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PARA INFORMACION EN E SPANOL LLAME AL (708) 656-8000, OPCION 2

IMPORTANT DISCLAIMERS

Morton College provides a printed version of its catalog as a convenience for students. However,
the online catalog is the most recent and up to date version. The online version will supersede any
difference between the two versions.

Tuition and Fees

Tuition and fees are subject to change by official action taken by the Morton College Board

of Trustees. Review of tuition and fees will occur at times deemed necessary by the Board in
conjunction with the College administration. For up-to-date information visit our website at morton.
edu.

Course Cancellations

Courses will be held as scheduled unless cancelled due to insufficient enrollment or other College
considerations. The College reserves the right to cancel any course for insufficient enroliment or
for other reasons deemed necessary by the College. The College, at its discretion, may adjust
course starting and ending dates as well as meeting times or days. Should a course be cancelled,
a full refund of tuition and fees will be issued. For more information, please see the Tuition Refund
Schedule on our Web site at www.morton.edu.

Licensure Requirements

Students enrolling in instructional programs with state and/or federal licensure requirements,
including residency and employment eligibility requirements, should contact the appropriate
regulatory agency prior to enrolling in classes.

Student Right to Know

MC is pleased to provide this informational resources for students as required under federal

and state regulations and/or college policy, and to increase students’ accessibility to essential
information. For details, please visit: morton.edu/About-Morton/Student-Right-To-Know-Information.

STUDENT QUICK GUIDE
HOW CAN WE ASSIST YOU?

Call (708) 656-8000. For specific questions dial extensions below.

FINANCIAL AID? PLACEMENT TESTING?

The Financial Aid Office, Ext. 2428, can provide The Testing Center, Ext. 2250, can help set up a
information on the various forms of financial aid testing appointment.

available.

REGISTERING FOR COURSES? PAYING YOUR TUITION?

We highly recommend seeing an Student For information on tuition payment options and
Success Coach for academic guidance; due dates call the Cashier’s Office, Ext. 2268 or
make an appointment with an Student the Business Office, Exts. 2305 through 2308.
Success Coach today, Ext. 2250. The Office

of Admissions and Records, Ext. 2346, can

answer admission or registration questions.



STUDENT QUICK GUIDE (CONTINUED)

TRANSFERRING COLLEGE CREDITS?

The Academic Advising Center, Ext. 2250, can
provide information on transferring college
credit.

ADULT EDUCATION PROGRAMS?

Adult Education programs include ESL
(English as a Second Language), high school
completion preparation courses, as well as
tutoring for English language and literacy
learners, Ext. 2383.

COMMUNITY AND CONTINUING EDUCATION
PROGRAMS?

For more information contact Community &
Continuing Education Office, 245C |
708.656.8000 X 2383 |
continuing.education@morton.edu

Academic Advising Center

OBTAINING A STUDENT ID?

The Student Activities Office can provide
information about when and where 1D cards
may be obtained. Dial Ext. 2318.

CAMPUS SAFETY

The Campus Safety Office at Ext. 2200 can
provide assistance with vehicle/room lock-outs,
vehicle jump starts, escort to vehicle, and lost
and found.

Admissions and Records

Adult Education

Community and Continuing Education ..............

Business and Professional Services ........ccce.....

Campus Police

Child Care Center

Financial Aid

Library

Fitness Center

Ext. 2250 .....ccoveiiernnaens See Page 65
Ext. 2346 ......cccceiiininrinnnninnns See Page 3
Ext. 2373/2374 ... See Page 79
......... Ext. 2383 ........cccvverieenneee. See Page 89
......... Ext. 2382 ........ccceverinennee. Se€ Page 93
Ext. 2200 .....cccevrerierinnnnens See Page 66
Ext. 2284 ......cccooiiiierennnnne See Page 67
Ext. 2428 ... See Page 21
Ext. 2321 ..o See Page 67
Ext. 2274 ... See Page 76
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ACADEMIC FALL SEMESTER 2023

Semester Begins (All Classes) ........cccoovvoiiiiiiiiiiiiie August 21
CALEN DAR 100% refund — within 10 calendar days from the start of the course
2023_2024 that are 10-16 weeks in length (excluding holidays)

100% refund — within 5 calendar days from the start of the courses
that are 6-9 weeks in length (excluding holidays)

100% refund — within 3 calendar days from the start of the course for
courses that are 2-5 weeks in length (excluding holidays)

100% refund — before 1st days of class for courses that are less than
or equal to one week in length (excluding holidays)

Labor Day Recess (College Closed)......... September 2 — September 4

Indigenous People’s Day (College Closed) .......cccoeevveiennnnn. October 9
Midterm Week ..o October 15 — October 21
COollege Falil ..o October TBD
Graduation Petition Deadling ............ccoocooviiiiiiii, November 1
Spring ‘24 Registration

Current Students -30+ hours completed, Veterans.............. October 30
Spring ‘24 Registration

Current and New Students ..........cccoooiiiiiiiiiiii November 6th
Veteran’s Day (College Closed) ........ccccovviiviiiiiiiiiiinn. November 11
Thanksgiving Recess (College Closed)..November 23 — November 26
Last Day to Withdraw ............cccccooviiiiiiiiiice November 27
Final Exam WeekK ............ccoccoeivi. ...December 9 - 15
Winter Recess Begins (NO Classes) .........cccooevviieiciinn. December 18
SPRING SEMESTER 2024

Faculty Seminar Day ........ccccooviiiiiiiiiiii January 11
Martin Luther King Day (College Closed) ...dJanuary 15
Semester Begins (All Classes) ........cocviviioiiiiiiiiiiiiii, January 16

100% refund — within 10 calendar days from the start of the course
that are 10-16 weeks in length (excluding holidays)

100% refund — within 5 calendar days from the start of the courses
that are 6-9 weeks in length (excluding holidays)

100% refund — within 3 calendar days from the start of the course for
courses that are 2-5 weeks in length (excluding holidays)

100% refund — before 1st days of class for courses that are less than
or equal to one week in length (excluding holidays)

President’s Day (College Closed).........ccccoccoviiiiiiiiiininn. February 19
Pulaski Day (No classes) March 4
Midterm Week ... March 10 — March 16
Spring Break (No Classes) .......cccccoceviiiiiiiinn, March 17 — March 23
Professional Development In-Service

(No classes, college offices are 0pen)..........ccccoeeviiiiiiiinen, March 21
Graduation Petition Deadling ..........cccccoooiiiiiiiiiiie April 1
Fall and Summer "24 Registration

Current Students -30+ hours completed, Veterans................. March 25
Fall and Summer "24 Registration

Current and New StUAENES .....ooiiviiiiiiiiiccc e April 1
Spring Recess (College Closed)... March 29 — March 31
Last Day to Withdraw ..........cccoooiiiiiiii April 29
Final Exam WeekK ..o May 10 - May 17
COMMENCEMENT ...t May 18
Summer Semester 2024

Semester Begins (All ClasSes) .......cooviiiiiiiiiiiiiiiciie May 28
Memorial Day (College Closed) .........cocooiiiiiiiiiiiii e May 27
First 5-Week SesSSioN ........coccvvvviiiiiiiiicicice May 29 - June 27
Last Day to Withdraw (for 1st 5-Week Session) ....................... June 20
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ACADEM'C 100% refund — within 3 calendar days from the start of the course for
courses that are 2-5 weeks in length (excluding holidays)

CALEN DAR 100% refund — before 1st days of class for courses that are less than
- or equal to one week in length (excluding holidays)
2023 2024 8-Week SESSION ...c.viiiiiiiieiici June 10 — August 1

100% refund — within 5 calendar days from the start of the courses
that are 6-9 weeks in length (excluding holidays)

100% refund — within 3 calendar days from the start of the course for
courses that are 2-5 weeks in length (excluding holidays)

100% refund — before 1st days of class for courses that are less than
or equal to one week in length (excluding holidays)

Juneteenth ... June 19
Graduation Petition Deadline ...........cccccooiiiiiiiiii July 1
Independence Day Weekend ..........cccccoiiiiiiiiiiiiiii July 4
Second 5-Week Session .........cccoooieiiiiiiiiii July 1 — August 1

100% refund — within 5 calendar days from the start of the courses
that are 6-9 weeks in length (excluding holidays)

100% refund — within 3 calendar days from the start of the course for
courses that are 2-5 weeks in length (excluding holidays)

100% refund — before 1st days of class for courses that are less than
or equal to one week in length (excluding holidays)

Last Day to Withdraw (for 8-week Session) .........c.cocvviieiiiin. July 25

Last Day to Withdraw (for Second 5-week Session) ................... July 25

COLLEGE HISTORY

Morton College, the second oldest community college in lllinois, was founded in 1924 to meet the
educational demands in the growing communities of Berwyn, Cicero, Forest View, Lyons, McCook,
Stickney and other near western suburbs which were a national hub of economic activity. As the
community grew, so did Morton College. Originally housed at Morton East High School, the College
was governed by the Morton High School Board of Trustees from 1924 until district residents voted
to form the independent, Community College District No. 527 in 1966. Finding a home of its own
became the greatest challenge for the new independent college. It took several years to find the
right site in a built-up community. In the meantime, the College leased classrooms at Morton East,
storefronts and in community churches.

Construction began on the current Morton College campus at Pershing Road and Central Avenue in
1973. Twenty-one months later, the campus opened and quickly became the pride of the community.
Long-term residents as well as aspiring young immigrants attended the school to realize their
dreams. Over the decades, Morton College’s university transfer program has become known state-
wide for academic excellence. The College’s curriculum and mission also has expanded to include
career, community, continuing and adult education programs. Just as the College started in 1924
with 11 teachers and 76 students dedicated to a future-oriented philosophy, the College renews
that commitment at the beginning of the 21st century with a series of renovations and upgrades to
keep the College relevant long into the next century. The renovated, award-winning Library opened
in 2005 with triple the number of computers, wireless access, group study rooms and a cyber-café.
Science and computer laboratories were upgraded to state-of-the-art facilities that rival any in the
country.



A Student Success Center, which houses a number of important student services such as tutoring,
placement testing and career assistance, opened in 2007. Students also are able to relax between
classes in the Center, which is equipped with contemporary technology. The College honors the
community’s rich industrial past through the 2007 opening of the Hawthorne Works Museum and
Heritage Hall. It pays homage to the many individuals who worked and lived in the community.
Morton College is excited to expand possibilities in a new 15,778-square foot, two-story addition
that opened in the Fall of 2016. It is the first new construction of any kind since the current campus
opened in 1975. The building will feature cutting-edge technology in 10 high-tech, LEED-certified
classrooms as well as a student lounge and Teaching and Learning Center. Morton College
continues to move forward in welcoming new and future students wanting to find meaning in their
lives and prosper through higher education.

