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Academic Freedom

H. Councill Trenholm State Community College seeks 
to provide an atmosphere where students can make open 
and honest intellectual inquiry into any college matter 
appropriate for student participation.  The student is free 
to express dissent to any college matter within the limits 
of good taste. Any student who believes his or her rights 
to academic freedom have been suppressed should fol-
low the procedures outlined in the Grievance Appeals 
Procedures listed below.

Grievance and Appeal Procedures

In order for the College to carry out its mission, any valid 
written complaint by a student concerning the College 
will be promptly addressed by the appropriate authori-
ties.  Therefore, the following procedures for resolving 
such complaints and grievances have been adopted by 
the College:

Initial Steps to Resolve a Complaint 

Any student enrolled at the College who wishes to make 
a complaint about an academic matter shall report that 
complaint in writing to the instructor.  If the complaint is, 
or if related to the instructor’s actions, the complaint goes 
to the Program Coordinator.  If the Program Coordinator 
is the instructor, the complaint goes to the Division Chair.  
If the complaint cannot be resolved at this level, ; if un-
resolved, the complaint goes to the Dean of Students..  If 
the complaint concerns any type of academic matter the 
Dean of Students will consult with the Dean of Instruc-
tion to resolve the complaint.
 
Any student enrolled at the College who wishes to make 
a complaint about a non-academic matter shall report 
that complaint in writing to the Dean of Students, or if a 
complaint is related to the Dean of Student’s actions, the 
complaint goes directly to the President’s Offi ce. 

Written complaints can be either typewritten or hand-
written and must be signed. Written complaints may take 
the form of email but must be verifi ed in person by the 
individual receiving the complaint.

If the complaint is about a specifi c occurrence, the com-
plaint shall be made within ten (10) working days of 
the occurrence. The Grievance Offi cer on the Patterson 
Campus is located in Building M and may be contacted 
by calling 420-4298.  

If, after discussion between the student and the respec-
tive parties, it is determined that the complaint cannot 
be resolved immediately, the College’s Grievance Offi -
cer will take action to resolve the complaint. The offi cial 
will then submit a report within ten (10) working days of 
the fi ling of the complaint to the President, the College 
Grievance Offi cer, and such other appropriate College 
offi cial(s) as the President may designate, detailing both 
the complaint and the resolution.

Plans for Resolution 

If the student’s complaint cannot be resolved immediate-
ly but requires instead a “plan of resolution,” the College 
Grievance Offi cer to whom the complaint was made shall 
submit a written report to the President, the appropriate 
deans, and such other appropriate College offi cial(s) as 
the President shall designate. The report shall be submit-

ted within ten (10) working days of the complaint and 
shall detail the complaint and the plan to resolve the com-
plaint. 

Grievance Procedures

If a student’s complaint is not or cannot be resolved at the 
fi rst level of supervision as described in the paragraphs 
above, such an unresolved complaint shall be termed a 
“grievance”. A student who submits a complaint to the 
appropriate College offi cial(s) under the paragraphs 
above and who is not notifi ed of a satisfactory resolution, 
or plan of resolution, of the complaint within ten (10) 
business days, shall have the right to fi le with the Col-
lege Grievance Offi cer and shall include the following 
information:

1. Date the original complaint was reported;
2. Name of person to whom the original complaint was 

reported;
3. Facts of the complaint; and 
4. Action taken, if any, by the receiving offi cial to re-

solve the complaint.

The grievance statement may also contain other informa-
tion relevant to the grievance that the complainant wants 
considered by the Grievance Offi cer. If the grievance 
involves a claim of discrimination based on sex, race, 
age, national origin, religion, or disability, the complain-
ing party should state with particularity the nature of the 
discrimination and, if known, a reference to any statute, 
regulation or policy which the complainant believes to 
have been violated. The complainant shall fi le any claim 
involving illegal discrimination within thirty (30) days 
of the occurrence of the alleged discriminatory act or of 
the date on which the complainant knew or should have 
known that the alleged discriminatory act took place.

Investigation, Hearing and Findings

The College shall have thirty (30) calendar days from 
the date of receipt by the Grievance Offi cer of the griev-
ance to conduct an investigation of the allegation(s), hold 
a hearing (if requested) on the grievance, and submit a 
written report to the complainant of the fi ndings aris-
ing from the hearing. Grievance Form A shall be used to 
report both the grievance and the hearing fi ndings. The 
President or his designee shall report the fi ndings to the 
complainant by either personal service or certifi ed mail 
sent to the complainant’s home address. 

Investigation Procedures 

The Grievance Offi cer, either personally or with the as-
sistance of such other persons as the President may des-
ignate, shall conduct a factual investigation of the griev-
ance allegations and shall research the applicable statute, 
regulations or policies, if any. The factual fi ndings from 
the investigation by the Grievance Offi cer shall be stated 
in a written report. The report will be submitted to the 
complainant and to the party against whom the complaint 
was made, the “Respondent,” and shall be made a part of 
the hearing record, if a hearing is requested by the com-
plainant. Each of the parties shall have the opportunity to 
fi le written objections to any of the factual fi ndings and 
to make their objections a part of the hearing record. The 
Grievance Offi cer for the hearing record shall also pres-
ent publications or verifi ed photocopies containing rel-
evant statutes, regulations and policies. In the event that 

H. Councill Trenholm State Community College

Academic Policies and Regulations 14



the complainant does not request a hearing, the Grievance 
Offi cer’s report and a recommendation for resolution of 
the complaint shall be fi led with the President, and a copy 
provided to the complainant and respondent.

Hearing Procedures

In the event that the complainant requests a hearing with-
in the time frame designated by the Grievance Offi cer, the 
President shall designate a qualifi ed, unbiased person or 
committee to conduct each grievance hearing. The hear-
ing offi cer or committee shall notify the complainant, and 
each respondent, of the time and place of the hearing at 
least seventy-two (72) hours prior to the scheduled begin-
ning of the hearing. The hearing shall be conducted in a 
fair and impartial manner and shall be open to the public 
unless both parties request in writing for the hearing to 
be conducted in private to the extent that there will be no 
violation of any applicable “sunshine laws.” 

At the hearing, the complainant and respondent shall be 
read the grievance statement. After the grievance is read 
into the record, the complainant will have the opportunity 
to present such oral testimony and other supporting evi-
dence as they shall deem appropriate to their claim. Each 
respondent shall then be given the opportunity to present 
such oral testimony and other evidence as they shall deem 
appropriate to the respondent’s defense against the charg-
es. In the event that the College, or the administration of 
the College at large, is the party against whom the griev-
ance is fi led, the President shall designate a representative 
to appear at the hearing on behalf of the respondent.
Any party to a grievance hearing shall have the right to 
retain, at the respective party’s cost, the assistance of le-
gal counsel or other personal representative. However, 
the respective attorney(s) or personal representative, if 
any, shall not be allowed to address the hearing body or 
question any witnesses. In the event that the College is 
the respondent, the College representative shall not be an 
attorney or use an attorney unless an attorney or other 
personal representative assists the complainant.

The hearing shall be recorded either by a court reporter 
or on audio or videotape or by other electronic recording 
medium. In addition, all items offered into evidence by 
the parties, whether admitted into evidence or not, shall 
be marked and preserved as part of the hearing record.

Report of Findings and Conclusions of Law 

Following the hearing, there shall be a written report to 
the President of the fi ndings of the hearing offi cer or the 
chairman of the committee, and the report shall contain at 
least the following:

1.    Date and place of the hearing;
2.   The name of each member of the hearing committee;
3.    A list of all witnesses for all parties to the grievance;
4.    Findings of fact relevant to the grievance; 
5.    Conclusions of law, regulations or policies relevant 

to the grievance; and
6.    Recommendation(s) to the President arising from the 

grievance and hearing. 

Available Appeals

The President (or his designee) shall submit a completed 
report, using Grievance Form B, to the complainant and 
the respondent(s) and shall include a copy of the report of 
the hearing offi cer/committee. If the grievance involves 

a claim of illegal discrimination, the complainant shall 
have the right to appeal the decision of the hearing offi cer 
or committee to the Chancellor of the Alabama Depart-
ment of Postsecondary Education, provided that:

1. A notice of appeal is fi led, using Grievance Form B, 
with the Grievance Offi cer and the Chancellor of the 
Department of Postsecondary Education within fi f-
teen (15) calendar days following the complainant’s 
receipt of the committee report, and

2. The notice of appeal contains clear and specifi c 
objection(s) to the fi nding(s), conclusion(s) or 
recommendation(s) of the hearing offi cer or commit-
tee.

