces the published deadlines for admissions
application, dropping, adding classes, fee refunds and graduation
applications.

Los Angeles Trade-Technical College

Articulation and Registration

RESIDENCY REQUIREMENTS

California Residence Requirement

To attend any of the Los Angeles Community Colleges as a resident of
California, a student is required to have been a California resident for more
than one year immediately preceding the Residence Determination Date.
The “Residence Determination Date” is that day immediately preceding the
opening day of instruction of the semester or session. Residence is defined
as a union of act and intent.

Non-Resident

A non-resident student is one who has not had residence in the State of
California for more than one year immediately preceding the Residence
Determination Date.

Residence is defined as a union of act and intent. Physical presence alone is
not sufficient to establish California residency nor is intent when not coupled
with continuous physical presence in the State. Certain non-U.S. citizens are
permitted to establish residency and certain others are not. Check with the
Admission Office regarding your particular status.

A student classified as a non-resident will be required to pay nonresident
tuition fees as established by the District Board of Trustees.

IMPORTANT INFORMATION

Effective January, 2002, all students regardless of their immigration status,
who meet all the requirements set under the new law AB540, can be
exempted from Non-Resident Tuition. Please see Admission Office, JH-
Lobby, for details.

Residence Reclassification

Students who have been classified as non-residents must petition to be
reclassified as residents if they feel their status has changed. The Residence
Reclassification forms are available in the Admission Office and must be
submitted prior to the semester in which reclassification as a resident is to
be effective.

ADMISSION ELIGIBILITY

You are eligible to attend LA Trade-Technical College if you meet any of the
following criteria:

1. You have graduated from high school or have successfully passed the
California High School Exit Examination.

2. You are over 18 years of age and are no longer attending high school and
are capable of benefiting from the instruction offered.

3. You are under 18 years of age and not a high school student, with special
permission as a full-time student, or concurrently enrolled student.
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ARTICULATION AND
REGISTRATION

Articulation and Registration

CONCURRENT ENROLLMENT AT LA TRADE-
TECHNICAL COLLEGE

As a high school student you may enroll concurrently at L.A. Trade-Technical
College. In addition to the application for admission, you must submit
a separate concurrent enrollment form, approved by your high school
counselor and your parents. All K-12 students require special processing.
Call (213)-763-5560 for details. Concurrent students are given the last
priority for registration.

ENROLLMENT POLICIES

Adding Classes

Only students who have been admitted to the college and are in approved
active status may add classes. Enrolled students who wish to add a
class prior to the first day of classes should use the internet system at
www.lattc.edu.

Auditing Classes
Students may be permitted to audit a class under the following conditions:

1. Complete an application and be authorized to register in the college.

2. Obtain permission of the instructor of the class at the beginning of the
semester.

3. Pay afee of $15 per unit. Fees may not be refunded. Students enrolled
in classes to receive credit for ten or more semester units shall not be
charged a fee to audit three or fewer semester units per semester.
Students who drop below ten units will be required to pay the 3 units
audit fee.

No student auditing a course shall be permitted to change his or her
enroliment in that course to receive credit for the course. Students taking
course for credit shall not be permitted to drop to audit the same course.
Priority in class enrollment shall be given to students desiring to take the
course for credit.

Enrollment in Same Course

Concurrent enrollment in more than one section of the same course during
a semester is not permitted with the exception of certain Physical Education
classes on a limited basis. Concurrent enrollment in courses which are
cross-referenced to each other is not permitted (i.e., courses designated
“same as” in the District Directory of Educational Programs and Courses).
Violation of this regulation will result in exclusion from class and denial of
course credit in both courses. Enrolling in classes scheduled or conducted
during overlapping times is not permitted. Students will be excluded from
both classes and denial of credits and subject to disciplinary action (See
Standards of Student Conduct).

Dropping Classes

Students wishing to drop one or more classes must do so through the
registration system, at www.lattc.edu.

Itis the student’s responsibility to officially drop from class by the Trade Tech
website or in person. Students must drop by the end of the second week of
semester-length classes to avoid fees. Any drops or exclusions that occur
after the no penalty drop date (under last day to drop without a “W”) and up
to 75% of the time the class is scheduled will result in a “W” on the student’s
record which will be included in the determination of progress probation.
Withdrawals are not permitted beyond 75% of class meeting time.

Los Angeles Trade-Technical College

Agrade (A, B, C, D, F, P, INC, or NP) will be assigned to students who are
enrolled past the last day to drop even if they stop attending class, except in
cases of extenuating circumstances. After the last day to drop students may
withdraw from class upon petition demonstrating extenuating circumstances
and after consultation with the appropriate faculty.