ABOUT MORTON COLLEGE

Morton College is a public comprehensive community college recognized by the lllinois Community
College Board as District 527. The College is governed by a locally elected Board of Trustees.
Seven of the Trustees are elected to six year terms by the residents of District 527. A Student Trustee
is elected by Morton College students to a one year term. District 527 serves the communities of
Berwyn, Cicero, Forest View, Lyons, McCook and Stickney.

The College offers Associate in Arts and Associate in Science university transfer programs

and Associate in Applied Science and Certificate programs for students who intend to pursue
employment upon graduation. Customized workforce training programs for local employers are also
available. The Adult Education division of the College offers a variety of programs and courses in
English as a Second Language, preparation for the High School Equivalency Certificate test, and
literacy tutoring. Morton College is accredited by the Higher Learning Commission.

COLLEGE MISSION STATEMENT AND GOALS

MISSION STATEMENT

To enhance the quality of life of our diverse community through exemplary teaching and learning
opportunities, community service, and life-long learning.

GOALS

> Maximize the College’s resources to support student learning.

> Conduct ongoing assessment of student learning to discover new ways to help students
succeed.

> Develop responsive curricula and programs to serve community needs.

> Encourage community families to embrace the educational opportunities Morton College
provides.

MISION Y OBJETIVOS DE MORTON COLLEGE

MISION

Enriquecer la calidad de vida de nuestra comunidad a través de modelos ejemplares de ensefianza
y aprendizaje, servicios comunitarios y oportunidades de aprendizaje perdurables.

| Vi



OBJETIVOS
> Maximizar los recursos institucionales enfocados al aprendizaje de nuestros estudiantes.

> Evaluar continuamente el proceso de aprendizaje de nuestros estudiantes con el objectivo
de proporcionarles nuevas formas de apoyo para lograr el éxito.

> Desarrollar programas educativos que respondan y sirvan las necesidades de la
comunidad.

> Motivar a las familas de nuestras comunidades a aprovechar las oportunidades que Morton
College ofrece.

CORE VALUES

Compassion, Fairness, Respect, Responsibility, Tolerance and Truth Morton College, in support of
these Core Values, is committed to the freedom of expression and the pursuit of truth in teaching
and learning in an educational environment that is welcoming to all.

DIVERSITY STATEMENT

Diversity at Morton College is more than just a variety of people with different backgrounds. It is
at the core of who we are as an educational culture and it supports our goals as an organization.
Consistent with its mission of social responsibility and community involvement, Morton College
continually works “to enhance the quality of life of our diverse community.”

FREQU ENTLY Adult Computer Lab ... 2297 ., 237C

CALLED Academic Advising Cnt.........cccoceerenenn. 2250......0ne Stop Center
Admissions & Records ............c..cccccoi.. 2346......0ne Stop Center
NUMBERS Academic Deans’ Suite ...................... 2830, 271C
Adult Ed. (GED/ESL) ....ccceovvn. 2373-2374 i 214C
Arts and SCIENCES ........coceivviiiiiiiiin 2330 305B
Athletics........cc......
Auto Shop
AV Hotline
Boardroom..........cccocvvviiiiiiiiii

BoOKStore .........cccocoviiiiiii

Bus. & Comm. Srvs .....ooovviiiiiieie
Business Office .......cocceevviiiiinnnn.
Cafeteria.......c.cooveveiiiieee
Campus Police ........cooooiiiiinnn.
Career Services Office
Cashier's Office ......cc.cccoovvvieeiiiiiie

Collegian ...

Community and Continuing Education.. 2383
Counseling Services Office ................... 2250
CRCP ., 2271
Duplication Srvs ......coocvevvviiiiiiiicii 2257
EXPressions .......ccccooevviiiiiiiiiiii 2294

Financial Aid / Veterans.........................
Fitness Center




FREQUENTLY
CALLED
NUMBERS
(CONTINUED)

STUDENT
SERVICES

Hawthorne Wrks Mus ............ccccoooiiinnn 2494 2nd FI B

Human Resources.............. 2299-2300, 2416.....ccoevviiin. 247B
Tutoring Center.........ocoovviiiiciiiin, 2465...... 236-C
Library

Circulation Desk .........ccccovviviiin 2327 Library

Computer Help .......coovviiiiii 2235 i Library

Instr Technologist ..o, 2430 210B
Reference DesK.........cccocovviiiiiiiiiinn, 2429, Library
Maintenance............ccccoeeiiis 2220-2221 ... 101D
Marketing/Comm. (MAC)...........cccceeies 2270 i 316C
MIS Help Desk Hotline .........c..cccovvoann. 2444 . 232B
Music Department...........ccccooieiiiiiis 2237 108C
Multimedia Help Desk ..o, 2209.. . 1stFIB
Nursing Program ..........ccccoecoiiiiiis 2388 302C
Payroll........ocoiiii 2316 204C
Placement Testing Cntr .........cccoocveiis 2250 i 234C
Pre-Kindergarten............cccoccoie. 2284-2285......ccciiiii, 105D
Project Care.........cccocevviiiiiinn. 23732374 214C
Service Center.........occooviiiiiiiiiie 2217 i 238B
Shipping and Receiving............ccccooe. 2218 144C
Student Activities.........cccocoeiiiiiiin 2262 241C
Student Success Cntr........cccooveeviienn 2818, 213C
Theatre Department ..........cccccoviviin. 2230 i 103A
Transfer Information..........ccccocoiiin. 2250, 1stFIB
UPS Campus Recruiter ...........ccccceenn. 2877 i 243C
1 Easy Steps for Enroliment

Admission to the College for Freshmen

Admission to Health Career Programs

Admission Requirements for University Transfer Students
Transfer of Credit to Morton College

|Al Participating Schools Chart

lllinois Articulation Initiative

Transfer Agreements

Joint Educational Agreements

International Students
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Educational Guarantees



GETTING STARTED AT MORTON COLLEGE
EASY STEPS FOR ENROLLMENT

“IWANT TO ENROLL IN A DEGREE OR CERTIFICATE PROGRAM.”
Follow Steps 1A, 2, 3, 4 and 5

m “I’M NOT SEEKING A DEGREE. | JUST WANT TO TAKE COURSES.”
Follow Steps 1A, 2, 3, 4 and 5

“l USED TO BE A STUDENT AT MORTON COLLEGE AND | WANT TO REAPPLY.”
Follow Steps 1B, 2, 3, 4 and 5

“IWANT TO TAKE ADULT COURSES.”
m See the Adult Education chapter in this catalog, or see the infromation on the Student
Quick Guide.

Fill out New Student Information Form*

Fill out an application form and submit it to the Office of Admissions and Records along with a copy
of your high school transcripts or GED test scores, as well as transcripts from all colleges

E previously attended.

Resubmit New Student Information Form*

You must reapply for admission to Morton College if you have been away for more than five years.

Fill out a re-application form and submit it to the Office of Admissions and Records. It is not
necessary to fill out a re-application form if you have taken a course at Morton College

ﬂ within the last five years.

Take the Placement Test
Students intending on enrolling in an English, math or a course that has a math or English
n prerequisite must take a placement test before registering. Students may be exempt from
placement testing based on previous college credit or ACT scores. For more information,
contact Academic Advising at (708) 656-8000, Ext. 2250, to schedule an appointment.

ﬂ New Student Orientation

New student orientation is mandatory for first year students. Please call (708) 656-8000, ext. 2250 to
make an appointment.

Register for Courses
Register for courses in the Office of Admissions and Records located on the first floor of Building B.

Pay Tuition and Fees

You may make your payment in person or online as follows:

¢ Online - Deferred payment plan through Nelnet (FACTS)

e Cashier’s Office - cash, check, VISA, MasterCard and Discover
e Online - Visa, MasterCard and Discover



NOTE: You will receive a tuition bill at the time of registration from the Office of Admissions and Records. If payment
is not received by the due date, you may be dropped from your courses. If you are dropped from your courses, you
may re-register with no guarantee of obtaining the same course schedule. Additionally, non-attendance does not
constitute official withdrawal from your courses. It is the student’s responsibility to officially withdraw from a course.
Unless you officially withdraw from a course, you are still responsible for all tuition and fees for any course for which
you have registered. The College refunds tuition and fees only when official drop forms are properly completed,
authorized and processed through the Office of Admission and Records and only according to the Tuition Refund
Table found in the current Morton College course schedule. Telephone requests for courses to be “dropped” are not
accepted.

**Please note that some health programs have additional admission requirements and a selective admissions
process.

To obtain an enrollment package, contact the Office of Admissions and Records at (708) 656-8000, Ext. 2346.

ADMISSION TO THE COLLEGE FOR FRESHMEN

Morton College’s open-door admission policy is dedicated to serving all individuals demonstrating
the ability to benefit from the instruction offered and meeting one of the following criteria:

> Individuals who are high school graduates from a regionally accredited high school, General
> Education Development (GED) recipients, or individuals who are at least 18 years of age.

> Individuals 16 years of age who are still in attendance at a high school may be admitted for
accelerated college enroliment on the basis of the high school’s recommendation. Contact
the Office of Admissions and Records at (708) 656-8000, Ext. 2346, for more information.
Official high school transcripts are required and students must have the written consent of
their high school principal or counselor.

> Students less than 16 years of age who obtain prior approval from their high school district
and from the Provost may be admitted to Morton College.

> Admission may be granted to other individuals by special permission, but applicants are
subject to the requirements of specific programs or courses. The College reserves the right
to advise applicants whether they meet these requirements

*Morton College does not discriminate on the basis of race, color, religion, national origin, gender, sexual

orientation, age, marital status or disability in its education, admissions or employment policies.

2023 -2024 CATALOG




ADMISSION: HEALTH CAREER PROGRAMS

Health Career programs limit the number of students accepted each year. The College accepts
the best qualified candidates for these programs, using past academic performance and recent
Accuplacer scores as guides. See individual programs for specific admission requirements.
Admission priority is given to district residents meeting program requirements.

Health Career programs that utilize competitive enroliment include:

> Certified Nursing Assistant
> Licensed Practical Nurse

> Registered Nurse

> Physical Therapist Assistant

NOTE: Students enrolling in instructional programs with state and/or federal licensure requirements,
including residency and employment eligibility requirements, should contact the appropriate regulatory agency

prior to enrolling in classes.