If the appeal is not fi led by the close of business on the 
fi fteenth (15) day following the complainant’s receipt of 
the report, the complainant’s right to appeal shall be for-
feited.

Chancellor’s Review

The Chancellor shall have thirty (30) calendar days from 
receipt of the notice of appeal to review and investigate 
the allegations contained in the grievance, to review the 
hearing record, hold an appellate hearing (if deemed ap-
propriate by the Chancellor) and to fi le a report of the 
Chancellor’s fi ndings of fact and conclusions of law. 
The Chancellor shall have the authority to:  (1) Affi rm, 
(2) Reverse or (3) Affi rm in part and reverse in part the 
fi ndings arising from the College’s grievance hearing. 
The Chancellor’s report shall be served on the complain-
ant and the respondent(s) by personal service or by certi-
fi ed mail return receipt requested, to the complainant and 
respondent(s) at their respective home addresses.

Appeal to State Board of Education

Except in cases involving a claim alleging illegal dis-
crimination based on gender or disability, the Chancel-
lor’s report shall not be appealable. However, pursuant 
to State Board of Education policy, a complainant who is 
alleging a claim of illegal discrimination based on gen-
der or disability may fi le an appeal to the State Board of 
Education for a review of the Chancellor’s fi ndings and 
the fi ndings arising from the College grievance hearing.

A complainant who has grounds for appealing the fi nd-
ings of the Chancellor to the State Board of Education 
may do so by:

1. Filing the notice of appeal, using Grievance Form 
C which is located on the College’s website, to the 
State Board of Education within fi fteen (15) calen-
dar days following the complainant’s receipt of the 
report of the Chancellor’s fi ndings; and

2. Specifying in the notice of appeal clear and spe-
cifi c objection(s) to the fi nding(s), conclusion(s) or 
recommendation(s) of the Chancellor.

If the appeal is not fi led with the Chancellor by the close 
of business on the fi fteenth (15) day following the com-
plainant’s receipt of the Chancellor’s report, the com-
plainant’s right to appeal shall be forfeited.

Review by State Board of Education

The State Board of Education shall have thirty (30) calen-
dar days following its receipt of the complainant’s notice 
of appeal (which shall be presented to the State Board at, 
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or prior to, its next meeting following the receipt by the 
Chancellor of the notice of appeal) to investigate and re-
view the allegations contained in the grievance, to review 
the reports of the Chancellor and the College hearing of-
fi cer/committee, to hold an appellate hearing and to fi le a 
report of the State Board fi ndings of fact and conclusions 
of  the law.

The State Board shall have the authority to (1) affi rm, 
(2) reverse or (3) affi rm in part and reverse in part, the 
fi ndings and conclusions of the Chancellor. The report of 
the State Board shall be served on the complainant and 
respondent(s) by personal service or by certifi ed mail re-
turn receipt requested, to the respective home addresses 
of the parties. The report of the State Board shall not be 
further appealable within the Alabama Community Col-
lege System. However, the complainant shall not be pre-
cluded from fi ling the grievance with an appropriate court 
or an administrative agency such as the Offi ce of Civil 
Rights of the U.S. Department of Education or the Equal 
Employment Opportunity Commission.

General Rule on Filings

If the last date for fi ling a document under these proce-
dures shall fall on a Saturday, Sunday or legal holiday, 
the date of the fi rst working day following the respective 
Saturday, Sunday or legal holiday shall be considered the 
deadline date.

Academic Honesty

The primary goal of H. Councill Trenholm State Com-
munity College is the promotion of an atmosphere con-
ducive to studying and learning.  Those conditions and 
actions that encourage scholarship are applauded; those 
conditions and actions which deter or discourage intel-
lectual growth and development are deplored.  Therefore, 
‘Academic Dishonesty’ is defi ned as follows:

1.   Cheating on an exercise, test, problem, practice or 
examination submitted by a student to meet course 
requirements.  Cheating includes, but is not limited 
to, the following: the use of unauthorized aids (such 
as crib sheets, written materials, drawings, etc.); 
copying from another student’s work;  soliciting, 
giving and/or receiving unauthorized aid orally or in 
writing; or similar action contrary to the principles of 
academic honesty.

2.  Plagiarism on an assigned paper, theme, report or oth-
er material submitted to meet course requirements.  
Plagiarism is the act of using, in one’s own work, 
the work of another without giving appropriate at-
tribution.

3.  Use of tests or papers prepared by commercial or non-
commercial agents and submitted as a student’s own 
work.

Charges of academic dishonesty made against a student 
by a faculty member must follow the principles of due 
process.  Faculty members must bring charges against a 
student in writing.  A faculty member shall not give the 
grade ‘F’ or any punitive punishment for academic dis-
honesty unless guilt is established through the due pro-
cess procedure.  A hearing will be scheduled which will 
allow for the student to tell his/her side of the incident.  
After the hearing, the student will be given an explanation 
of the results of the hearing and any penalties imposed.

Schedule Planning

All new and returning students must see their assigned 
advisor prior to registering for classes. All currently en-
rolled students may register online. It is advisable for 
students to plan their schedules two or three terms in 
advance.  This allows the student to fulfi ll prerequisites 
in preparation for advanced courses or sequences taught 
only once or twice a year.  Students should have a degree 
plan on fi le in their department during the fi rst term of 
enrollment.  Students should work closely with advisors 
and instructors to follow the required degree plan for their 
program.

Prerequisites

A student who fails a course in a sequence cannot take 
the succeeding course before making up the failure.  Pre-
requisites for a course must be met before the course is 
taken. 

Time and Location of Courses

H. Councill Trenholm State Community College offers 
most courses and instructional programs with both day 
and evening schedules.  Some courses are offered at sites 
away from the two campuses.  All courses meet the same 
standards and have the same requirements regardless of 
the time or place offered. 

Offi cial Trenholm Connection

The College has installed an online system as the offi cial 
link with students. To access the site, students should use 
www.trenholmstate.edu and visit the “My Trenholm” and 
Campus E-mail section under Quick Links on the home 
page. The College uses the campus “My Trenholm” and 
campus E-mail system as the offi cial means of notifi ca-
tion concerning a variety of administrative announce-
ments:

•  faculty-student communications
•  staff-student communications
•  admissions and enrollment information
•  fi nancial aid information
•  registration dates 
•  grades and transcripts
•  review of student accounts
•  job placement announcements
•  student activities and events 

Change of Name

Academic records at Trenholm State are permanently 
maintained by student name. Name changes will not be 
made for an inactive student. A student may maintain aca-
demic records under the name used at the time of admis-
sion. There is NO requirement that a student must make 
a name change. A student who wishes to change his or 
her name must complete the Readmission/Information 
Change form in the Offi ce of Admissions and Records. 
The student must provide proof of a divorce decree or a 
marriage license. If the aforementioned are not available, 
a valid Driver’s License AND social security card will be 
required. 
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Enrollment Verifi cation

Trenholm State Community College has authorized the 
National Student Clearinghouse to act as the agent for 
all verifi cations of student enrollment and provide veri-
fi cation of degrees. Requestors should use www.student-
clearinghouse.org  for enrollment verifi cation and www.
degreeverify.org  for degree verifi cation. The telephone 
number is (703) 742-4200, Monday – Friday, from 9:00 
a.m. to 7:00 p.m., Eastern Standard Time.  The fax num-
ber is (703) 742-4239. The email address is enrollment-
verify@studentclearinghouse.org.

The mailing address is listed below. 

National Student Clearinghouse
2300 Dulles Station Blvd., Suite 300
Herndon, VA 20171

Through Enrollment Verify, the National Student Clear-
inghouse will process enrollment verifi cations, on your 
behalf, for the following types of companies:

• Credit Issuers: verifi cation for students who have ap-
plied for student cards.

• Travel Companies: verifi cation for students who 
have applied for discounted student travel.

• Housing Providers: verifi cation for students who 
have applied to rent property.

• Scholarship Providers: verifi cation for students who 
have been awarded scholarships.

• Consumer Product Companies: verifi cation for stu-
dents who have applied for student discounts when 
purchasing computers, books, etc.

• Requests by Student and Parents: many companies, 
including health insurers, ask students directly to 
provide proof of current enrollment. Students and 
parents can use the National Student Clearinghouse 
Enrollment Verify website to download or print cer-
tifi cations.

Change of Curriculum or Program of Study (Major)

A student accepted and enrolled in a particular program 
of study who seeks to pursue another program of study 
must meet the requirements for admissions to the new 
program.  A student who changes a program of study will 
follow the program requirements of the College cata-
log which is current at the time of the program of study 
change.  Students are cautioned that changing a program 
may negatively impact the student’s fi nancial aid status. 