Verification of Enroliment

Verification of the Student's Enrollment may be obtained upon written
request. Verification Request forms are available in the Admission Office.
District policy prohibits the acceptance of a Verification Request over the
phone. Please allow ten (10) working days for processing. The first two
verifications or transcripts EVER requested are free. Each additional request
is $3.00 per copy. Students may request same day processing to expedite
their request for an additional fee of $7.00 per verification. Verification Request
by agencies or individuals other than the student must be accompanied by a
signed release permitting the College to release that student’s information. A
valid photo ID is required when picking up the transcripts.

INTERNATIONAL STUDENTS ADMISSION
(F-1 VISA)

Phone: (213) 763-5345
Fax: (213) 763-5991
Location: JH-316
Hours: Monday through Friday
9:00am - 4:00pm
Website: http://college.lattc.edulinternational/
Email: instud@lattc.edu

F-1 International Students Admission

Los Angeles Trade-Technical College (LATTC) welcomes applications
from international students. We also accept transfer applications for F-1
Visa students currently studying in the U.S. as well as Change of Status
applications for visitors who currently have other visas. Applications may be
obtained by contacting the office or on-line.

F-1 International Students Application Deadlines:

® Fall Semester:
® Spring Semester:

July 1
December 1

F-1 students transferring from schools within the United States (US) and
students who are applying for a Change of Status have a more flexible
deadline. Call our office for more information.

The applicant must provide:
1. The supplemental International Students Application.

2. Official TOEFL scores sent directly from Educational Testing Services
— this may be waived if you are from a country that uses English as its
primary language of instruction or if you are transferring from a school
within the United States. We also accept the International English
Language Test Skills (IELTS) report and the Step Eiken in lieu of the
TOEFL. Please contact us for all test cut scores.

3. Two recent passport-sized photographs of applicant.

4. Official transcripts and/or diplomas from secondary school or colleges
attended - Student must be a high school/secondary school graduate.
If these documents are not in English, an official translation must also
be submitted.
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5. The LATTC Affidavit of Support with an attached official bank statement
or letter with a minimum of $17,000 USD in available funds dated within
the last 6 months.

6. Non-refundable $35 application fee — check, cash, or money order (do
not send cash in the mail).

7. Copy of valid passport identification page.

8. Transfer students must also submit the following documents:the
LATTC Transfer Eligibility Form, a copy of your current I1-20, a copy of
your visa, and a copy of the front and back of your |-94.

Please allow 2 — 4 days for application processing time once ALL documents
are received by the college. Eligible students will be issued an I-20A form
by LATTC. This document can be used by the student to obtain an F-1 Visa
from a US Embassy in his/her home country. Students who are already in the
country may use this new 1-20 to change their visa status or to complete their
transfer process from another educational institution.

International student fees are approximately $243 per unit, which is subject
to change by the California legislature. Health care in the United States
can be costly without proper insurance coverage. Starting the Fall 2007
semester, LATTC International Students will automatically be enrolled in
an insurance plan through Renaissance Insurance. The cost for a 6-month
period of coverage is $474, which is subject to change. The $474 will be
included as part of your LATTC fees every Fall and Spring Semester (no
waivers). Please visit our office for a copy of your benefits.

Per U.S. Citizenship and Immigration Services (USCIS) regulations, all
F-1 International Students must maintain a full-time course load during
the Fall and Spring semesters — certain exceptions apply, please see your
Designated School Official (DSO) for more information. A full-time course
load is defined as a minimum of 12 units. Dropping below 12 units without
PRIOR written permission from the DSO places your student status at risk.
F-1 students are not required to attend the Winter and Summer sessions but
may do so if they wish.

MATRICULATION SERVICES

Phone: (213) 763-5348

Location: Building JH-303

Hours:* Monday 8:00 a.m. - 7:00 p.m.
Tuesday 8:00 a.m. - 7:00 p.m.
Wednesday 8:00 a.m. - 7:00 p.m.
Thursday 8:00 a.m. - 7:00 p.m.
Friday 8:00 a.m. - 1:00 p.m.

Matriculation is a process that brings LATTC and students (who enroll in
credit courses) into an agreement to assist students in attaining their
educational goal through the college’s programs, policies and requirements.
It involves a partnership between the student and the college which begins
when students apply for admission and ends after completing your studies.

* Hours subject to change

Los Angeles Trade-Technical College

Articulation and Registration

ASSESSMENT

Students receive an assessment that may be used to select their courses
and plan their educational career goals. 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 “Tests of Adult Basic Education (TABE)” a
diagnostic test. This test will measure the student’s grade level in Language,
Math, and Reading. This is not a pass/fail test. This is a timed test. Additional
testing is available through department referral. Please see the Assessment
Center for further information. Located MA-001

ORIENTATION

Orientation — provides students with a variety of programs and services at
LATTC. Students who would like to speak directly with college representatives
and receive information regarding the programs and services may attend an
in-person orientation (see Matriculation webpage at http://college.lattc.edu/
matriculation/orientation/ for dates).