ADMISSION REQUIREMENTS FOR UNIVERSITY
TRANSFER STUDENTS

The lllinois Board of Higher Education has established minimum admissions standards for all lllinois
public universities and community colleges. The following requirements for high school subjects
applies to all students planning to earn the Associate in Arts or Associate in Science degrees:

> Four units of English (emphasizing written and oral communication and literature).
> Two units of social studies (emphasizing history and government).

> Two units of mathematics (introductory through advanced algebra, geometry, trigonometry or
fundamentals of computer programming).

> Two units of science (laboratory sciences).
> Two units of electives selected from foreign language, music, art or vocational education.

> Three flexible units selected from any of the above five categories.



TRANSFER OF CREDIT TO MORTON COLLEGE

Students who have attended other colleges and universities will have their transcripts evaluated by
the Office of Admissions and Records. Transfer credit is accepted under the following conditions:

> The institution previously attended must be accredited by the Higher Learning Commission
or a comparable regional accrediting association.

> The student must submit an official transcript from each institution.

> Credit may be transferred only in college-level courses in which a grade of “D” or above has
been earned (Most receiving institutions will not accept a “D” for transfer). A “C” is required
in ENG 101 and ENG 102 or course equivalents in all transfer degrees (A.A., A.S., AFA.).

> A maximum of six semester hours of credit may be transferred in religion courses.

> Transfer credit will be granted for course work for which a passing letter has been earned.
However, individual course grades will not be included in the computation of the GPA at
Morton College.

> A certified evaluation by Educational Credential Evaluators, Inc,. World Education Services,
Inc. or a Foreign Credential Evaluating Agency Service that is accredited by National
Association of Credential Evaluation Services (NACES.)

> The student must submit an official transcript from each institution. Transcripts are only
considered official if sealed envelope has not been opened or electronically if received
directly from the institution from which they were requested.

> Degree seeking students wishing to have their official transcripts evaluated, should complete
a transcript evaluation form with their Student Success Coach. Financial Aid eligible students
should notify the Financial Aid department once official transcripts have been submitted to
the Office of Admission and Records.

> Evaluation of credits may take up to 6 weeks to complete. Once completed, any credits
awarded will be reflected on a student’s Morton College transcript. Questions regarding the
evaluation can be addressed by the student’s Student Success Coach or Credential Analyst
in the Office of Admission and Records.

> Credit from each transferring institution is evaluated separately. Awarding of credit, including
graduate level credit, is left to the college’s discretion.

2023 -2024 CATALOG




IAlI PARTICIPATING SCHOOLS

Two-year Public Institutions
Black Hawk College

Carl Sandburg College

College of DuPage

College of Lake County

Daley College (Richard J.) (CCC)
Danville Area Community College
Elgin Community College

Frontier Community College (IECC)
Harold Washington College (CCC)
Harper College

Heartland Community College
Highland Community College
lllinois Central College

Illinois Community Valley College
John A. Logan College

John Wood Community College
Joliet Junior College

Kankakee Community College
Kaskaskia College

Kennedy-King College (CCC)
Kishwaukee College

Lake Land College

Lewis & Clark Community College
Lincoln Land Community College

Lincoln Trail College (IECC)
Malcolm X College (CCC)
McHenry County College
Moraine Valley Community College
Morton College

Oakton Community College
Olive-Harvey College (CCC)
Olney Central College (IECC)
Parkland College

Prairie State College

Rend Lake College

Richland Community College
Rock Valley College

Sauk Valley Community College
Shawnee Community College
South Suburban College
Southeastern lllinois College
Southwestern lllinois College
Spoon River College

Triton College

Truman College (Harry S) (CCC)
Wabash Valley College (IECC)
Waubonsee Community College
Wilbur Wright College (CCC)



IAlI PARTICIPATING SCHOOLS (CONTINUED)

Two-year Independent Institutions
ITT Technical Institute (R)

MacCormac College

Northwestern Business College

Springfield College in lllinois
St. Augustine College
The College of Office Technology (R)

Four-year Public Institutions
Chicago State University

Eastern lllinois University

Governors State University (R)

lllinois State University

Northeastern lllinois University
Northern lllinois University

Southern IL University Carbondale
Southern IL University Edwardsville
University of lllinois at Chicago

University of lllinois at Springfield
University of lllinois at Urbana - Champaign
Western lllinois University

Four-year Independent Institutions
Argosy University (R)

Aurora University

Benedictine University

Blackburn College

Bradley University

Concordia University Chicago
DePaul University

DeVry University, Chicago

DeVry University, DuPage
Dominican University

East-West University (R)

Ellis College of New York Institute of
Technology (R)

Elmhurst College

Eureka College (R)

lllinois Institute of Art — Chicago (R)
lllinois Institute of Technology
Judson College

Kendall College

Knox College (R)

Lake Forest College (R)

Lakeview College of Nursing (R)
Lewis University

Lexington College

Lincoln Christian College

Lincoln College

Loyola University

MacMurray College

McKendree University (R)

Midstate College

Millikin University

NAES College (R)

National-Louis University

North Central College

North Park University

Olivet Nazarene University

Quincy University

Robert Morris University

Rockford College

Roosevelt University

Saint Xavier University

Saint Anthony College of Nursing (R)
Saint Francis Medical Center, Nursing (R)
Trinity Christian College

University of St. Francis

West Suburban College of Nursing (R)

*School names followed by (R) are receiving schools

only.
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ILLINOIS ARTICULATION INITIATIVE

Morton College participates in the lllinois Articulation Initiative (IAl), a statewide agreement designed
to facilitate the transfer of students from one lllinois college/university to another in order to complete
a bachelor’s degree (see the “IAl Participating Schools” table on pages 5 & 6). Effective as of

1998, students who complete the IAl General Education Core Courses (GECC) can transfer this
“package” of course work and have it accepted in lieu of lower-division, general education course
requirements. Students who complete an Associate in Arts or an Associate in Science degree that
contains the IAI GECC also will have met their transfer college/universities’ lower-division general
education requirements and be granted junior standing. To learn more about the lllinois Articulation
Initiative, contact the Academic Advising Center at (708) 656-8000, Ext. 2250 or or visit www.
itransfer.org.

TRANSFER AGREEMENTS

For an current list of programs for which Morton College has transfer agreements please contact
Academic Advising or visit the Morton College transfer website.

> Benedictine University > Northern lllinois University

> Dominican University > University of lllinois at Chicago
> DePaul University > VanderCook College of Music
> Governors State University > Olivet Nazarene University

> National Louis University > Concordia University

JOINT EDUCATIONAL AGREEMENTS

This agreement allows residents of the Morton College district to enroll in some programs at other
lllinois public community colleges at rates the hosting colleges charge their in-district students.
Applications for Joint Educational Agreements must be made 30 college business days before
courses begin at the college the student wishes to attend. Proof of residence in Morton College
District 527 must be provided at the time of application. Once approved, a student is issued

an Authorization for Attending a Recognized lllinois Public Community College Under a Joint
Agreement. Morton College has joint educational agreements with the following community colleges:

Cooperative Agreements — Morton College is a participant in the South Metropolitan Career
Network, a cooperative effort among 28 area community colleges that makes more educational
programs available to the residents of each college district.

Residents of Morton College’s district may enroll in any programs in the Career and Technical
Education Applied Science degree or certificate not offered at Morton College upon approval without
paying out-of-district tuition at the following colleges:

> Black Hawk College > Elgin Community College

> Carl Sandburg College > Harper College

> College of DuPage > Heartland Community College
> Danville Community College > Highland Community College
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JOINT EDUCATIONAL AGREEMENTS (CONTINUED)

> lllinois Central College > Morton College

> lllinois Valley Community College > Prairie State College

> John Wood Community College > Rend Lake College

> Joliet Junior College > Richland Community College

> Kankakee Community College > Rock Valley College

> Kaskaskia College > Sauk Valley Community College
> Kishwaukee College > South Suburban College

> Lake Land College > Southwestern lllinois College

> Lewis and Clark Community College > Spoon River College

> Lincoln Land Community College > Triton Community College

> McHenry County College > Waubonsee Community College

> Moraine Valley Community College

Further information on this Agreement is available in the Office of Admissions and Records.

INTERNATIONAL STUDENTS

Only individuals holding an F1 student visa are allowed to study. B1/B2 visas are restricted from
study. B1/B2 visitors must apply for a change of vias status in order to study at Morton College.
Morton College cannot assist nor advise in these cases.

Official College Transcripts - college transcripts must be translated to English. The official evaluation
must be from ECE or WES evaluating agency, or a Foreign Credential Evaluating Agency Service
that is accredited by National Association of Credential Evaluation Services (NACES.) Citizens

of other countries wishing to enroll at Morton College must complete and submit an International
Student Application along with the following supporting documents:

> International Student Admission Application

> Official High School transcripts - official high school transcripts must be sealed and
translated to English.

> The college recommend ECE or WES as the evaluation agency but applicants may use
any other foreign credential agency as long as it is accredited by National Association of
Credential Evaluation Services (NACES.)

> TOEFL score: TOEFL®IBT Minimum score 65 required.

> TOEFL®PBT Minimum score 550
***The TOEFL is not needed if student will be enrolling in the English as a Second Language
program (ESL).

> Financial Affidavit of Support.
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Candidates must submit these documents. Candidates must submit these documents according to
the set deadlines. Late applications will not be accepted and documents must be resubmitted for a
future term. Once accepted, Morton College will issue an 1-20 to the student.

> Fall semester = all requirements must be submitted by June 11th.
> Spring semester = all requirements must be submitted by October 16th.

Those attending Morton College on a student visa must enroll as a full-time credit student each
semester and will be charged the international tuition rate. Federal and state financial aid may

not be available to citizens of other countries. Prospective international students should contact,
Courtney O'Brien, courtney.obrien@morton.edu, with additional questions. The international students
application for admission can be found at www.Morton.edu. Applications will not be considered if
any supporting documentation is missing. Student who fail to enroll as a full-time credit student or
fall below full-time status during the semester will have their F1 status terminated. It is the students’
responsibility to maintain and keep-up with their status on their I-20. If the student notices a change
on their I-20, the student needs to make it a priority to contact the Office of Admissions and Records/
Registrar.

EDUCATIONAL GUARANTEES

Morton College has established an educational guarantee policy (approved April 1993) for transfer
courses and career programs.

Transferability Guarantee — Morton College guarantees the acceptance of all transfer courses at
4-year, public lllinois colleges and universities for students who complete the Associate in Arts or
Associate in Science Degree. If the terms noted below are met and a specific course or courses do
not transfer, Morton College will refund the tuition paid by the student at the time the course(s) was/
were taken. To qualify, any claims must be submitted within one calendar year of graduation from
Morton College.