Enrolled students who are Title IV recipients are allowed 
only two changes of major after declaring the initial ma-
jor.  All periods of students’ enrollment count when de-
termining Satisfactory Academic Progress (SAP), even 
periods in which the student did not receive Federal 
Student Aid (FSA). After declaring the initial major, all 
students, including Title IV recipients, are only allowed 
two changes of major before completing a Program of 
Study not to exceed 150% of the current major. Students 
who are pursuing an Associate Degree may not be able 
to complete a second Associate Degree at the College on 
Title IV aid. Students who wish to change their program 
of study must obtain the proper form from the Offi ce of 
Admissions and Records.  This form must also be signed 
by the Offi ce of Financial Aid. 

Dropping and Adding Classes

Adding classes to a student’s schedule is permitted only 
during the fi rst three days of the Fall and Spring Semes-
ter. During the summer, the addition of classes is permit-
ted only on the fi rst day of the term.  Students who wish 
to add or drop classes during the drop/add period must 
obtain the proper form from the Offi ce of Admissions and 
Records.

Withdrawal Policy

If a student offi cially withdraws or is unoffi cially with-
drawn (breaks the Attendance Policy) prior to 70% of the 
semester/term, he/she will receive a grade of “W.”  If a 
student offi cially withdraws from a course after attending 
70% of the semester/term, and the student is failing the 
class at the time of withdrawal, a grade of WF must be 
assigned.  If a student offi cially withdraws from a course 
after attending 70% of the semester/term and is passing, a 
grade of WP must be assigned.  Refer to the Student Cal-
endar for the specifi c 70% date which is listed as “Last 
Day to Withdraw Without Any Academic Penalty.”  If a 
student never attended or the class is cancelled, the class 
will be deleted and no grade will be assigned.

Offi cial Class Withdrawal or Offi cial Total Withdraw-
al After Drop/Add Period 

A student who wishes to withdraw offi cially from a class 
or withdraw offi cially from the College should do the fol-
lowing:

1.   Obtain the appropriate Offi cial Withdrawal form via 
My Trenholm Portal on the College’s website;

2.   Complete the Offi cial Withdrawal form, listing all 
enrolled courses and obtain the appropriate instruc-
tors’ signatures and grades;

3.   Obtain offi cial withdrawal clearance from the Offi ce 
of Financial Aid, and

4.   Submit the completed Offi cial Withdrawal form to 
the Offi ce of Admissions and Records.

Partial Withdrawal

Students who do not completely withdraw from the col-
lege but drop a class during the regular drop/add period 
will be refunded the difference in the tuition paid and the 
tuition rate applicable to the reduced number of hours, in-
cluding fees appropriate to the classes dropped. There is 
no refund due to a student who partially withdraws after 
the offi cial drop/add period.

Total Withdrawal

Students who offi cially or unoffi cially withdraw from all 
classes for which they are registered before the fi rst day 
of classes for the term will be refunded the total amount 
of tuition and other refundable fees. Students who offi -
cially or unoffi cially withdraw completely on or after the 
fi rst day of classes, but prior to the end of the third week 
of classes will be refunded according to the withdrawal 
date.

Total Withdrawal before the             100% refund
offi cial fi rst day of classes
  
Total Withdrawal during fi rst week  75% refund

Total Withdrawal during second week     50% refund
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Total Withdrawal during third week  25% refund

Total Withdrawal after the end of            NO REFUND
the third week
 
An administrative fee not to exceed 5% of tuition and 
other refundable institutional charges or $100.00, which-
ever is smaller, shall be assessed for each withdrawal 
within the period beginning the fi rst day of class and end-
ing at the end of the third week of class. The fi rst offi cial 
day of classes is indicated on the College calendar as the 
day that classes begin. There is only one fi rst day of class. 
This day may not be the fi rst day on which all classes 
begin.  The calendar also indicates the last day to drop/
add. For calculating refunds, a week is defi ned as the fi rst 
day of class running seven calendar days (inclusive of 
Saturday and Sunday).

Title IV Refunds (General)

When a Federal Pell, and/or Federal SEOG Grant recipi-
ent begins attending class and completely withdraws from 
the College before 60 percent of the semester/term has 
passed, the Business Offi ce will determine the amount of 
the Grant(s) that the student earned as of the student’s 
withdrawal date.

The student’s date of withdrawal is either the date that 
the student began the withdrawal process prescribed by 
the College or the date, as determined by the College, 
that the student otherwise provided offi cial notifi cation to 
the College, in writing or verbally, of his or her intent to 
withdraw.   If a student ceases attendance without provid-
ing offi cial notifi cation to the College, the midpoint of 
the payment period or the last data of an academically 
related activity in which the student participated is used 
as the date of withdrawal.  This withdrawal determina-
tion usually occurs on a weekly basis but no later than 30 
days after the end of each payment period. However, if a 
student receives the fi nal grade of “F”, the instructor is 
required to complete the “Earned “F” Verifi cation form to 
verify that the student actually earned the “F” grade.  The 
Earned “F” Verifi cation form must be submitted to the 
Offi ce of Admissions and Records at the same time that 
fi nal grades are entered each semester.  Consequently, any 
student receiving the fi nal “F” grade has actually earned 
this grade by either failing the course after attending 70% 
of the term or has not mastered the course material.  

Course Load

The maximum course load is nineteen (19) semester 
credit hours.  A student may take more than nineteen 
(19) semester credit hours only with special permission 
from the Program Coordinator and the Dean of Instruc-
tion.  Registration forms must be obtained in the Offi ce 
of Admissions and Records. An absolute maximum of 
twenty-four (24) semester credit hours exists for all stu-
dents.  The minimum load for a regular full-time student 
is twelve (12) semester credit hours.  Students who are 
enrolled in transitional courses are strongly encouraged 
to enroll in 12 hours or less each term until all transitional 
courses have been completed.
Course Cancellation Policy

Any course listed in the schedule of courses offered will 
be subject to cancellation when enrollment in the course 
is inadequate for that term or when no qualifi ed instruc-
tor is available.   In the event that Trenholm cancels a 

class, enrolled students are entitled to a full refund of the 
related tuition and fees within forty-fi ve (45) days (1) of 
the planned class start date or (2) from the date of cancel-
lation.

Assignment of Class Instructor

The College reserves the right to change instructors listed 
to teach courses due to class cancellation, splits, or other 
conditions which might necessitate the reassignment of 
instructors.  Students should be cautioned that the listing 
of an instructor’s name to teach a course in the schedule 
of classes is no guarantee that the instructor will teach 
the course.

Orientation to College ORI-101

All new students and returning students, who have not 
previously taken Orientation to college (ORI-101) at H. 
Councill Trenholm State Community College, are re-
quired to take ORI-101 during their fi rst term of enroll-
ment. No exceptions will be made. ORI-101 classes taken 
at another institution will not be accepted for transfer 
credit at Trenholm State. 

ORI-101 is designed to provide students with information 
to help them succeed at Trenholm State.  Through atten-
dance in ORI-101 and participation in class assignments 
via e-mail and the website, students are informed of the 
College’s policies and procedures as well as practices de-
signed to help them with study and test-taking skills, time 
management, WorkKeys assessment, and more. 

Repetition of Courses

Students may repeat courses for which they have previ-
ously registered.  If a course is repeated, only the last 
grade awarded for the course will be used in the calcula-
tion of the cumulative grade point average (GPA) for the 
purpose of fulfi lling graduation requirements.  A course 
may be considered in the calculation only once to satisfy 
the credit hours required for graduation.  Some sources 
of fi nancial aid will not pay tuition for repeated courses.

Transitional Courses 

Transitional courses are required for students who score 
below the standard established on the COMPASS Assess-
ment.  Based on placement assessment scores, students 
may be required to take transitional courses in English, 
reading, math, and/or algebra.  Students who do not take 
the algebra portion of the placement assessment will be 
required to complete MTH-098, Elementary Algebra, if 
applicable.  Transitional students placing into Reading 
083 should enroll in this class during their fi rst term of 
enrollment.  If this is not possible, the student must enroll 
no later than his/her second term of enrollment.

Through transitional courses, students will have the op-
portunity to strengthen their academic skills in order to 
be successful in college-level courses.  Since transitional 
courses are preparatory in nature, they are not creditable 
toward a degree or certifi cate.  Enrollment in transitional 
courses may increase the length of time in a program.  
A grade of “D” is NOT considered a passing grade in a 
transitional course.  A student must earn a minimum fi nal 
course average of 70, a grade of “C,” to pass a transitional 
course.
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Student Classifi cation

Students who have earned less than 30 credit hours are 
classifi ed as freshmen.  Students who enroll for less than 
twelve (12) credit hours are classifi ed as part-time stu-
dents.  Part-time students’ programs of study should con-
form to the general curriculum requirements of all stu-
dents.  Students registered at the College for twelve (12) 
credit hours or more are classifi ed as full-time students.