EARLY ALERT

Early Alert provides mid-semester evaluation and feedback of a students’
academic progress according to their classroom instructors. Referrals to
support services are made when needed or requested and College Success
workshops are offered throughout the semester (see Matriculation webpage
for dates).
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Fees and Costs

ASSOCIATED STUDENT ORGANIZATION
(ASO) FEE

ASO programs are supported by a $7.00 membership fee, available at the
Business Office, for day and evening students. These fees are necessary
to utilize ASO services. Any student, upon enrolling, is eligible to become a
paid member of the Associated Student Organization. Associated Student
Organization members are entitled to all rights and privileges, including
preferred parking, loan application, dances, athletic contests, and all
activities of the Associated Students. Also, all students must also pay one
dollar Student Representation Fee that supports student issues, policy and
procedures, and advocacy activities that benefit students.

ENROLLMENT FEE

The State Education Code requires Community Colleges to charge
enroliment fees* of each student enrolling in college. The fee prescribed by
these sections shall be forty-six dollars ($46) per unit per semester with no
maximum amount per semester. For example, if you enroll for ten units, the
fee will be $460. If you enroll for fifteen units, the fee will be $690. See the
Financial Aid Office prior to payment for enroliment fee waiver assistance.
Non-resident students paying non-resident fees are required to pay the
forty-six dollars ($46) per unit enroliment fee. All students who pay fees are
provided with a Registration Fee Receipt at the time of payment. Los Angeles
Trade-Technical College does not automatically drop students from a class
for nonpayment of enroliment fees.

ENROLLMENT FEE REFUND POLICY

For full term courses: a student may receive a full refund for classes dropped
(and refunds requested from the Business Office) through the end of the
second week of instruction. There will be no refunds for classes dropped after
that, unless a class is canceled or rescheduled by the college administration.
After the second week of classes, the student may drop a course and use the
fee previously paid that semester to add another class. Therefore, we advise
the student to drop and add at the same time.

For short term, Summer session, and Winter Intersession courses, students
may receive a full refund for classes dropped (and refunds requested in the
Business Office) through the end of a period of time equal to 10% of total
class time usually during the first week of classes. There will be no refunds
after that, unless a class is canceled or rescheduled by the administration.
Students are required to request refunds at the Business Office at the time
they drop their classes even if dropping by telephone. If college expenses
have been paid by federal financial aid funds, any refund due will revert to the
financial aid program rather than to the student. Expenses paid by financial
aid may be subject to a special pro-rata refund calculation.

Contact the Financial Aid Administrator or the College Financial Administrator
for specific information regarding refund calculations for financial aid recipients.

Los Angeles Trade-Technical College

HEALTH SERVICES FEE

The Board of Trustees has required that each college collect a mandatory
eleven-dollar ($11) health services fee during the Fall and Spring semesters
and an eight-dollar ($8) fee during Summer session and Winter Intersession.
This fee must be paid at the time of registration. Los Angeles Community
College District Policy exempts the following students from paying the
student health fee: (a) students who depend exclusively on prayer for
healing in accordance with the teaching of a bonafide religious sect, (b)
students who are attending classes under an approved apprenticeship
training program, (c) non-credit education students, (d) students enrolled in
District colleges exclusively at sites where student health services are not
provided, (e) students who are enrolled District colleges exclusively through
Instructional Television or distance education classes, (f) student who are
enrolled in District colleges exclusively through contract education. Students
exempted under the provisions of (b), and (c) above are eligible to receive
the services of the college health program; all other exempted students are
not eligible to receive the services of the college health program. Students
who are exempted may obtain a Health Services Exemption Form from the
Admission Office (JH-Lobby). Completed forms must be returned to the
Admission Office for approval. See the Financial Aid Office (JH-214) for other
possible exemptions.

INSTRUCTIONAL MATERIALS

Students may be required to provide and/or pay for instructional and
other materials for credit or noncredit courses. Such materials shall be of
continuing value to a student outside of the classroom setting and shall not
be solely or exclusively available from the District. If class materials are
provided, the student may be assessed those costs for materials. Payment
and verification of material fees is to be completed at the college Bookstore,
CH-102 or Business Office, JH-Lobby.

NON-RESIDENT TUITION FEE

The 2013-2014 tuition for non-resident students is $190 per unit plus the $46
per unit enroliment fee. Fees must be paid at the time of registration. The
2013-2014 tuition for foreign students is $190 per unit plus the $46 per unit
enroliment fee and the Board of Trustees adopted $22 per unit fee pursuant
to Education Code Section 76140. These fees are subject to change each
academic year. International students must first pay a non-refundable $35
application fee. The Board established a twenty-five dollars $25.00* per
semester processing fee for students classified as nonresidents who are
both citizens and residents of a foreign country. These fees are subject to
change each academic year.