Terms

1 All guaranteed course work must be completed at Morton College.

2. All course work must be completed within three years prior to graduation.

3. Transfer status of individual courses is based upon the receiving college’s or university’s

agreement with Morton at the time of the student’s graduation.

4, The student must have attained acceptable grades in individual courses as defined by the
receiving university.

5. The student must have met with an authorized Morton College advisor and declared a major
and transfer college or university prior to taking the courses under guarantee. Only those
courses approved in writing by the authorized counselor are guaranteed transferable, and
these courses are guaranteed to transfer as general education electives unless the counselor
has specifically authorized them as meeting distributive general education or major area
requirements.

Career Program Guarantee — Morton College guarantees that career program graduates can be



EDUCATIONAL GUARANTEES (CONTINUED)

expected to perform competently in positions for which their degrees or certificates are intended

to prepare them. An employer who perceives that a Morton College graduate does not possess
appropriate entry-level skills encompassed in the degree or certificate program, and can specify
such deficiencies, may request that the student be permitted to retake a specific course or courses
for up to nine credit hours without additional tuition charges. If the terms noted below are met,
Morton College agrees to provide up to nine tuition-free credit hours in a career program degree or
certificate curricula.

Terms

1 The graduate must have earned the A.A.S. degree or certificate beginning May 1993 or
thereafter in a career program identified in the college catalog.

2. All guaranteed program coursework must be completed at Morton College with a grade of
“C” or better.

3. The graduate must have completed the A.A.S. degree within a four-year time span or the

certificate within a two-year time span.

4, Graduates must be employed full-time in an entry level position for which the A.A.S degree
or certificate is intended to prepare students. (Determination that the position falls within the
terms of the guarantee may occur when the gradate initiates the career program guarantee
as noted in #12 below.)

Employment must commence within 6 months of graduation.

The employer must certify in writing within 90 days of the graduate’s initial employment that
the employee is lacking entry-level skills consistent with the position(s) for which the A.A.S. or
certificate is intended to prepare students.

7 The student, program coordinator, and instructor, in consultation with the employer and/or
division dean, will develop a written educational plan for retraining.

8. Retraining will be limited to nine credit hours related to the identified skill deficiency and to
those classes regularly scheduled during the period covered by the retraining plan.

9. The graduate and/or employer is responsible for the cost of books, insurance, uniforms, fees,
and other course-related expenses.

10. The guarantee does not imply that the graduate will pass any licensing or qualifying
examination for a particular career.

11.  The student’s sole remedy against the District and its employees for skill deficiencies shall be
limited to nine credit hours of tuition-free education under conditions described above.

12. The career program remedy can be initiated through a written communication with the Office
of the Provost.

Note: This guarantee applies to software releases and vendor-specific equipment used in

the courses at the time the student enrolled in the course. The College is not responsible for
guaranteeing student competency in subsequent releases of software or revised or new equipment.
Likewise, the College is not responsible for guaranteeing student knowledge or skills that will be
introduced in the future, or guaranteeing student knowledge or skills when non-academic problems
cause the deficient performance
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TUITION AND FEES*
Tuition and fees are payable in U.S. currency on dates designated by the College. Students failing to
meet published payment deadlines may be dropped from courses.

TUITION AND FEES OVERVIEW*

*TUITION

In-District Resident (Per Credit NOUN) .........ooviiiii e $130
Out-of-District Resident of [llinois (per Credit NOUN) ..........cooiiiiiiiiiieee e $258
Out-of-State Resident or International (per credit NOUN).........cccciiiiiiiiiiice e $322
*FEES

Application Fee (first-time enrollees ONIY) .....co..iiiiiiiiii e $10
Registration FEe (DEr SEMESTET) ... ..ottt $10
Late Registration FEe (Per SEMESIET) .......iiiiiiiiiii i $50
Comprehensive Fee (Per Credit NOUT) .........oiii e $9
Technology Fee (Per Credit NOUT) .........iii i $9

* Tuition and fees are subject to change by official action taken by the Morton College Board

of Trustees. Review of tuition and fees will occur at times deemed necessary by the Board in
conjunction with the College administration. For up-to-date information, please visit our website at
www.morton.edu.

DESCRIPTION OF FEES

Technology Fee:

The purpose of the fee is to enrich Morton College students’ educational experience with technology.
The fee is used for continued technology enhancements throughout the College including software,
client hardware, and infrastructure to support services offered to Morton College students. These
services include student e-mail, local and online learning resources, and network access.



Comprehensive Fee:

The purpose of the fee is to enhance students’ overall experience on campus. The fee is used

to fund various student club organizations, performances and special events, library resources
excluding technology, restoration and maintenance of various student and academic facilities, and
the maintenance of parking facilities and campus security.

Late Registration Fee:

Students will be accessed a late registration fee if: students register after the course has begun,
students are dropped for non-payment and wish to re-register, or if students are dropped for non-
attendance and wish to re-register for courses with consent of the instructor.

PAYMENT OF TUITION AND FEES

Students will receive a tuition bill at the time of registration. Students are responsible for all tuition
and fees. The college will refund tuition and fees if the student completes the official withdraw
procedures within the published refund schedule. Requests to withdraw from courses are not taken
by phone. It is the student’s responsibility to officially withdraw from classes. Note: Students who do
not pay their tuition and fees by the due date may be dropped from the courses. Students dropped
for non-payment may re-register without a guarantee they will enroll for the same course schedule.
Students who fail to meet their financial obligation to the college will be excluded from future
enrollment. Furthermore, all records and transcripts will not be released until the financial obligation
has been completed. If necessary, student accounts will be turned over to a collection agency.

RESIDENCY

For tuition purposes, proof of residence must be submitted by all students enrolling at Morton
College each semester. This can take the form of either a valid driver’s license, current voters’
registration card, current bank statement, utility bill or State of Illinois photo ID card, a Morton High
School East or West transcript that proves the student attended an in-district high school within the
last two calendar years. (Must be issued to the student’s in-district permanent address provided on
the admission application), signed letter on letterhead from a homeless shelter confirming residency
in the shelter

District residency does not apply to international students on visas.

Students changing their residence during a semester are required to report their new address to
the Office of Admissions and Records. Students may update their residency at any time, however,
a change in residency less than 30 days prior to the start of the term and once the term has begun,
will not be reflected in the current terms tuition rate. Classification for admission and tuition will be
made according to the regulations listed on the following pages.

IN-DISTRICT STUDENTS

Morton College District 527 includes the suburbs of Berwyn, Cicero, Forest View, Lyons, McCook
and Stickney and is located west of Chicago and south of Oak Park, just six miles from Chicago’s
Loop.

To be eligible for the in-district tuition rate, one of the following criteria must be met:

> Applicants who are 18 years of age or older and have established legal permanent
residence in District 527 for a minimum of 30 days immediately preceding the first day of the
semester.



> Applicants who are under 18 years of age must demonstrate that their parents or legal
guardians have legal residence within District 527.

> Applicants who are under 18 years of age and emancipated (a minor who is legally
independent from parental or guardian supervision) must demonstrate that they are in active
military service, married, and have legal residence within District 527 for at least 30 days
immediately preceding the first day of the semester.

> Applicants who will be attending Morton College through the Dual Enrollment Program.

OUT-OF-DISTRICT STUDENTS

Any person whose legal place of residence lies outside Morton College District 527 but within the
boundaries of the State of Illinois.

OUT-OF-STATE STUDENTS

Any person whose legal place of residence lies outside the State of lllinois but within the United
States.

INTERNATIONAL STUDENTS

Any person whose permanent residence lies outside the United States.

IN-DISTRICT EMPLOYEE TUITION RATE

Employees of profit and nonprofit businesses or agencies located within the College district may
enroll in Morton College courses at the in-district tuition rate with written approval of their employer.
Verification of employment must be on company letterhead and indicate employee works at least
35 hours per week. The verification must also include supervisor name, title of supervisor, contact
phone number of supervisor, and student’s position.
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To be eligible for this special tuition rate, employment verification must be presented at the time of
initial registration for the semester.
Verifications must be presented each semester and cannot be duplicates from previous semesters.

IN-DISTRICT SENIOR CITIZEN TUITION WAIVER

Morton College is committed to the principle of life-long learning and, therefore, waives tuition and
the registration fee for its senior citizens (age 62 or older at time of registration) for credit and non-
credit courses. Laboratory and other fees will be assessed where applicable. Additionally, the cost
of books and personal supplies for classes are not covered by this waiver.

REFUND POLICY

Refunds for tuition and fees only occur when official withdrawal procedures are properly completed
within the advertised Tuition Refund Table located in the current Morton College course schedule.
Telephone requests to be withdrawn from courses are not accepted. The college does not grant
refunds to students who:

> voluntarily enlist in military service following the close of the refund period
> are dismissed for disciplinary reasons
> are financially obligated to a college department or office at the time of withdrawal

> withdraw from courses after the posted deadline
The college may award 100% refunds and late withdrawals to students who present documented
extenuating circumstances. Extenuating circumstances include: serious illness or injury to the
student that required extended recovery, death or serious iliness of an immediate family member,
significant trauma in the student’s life that impaired the student’s emotional and/or physical
health. Third-party verifiable documentation is required to have a refund request considered by
the committee. Refund requests must follow the Student Complaint and Grievance Procedures.
Completed packets must be submitted to the Dean of Student Services via the Academic Advising
Center located on the 1st floor of B Building. All requests must be completed within 30 college-
business days of the end of the term in question. Morton College reserves the right to approve or
deny any claims. Appeals to the decision must be made, in writing, to the Provost.

100% refund - within 10 calendar days from the start of the course for courses that are 10-16 weeks
in length (excluding holidays)

100% refund - within 5 calendar days from the start of the course for courses that are 6-9 weeks in
length (excluding holidays)

100% refund - within 3 calendar days from the start of the course for courses that are 2-5 weeks in
length (excluding holidays)

100% refund - before first day of class for courses that are less than or equal to 1 week in length
(excluding holidays)
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ENROLLMENT VERIFICATION

Students in need of enrollment verification for such purposes as health insurance coverage, good
student standing, loan deferment, or employers must fill out and submit the Information Release
Form available at the Office of Admissions and Records.