Independent Study Classes

In certain unusual circumstances, the appropriate aca-
demic offi cer (Dean), upon recommendation of the Divi-
sion Director and instructor, may permit a student to take 
a course by independent study.  Permission will be based 
on such factors as future course availability, completion 
for graduation, and the student’s academic record.  The 
student’s grade point average will be considered before 
approval to take a course by independent study is granted.  
A student will not be allowed to take more than one in-
dependent study course per semester.  Transient students 
and other students whose GPAs are unknown will not be 
allowed to take any courses by independent study.

Attendance Policy

The attendance policy is designed to meet the require-
ments of external agencies that require attendance reports 
on enrolled students whom they fund.

As a result of the electronic student data system, the Col-
lege identifi es students each semester/term who are fund-
ed by external agencies to allow faculty the capabilities 
of reporting attendance throughout students’ enrollment. 
In addition, the faculty receives orientation on attendance 
verifi cation in order to meet the reporting requirements of 
any external agencies.

A student enrolled in a particular course(s) is obligated 
for all work that may be assigned.  Punctual and regular 
attendance is vital to the discharge of this obligation. Ab-
sences do not preclude a student’s responsibility for class 
activities missed during the period of absence.

Class attendance is considered an essential part of the 
educational process at H. Councill Trenholm State Com-
munity College.  The College subscribes to the philos-
ophy that the academic success derived by a student is 
directly proportional to class participation.  A student 
is expected to attend all scheduled class meetings for 
courses in which he/she is registered and to participate 
in all required course activities.  If students do not at-
tend class before the end of drop/add or late registration, 
their classes will be deleted from their course schedule. 
Students will not be permitted to reenroll in these classes 
until the next term.

At the beginning of each term, the faculty must identify 
the names of those students who fail to attend their class-
es. Those students’ names are deleted from any pending 
fi nancial aid credit balance submissions until attendance 
can be verifi ed by the faculty member. Students will not 
receive fi nancial aid for any classes they audit or for any 
classes they never attend.

Regulations pertinent to attendance are listed below:

1.   All instructors are required to take and report atten-
dance only for students sponsored by agencies that 

require attendance to be reported.
2.   For these students, attendance will be recorded from 

the fi rst day of class.

3.   The course syllabus will specify how attendance will 
be checked, verifi ed, and reported.  Additionally, the 
syllabus will provide guidelines on actions taken 
when or if the policy is broken.   

4.   It is the student’s responsibility to keep up with the 
exact amount of class time missed and to ensure that 
any missed assignments are completed in a timely 
manner.  The instructor is required to notify the stu-
dent when that student is in danger of violating the 
attendance policy; however, the instructor is not re-
quired to cover any material missed as a result of the 
student’s being absent.

5.   Students are expected to be present for all exami-
nations. Instructors are not required to arrange for 
make-up tests.

6.   A student who elects to withdraw from a class should 
notify his/her instructor and must complete the ap-
propriate class withdrawal form in the Offi ce of Ad-
missions and Records.  A student who discontinues 
attendance but fails to appropriately withdraw may 
be unoffi cially withdrawn by the instructor.

7.   Students receiving fi nancial aid should be aware that 
absences from class may result in a decrease in the 
amount of fi nancial aid received or, in some cases, 
loss of fi nancial aid.

8.   If a student offi cially withdraws or is unoffi cially 
withdrawn (breaks the Attendance Policy) prior to 
70% of the semester/term, he/she will receive a “W.” 
After 70% of the semester/term has been completed, 
a student who withdraws will receive either a “WP” 
if passing the course at the time of withdrawal or a 
“WF” if failing at the time of withdrawal. After 70% 
of the semester/term has been completed, a student 
who misses class will not be allowed to make up any 
missed work unless he/she receives prior approval 
from the instructor. A student will not be issued an 
“I” based on absences; instead, a student will receive 
the grade he/she earns, with a grade of “0” being 
given for any homework, exams, projects, or other 
assignments not completed. Final grades will be cal-
culated based on all assignments required, regardless 
of whether or not the student has completed those 
assignments. 

Attendance Policy for Online Courses

Electronic interaction among learners and the instructor 
is a viable and vital portion of distance education. Stu-
dents must actively participate in all aspects of the course, 
which may include electronic discussions (online forums 
and/or chat sessions), by providing input and responding 
to questions presented by the instructor throughout the 
course.

According to the College attendance policy (see the Col-
lege Catalog), students must demonstrate a minimum lev-
el of participation to receive college credit for a course.  
For online courses, students must attend a mandatory 
on-campus orientation session and must log in to the on-
line course website during the fi rst week of the beginning 
course date.  Failure to do so will result in withdrawal 
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from the course.  Students must also complete an on-cam-
pus midterm and fi nal exam/evaluation.  Specifi c courses 
may require additional on-campus tests, labs, or other ac-
tivities as indicated in the course syllabus.  If a student 
cannot appear on campus at the required time, it is up to 
that student to contact the instructor in advance to make 
appropriate arrangements for an approved proctored ses-
sion. All costs associated with proctoring and with travel 
to and from the campus or proctor location are the re-
sponsibility of the student. 

Active, weekly participation in the online course through 
completion of assignments or participation in online 
course activities is mandatory.  Activities and assign-
ments required for students to demonstrate active weekly 
participation are determined by the online course instruc-
tor and are listed in the course syllabus.   They may in-
clude discussion forums, chat sessions, group projects, 
quizzes, homework, tutorials, or any other activity that 
requires student engagement in the learning process.  Stu-
dents who fail to log in and complete required assign-
ments for any three weeks (consecutive or not) during fall 
or spring semester (any two weeks in the summer term) 
will be withdrawn from the course.   For offi cial records 
(including fi nancial aid), the last date of attendance for a 
student withdrawn from an online class will be the last 
day the student demonstrated active participation in the 
course.  
   
If a student offi cially withdraws or is withdrawn (breaks 
the participation policy) prior to completing 70 percent 
of the term (see the current semester calendar), he/she 
will receive a grade of “W.”  A student who breaks the 
participation policy after 70 percent of the term has been 
completed will receive zeros on all assignments missed. 
No makeup work is allowed after the 70 percent point in 
the term unless the student is able to document justifi able 
extenuating circumstances.
  
Attendance Policy for Clock Hour Programs

Federal regulations require that attendance in programs 
classifi ed as “clock hour” programs be measured hourly. 
Therefore, students must “clock in” and “clock out” so 
that their attendance can be measured by the hour. For 
each clock hour program, a minimum number of hours 
(generally equivalent to half the number of hours re-
quired during an award year) must be completed before 
students can receive the next disbursement of Federal aid. 
Thus, each hour missed delays the next disbursement. 
Details regarding attendance requirements for clock hour 
programs will be provided to students by the program in-
structors and in the course syllabus.

Formal Attendance Appeal Policy

If a student has reason to believe that the recorded at-
tendance in a particular course is wrong, the student 
must make an informal effort to correct the error with 
the instructor who recorded the attendance.  If the infor-
mal efforts of the student and faculty member have not 
produced a satisfactory resolution, a formal appeal is in 
order.  See the Formal Attendance Appeal Process below.  
The recorded attendance change must be made within 
one semester after the attendance was initially recorded.  
Attendance changes after one semester must be done 
through the Formal Attendance Appeal Process.  The in-
structor is responsible for securing all changes required 
on the Attendance Record before submitting the docu-
ment to the Offi ce of Admissions and Records.  Students 

are not allowed to secure these changes.

If the informal efforts of the student and faculty member 
have not produced a satisfactory resolution, a formal ap-
peal is in order.  A written appeal should be initiated by 
the student prior to the last day of classes of the semester 
following the semester in which the attendance was re-
corded. After this deadline, the appeals will not be con-
sidered. The following procedures should be followed for 
formally appealing a recorded attendance:

1.  The student should fi rst contact the instructor and re-
quest verifi cation of the attendance and how it was 
determined.

2.   If the student does not receive satisfaction from the 
instructor, the student may confer with the program 
coordinator and the faculty member in an attempt to 
reach closure. If the appeal is resolved at this point, a 
“memorandum of record” should be prepared by the 
program coordinator and be retained on fi le.