*Subject to change by the California Legislature

Notes:

1. Fees paid by federal financial aid funds will be subject to a
special refund calculation.

2. Non-resident students are also required to pay the community
college enrollment fee.
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A non-resident student who formally drops or otherwise separates from part
or all of his/her enrollment may request a refund of previously paid non-
resident tuition in accordance with the schedule below. Such request must
be made in writing at the Business Office at the time the classes are dropped.
The date used for non-resident refund purposes is the date on which such
request is filed and time stamped, regardless of when separation may have
occurred. All non-resident refunds will be made by mail.

Non-resident refunds will be computed as follows:

CLASS TYPE DATE REQUEST FILED  REFUND
Regular Length Through Full Tuition
(Fall and Spring second week
semesters) of instruction
After No Refund
second week
of instruction
Short Term Through Full Tuition
(Less than regular length, ~ 10% of
Summer Session, and class length
Winter Intersession)
After No Refund
10% of
class length

Los Angeles Trade-Technical College

Fees and Costs

STUDENT REPRESENTATION FEE

The student representation fee is a mandatory $1.00 (one dollar) per
semester fee to provide support for students/ representatives who support
student viewpoints before various governmental offices and agencies.
Students may for religious, political, financial or other reasons, refuse to pay
the fee in writing on a form provided for this purpose.

PARKING FEE

To encourage membership in the Trade Tech Associated Students’
Organization (ASO), the College Administration has entered into an
agreement with the ASO whereby students who pay both the District parking
fee and join the ASO will receive as a benefit of membership preferred
parking privileges in Fall and Spring Semesters. A limited number of Preferred
Student Parking Permits sold on a first come basis are available for purchase
at the Business Office for $27.00 (includes $7.00 ASO fee), General Student
Parking Permits cost $20.00 at the 18th Street & Grand Avenue Lot and at
Glory Church located at Washington Boulevard & Grand Avenue. General
Student Parking for Winter and Summer Session is $10.00. Parking in areas
marked “parking by permit only” is restricted to vehicles displaying a valid
permit. Vehicles parking on college property without a valid permit will be
subject to citation.
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POLICIES

District and College Policies

ACADEMIC FREEDOM

The Faculty shall have the academic freedom to seek the truth and guarantee
freedom of learning to the students.

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-statistics. You may also request a paper copy by contacting
Dr. Mary Gallagher, Vice President of Administrative Services, JH-532.

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 deconocimiento
del idioma inglés no es una barrera para matricularse enestas clases, se
recomienda a los alumnos que utilicen los servicios queel colegio ofrece
con este fin.

DRUG-FREE WORKPLACE POLICY

In accordance with SECTION 22 of the DRUG-FREE SCHOOLS AND
COMMUNITIES ACT OF 1989, Los Angeles Trade-Technical College strives
to maintain a drug and alcohol free campus for its students and employees.
The unlawful manufacturer, distribution, dispensation, use or possession by
students and college employees of illegal controlled substances or alcohol
in all buildings, property, facilities, service areas, or on District business
is prohibited (per Board Rules regarding Standards Of Conduct, Section
9803.19).

The College shall maintain a drug and alcohol free awareness policy to
inform students and employees about the dangers and health risk of drug
and alcohol abuse in the workplace, on the campus and during college
sponsored activities. Students and employees will be informed of the
sanctions that will be imposed for policy violations and the availability of drug/
alcohol counseling, treatment and rehabilitation assistance. This information
will be distributed yearly to all students and employees.

All students and employees are required to comply with this policy as a
condition of their continued student status or employment. Any student or
employee violating this policy may be required to participate satisfactorily in a
substance abuse rehabilitation program, and/or may be subject to disciplinary
action, up to and including dismissal or exclusion under applicable District
policies. In addition, an employee convicted of any workplace drug crime,
must notify the college personnel office within five (5) days of conviction.

Los Angeles Trade-Technical College

FAMILY EDUCATION RIGHTS AND PRIVACY
ACT (FERPA)

See Student Records and Directory Information on page 18. For more
information on student rights underthe FERPA, please go to our LACommunity
College web link http://www.laccd.edu/admin_regs/documents/E-105.pdf.

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 result 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

Board Rule 9902, Article IX, States, “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 above Board Rule, the college president has
designated the CH-Mall Quad as the Free Speech Area. All individuals or
organizations wanting to use the Free Speech Area, fill out an application
and approval from the Vice President of Student Services office, located in
JH-512, 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.
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District and College Policies

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.

OPEN ENROLLMENT

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

HIGHER EDUCATION OPPORTUNITY
ACT/PEER-TO-PEER - (HEOA P2P)
COMPLIANCE IMPLEMENTATION (ILLEGAL
FILE SHARING):

Unauthorized distribution of copyrighted material, including unauthorized
peer-to-peer file sharing, 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 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 enrollment 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.