INCOME TAX DEDUCTION

Federal income tax regulations permit a tax deduction for educational expenses undertaken either
to maintain or improve skills required in one’s business or employment, or meet the requirements of
an employer or of a law or regulation to keep one’s salary, job status or employment. Morton College
cannot determine whether educational expenses qualify as a tax deduction in any particular case.
Students wanting to know whether the courses they have taken at Morton College are eligible for a
tax deduction should consult with the Internal Revenue Service or a tax consultant.

ALUMNI TUITION WAIVER

A Morton College graduate with an associate’s degree may register for a one-time single course, not
to exceed five (5) credit hours, at no tuition charge within three (3) years following graduation, at no
tuition charge but must pay fees. Graduates cannot qualify for a tuition waiver for a course in which
they are currently registered. This waiver applies to the fall and spring semesters only. It may not be
used to audit a course.

Applications for Alumni Tuition Waivers and further information may be obtained from the Office of
Admissions and Records located on the first floor of Building B. Laboratory and other fees will be
assessed where applicable. Under the provisions of this waiver, graduates cannot register for the
course until 1 week prior to the start of the course. Short-term courses may have separate deadlines
based on start dates. In order to receive the waiver, registration must be done in the Office of
Admission and Records.

RETAKE POLICY FEES

Course retake fees ($30 per credit hour) are assessed when students take a course more than the
number of times approved by the lllinois Community College Board.

For most courses:

> Students will be assessed a course retake fee in addition to the tuition and course fees if they
have already enrolled in the course two or more times and did not with draw before the end
of the refund period, or if they are retaking the course after having received an A, B, C, or P
(passing) grade.

> Students retaking a course after receiving an A, B, C, or P grade will receive no additional
academic credit. (See specific associate degree program requirements for exceptions to this
policy.)

> If a student retakes a course, the highest grade will be applied to his/her Morton College
grade point average.
Exception: Some courses (referred to as “repeatable” courses), may be taken several times for
college credit. Course descriptions in the Morton College Catalog identify these courses along with
the maximum number of times the course may be repeated for college credit. Students who enroll in
a repeatable course more than the maximum number of times will also be assessed a course retake
fee in addition to the tuition and course fees.



Students who plan to retake a course should first consult with an Student Success Coach and
a financial aid advisor. Students planning to transfer to another college are urged to check that
college’s course retake/repeat policy as it may differ and your transfer admission grade point
average could be different.

NOTES
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FINANCIAL AID

Financial aid is available in the form of federal, state and institutional grants, loans, work-study and
scholarships. The Financial Aid Office coordinates these aid programs and assists students with
the application process. Information on these following financial aid programs is available in the
Financial Aid Office, Room 204B, Building B or by contacting a Financial Aid Advisor at (708) 656-
8000, Ext. 2428.

AYUDA FINANCIERA

La ayuda financiera esta disponible en forma de becas institucionales, estatales o federales,
préstamos, opciones de trabajo para estudiantes y oportunidades de becas. La Oficina de Ayuda
Financiera coordina estos apoyos y ayuda financiera a los estudiantes con el proceso de aplicacion
correspondiente. La informacion sobre estas oportunidades esta disponible

en la Oficina de Ayuda Financiera localizada en el cuarto 204B. También puede llamar a nuestros
asesores al (708) 656-8000, Ext. 2428.

APPLICATION PROCESS

Students may apply for federal, state and institutional financial aid for the 2020/2021 school year by
completing the Free Application for Federal Student Aid (FAFSA). Complete the FAFSA online, by
visiting: http://fafsa.ed.gov/ There is no charge for completing a Free Application for Federal Student
Aid (FAFSA) if a Web site suggest charges, please contact the Financial Aid Office at Morton
College to verify the correct Web site. Before completing the FAFSA, apply for an electronic FSA ID
at: http://ffsaid.ed.gov. If the application includes parental data, the parent must also apply for an
FSA ID.

The FSA ID is a username and password that gives you access to Federal Student id’s online
systems and can serve as your legal signature. Please be sure to enter the Morton College Federal
School Code 001728 on the FAFSA.

Students are encouraged to complete the FAFSA beginning Oct. 1 of the fall prior to their expected
first enrollment. While the Financial Aid Office will process applications throughout the year, students
should apply as soon as possible after Oct. 1 due to the limited funding of certain grant programs.
Once the FAFSA is received students must submit all required paperwork, documents and meet
important deadlines in order to have financial aid processed. Students should check their Morton
College email and Financial Aid Self-Service for updates and request frequently.
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The following are steps required to complete the financial aid process at Morton College:

> Complete your FAFSA (If assistance is needed, please Contact a Financial Aid Advisor at
(708) 656-8000, Ext. 2428). Include Morton College’s Federal School Code 001728

> Submit your admissions application to Morton College. Make sure you include your social
security number to ensure Morton can receive your information.

> Once the FAFSA is received at Morton College students must submit all required paperwork,
documents and meet important deadlines in order to have financial aid processed. Students
should use Financial Aid Self-Service to know where you are in the financial aid process,
the next steps required, and other important details. It gives you real-time access to your
financial aid record. Eligible students must have all paperwork turned in to the Financial
Aid Office by June 15th to be considered for a fall semester book voucher and November
15th for a spring semester book voucher. Since processing financial aid can take up to
eight weeks, students must plan well in advance of the time they will begin their course of
study. Since processing financial aid can take up to eight weeks, students must plan well in
advance of the time they will begin their course of study.

STUDENT ELIGIBILITY

To receive financial aid from any of the federal or state programs, you must meet all of the following
criteria:

> Demonstrate financial need (for most programs);
> BeaU.S. citizen or an eligible noncitizen;

> Have a valid Social Security number (with the exception of students from the Republic of the
Marshall Islands, Federated States of Micronesia, or the Republic of Palau);

> Be registered with Selective Service, if you're a male (you must register between the ages of
18 and 25);

> Be enrolled or accepted for enrollment as a regular student in an eligible degree or
certificate program;

> Be enrolled at least half-time to be eligible for Direct Loan Program funds;
> Maintain satisfactory academic progress in college or career school;

> Sign the certification statement on the Free Application for Federal Student Aid (FAFSA®)
form stating that
> you are not in default on a federal student loan,
> you do not owe money on a federal student grant, and
> you will use federal student aid only for educational purposes; and

> Show you're qualified to obtain a college or career school education by

» having a high school diploma or a recognized equivalent such as a General Educational
Development (GED) certificate;

P completing a high school education in a homeschool setting approved under state law
(or—if state law does not require a homeschooled student to obtain a completion cre-
dential—completing a high school education in a homeschool setting that qualifies as an
exemption from compulsory attendance requirements under state law); or
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> Additional eligibility requirements can apply in certain situations including for non-U.S.
citizens, students with criminal convictions, and students with intellectual disabilities.

FINANCIAL AID PROGRAMS AT MORTON COLLEGE

Morton College is dedicated in helping students and veterans obtain financial aid and educational
benefits through a variety of programs offered by the U.S. Department of Education, Department of
Veterans Affairs and lllinois Student Assistance Commission (ISAC). Students using a combination of
state and federal benefits should consult with the Financial Aid Office to determine the best way to
utilize their benefits. Our institution is approved to process the following financial aid and educational
benefits for qualifying students:

Federal Pell Grant — A Federal Pell Grant, unlike a loan, does not have to be repaid. Pell Grants are
awarded only to undergraduate students who have not earned a bachelor’s or professional degree.
Pell Grants provide a foundation of financial aid to which other aid may be added.

Federal Work-Study Program — The Federal Work-Study Program provides on and off-campus
jobs for students needing financial aid for their educational expenses. The program encourages
community service work and work related to the student’s course

of study. Students must be enrolled half-time to be eligible.

Federal Direct Loan Program — Students can receive low interest loans from the Department of
Education to help pay for educational expenses not covered by grants or scholarships. Contact the
Financial Aid Office for more information on how to apply. Students must be enrolled half-time to be
eligible.

Federal Supplemental Educational Opportunity Grant (FSEOG) — The Federal Supplemental

Educational Opportunity Grant (FSEOG) program is for undergraduates with exceptional financial
need. Pell Grant recipients with the lowest Expected Family Contribution (EFC) will be considered
first for a FSEOG. Just like Pell Grants, the FSEOG does not have to be repaid. Students must be
enrolled half-time to be eligible.

Monetary Award Program (MAP) - MAP grants, which do not need to be repaid, are available to
eligible lllinois residents who attend approved lllinois colleges and demonstrate financial need,
based on the information provided on the FAFSA. The MAP grant does not cover audited courses,
non-credit courses, continuing education courses and lab-course fees. Students must take a
minimum of 3 credit hours to qualify for this grant. Funding for the MAP grant is limited. Students are
encouraged to apply early for this grant to ensure full-year consideration. Independent

Scholarship Opportunities — Morton College offers prospective and current students the
opportunity to apply for scholarships. There are many scholarships available with various
qualifications. Updated lists of available scholarships are released throughout the year. Please
check the Morton College website for more information.

VETERANS’ EDUCATIONAL BENEFITS

Morton College is dedicated in helping veterans obtain educational benefits through a variety of
programs offered by the Department of Veterans Affairs and lllinois Student Assistance Commission
(ISAC).



ISAC offers the lllinois Veterans Grant (IVG), lllinois National Guard (ING), and Missing in Action/
Prisoners of War (MIA/POW). These grants offer tuition payments to state universities and public
community colleges in lllinois.

The Montgomery Gl Bill™ (Gl Bill"™ is a registered trademark of the U.S. Department of Veterans
Affairs (VA). More information about education benefits offered by VA is available at the official U.S.
government Web site at https://www.benefits.va.gov/gibill.) offers a combination of educational
stipends under Chapters 30, 35, 1606, 1607. While Post 9/11 also known as Chapter 33 offers
veterans tuition payments, books, and basic allowance for housing.

Students using a combination of state and federal benefits should consult with the Financial Aid
Office to determine the best way to utilize their benefits. Our institution is approved to process the
following educational benefits for qualifying students:

llinois Veterans’ Grant (IVG) is a grant that pays tuition and allowable fees to anyone who has
served at least one year of federal active duty honorably in the U.S. Armed Forces or who is serving
in the Armed Forces. Recipients may use IVG for a maximum of 120 eligibility units which is the
equivalent of four academic years of full-time enrollment. Students must complete an lllinois Veteran
Grant application and submit with a copy of the DD214 member 4. For more information visit www.
isac.org.

lllinois National Guard grant (ING) - is a grant that covers tuition and certain fees at any lllinois
public college, university and community college. Qualified applicants must be an lllinois National
Guard member and completed one full year of service in the lllinois National Guard. Recipients may
use ING for a maximum of 120 eligibility units which are the equivalent of four academic years of
full-time enrollment. The eligibility for ING must be renewed each academic year. To apply, students
must submit an online application at www.isac.org.

lllinois MIA/POW Scholarship —Chapter 33 (Post 9/11)- is an education program that became
effective August 1, 2009. This program is for individuals who served active duty on or after
September 11, 2001 and who received an honorable discharge. If your service ended before
January 1, 2013, Chapter 33 benefits will expire 15 years after your last separation date from active
service. If your service ended on or after January 1, 2013, your benefits will not expire based off a
new law called the Forever Gl Bill"-Harry W. Colmery Veterans Educational Assistance Act. Chapter
33 pays directly to the school for student’s tuition and fees up to the predetermined percentage

of eligibility established by the Department of Veterans Affairs. For more information visit https://
benefits.va.gov/gibill/.