3.   If closure is not reached, the student may fi le a for-
mal attendance appeal to the Dean of Instruction.  
This must be done in writing and dated prior to the 
one semester time limit. The appeal must state the 
name of the course, the reasons for the request, the 
dates involved, and the name of the instructor who 
recorded the attendance, to include all previous at-
tempts to resolve the situation.

The dean will assign an ad hoc Attendance Appeals Com-
mittee for deliberation.  The Chairperson of the depart-
ment or the program coordinator will chair the Commit-
tee.  The Committee shall consist of two full-time faculty 
members, one faculty member from the discipline and one 
faculty member from outside the division and a college 
counselor (or designee). The Committee will review the 
student’s appeal letter, transcript, instructor’s roll book, 
tests, papers, reports, projects, and any other documenta-
tion. A vote will be taken by the committee to attempt 
resolution. If no resolution is achieved, a formal hearing 
will be scheduled where the student and faculty member 
will be requested to present their sides of the matter. After 
deliberating, the Committee will make a recommendation 
to the appropriate dean to either support or change the 
recorded. The dean will notify the student of the decision 
and/or action within 3-5 days following the hearing.

Grades

Letter grades are assigned according to the following sys-
tem for all courses for which students have registered.

A Excellent       Numerical Range: 90-100 4 Quality Pts
B Good Numerical Range: 80-89 3 Quality Pts
C Average Numerical Range: 70-79 2 Quality Pts
D Poor Numerical Range: 60-69 1 Quality Pts
F Failure Numerical Range: Less than 60 0 Quality Pts
I Incomplete Must be removed during the 0 Quality Pts 
  next term or the grade of
  “F” will be assigned.
AU Audit Course taken for no credit.  0 Quality Pts
  Must be declared prior to
  the end of Drop/Add period.
W Withdrawal Must be prior to 70% date. 0 Quality Pts
  Credit hours will not be
  averaged into the GPA.
WP Withdrawal Must be after 70% date.  0 Quality Pts
 Passing  Credit hours will be
  averaged into the GPA.
WF   Withdrawal Must be after 70% date.  0 Quality Pts
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 Failing  Credit hours will be
  averaged into the GPA.
PL Credit by Departmental Exam or Portfolio  0 Quality Pts
 Prior Learning Assessment
 Assessment 
EA Exemption/ Credit hours will not be averaged 0 Quality Pts
 Advanced into the GPA.
 Placement  
EC Exemption/ Credit hours will not be averaged 0 Quality Pts
 CLEP into the GPA. 
ED Exemption/ Credit hours will not be averaged 0 Quality Pts
 DANTES  into the GPA. 
TP Tech Prep Credit for courses taken  0 Quality Pts
  under Tech Prep Articulation Agreement.
  Credit hours will not be averaged into the GPA.

Satisfactory grades are “A”, “B”, “C” and “D.”  How-
ever, a grade of “D” is NOT considered a passing grade 
in a transitional course or in some programs of study.  A 
student must earn a minimum fi nal course average of 70, 
a grade of “C”, to pass a transitional course.   Some pro-
grams may have a more stringent grading system due to 
external agencies/accreditation requirements.

If a student withdraws after the 70% point of the term, a 
grade of “WP” will be assigned if the student is passing 
the course at the time of withdrawal.  Refer to the Student 
Calendar for the specifi c 70% date listed as “Last Day to 
Withdraw without Any Academic Penalty.” If a student 
never attended or the class is cancelled, the class will be 
deleted and no grade will be assigned. 

Incomplete (I) Grade

With the permission of the appropriate dean, an “I” may 
be assigned when a student’s work in a course is incom-
plete because of circumstances beyond the student’s 
control but is otherwise of passing quality. Unless the 
defi ciency is made up within the following term, the “I” 
automatically becomes an “F.”  An “Incomplete Grade 
Contract” form must be signed by the student, instructor, 
program coordinator, and the appropriate dean.  The in-
structor is responsible for securing all signatures required 
on this form before submitting it to the Offi ce of Admis-
sions and Records along with the Class Attendance Ros-
ter.  Students are not allowed to secure these signatures.

An incomplete grade (“I”) does not count toward course 
work completed and is not counted as courses attempted; 
therefore, it does not negatively impact on the incremental 
measurement of progress.  A GRADE OF “I” - INCOM-
PLETE - IS NOT COUNTED IN HOURS ATTEMPTED 
AND EARNED.  However, the grade that replaces the 
“I” is counted in hours attempted and hours earned once it 
is removed.  An “I” grade is intended to be only an inter-
im course grade. Unless the defi ciency is made up within 
the following term, the “I” automatically becomes an “F.”  

Earned “F” Verifi cation Procedure

If a student receives the fi nal grade of “F,” the instructor is 
required to complete the “Earned “F” Verifi cation” form 
to verify that the student actually earned the “F” grade.  
The Earned “F” Verifi cation form must be submitted to 
the Offi ce of Admissions and Records at the time that fi -
nal grades are entered each semester.  Consequently, any 
student receiving the fi nal “F” grade has actually earned 
this grade by either failing the course after attending 70% 
of the term or has not mastered the course material.

Students who offi cially or unoffi cially withdraw prior to 
70% of the semester receive the “W” grade.  Students who 

offi cially withdraw after attending 70% of the semester 
and are passing the course work will receive the “WP” 
grade.  If students are not passing the course work after 
attending 70% of the semester, the “WF” grade will be 
assigned.  If there are any Title IV recipients who with-
draw or are withdrawn before completing 61% of the 
semester, a Return to Title IV Calculation is performed. 
If a Title IV recipient withdraws or is withdrawn after 
60% of the term, then the student has actually earned all 
Title IV Funds. All instructors who submit a fi nal grade 
of “F” for a student are required at the time of reporting 
the “F” grade to complete the “Earned “F” Verifi cation” 
form to verify that the student actually earned the “F” 
grade.   NOTE: This Earned ‘F’ Verifi cation Procedure 
has been in place at the College since March 18, 2004.

Grade Point Average (GPA)

To obtain a numerical measure of the quality of a stu-
dent’s work, quality points are assigned to grades as in-
dicated below:

A - 4 Quality Points
 3 semester hours of “A” = 3 x 4 = 12 quality pts

B  - 3  Quality Points
 3 semester hours of “B” = 3 x 3 = 9 quality points

C  - 2  Quality Points
 3 semester hours of “C” = 3 x 2 = 6 quality points

D  - 1  Quality Points
  3 semester hours of “D” = 3 x 1 = 3 quality points

F  - 0  Quality Points
 3 semester hours of “F” = 3 x 0 = 0 quality points
            
The grade point average (GPA) of a student is deter-
mined by multiplying the number of quality points for 
each grade received by the number of credit hours for 
that course. The total number of quality points is divided 
by the total number of credit hours attempted, exclud-
ing courses with W, S, U, I, and AU designations.  Ex-
ample: 30 quality points divided by 12 semester hours 
attempted = 2.5 GPA.

Grade Changes

If a student has reason to believe that the letter grade 
earned in a particular course is wrong, the student must 
make an informal effort to correct the error with the in-
structor who issued the grade.  If the informal efforts 
of the student and faculty member have not produced a 
satisfactory resolution, a formal appeal is in order.  See 
the Formal Grade Appeal Process below.  The grade 
change must be made within one semester after the 
grade was initially earned.  Grade changes after one se-
mester must be done through the Final Grade Appeal 
Process.  The instructor is responsible for securing all 
signatures required on the Grade Change Request form 
before submitting the form to the Offi ce of Admissions 
and Records.  Students are not allowed to secure these 
signatures.
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Grade Report

Students may access their grade reports and view their 
academic status via “My Trenholm” on the College web-
site, www.trenholmstate.edu, at the end of each term.  
The grade report becomes a part of the student’s offi cial 
transcript.  The grade report will be withheld if there is 
an outstanding fi nancial obligation to the College. If any 
student suspects that a grade may have been recorded in 
error, the student should schedule a conference with the 
instructor of that particular course.  This must be done by 
the last day of the next term. If an error has been made, it 
will be corrected and refl ected on the student’s transcript.  
If resolution is not attained, the student may appeal to the 
program coordinator.  The program coordinator may re-
solve concerns or may convene an Ad Hoc Appeal Com-
mittee to review the concern.  The Committee will make 
a decision and forward a recommendation to the Dean 
of Instruction. If a resolution is not obtained, the student 
may fi le a written appeal to the Dean of Instruction.

Formal Grade Appeal Process

If the informal efforts of the student and faculty member 
have not produced a satisfactory resolution, a formal ap-
peal is in order.  A written appeal should be initiated by 
the student prior to the last day of classes of the semester 
following the semester in which the grade was issued. Af-
ter this deadline, the appeals will not be considered. The 
following procedures should be followed for formally ap-
pealing a grade:

1.  The student should fi rst contact the instructor and re-
quest verifi cation of the grade and how it was deter-
mined.