NONDISCRIMINATION POLICY

All programs and activities of the Los Angeles Community College District
shall be operated in a manner which is free of discrimination on the basis
of race, color, gender, national origin, ancestry, religion, creed, pregnancy,
marital status, medical condition (cancer related), gender orientation,
age, disability, or veteran status (Reference: Board Rule1202). Inquiries
regarding Equal Employment Opportunity issues should be directed to
Dr. Mary Gallagher, (213) 763-7040. Inquiries relating to disabilities and
special accommodations per the Americans with Disabilities Act should be
directed to Ms. Klaudia Macias, Director of Disabled Students Programs and
Services, (213) 763-3778, TDD (213)763-5375.

POLITICA SIN DISCRIMINACION

Los Angeles Community College District ofrece igualdad de oportunidades
en todos los programas y actividades educativas, libre de discriminacion
en cuanto se refiere a raza, color, lugar de origen, ascendencia, religion,
creencias, sexo, estado de gestacion, estado civil, estado de salud
(tratandose de cancer), orientacion sexual, edad, incapacidad fisica o
estado como veterano. (Referencia: Board Rule 1202). Las indagaciones o
quejas acerca de la Equal Employment Opportunity deberan ser dirijidas a
la Dr. Mary Gallagher, (213) 763-7040. Las indagaciones relacionadas con
la incapacidad o arreglos especiales para incapacitados, segun el Acta para
Americanos Incapacitados, deberan ser dirijidas a la Srta. Klaudia Macias,
Directora de los Programas y Servicios a Estudiantes Incapacitados, al
teléfono (213) 763-3778 y para Medios de Telecomunicacién para sordo-
mudos o TDD al teléfono (213) 763-5375.

Los Angeles Trade-Technical College

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. LATTC HART (Healthy Advocacy Response Team) provides
information resources and referrals on sexual assault and domestic violence.
For more information contact HART Co-chairs Ashraf Hossein, (213) 763-
7157, Klaudia Macias, (213) 763-3779, or Angles Abraham, (213) 763-7117.

SMOKING/NON-SMOKING POLICY

In an effort to preserve the rights of both smokers and non-smokers, the
college has designated both smoking and non-smoking areas. This policy
ensures that drifting smoke will not be sucked into classrooms, offices and
other non-smoking areas. Non-smoking areas of the College are designated
as any classroom, building or other enclosed facility, including hallways,
porches, decks, arcades, and sidewalk adjacent to the building which any
student is required to occupy or which is customarily occupied by non-
smoking students.
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POLICIES

District and College Policies

Prohibited Discrimination and Harassment

Los Angeles Community College District « 770 Wilshire Boulevard « Los Angeles « CA - 90017 - (213) 891-2317

The Policy

Itis the policy of the Los Angeles Community College District to provide an educational, employment and business environment
free from Prohibited Discrimination. Employees, students or other persons acting on behalf of the District who engage in Prohibited
Discrimination as defined in this policy or by state or federal law shall be subject to discipline, up to and including discharge,

expulsion or termination of contract.

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 constitute 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.

Definition of

Prohibited Discrimination
Prohibited Discrimination is defined as discrimination
or harassment in violation of state or federal law
on the basis of actual or perceived ethnic group
identification, race, color, national origin, ancestry,
religion, creed, sex (including gender-based sexual
harassment), pregnancy, marital status, cancer-
related medical condition of an employee, sexual
orientation, age, physical or mental disability, or
veteran status.

Definition of

Sexual Harassment

Sexual harassment is unwelcome sexual advances,
requests for sexual favors, and other verbal, visual or
physical conduct of a sexual nature, made by someone
from or in the workplace or in the educational setting.

Retaliation

Retaliation means adverse personal, employment

or academic decisions made against anyone who
makes a complaint, refers a matter for investigation,
participates in an investigation, represents or serves
as an advocate for a complainant or alleged offender.

False Allegations

Anyone who files a complaint in which he/she
knowingly makes false allegations of fact shall also
have violated this policy and shall be subject to
disciplinary action.

Confidentiality

All persons involved in investigation of complaints
shall have a duty to maintain the confidentiality of
the matters discussed, except as may be required
or permitted by law, which include the rules and
regulations of the District.

A complete record of each complaint and investigation
shall be kept by the Office of Diversity Programs.

The Written Decision or any Settlement Agreement
regarding the results of the investigation shall be
placed in the personnel file of each employee
involved as an alleged offender or complainant.

Complaint Procedure

General Provisions

All Supervisors shall be responsible for maintaining
a work environment consistent with this policy. Any
supervisor who becomes aware of a situation which
could be reasonably perceived to be a violation of
this policy must report it to the Office of Diversity
Programs. All employees are responsible for
maintaining an educational environment consistent
with this policy. Any employee who becomes aware
of a situation which could reasonably be perceived
as a violation of this policy should refer it to the
Office of Diversity Programs.