Post 9/11 Gl Bill™ (Chapter 33) — is a new education program that became effective August 1, 2009.
This program is for individuals who served active duty on or after September 11, 2001 and who
received an honorable discharge. This benefit expires 15 years from the last period of active duty

of at least 90 consecutive days. Post 911Gl Bill™ pays directly to the school for student’s tuition and
fees up to the predetermined percentage of eligibility established by the Department of Veterans
Affairs. For more information visit https://benefits.va.gov/gibill/.

Montgomery Gl Bill™ Active Duty (Chapter 30) — is an education program that provides up to 36
months of educational benefits. It provides a monthly payment to the veteran directly. This benefit
may be used for degree and some certificate programs. Generally, benefits are payable for 10 years
following the release from active duty or after the 36 months are used up whichever comes first. For
more information visit https://benefits.va.gov/gibill/.
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Montgomery Gl Bill™ Selected Reserves (Chapter 1606) — is an education program that provides
up to 36 months of education benefits to members of the Selected Reserves: Army, Marine Corps,
Navy, Coast Guard, Air Force, Army National Guard and Air National Guard. Eligibility ends when a
member leaves the Selected Reserves. For more information visit https://benefits.va.gov/gibill/.

Vocational Rehabilitation and Employment Program [VR&E] (Chapter 31) — is a program to help
veterans with service-connected disabilities to prepare for, find, and keep suitable jobs. To apply a
veteran must have an evaluation done by Vocational

Rehabilitation Counselor to determine eligibility. For more information visit https://benefits.va.gov/
gibill/.

Tuition Assistance — is a benefit granted to eligible soldiers. Students must contact their
commanding officer to obtain the application. All students receiving benefits must comply with
academic regulations specified by Morton College. Information on any of these programs are
available in the Financial Aid Office, Room 232, Building B or by

calling (708) 656-8000, Ext. 2228.

VA Pending Payment Compliance — Beginning August 1, 2019 and despite any policy to the
contrary, Morton College will not take any of the four following actions toward any student using U.S.
Department of Veterans Affairs (VA) Post 9/11 G.I. Bill® (Ch. 33) or Vocational Rehabilitation and
Employment (Ch. 31) benefits, while their payment from the United States Department of Veterans
Affairs is pending:

> Prevent enroliment;
> Assess a late penalty fee to;
> Require they secure alternative or additional funding;

> Deny their access to any resources (access to classes, libraries, or other institutional
facilities) available to other students who have satisfied their tuition and fee bills.

However, to qualify for this provision, such students may be required to:
> Produce the VA's Certificate of Eligibility by the first day of class;
> Provide written request to be certified;

> Provide additional information needed to properly certify the enrollment as described in
other institutional policies (see our VA School Certifying Official for all requirements).

SATISFACTORY ACADEMIC PROGRESS POLICY

Postsecondary education institutions are required by title IV of the Higher Education Act of 1965,
amended (HEA), to establish, publish, and consistently apply reasonable satisfactory academic
progress standards to students. An institution’s standards are considered reasonable if they are

in accordance with the satisfactory academic progress federal regulations. Failure to comply with
those rules can bar a school and its students from receiving federal financial aid funds. New federal
regulations (34 CFR 668.34) stipulate nationally consistent terminology and tighter controls for
measuring the satisfactory academic progress (SAP) for the eligibility of students to receive federal
financial aid.



All students at Morton College (MC) who receive federal financial aid must make Satisfactory
Academic Progress (SAP) toward completion of their degrees/certificates at the end of each period
of enrollment.

This policy applies to the Federal Pell Grant, Supplemental Educational Opportunity Grant (SEOG),
Work Study, Direct Loans, Stafford Loan, Parent Plus Loans, lllinois Monetary Award Program (MAP),
and military Veterans’ benefits. (Please note: State Military Programs are subjected to the GPA
portion of this policy)

The U.S. Department of Education requires a policy to use both the qualitative (GPA) and
quantitative (Completion Percentage) criteria when measuring SAP.

MC reviews SAP at the end of each payment period and has approved the following standards
defining SAP in accordance with regulations issued by the U.S. Department of Education.

SAP Standards:

1. Cumulative GPA is a minimum 2.00 or higher and;
2. Cumulative completion rate is a minimum 67% or higher and;

3. Completion of program within 150 percent maximum timeframe allowed.

SAP Statuses

The following are various types of SAP statuses assigned to students applying and receiving Title
IV funding. All courses earned at MC and transferred into a student’s program are used when
determining SAP statuses, including credits earned while not receiving Title IV funding.

Eligible SAP Statuses:

1. Satisfactory is assigned to students who are meeting the following criteria:
a. Cumulative GPA is a minimum 2.00 or higher and;
b. Cumulative completion rate is a minimum of 67% or higher and;

c. Completion of program is scheduled to occur within 150 percent maximum timeframe
allowed.

2. Warning -When students do not meet the cumulative GPA and/or completion percentage
requirement(s) portions of SAP standards, they are placed on warning and notified
accordingly. Students remain on warning until the next time SAP is reviewed; which is the next
payment period. During the warning period, students remain eligible for federal financial aid
for one payment period only.

Eligible SAP Statuses with Conditions:

1. Probation - Assigned to students who are within one term of meeting SAP standards.
Students, who have appealed and are approved, and placed on probation, and are eligible
for Title IV funds, must meet SAP standards at the end of the subsequent payment period.



2. Academic Plans - Are developed for students that, if followed, will ensure the students are
able to meet SAP standards by a specific time period. Plans are created to address students
who are affected by GPA, rate of completion, or both. Students who agree and continue
to meet plan requirements are eligible for Title IV funds. If at any time while on the plan,
the students do not meet the conditions at the end of a payment period, they return to the
termination status (ineligible status).

Students who are approved and recommended for academic plans are notified via email to come in
and review plan conditions and sign plan agreement.

a. GPA Plans - To qualify, students must have a completion rate of 67% and have a
cumulative GPA less than a 2.00. This plan is structured to assist students with
raising their cumulative GPA to a minimum of a 2.00 while maintaining their
completion rate of 67%.

b. Pace Plans - To qualify, students must have a minimum cumulative GPA of 2.00 and
have a completion rate less than 67%. This plan is structured to assist students
with raising their completion rate while maintaining a cumulative GPA of 2.00.

c. Pace/GPA Plans - To qualify, students must have a completion rate less than 67% and
a cumulative GPA less than 2.00. This plan is structured to assist students with
raising their completion rate and cumulative GPA of 2.00 to meet SAP standards.

d. Customized Plans — In rare cases the committee may assign a customized plan to a

student. This plan is structured to assist students with raising their completion
rate and GPA, or extending beyond the 150 maximum timeframe.

Examples of elements a school may consider in a student’'s academic plan include, but are not
limited to:

> Registering for fewer credit hours during each enrollment period under the plan;

> Stipulating enrollment in only certain courses and demonstrating academic success in each
of those courses toward degree completion;

> A mathematical calculation specifying the percentage of coursework the student must
complete;

> Achieving a minimum GPA at the conclusion of the probationary periods (such as a term-
specific GPA that would at least indicate an upward movement from a very low cumulative
GPA); or

> Achieving minimum grades (not just GPA, but course-specific grades) during each payment
period under the plan.
If the school determines at any time that the student is not following the academic plan, the student
is immediately ineligible for Title IV aid. To remain eligible, such a student would need to submit
another appeal and have it approved based on the student’s updated circumstances. Some
possible reasons an academic plan could be voided by a school include:

> A student changes their major, at which point the previous plan is voided since it pertained to
the major at the time of the appeal;

> If a student violates the academic plan as defined and agreed upon for any reason; or



> If a student doesn’t not enroll for the payment period the academic plan was designed to
cover.

Ineligible SAP Statuses

1. Termination — The second term following Warning status that students did not meet one/all
of the criteria below, they are ineligible for federal financial aid, and are notified accordingly.
Students have the option to appeal their termination status.

a. Cumulative GPA is less than 2.00 and/or;

b. Cumulative completion rate is less than 67%

2. Maximum Timeframe Completion - Each payment period SAP will be calculated to see if
it is mathematically possible for students to complete their program and graduate within
the maximum timeframe allowed. If at any point it is determined that the students cannot
complete their program (i.e. graduate) within the maximum timeframe, that students become
ineligible for Title IV aid. No warning or probation period is allowed.
The maximum timeframe for the completion of a degree/certificate program is defined as no more
than 150 percent of the normal timeframe required to complete the degree program. For an
undergraduate program, this is measured in credit hours. For example, a normal two-year degree
program requires 62 credits to complete (graduate). Students must complete the degree within 93
hours in order to remain eligible for Title IV funding.

Please Note: Coursework that transfers into an eligible program will be included in a student’s credit
hours attempted and completed.

Students can appeal maximum timeframe.

Students who previously were on Warning, Probation, Termination, or an Academic Plan status will
return back to a SATISFACTORY status if the following conditions are met:

1. Cumulative GPA equals 2.00 or higher and;

2. Cumulative Completion Rate equals 67% or higher and;

3. Completion of program is scheduled to occur within 150 percent maximum timeframe
allowed.

The Following Categories Will Be Calculated as Follows:
Course Repeats

1 Students are only allowed to repeat courses to replace previously passed courses one (1)
time and receive Title IV funds. When evaluating SAP, the highest attempt will be calculated
in the student’s GPA. All attempts will be considered for PACE and are included in the
attempted and completed (if applicable) credits. This repeat policy applies to all courses
whether or not financial aid was utilized.
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2. Students may be paid for repeatedly failing the same course (normal SAP policy still applies
to such cases). If students withdraw before completing the course that they are being paid
Title IV funds for retaking, the course is not counted as their one allowed retake for that
course. However, if students passed a class once and are repaid for retaking it but fail the
second time, the failure counts as their paid retake and they may not be paid for retaking the
class a third time. Please Note: Final grades of “D” are considered passing at MC.