2.   If the student does not receive satisfaction from the 
instructor, the student may confer with the program 
coordinator and the faculty member in an attempt to 
reach closure. If the appeal is resolved at this point, a 
“memorandum of record” should be prepared by the 
program coordinator and be retained on fi le.

3.   If closure is not reached, the student may fi le a for-
mal grade appeal to the Dean of Instruction.  This 
must be done in writing and dated prior to the one 
semester time limit. The appeal must state the name 
of the course, the reasons for the request, the dates 
involved, and the name of the instructor who issued 
the grade, to include all previous attempts to resolve 
the situation.

The dean will assign an ad hoc Grade Appeals Committee 
for deliberation.  The Chairperson of the department or 
the program coordinator will chair the Committee.  The 
Committee shall consist of two full-time faculty mem-
bers, one faculty member from the discipline and one 
faculty member from outside the division and a college 
counselor (or designee). The Committee will review the 
student’s appeal letter, transcript, instructor’s roll book, 
tests, papers, reports, projects, and any other documenta-
tion. A vote will be taken by the committee to attempt 
resolution. If no resolution is achieved, a formal hearing 
will be scheduled where the student and faculty member 
will be requested to present their sides of the matter. Af-
ter deliberating, the Committee will make a recommen-
dation to the appropriate dean to either support the grade 
as awarded or to change the grade. The dean will notify 
the student of the decision and/or action within 3-5 days 
following the hearing.
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Standards of Academic Progress

The following Grade Point Averages (GPA) are required 
according to the number of hours attempted at the Col-
lege:

1.  Students who have attempted 1-21 credit hours at the 
College must maintain a 1.5 cumulative Grade Point 
Average.

2.  Students who have attempted 22-32 credit hours at 
the College must maintain a 1.75 cumulative Grade 
Point Average.

3.  Students who have attempted 33 or more credit hours 
at the College must maintain a 2.0 cumulative Grade 
Point Average.

Exceptions to Standards of Academic Progress

Standards of academic progress shall apply to all students 
unless otherwise noted:

Exemptions: Programs which are subject to external li-
censure, certifi cation, and/or accreditation or which are 
fewer than four semesters in length may have higher aca-
demic standards;

Transfer students on Academic Probation must adhere to 
these standards of academic progress;

Special standards of academic progress have been estab-
lished for students enrolled in institutional credit courses 
(transitional courses) and for students who wish to re-
main eligible to receive Title IV Financial Aid. (See Sat-
isfactory Academic Progress detailed in the Financial Aid 
Section)

Intervention for Student Success 

When a student is placed on academic probation, one 
term academic suspension, or one year academic suspen-
sion, the College may advise the student to take the mini-
mum course load and refer the student to Student Sup-
port Services for intervention in study skills and tutorials. 
Other services may be available on a case-by-case basis.
 
Application of Standards of Progress

1.   When the cumulative GPA of a student is at or above 
the GPA required for the total number of credit hours 
attempted, the student’s status is CLEAR.

2.   When the cumulative GPA of a student is below the 
GPA required for the number of credit hours attempt-
ed, the student is placed on ACADEMIC PROBA-
TION.

3.   When the cumulative GPA of a student on Academic 
Probation remains below the GPA required for the 
total number of credit hours attempted, but the se-
mester GPA is 2.0 or above, the student remains on 
ACADEMIC PROBATION.

4.   When the cumulative GPA of a student on Academic 
Probation remains below the GPA required for the 
total number of credit hours attempted, and the se-
mester GPA is below 2.0, the student is suspended 
for one term.  The transcript will read SUSPENDED-
ONE SEMESTER.



5.   The student suspended for one term may appeal.  If, 
after appeal, the student is readmitted without serv-
ing the one semester suspension, the transcript will 
read SUSPENDED-ONE SEMESTER/READMIT-
TED ON APPEAL.

6.   The student readmitted on appeal will remain on 
ACADEMIC PROBATION until a 2.0 grade point 
average is earned.

7.   A student on Academic Probation after being sus-
pended for one semester (whether the student has 
served the suspension or has been readmitted on 
appeal) without having since achieved Clear aca-
demic status and whose Cumulative GPA falls below 
the level required for the total number of hours at-
tempted, but whose semester GPA is 2.0 or above, 
will remain on ACADEMIC PROBATION until the 
student achieves the required GPA for the total num-
ber of hours attempted.  Readmission to the College 
does not mean that a student is automatically eligible 
to receive fi nancial assistance.

8.   A student returning from one semester or one year 
suspension and, while on academic probation, fails 
to obtain the required GPA for the number of hours 
attempted and fails to maintain a semester GPA of 
2.0, will be placed on one year’s suspension.

9.   The student may appeal a one-term or one-year sus-
pension.

10.  The permanent student record will refl ect the stu-
dent’s status (except when the status is “clear”).  
When appropriate, the record will refl ect ACADEM-
IC PROBATION, SUSPENDED ONE SEMESTER, 
ACADEMIC SUSPENSION ONE YEAR, SUS-
PENDED ONE SEMESTER/READMITTED ON 
APPEAL, OR ONE YEAR SUSPENSION READ-
MITTED ON APPEAL.

All applicable academic designations except “Clear” will 
appear on the student’s transcript.

Process for Appeal for Readmission 

If a student declares no contest to the facts leading to sus-
pension, but wishes to request consideration for readmis-
sion, the student may submit a request in writing for an 
“appeal for readmission” to the Admissions Committee 
within 3-5 days of notice of suspension.  The Admissions 
Committee shall not be considered a “due process” hear-
ing, but rather a petition for readmission. The student 
shall be given an opportunity to present rationale and/or 
statement of circumstances in support of immediate re-
admission.  The decision of the Admissions Committee, 
along with the materials presented by the student, shall 
be placed in the student’s offi cial records.  Additionally, 
a copy of the written decision shall be provided to the 
student. 

Standards of Academic Progress - Transfer Student

A transfer student who is admitted on CLEAR academic 
status is subject to the same standards of academic prog-
ress as “native” students.  Grades accrued at other region-
ally accredited colleges and universities are not included 
in grade point average calculation.

A transfer student admitted on ACADEMIC PROBA-
TION retains that status until the student has attempted at 

least 12 credit hours.  If, at the conclusion of the semester 
in which the student has attempted a total of 12 or more 
credit hours and the Cumulative GPA is below 2.0, the 
student is suspended for one semester.  The transcript will 
read SUSPENDED ONE SEMESTER.

At the conclusion of the semester in which the transfer 
student was admitted on ACADEMIC PROBATION, has 
attempted a total of 12 or more credit hours, and the Cu-
mulative GPA at the College is 2.0 or above, the student’s 
status is CLEAR.

For additional information regarding transfer credit see 
the “Admissions” section of this catalog.

Application of Standards of Progress for Institutional 
Credit Courses

Institutional credit courses are those which are not credit-
able toward a formal degree and include Training for Ex-
isting Business and Industry, Continuing Education and 
courses numbered below the 100 series.
 
Course Forgiveness

If a student repeats a course, the second grade earned (ex-
cluding grades of “W”) will replace the fi rst grade in the 
calculation of the cumulative grade point average.  A non-
satisfactory grade (“F”) will replace the fi rst grade, even 
if the fi rst grade is passing.  The grade point average dur-
ing the semester in which the course was fi rst attempted 
will not be affected. See Financial Assistance section in 
Catalog regarding eligibility. The student’s transcript will 
list all courses for which a student has enrolled.

Academic Bankruptcy

I.   A student must complete a request for Academic 
Bankruptcy listing the courses he/she wishes to 
bankrupt. This form must be signed by the Director 
of Admissions and Records and a Financial Aid Of-
fi cial.

A student may declare academic bankruptcy under the 
following conditions:

A.   If fewer than three (3) calendar years have lapsed 
since the term for which the student wishes to de-
clare bankruptcy, the student may declare academic 
bankruptcy on all coursework taken during the one 
semester, provided he/she has taken a minimum of 
18 semester credit hours since the bankruptcy term 
occurred.  All coursework taken, even hours com-
pleted satisfactorily during the term for which aca-
demic bankruptcy is declared, will be disregarded in 
the cumulative grade point average.

B.   If three (3) or more calendar years have lapsed since 
the most recent semester for which the student wishes 
to declare bankruptcy, he/she may declare academic 
bankruptcy on all coursework taken prior to 18 se-
mester credit hours of coursework since the bank-
ruptcy term occurred.  All coursework taken, even 
hours completed satisfactorily, during semester(s) 
for which academic bankruptcy is declared will be 
disregarded in the cumulative grade point average.