Investigation

A Compliance Officer shall promptly investigate
all potential violations of this policy of which he or
she becomes aware. A Compliance Officer shall
receive the complaint, and notify the complainant,
alleged offender, the College President or District
administrator, and the Director of Diversity
Programs, within 5 business days of a potential
violation of this policy. During the process of the
investigation, the alleged offender has the right
to be represented.

Informal Procedure

A Compliance Officer shall undertake efforts to
informally resolve and investigate the charges.
This process is limited to 30 days. If a resolution

is reached, a Compliance Officer shall draft

a Settlement Agreement to be signed by the
complainant and the alleged offender. A
Compliance Officer shall monitor the situation to
insure that the resolution is properly implemented
and maintain records.

Complaint Procedure

A written or verbal complaint shall be submitted
to the LACCD Office of Diversity Programs.
Employment based complaints shall be filed within
180 days. Non employment based complaints shall
be filed no later than one year from the date when
the complainant knew or reasonably should have
known of the facts underlying the complaint.

Compliance Officer’s Report

Within 60 days after becoming aware of a potential
violation of this policy, a Compliance Officer shall
complete the investigation and make a written
report to the College President or Deputy Chancellor.

The College President, or Deputy Chancellor, shall
independently assess whether the “preponderance
of the evidence” establishes a violation and shall
determine what action is to be taken, if any. Prior
to making the decision, the alleged offender and
complainant shall have the opportunity to make an
oral statement, within 15 days from the receipt of
the Compliance Officer’s report.

Within 90 days from the start of the investigation a
Written Decision shall be mailed to the complainant
and the alleged offender.

Disciplinary Action

If appropriate, the College President, Deputy
Chancellor, or the Chancellor shall initiate the
applicable disciplinary process within 10 business
days of receiving the Written Decision.

Disciplinary action shall include, without limitation,
verbal warning, probation, suspension, expulsion,
letters of reprimand, Notices of Unsatisfactory
Service, suspension, demotion or dismissal.

Appeals

If the complainant is not satisfied with the Written
Decision, he/she may appeal to the District’s Board
of Trustees by submitting a written appeal to the
Chancellor’s Office within 15 days.

The Chancellor shall present the written appeal, the
Written Decision and the investigative report to the
Board of Trustees in closed session. If the 45 days
elapse without further action, the Written Decision
shall be the final decision of the District. In non-
employment cases the complainant has the right to
file an appeal with the State Chancellor’s Office
within 30 days after the Board decision is issued,

or the 45 days have elapsed, whichever comes first.

Additional Remedies

The complainant may pursue independently civil law
remedies, including but not limited to injunctions,
restraining orders, or other orders. An individual
who believes that he/she is the victim of Prohibited
Discrimination may also file a complaint with the
Department of Fair Employment & Housing at (800)
884-1684, the Equal Employment Opportunity
Commission at (213) 894-1000, for employment
based complaints; and the Department of Education,
Office for Civil Rights at (415) 556-4275, for non-
employment complaints whether or not the
complainant chooses to utilize the District’s internal
procedure. Complaints may also be filed with the
State Chancellor’s Office.

This is an excerpt. The specific Rules and Procedures for reporting charges of Prohibited Discrimination and for pursuing
available remedies are incorporated in the Board Rules in Chapter 15, Board Rules 1501-1522.

Copies of the policy and procedures may be obtained from the LACCD Office of Diversity Programs
and District Website at www.laccd.edu/diversity or by calling the Office of Diversity Programs

Los Angeles Trade-Technical College

at (213) 891-2315 or (213) 891-2317.
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District and College Policies

Prohibited Discrimination and Harassment

Any member of the college community which includes students, faculty, staff, other LACCD
employees and general public who believes, perceives or has actually experienced conduct
related to LACCD that may constitute prohibited discrimination or harassment, has the right
to seek help. Everyone has the responsibility and obligation to report such conduct.

m Talk to the Offender

You have the right!
Often problems will stop once the offender realizes ou nave e r_zg I-
the conduct is unacceptable. You have the right!
YOU HAVE THE RIGHT!
- aue M To work and study in an atmosphere
m Putitin ertlng free of harassment and discrimination
Let the offender know that you don’t like being B To be judged by the same criteria as all
treated this way and will report him/her unless it others, not by standards that are less
demanding, or more rigorous, or different
stops. in any way

B To complain, free of retaliation

m Keep a Record o . .
Record the date, time, place and names of Discrimination may include, but is not
! ’ limited to the following type of behavior:

witnesses and describe the exact nature of the B exclusion from employment opportunities
incident. such as training, transfer or promotion
M allocation of poor grades based on one’s

P protected class
m Don't Ignore It M denial of reasonable accommodation
Ignoring prohibited discrimination and hoping it because of a disability
will not be repeated is the most common reaction, B decisions based on StereOtY,FFe,S or
yet it is the most ineffective way to deal with such assumptions about ones abilities, traits or

incident performance
incidents.