Courses That Were Academically Forgiven

Schools are not allowed to ignore hours attempted, hours completed or earned grades on
coursework applicable to the student’s program of study from previously enrolled periods. All
courses will be included in the GPA, attempted, and completed SAP calculations.

Incomplete Grades

When students do not complete all course requirements by the end of their enrollment payment
periods, some instructors may assign a temporary grade of (1) for incomplete. In these cases,
instructors assign traditional grades after the students complete the course requirements.
Incomplete grades may inaccurately reflect a students’ GPA and/or pace.

Incomplete grades are not considered passing grades and will be counted in the SAP calculations
for attempted credits as unsuccessful completion. However, these grades will not affect a students’
GPA until the final grade is recorded. The students’ SAP will be updated and recalculated to include
the new grade the next time an official SAP calculation occurs. SAP calculations are not allowed

to be recalculated unless an error has occurred during the grading process. In such events a
recalculation will be performed. If the new calculation makes the students ineligible for Title IV funds
and aid has been disbursed; the students will be responsible for all aid and balances incurred. All
future disbursements will be cancelled.

Transfer Credits

All transfer credits accepted into the college from another institution will be counted in both
attempted and completed calculations in a student’s SAP evaluation. Students can request a max
timeframe/second degree review by completing an appeal to have their credits evaluated to only use
the credits applicable to their program of study to be counted in their calculation.

Grade Changes

When a grade change occurs, the Registrar will notify the Financial Aid office of such change. The
students’ SAP will be updated and recalculated to reflect the changed grade for that term during
the next official SAP Calculation. SAP calculations are not allowed to be recalculated unless an
error has occurred during the grading process. In such events a recalculation will be performed.
If the new calculation makes the students ineligible for Title IV funds and aid has been disbursed;
the students will be responsible for all aid and balances incurred. All future disbursements will be
cancelled.

Audit Courses

Audited classes are not considered “financial aid eligible”; therefore, they count neither as hours
attempted or completed.



Remedial Courses

Remedial coursework is considered “financial aid eligible”; therefore, they are counted as attempted
and completed hours for Pace of Completion. However, remedial courses are NOT included in the
students’ GPA whether they are completed successfully or unsuccessfully. They are graded as
“Pass” or “Fail” and hold no numeric value.

Students are limited to 30 credit hours attempted for remedial and prerequisites courses.

Consortium Agreements

Students coursework earned at MC on a Consortium agreement will be evaluated using this SAP
policy.

Second Degrees/Certificates (SAP Reset)

Students seeking consecutive degrees/certificates are monitored like any other students under this
policy. A new SAP calculation is performed for the new program of study to determine eligibility.
Any credits earned at MC from prior program that meet requirements in the new program will be
counted in the students’ GPA, attempted and completed credit hours. Any transfer hours that meet
requirements in the new program will be treated as transfer credits.

SAP resets are granted to students who have completed a program and/or pursing a new program.
Please Note: Students must change their major with the Office of Admissions and have a transcript
evaluation performed to be considered. We encourage students to submit the evaluation request 30
days prior to changing your major.

Appeal Procedures

Students not meeting SAP requirements have the option to appeal their termination status of financial
aid. The following categories are appealable: Grade Point Average, Pace of Completion, and
Maximum Timeframe.

Appeals are reviewed at least once per month by a committee composed of various employees of
the college. It is the responsibility of the students to initiate any appeal. Students must submit their
appeal between the dates noted on the appeal form in order to be considered for the appropriate
term. Removal of an academic restriction by Admissions, Registration, Counseling & Career
Development, Student Success Coach, or another MC office does not constitute reinstatement of
federal aid eligibility. All appeal decisions are final.

Appeals are based on a documentable extenuating circumstance impacting academic
performance. Extenuating circumstances are considered to be past events that are no longer
barriers to prevent academic progress. The appeal application must support how the student is now
in a position to be academically successful. Appeals should include all documentation required to
be reviewed. Failing to submit all documents will automatically deny your appeal. You may resubmit
your appeal (if within appeal deadline dates) if denied due to missing documents. However, the
appeal will not be escalated. Also, all appeals are reviewed in the order they are received.

Appeals will not be granted for the repeated circumstances. For example, an appeal can be
granted due to a medical issue (back surgery in 2020) placing the students on probation or an
academic plan. If students are placed on termination again, the same medical issue (back surgery
in 2020) cannot be used as the basis for the appeal. The latter appeal must be based on a reason
different from the first appeal.



Please Note: Sitting out for an enrollment period(s) is not sufficient to re-establish eligibility for Title IV
aid. Circumstances related to the typical adjustment to college life such as working while attending
school, financial issues related to paying bills and car maintenance to campus are not considered
as extenuating for purposes of appealing termination of financial aid.

Examples of extenuating circumstances to be considered for appeal:
1 Serious illness or injury to student or immediate family member (where you had to provide
care) that required extended recovery time;

Death of an immediate family member;

3. Significant trauma in students’ life that impaired the students’ emotional and/or physical
health;

4, Withdrawal due to military service;

5. Second degree or certificate;

6. Change of major;

7 Other unexpected circumstances beyond the control of the student

For this purpose, immediate family member is defined as (parent, spouse, sibling, child, and
grandparent (step or in-law respectively).

Completed appeals should be submitted through a Student Success Coach. The appeals will be
documented in the system as received, prepared, and routed to the appeals committee.

Students are not contacted during the appeal process. The only communication received will be the
final decision notification letter.

Notifications to Students
Students receive the following notifications:

> o Warning Letter
P oWarning letters alert students that although they remain eligible for Title IV funding, they
must return back to a satisfactory status at the end of the next payment period enrolled.

> e Termination
oTermination letters notify students that they are no longer eligible for Title IV funding as
well as offer guidelines how to regain Title IV funding.

v

> e Warning Maximum Time
P oWarning maximum timeframe letters warn students who are at or reaching 120 percent
maximum timeframe to meet with an Student Success Coach to determine how many
credits remain to complete their program. This notice also alerts students that they must
complete their program within 150 percent maximum timeframe.

> e Maximum Time
> oMaximum timeframe letters notify students that they are no longer eligible to receive
Title IV funding because they weren't able to complete their program within 150 percent
timeframe allowed.

Y A



FEDERAL RETURN OF TITLE IV FUNDS

Students who withdraw from coursework in a semester may be required to return a portion of the
federal financial aid that had been applied to their account. The final amount of financial aid earned
will be based on the period of time the student participated during the semester.

Students receiving federal funds who fully withdraw, either officially or unofficially, before the
conclusion of the semester, are subject to a “Return of Title IV Aid” calculation established by the
federal government. This calculation determines the portion of federal funds that were earned

by the student up to the time of withdrawal. The withdrawal date (last date of attendance) will be
determined by official withdrawal from classes by the student, or as reported by the instructor in
cases of unofficial withdrawal.

If the student withdraws beyond the 60% point in the semester, they are considered to have earned
100% of the federal financial aid they were scheduled to receive. Students enrolled in classes that
do not span the entire semester are considered withdrawn if, at the time of the withdrawal, they are
not actively attending another class and have not provided written confirmation of anticipated return
in the semester for a late start class. Federal financial aid disbursed more than the earned amount
must be returned to the federal government.

The college will perform the “Return of Title IV Aid” calculation within 30 days of the date of
determination that a student has completely withdrawn and return any unearned federal funds it is
responsible for returning within 45 days of the date the school determined the student withdrew.

If the student previously received a refund from financial aid, which was to be used for education-
related personal or housing expenses, they may be required to return a portion of those funds to the
college. When the college returns a student’s unearned funds to the government, they will be billed
for any balance due for any unearned refunds received or institutional charges that are now unpaid
because of the return of federal funds.

If it is determined through a “Return of Title IV Aid” calculation that the Federal financial aid already
disbursed to the student is less than the earned amount, the school will generate a

post-withdrawal disbursement to the student no later than 45 days after the date of the school’'s
determination that the student withdrew. Funds returned to the federal government based on the
“Return of Title IV” Aid calculation referenced above, reduce the outstanding balances in individual
federal aid programs. Federal financial aid returned by the student, the parent, or the college, are
allocated in the following order:

Federal Unsubsidized Direct Loan

Federal Subsidized Direct Loan

Federal Direct Parent Loan (PLUS)

Federal Pell Grant

Federal Supplemental Educational Opportunity Grant (SEOG)
TEACH Grant
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If financial aid is awarded after the conclusion of the semester, federal aid is awarded based on
the courses completed for that semester. Students receiving Federal financial aid and considering
withdrawing from registered coursework are encouraged to make an appointment with a Financial
Aid Assistant to examine the implications to their financial aid.



The Difference Between Drops and Withdrawals
What Is the Difference Between A Drop and Withdraw?

A drop occurs during the refund period and does not appear on your transcript. If you drop a
course, your enrollment will be reduced and the amount of financial aid you are eligible for can
change.

A withdrawal occurs after the refund period and will appear on your transcript as a “W” grade.

If you withdraw from a course, your enroliment is locked and will not change, unless:

> You completely withdraw officially/unofficially from the college. (All your enrolled courses)

> You never begin attendance in the course(s).

What Is the Difference Between Officially and Unofficially Withdrawing?
Officially Withdrawing

When students stop attending or academically participating in a course, they must report this
information to the Office of Admissions and Records (OAR) immediately by officially removing
themselves from the course. This can occur during the drop or withdrawal periods of the term.

For example: Abby is enrolled and begins attending COM 101 that meets from Aug. 24, 2021 to
Dec. 18, 2021. On Sept. 30, 2021, Abby is in a car accident and is advised by her doctors not to
return to school. Abby logs into her Panther Portal and “officially” withdraws from the course.

Since this occurred after the refund period, a “W” grade will appear on her transcript and Return of
Title IV (R2T4) calculation will be performed since this is the only course Abby is enrolled in. (See
R2T4 Policy for more information).

Unofficially Withdrawing

When students stop attending or academically participating in a course and fail to remove
themselves from the roster, the student has “unofficially withdrew” from the course. This can occur
during the drop or withdrawal periods of the term.