II.   When academic bankruptcy is declared, the term 
“ACADEMIC BANKRUPTCY” will be refl ected on 
the transcript for each semester affected.  The tran-
script will be stamped “ACADEMIC BANKRUPT-
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CY IMPLEMENTED.”  All individual courses and 
grades will remain on the permanent transcript.  
Academic Bankruptcy cannot be considered by the 
Financial Aid Offi ce when calculating Satisfactory 
Academic Progress.

III. A student may declare academic bankruptcy only 
once.

IV. Implementation of academic bankruptcy at the Col-
lege does not guarantee that other college/universi-
ties will approve such action.  This determination 
will be made by the respective transfer college/uni-
versity.

Graduation Requirements

Associate of Applied Technology Degree 

A student shall be awarded the Associate of Applied 
Technology degree upon satisfactory completion of the 
requirements of a specifi c program in accordance with 
policies of the Alabama State Board of Education.  A stu-
dent must:

1.   Satisfactorily complete an approved program of 
study, including prescribed general education cours-
es.

2.   Earn a 2.0 cumulative grade point average in all 
courses attempted.  The calculation of the grade 
point average for graduation shall not include grades 
earned for transitional courses.  All grades earned in 
courses which have been repeated will be calculated 
into the cumulative grade point average.  However, 
only the last grade awarded in a course will be used 
in calculating the cumulative grade point average for 
graduation purposes.

3.   Complete at least 25% of the total semester hours at 
the College.

4.   Must satisfy all requirements for graduation within 
one calendar year from the last term of attendance. 
This timeframe includes credits earned at other col-
leges.

5.    Fulfi ll all fi nancial, academic, and admissions obli-
gations to the College.

6.   Submit an “Intent to Graduate” form, with gradua-
tion fee (if applicable), to the Offi ce of Admissions 
and Records at the time of registration for the fi nal 
semester of enrollment.  This form must have the 
completed degree plan attached.

Multiple Degrees 

To receive a second Associate Degree from H. Councill 
Trenholm State Community College, a student must earn 
a minimum of twenty (20) semester credit hours beyond 
the requirements for the fi rst degree and which are a part 
of the program requirements for the second degree.  Also, 
a student must meet all other graduation requirements.

Regular Certifi cate

A student may be granted a regular certifi cate upon sat-
isfactory completion of the requirements of the specifi c 
program in accordance with the Alabama State Board of 
Education policies.

To earn a Regular Certifi cate a student must: 

1. Satisfactorily complete an approved program of 
study.

2.  Earn a 2.0 or above cumulative grade point average 
in all courses attempted.  The calculation of the grade 
point average for graduation shall not include grades 
earned in transitional courses.  All grades earned in 
courses repeated will be calculated into the grade 
point average.  However, the last grade earned in 
a course will be used in calculating the cumulative 
grade point average for graduation purposes.

3.  Complete at least 25% of the total semester credit 
hours required in the program at H. Councill Tren-
holm State Community College.

4.  Must satisfy all requirements for graduation within 
one calendar year from the last term of attendance.

5.   Fulfi ll all fi nancial, academic, and admissions obliga-
tions to the College.

6.  Submit an “Intent to Graduate” form, with graduation 
fee (if applicable), to the Offi ce of Admissions and 
Records at the time of registration for the fi nal se-
mester of enrollment.  This form must have the com-
pleted degree plan attached.

Short Term Certifi cate

To earn a Short Term Certifi cate a student must: 

1.  Satisfactorily complete an approved program of study.

2.   Earn a 2.0 or above cumulative grade point average 
in all courses attempted.  The calculation of the grade 
point average for graduation shall not include grades 
earned in transitional courses.  All grades earned in 
courses which have been repeated will be calculated 
into the grade point average.  However, the last grade 
earned in a course will be used in calculating the 
cumulative grade point average for graduation pur-
poses.

3.   Complete all credit hours required in the program at 
H. Councill Trenholm State Community College.

4.   Fulfi ll all fi nancial, academic, and admission obliga-
tions to the College.

5.   Submit an “Intent to Graduate” form, with gradua-
tion fee (if applicable), to the Offi ce of Admissions 
and Records at the time of registration for the fi nal 
semester of enrollment.  This form must have the 
completed degree plan attached.

Intent to Graduate/Commencement Ceremony

A student is responsible for submitting an “Intent to 
Graduate” form the semester before the student plans to 
graduate.

All candidates wishing to participate in the commence-
ment ceremony will be charged a graduation fee of 
$35.00, which qualifi es them to receive a document cov-
er, mortar board, gown and tassel and the opportunity to 
march in the commencement ceremony.  All candidates 
will receive their degrees six to eight weeks after the se-
mester in which they graduate.
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All candidates are encouraged to participate in the annual 
commencement ceremony which will be held in May of 
each year. Candidates not wishing to participate in the 
commencement ceremony will not be charged a gradua-
tion fee.  They will receive their degree, as other candi-
dates, six to eight weeks after the ceremony. Candidates 
for graduation must submit an “Intent to Graduate” form 
regardless of whether the candidate intends to participate 
in the commencement ceremony. This must be done the 
semester before the student plans to graduate. This in-
sures that the candidate’s status as a graduate is recorded 
on his/her transcript. 

Degrees must bear the signatures of the College presi-
dent, chancellor of the Alabama Community College 
System (ACCS) and governor of the State at the time of 
the student’s graduation.

Honors and Awards 

Dean’s List

A Dean’s List shall be compiled at the end of each semes-
ter.  The requirements for the Dean’s List shall be:

1.   A grade point average for the term of 3.5 to 3.99 on a 
4.00 scale. 

2.   A completion of 12 credit hours of college-level 
work for the semester.  Transitional courses do not 
count toward the minimum course load requirement.

President’s List 

A President’s List shall be compiled at the end of each 
semester.  The requirements for the President’s List shall 
be:  

1.   A grade point average for the term of 4.0 on a 4.0 
scale.

2.   A completion of 12 credit hours of college-level 
work for the semester.  Transitional courses do not 
count toward the minimum course load requirement.

Associate Degree in Applied Technology (AAT)

The Associate of Applied Technology Degree is a spe-
cialized degree in a specifi c technical fi eld. The degree 
is awarded on the basis of completion of an approved 
Degree Plan which includes specifi c technical courses 
from the technical area plus designated general education 
requirements. Requirements are listed with the program 
descriptions. 

Certifi cate

Each Certifi cate program is designed to prepare the stu-
dent for employment in one of a number of technical or 
skilled jobs in a specifi c occupational area. Each program 
requires in-depth technical preparation supported by re-
lated general education courses. The award is based upon 
completion of an approved Degree Plan.

Short Term Certifi cate 

Each Short Term Certifi cate program is designed to pro-
vide specialized preparation in a specifi c technical skill. 
The program requires a number of closely related techni-
cal courses. The Short Term Certifi cate is appropriate for 
an individual who plans to enter a job requiring specifi c 

technical skills or for a currently employed individual 
who needs to develop a new skill or to upgrade an exist-
ing skill. The award is based upon completion of an ap-
proved Degree Plan.

Defi nition of Academic Major/Area of Concentration

A “major” refers to the student’s selected fi eld of             
concentration.

Prerequisites

Prerequisites for a course must be met before the course 
is taken unless permission to omit the prerequisite is ob-
tained from the program coordinator and the division di-
rector. A student who fails the fi rst course of a sequence 
cannot take the succeeding course(s) before having 
passed the fi rst course.

Maximum and Minimum Course Loads

The student course load for a full-time student will be 12-
19 credit hours per semester. Credit hours above 19 credit 
hours will constitute a student overload.  A student course 
overload must be approved by the Dean of Instruction. 
Twenty-four (24) credit hours is the maximum number of 
credit hours that can be taken in a semester.

General Education Requirements

Since general education courses provide students with 
a solid understanding of a wide variety of subjects and 
methods of learning, the general education courses are 
required of all students seeking an Associate in Applied 
Technology Degree (AAT). General education courses 
also provide students with an exposure to broader and 
more varied intellectual concepts, thereby impacting each 
program by providing more quality and enhancing mar-
ketability of graduates. 

To ensure preparedness of all students seeking an AAT 
degree, the College has developed the following general 
education competencies which are assessed throughout 
the year in identifi ed general education courses: computer 
literacy skills, computational skills, oral communication 
skills, and written communication skills.