Sexual harassment may include, but is not
m Contact the Office of Diversity Programs | J"eCe (e (002000 D0 < i sexcal
Prohibited discrimination should be reported overtones (written, verbal, physical and/or
immediately to the Office of Diversity Programs. visual contact)

M unwelcome pressure for dates
Compliance Officers are always available to - S:r’t’(')aoyn‘;f;i’s‘;‘:r!y suggestive objects,
confidentially discuss any posgble discrimination B request R exchange for grades,
or sexual harassment complaint. recommendations, job opportunities

Office of Diversity Programs

(213) 891-2317
diversityprograms@laccd.edu
laccd.edu/diversity

Los Angeles Community College District
Board of Trustees - Kelly G. Candaele - Mona Field - Tina Park - Nancy Pearlman - Miguel Santiago - Scott J. Svonkin - Steve Veres
District Administration - Dr. Daniel J. LaVista, Chancellor - Dr. Adriana Barrera, Deputy Chancellor - Dr. Yasmin Delahoussaye,
Vice Chancellor for Educational Programs & Institutional Effectiveness - Dr. Felicito Cajayon, Vice Chancellor for Economic & Workforce Development «
Jeanette Gordon, Chief Financial Officer/Treasurer - Camille Goulet, General Counsel - James D. O'Reilly, Executive Director, Facilities Planning & Development
Office of Diversity Programs: (213) 891-2317
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STUDENTS RIGHTS AND
RESPONSIBILITIES

Student Rights and Responsibilities

STANDARDS OF STUDENT
CONDUCT

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 6201.12

COMPETENCY REQUIREMENT: Students entering prior to Fall 2009
must demonstrate competence in reading, in written expression, and in
mathematics. This requirement may be met by achieving a grade of “C”
or better in appropriate courses, recommended by the District Academic
Senate, and approved by the Chancellor or by achieving a passing score
on an examination or examinations recommended by the District Academic
Senate and approved by the Chancellor.

Effective for all students entering on or after the Fall 2009 semester,
competence in written expression shall be demonstrated by obtaining a
satisfactory grade in English 101, or another English course at the same
level and with the same rigor as recommended by the District Academic
Senate and approved by the Chancellor. Competence in mathematics shall
be demonstrated by obtaining a satisfactory grade in Mathematics 125
(Intermediate Algebra), or another mathematics course at the same level
and rigor, or higher, and with elementary algebra or higher as a prerequisite,
as recommended by the District Academic Senate and approved by the
Chancellor.

The competency requirements in written expression or mathematics may
also be met by completing an assessment, conducted pursuant to Title 5,
CCR, section 55500 and achieving a score determined to be comparable to
satisfactory completion of English 101 or Mathematics 125 respectively. That
is, students may either place into English or mathematics courses above
level of English 101 or Mathematics 125, or they may achieve a satisfactory
score on a competency exam or other approved exam as recommended by
the District Academic Senate and approved by the Chancellor.

Los Angeles Trade-Technical College

The competency requirements may also be met by obtaining a satisfactory
grade in courses with English and mathematics content (but taught in
subjects other than English and mathematics), which require entrance skills
at a level equivalent to those necessary for English 101 and Mathematics
125, respectively, and are taught at the same level and with the same
rigor. The District Academic Senate shall recommend such courses to the
Chancellor for approval.

Board Rule 6202.

CATALOG RIGHTS: For these purposes. a catalog year is defined as
beginning Fall semester and continuing through the proceeding summer. A
Student remaining in the College District may elect to satisfy the degree,
certificate or graduation requirements in effect at the college from which the
student will either earn his/her degree, certificate or graduate:

1. At the time the student began such attendance at the college, or

2. at the time of graduation.

For the purposes of implementing this policy, the college may develop a
policy to:
1. authorize or require substitutions for discontinued courses; or
2. require a student changing histher major to complete the major
requirements in effect at the time of the change;

3. allow students to select an intervening catalog in years between time
student began continuous attendance and time of graduation.

The college’s policy shall be developed in consultation with the college
Academic Senate in accordance with the provisions of Chapter XVIII of the
Board Rules - ACADEMIC SENATE AND THE BOARD OF TRUSTEES
SHARED GOVERNANCE POLICY, and published in all college catalogs
under appropriate headings.

This policy does not apply to college programs which are governed or
regulated by outside government agencies or which require licensure or
certification through one of these agencies.

Board Rule 6703.11

Acceptance of Credits.

All courses and units used to satisfy LACCD curriculum requirements,
including graduation requirements (Chapter VI, Article Il, LACCD Board
Rules), educational program requirements (Board Rule 6708) and transfer
core curriculum requirements (Board Rule 6600), shall be from accredited
institutions, unless otherwise specified in this Board Rule.

For purposes of 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.