Commencement Honors

Candidates for commencement will be recognized in the 
printed program for academic achievement. Recognition 
will be given according to the following designations:

Associate Degree in Applied Technology

Graduation with Honors
3.50 - 3.69 cumulative GPA

Graduation with High Honors
3.70 - 3.89 cumulative GPA

Graduation with Highest Honors
3.90 - 4.00 cumulative GPA

Certifi cate 

Graduation with Distinction
3.50 - 4.00 cumulative GPA

In order to be eligible for any academic honor, a candi-
date must have completed a minimum of thirty (30) se-
mester hours of credit at Trenholm State.
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56 Accounting LT ACT Y X X * Both
62 A/C & Refrigeration Technology Patterson ACR Y X X X Both
67 Automotive Collision Repair Trenholm ABR N X X Both
73 Automotive Manufacturing Technology Patterson AUT Y X X X Both
82 Automotive Technology Patterson ASE Y X X X *   @ Day
89 Computer Information Systems Patterson DPT Y X X *   @ Both
100 Cosmetology (Must complete 10th grade)

Instructor Training # (Not Pell Grant Eligible)

SB COS N X X #
X #

*   @ Both

107 Culinary Arts/Hospitality Management Downtown CUA Y X *   @ Both
113 Dental Assisting Technology Trenholm DAT Y X X X *   @ Day
120 Diagnostic Medical Sonography^ Trenholm DMS Y X @ Day
126 Diesel Mechanics Patterson DEM N X X Day
131 Drafting & Design Technology Patterson DDT Y X X X Day
137 Early Care & Education Trenholm CGM Y X X * Both
144 Electrical Technology Patterson ELT Y X X * Both
152 Emergency Medical Services

Short Term Certifi cates # (Not Pell Eligible)
Trenholm EMS Y X X X # *   @ Both

162 General Education Courses Both Both
168 Graphic Design Technology Patterson GRD Y X X X * Day
178 Industrial Maintenance Technology Patterson INT Y X X * Both
184 Machine Tool Technology Patterson MTT Y X X X * Day
194 Massage, Therapeutic SB MSG Y X @ Day
199 Medical Assisting Technology Trenholm MAT Y X X *   @ Day
207 Medical Radiologic Technology ^ Trenholm RAD Y X @ Day
213 Nursing Assisting/Home Health Aide Trenholm NAS N X *   @ Day
216 Offi ce Administration LT SET Y X X * Both
222 Practical Nursing ^ Trenholm NUR Y X *   @ Day
227 Truck Driving # (Not Pell Grant Eligible) TD TRK N X # *   @ Both
230 Welding Patterson WDT N X X * Both

  *    Programs with High School Articulation Agreements  
 @   Programs with certifi cation or accreditation by the industry
  #    Not Pell Grant eligible
  ^    Selective admissions program - not all applicants will be admitted; specifi c program requirements apply

LT - Library Tower     SB - Service Occupations Building     Downtown - 8 Commerce St.     TD - Truck Driver Training Center

Programs of Study
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General Education Degree Requirements

The following is a general description of State Board of Education requirements for general education courses.  
Please see the individual curriculum requirements listed in this catalog for the specific general education require-
ments for each award.

The General Education Core for Associate in Applied Technology Degree:

Area I: Written Composition I and II  . . . . . . . . . . . . . . . . . . . . . . . . . . . 3 - 6 Credit Hours

Area II: Humanities and Fine Arts  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3 - 6 Credit Hours

In addition to Literature, disciplines include but are not limited to: Area/Ethnic Studies, Art and Art History, 
Foreign Languages, Music and Music History, Philosophy, Ethics, Religious Studies, Speech, Theater and 
Dance.

Note: Individual colleges may establish specific course requirements within program of study parameters set 
forth in the general education core for the Associate in Applied Technology Degree.

Requirements Prescribe: Minimum of 9 hours in Area I and Area II which could include 6 hours in Written 
Composition I and II and 3 hours in Area II; or 3 hours in Written Composition I and 3 hours in Technical 
Writing and 3 hours in Area II; or 3 hours in Area I with 3 hours in Speech in Area II, plus 3 additional hours 
in Area I or II.

Area III: Natural Science and Mathematics . . . . . . . . . . . . . . . . . . . . . . . . 9 Credit Hours

In addition to Mathematics, disciplines in the Natural Sciences include: Astronomy, Biological Sciences, 
Chemistry, Geology, Physical Geography, Earth Science, Physics, and Physical Science.

Requirements Prescribe: Distributed in Mathematics or Science or Computer Science (Data Processing). 
Minimum of 3 hours in Mathematics required.  One Computer Science (Data Processing) course (2 are 
preferred) or demonstrated computer literacy skills, or the integration of computer proficiencies within a 
required discipline-specific course(s).  Appropriate 100 level courses (or higher) as denoted in The Alabama 
College System Course Directory may be substituted.

Area IV: History, Social, and Behavioral Sciences  . . . . . . . . . . . . . . . . . . 3 Credit Hours

In addition to History, the Social and Behavioral Sciences include, but are not limited to: Anthropology, 
Economics, Geography, Political Science, Psychology, and Sociology.

Programs in which the AAT represents the Terminal Award are not required to complete the 6 semester hour 
sequence in Area IV. 

Minimum General Education Requirements  . . . . . . . . . . . . . . . . . . . . .18 - 24 Credit Hours 

Area V: Maximum General Education Core, Technical Concentration,  52 - 58 Credit Hours
            and Electives

Courses appropriate to the degree requirements, occupational or technical specialty requirements, core 
courses, and electives.

General Studies Curricula . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 76 Credit Hours 
Maximum Program Semester Credit Hours . . . . . . . . . . . . . . . . . . . . . . . 76 Credit Hours
Semester Credit Hour Range by Award . . . . . . . . . . . . . . . . . . . . . . 60 - 76 Credit Hours
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The General Education Core for the Certificate:

Area I: Written Composition I and II . . . . . . . . . . . . . . . . . . . . . . . . . . 2 - 6 Credit Hours

 ENG 100 and ENG 103 may be substituted only in non-degree eligible programs.

Area II: Humanities and Fine Arts . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2 - 6 Credit Hours

 Speech is required in certificate program unless provisions for addressing Oral Communication 
Competencies represent an integral module in a required discipline-specific course.

 SPC 100 and SPC 103 may be substituted only in non-degree eligible programs.

Area III: Natural Science and Mathematics . . . . . . . . . . . . . . . . . . . . . . . . 6 Credit Hours

 Requirements Prescribe: Distributed in Mathematics or Science or Computer Science (Data Processing).  
One Computer Science (Data Processing) course (2 are preferred) or demonstrated computer literacy skills, 
or the integration of computer proficiencies within a required discipline-specific course(s).  MAH 100, MAH 
103, and MAH 105 may be substituted only in non-degree eligible programs.   DPT 100 and DPT 103 may 
be substituted only in non-degree eligible programs.

Area IV: History, Social, and Behavioral Sciences  . . . . . . . . . . . . . . . . . . 0 Credit Hours

Minimum General Education Requirements  . . . . . . . . . . . . . . . . . . 10 - 18 Credit Hours 

General Studies Curricula . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 60 Credit Hours

Area V: Maximum General Education Core, Technical Concentration,  42 - 50 Credit Hours
    and Electives

 Courses appropriate to the degree requirements, occupational or technical specialty requirements, core 
courses, & electives

Maximum Program Semester Credit Hours . . . . . . . . . . . . . . . . . . . .60 Credit Hours

Semester Credit Hour Range by Award . . . . . . . . . . . . . . . . . . . 30 - 60 Credit Hours
 

The General Education Core for the Short Term Certificate:

Area I: Written Composition I and II . . . . . . . . . . . . . . . . . . . . . . .0 - 3 Credit Hours

 Specialized Training Certificate Semester Hours recommends one technical writing course.

Area II: Humanities and Fine Arts . . . . . . . . . . . . . . . . . . . . . . . . . . . 0 Credit Hours

Area III: Natural Science and Mathematics . . . . . . . . . . . . . . . . . .0 - 3 Credit Hours

Area IV: History, Social, and Behavioral Sciences  . . . . . . . . . . . . . . 0 Credit Hours

Minimum General Education Requirements  . . . . . . . . . . . . . . . . .0 - 6 Credit Hours 

General Studies Curricula . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 26 Credit Hours

Area V: Technical Concentration, and Electives  . . . . . . . . . . . . .9 - 26 Credit Hours

 Courses appropriate to the degree requirements, occupational or technical specialty requirements,
 core courses, and electives

Maximum Program Semester Credit Hours . . . . . . . . . . . . . . . . . . . 26 Credit Hours

Semester Credit Hour Range by Award . . . . . . . . . . . . . . . . . . . .9 - 26 Credit Hours