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.
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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.

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

Los Angeles Trade-Technical College

Student Rights and Responsibilities

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 veterans 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 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:

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

b. Unauthorized transfer of a file.
¢. Unauthorized use of another individual’s identification and password.

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

e. Use of unlicensed software.
f. Unauthorized

g. 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.

h. Use of computing facilities to interfere with the regular operation of the
college or district computing system.
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STUDENTS RIGHTS AND
RESPONSIBILITIES

Student Rights and Responsibilities

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 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.

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: Unsafe conduct in connection with a Heath Services Program (e.g.,
Nursing, Dental Hygiene, etc.); failure to follow safety direction of District
and/or college staff; willful disregard to safety rules as adopted by the District
and/or college; negligent behavior which creates an unsafe environment.

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 9803, Standards of Student
Conduct (See above).

The District has adopted Board Rule 9804, 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, Student Services Building, JH-512.

Los Angeles Trade-Technical College

CONFLICT RESOLUTION

The College has approved a student conflict resolution process where if there
is an issue between student and instructor, that student is to complete the
required form at the following link - http://college.lattc.edu/student-conflict-
resolution/. The Department Chairperson over the area will respond to your
request within two business days (Monday-Friday) regarding your situation.
If the issue is not resolved on campus, the student can request for a formal
grievance.

The student grievance procedure is designed to provide a prompt and
equitable means for resolving student grievances, including but not limited to
the grading process. The grievance procedure may be initiated by a student
or group of students who reasonably believe that they have been subject
to unjust action or denied rights that adversely affect their status, rights, or
privileges as a student. To initiate a student grievance, please contact the Dr.
Mary Gallagher, (213) 763-7040.

STUDENT GRIEVANCE PROCEDURES

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 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), grievances relating to disabled students as
defined by Section 504 of the Rehabilitation Act of 1973, 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 and the determination of the student’s grade by
the instructor, 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 Grievance Procedures,
contact Vice President of Adminstrative Office, Student Services Building,
JH-532.

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
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 College Registrar, 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 Registrar and are available
for inspection and inquiry.
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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 Registrar. 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.
A log 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 Admission
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.

Allinquiries regarding student records, Directory Information, and policies for
records access, release, and challenge should be directed to the Registrar
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.

Los Angeles Trade-Technical College

Student Rights and Responsibilities

STUDENT RIGHT-TO-KNOW

Los Angeles Trade-Technical College in compliance with the Federal Student
Right-To-Know and Campus Security Act of 1990 provides campus crime
statistics in the college schedule of classes and on the college website at
www.LATTC.edu.

ACCESS TO CAMPUS FACILITIES

Most campus buildings are open from 6:00 a.m. — 10:00 p.m. Monday
through Thursday. Persons may be asked to produce identification if there
is a question regarding their authorization to be in a certain area. Campus
buildings are normally locked from 5:30 p.m. Friday to 6:00 a.m. Monday.
The college Sheriff will open specific areas for Saturday classes and special
events.

POLICY FOR RESPONSIBLE
COMPUTING USE

The Los Angeles Community College District and Los Angeles Trade-
Technical College provide computing facilities (computers, networks,
software and computerized records) for use by students and college
personnel to facilitate education, research, academic development and
service to the public. Each individual user of these facilities is expected to
do so responsibly, to use computing resources ethically, to respect the rights
and privacy of others, and to use computing facilities so as not to violate
copyright or patent protections or license agreements.

College computing facilities are not to be used for commercial purposes or
non-College related activities without written authorization from the College.
The College reserves the right to limit, restrict, or extend computing privileges
and access to its information resources as it deems necessary to ensure the
rules and regulations of the District and College are followed.

Students receive computer lab user guidelines as part of their course
information. To obtain more specific information about College policies
and standards for computing use, or to obtain a copy of the full text of Los
Angeles Community College Administrative Regulation, E-76, Use of District
and College Computing Facilities, contact the Administrative Projects Office/
College Computing, JH-532, (213) 763-7040.
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AND POLICIES

Academic Standards and Policies

AcADEMIC STANDARDS AND POLICIES

ATTENDANCE AND
ENROLLMENT

ATTENDANCE

Only students who have been admitted to the college and are in approved
active status may attend classes.

Students should attend every meeting of all classes for which they register.
To avoid being dropped from class, students should contact the instructor
when they are absent for emergency reasons.

PLease Note: Students who are pre-registered in a class and miss the
first meeting may lose their right to a place in the class.

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.”

FINAL EXAMINATIONS

Final examinations are required in all courses; no student will be excused.

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, 12
units in two summer sessions, and 7 units during winter session. The
normal class load for students in the Fall or Spring semester is from
12 to 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 petition.

® Those students who will be employed while attending college should
consider reducing their programs 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 study program of 12 units or more (4 units or more in Summer and
Winter session) is considered a full time