For example: Abby is enrolled and begins attending COM 101 that meets from Aug. 24, 2021 to Dec.
18, 2021. On Sept. 30, 2021, Abby is in a car accident and is advised by her doctors not to return to
school. However, Abby forgets to withdraw from her COM 101 course and is still listed as enrolled.
Abby’s last class attended was Sept. 26, 2021. Her professor last received a homework assignment
dated Sept. 27, 2021. Since Abby didn't notify her school she would not be returning, the school
determines that Abby “unofficially withdrew” on Sept. 27, 2021 (the last log of academic activity).
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REGISTERING FOR A COURSE

All students planning on attending Morton College must register for courses and pay tuition and
fees. A course schedule, listing days and times courses are offered can be found online. Students
may enroll online using their Panther Portal at:

http://my.morton.edu Once a student is logged in, navigate to Panther Central and follow the steps
below;

Panther Central, Search and Register for Courses Alternatively, students may also register in person
in the Office of Admission and Records.

LATE REGISTRATION

Students are discouraged from registering for any class that has already met. However, with the
written approval of the instructor on a Registration form, a student may register for a course up to
six calendar days after the class has met. Registration for a course after these six calendar days is
prohibited.

DROPPING A COURSE

For a 16-week course, a student may drop from a course after initial registration until two weeks
before the last day of the semester. For Summer semester, it is one week before the end of the
semester. Courses shorter than one semester may have different drop dates. To drop a course,
please refer to the Course Drop Procedure as outlined below. Courses shorter than the traditional
length of each semester may have different drop dates.

COURSE DROP PROCEDURE

Students may drop a course by logging in to their Panther Portal online at http://my.morton.edu or by
completing an add/drop form available in the Office of Admission and Records. To drop a course in
person a student must submit the form

to the Office of Admission and Records for processing before the deadline date. Refunds of tuition
and fees will be allowed only as specified in the Refund Policy.
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MILITARY SERVICE

Students of Morton College who are members of any reserve component of the United States Armed
Forces who are mobilized to active military duty shall be allowed to withdraw from their courses
according to the following policy:

Special Accommodations for Military Service
By Students —

Now, therefore be it hereby resolved by the Board of Trustees of Morton College, Community College
District 527, County of Cook, State of Illinois, that any students of Morton College who are members
of any reserve component of the United States Armed Forces, including the lllinois National Guard,
who are mobilized to active military duty in connection with the war on terrorism, shall be allowed

to withdraw from their courses without penalty and will full refund of tuition and fees, or request an

“]” (incomplete) grade for the courses to be completed when returning to the College, or if after
midterm and with instructor consent be allowed to take early final examinations. For more information
regarding this policy, contact the Office of Admissions and Records at (708) 656-8000, Ext. 2346.

ADMINISTRATIVE WITHDRAWAL

Students who no longer wish to continue in a course are responsible for withdrawing from it.
Students, however, who have excessive absences as defined by the course syllabus, or who are
otherwise judged not to be seriously pursuing academic success, may be notified by their instructor
of possible withdrawal. Students who fail to make satisfactory arrangements with their instructor to
continue in the course may be subject to administrative withdrawal for nonattendance and a grade
of “W” (withdrawal) will be assigned. It is the student’s responsibility to officially withdraw from a
course. Students administratively withdrawn from classes are still responsible for tuition and fees
according to the College’s Refund Policy and Tuition Refund Table.

Students may appeal the withdrawal to the appropriate Dean within 10 days. The dean’s decision
to reinstate or not, will be based on the circumstances, the student’s status in the class, and the
instructor's recommendation. If the decision is made to reinstate the student, the Dean will notify the
Office of Admissions and Records, the student, and the faculty. Mutually agreed upon conditions
may be applied to certain reinstatements.

AUDITING A COURSE

Students wishing to audit a course must meet all admissions and registration regulations and pay
the required tuition and fees. Students may register to audit a course only during the first week of the
desired course. However, a student may

change from credit to audit or audit to credit by completing an Add/Drop Form and obtaining the
instructor’s written approval. Requests for change of audit status must be submitted to the Office of
Admissions and Records before the course’s midterm week or no later than the seventh week of a
16-week course, or the third week of an eight-week course. Courses shorter than eight weeks will
have different deadlines. For further information, contact the Office of Admissions and Records. A
student auditing a course may participate fully in class activities, subject to the instructor’'s approval,
but will not be required to take tests or examinations. No credit is awarded for courses audited and a
grade of “V” (visitor) will be recorded. Students may register to audit a course only during Add/Drop
week or the first week of the semester.



CANCELLATION OF COURSES BY THE COLLEGE

Courses will be held as scheduled unless cancelled due to insufficient enrollment or other College
considerations. The College reserves the right to cancel any course for insufficient enrollment or
for other reasons deemed necessary by the College. The College, at its discretion, may adjust
course starting and ending dates as well as meeting times or days. Should a course be cancelled,
a full refund of tuition and fees will be issued. For more information, please see the Tuition Refund
Schedule on our website at www.morton.edu.
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ACADEMIC INFORMATION AND CAMPUS REGULATIONS

CODE OF STUDENT CONDUCT*

Morton College assumes that students govern themselves in terms of appropriate behavior with
emphasis on self-respect and respect for others. The purpose of the Code of Student Conduct is

to provide fair and reasonable rules and procedures to promote educational development and to
ensure that students do not engage in conduct that interferes with the mission or the daily operation
of the College.

Prohibitions

For the College to carry out its responsibilities and to provide students with the most beneficial
educational experience, the following actions have been deemed as violations of the College’s Code
of Student Conduct: (This is not an exhaustive list of prohibited conduct, but merely guidelines as

to the type and nature of conduct that is prohibited. Any conduct that the Dean of Student Services
determines could endanger the safety or security of members of the College community or is
harmful to the College environment is also prohibited.)

> All forms of academic dishonesty, including but not limited to circumventing testing and/or
assessment procedures, cheating, plagiarism, forgery and alteration or unauthorized use of
College documents, records or instruments. (Please see the Academic Honesty Policy for
details.)

> Engaging in conduct that interferes with, disrupts or obstructs teaching, the performance of
institutional duties or the pursuit of educational, administrative, or other authorized College
activities; or occupying College buildings or property after notice to depart has been given.

> Abuse, damage, or vandalism (including all forms of graffiti) to, or theft of College property.
Unauthorized entry to College facilities. Theft of College property includes theft of College
services and products and includes but is not limited to software licensing infringements and
illegal copying/downloading of copyrighted materials.

> Abuse, damage, or vandalism (including all forms of graffiti) to, or theft of the personal
property of a member of the College com- munity on campus or at an official College activity
off campus.

> Tampering with or disabling fire and safety equipment, systems or posted instructions
for their use, as well as causing false alarms of fire or emergency systems; failing to exit
College facilities when an alarm is sounded; failing to comply with emergency procedures as
directed by College officials or those acting in their stead.

> Unauthorized possession or duplication of keys or key cards to College property or
passwords to College information technology systems and the distribution of such keys and/
or passwords to other persons.

> The possession of, use of, or being under the influence of illegal drugs, controlled
substances, narcotics, or alcoholic beverages, without an authorized prescription issued by
a medical authority, while on campus or at an official College activity off campus; the sale or
distribution of illegal drugs, controlled substances, narcotics, or alcoholic beverages while
on campus or at an official College activity off campus; the intentional misuse of legally
prescribed drugs or medications and/or the sale or distribution of these drugs to other
people.
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> Verbally, in written form, or physically abusing, harassing (including but not limited to
harassment on the basis of sex), threatening, assaulting (including but not limited to sexual
assault, as defined in the College’s Sexual Misconduct policy) or endangering the health,
safety or well-being of any person on campus or at an official College activity off campus.
This includes (a) a student who threatens to cause harm to himself/herself, and (b) all
conduct or communications that a reasonable person would interpret as a serious expression
of intent to cause physical or mental harm to a person or damage to a person’s property.

> Hazing, stalking, creating a hostile environment, and any other behaviors which intimidate,
threaten, coerce, or endanger the safety of others, or which interfere with the safety of any
member of the College community or its guests.

> Unauthorized use of College facilities, equipment, and services including but not limited
to telephones, e-mail system, internet, computer networks, photocopy machines or fax
machines.

> Denying a trustee, employee, student or guest of the College freedom of movement or use of
the facility.

> Loud, abusive or offensive language; loitering; gambling; indecent exposure of the body
including but not limited to urination or defecation in public, and lewd or obscene conduct.

> The use and/or possession of firearms, ammunition, explosives, explosive devices, fireworks,
other weapons or dangerous chemicals on College premises or at an official College activity
off campus; the intentional misuse of chemical or

> flammable

> substances normally used in the educational process on College premises or at an official
College activity; Firearms are never permitted to be carried on the College campus by
students; an enrolled student who may be otherwise authorized to carry a firearm (such
as employment as a police officer) is strictly prohibited from bringing his/her weapon on to
College premises, or to any official College activity off campus

> Smoking within any College facility or within fifteen (15) feet of an entrance, open window, or
ventilation intake.

> Failure to comply with directions of College officials or law enforcement officers acting
in performance of their duties and/or failure to identify oneself to these persons when
requested.

> Unauthorized use of the College’s name or logo or an attempt to defraud another per son
through unauthorized representation as an agent of the College.

> Abuse of computer time including but not limited to unauthorized entry into a file to use,
read or change the contents; unauthorized transfer of a file; unauthorized use of another
individual's identification and password; unauthorized use of copyrighted material received
or transferred over the network; use of computing facilities to interfere with the work of
another student, faculty member or College official; use of computing facilities to send
or receive obscene or abusive messages; use of computing facilities to access obscene
Internet sites; use of computing facilities to interfere with normal operation of the College
computing system; and use of computing facilities for personal profit or gain.



>

Inciting, aiding, or encouraging others to engage in a behavior which violates the Student
Code of Conduct.

Violation of local, state and federal laws, regulations and policies on campus or at an official
College activity off-campus.

Students shall assume responsibility for their own conduct. All students involved in apparent
acts of misconduct will have the right of due process as set forth in detail below. Reporting
Violations of the Code of Student Conduct All members of the MC community including
faculty, staff and students must work together to protect the integrity of the institution.
Together they share the responsibility for reporting violations of the Student Code of Conduct.
Except as otherwise provided herein, as in the case of Academic Dishonesty, the following
process should be followed for reporting violations of the Code of Student Conduct: Reports
shall be made in writing and submitted to the Dean of Student Services. A written report must
include the date and approximate time of the violation of, where the violation took place, a
brief description of the violation or incident, and the names of witnesses, if any. It is preferred
that reports be submitted within forty-eight (48) hours of the alleged violation. Individuals
who submit a violation report will be informed that information from their report (including
their identity) may be shared with the accused student during the investigatory and/or due
process hearing stage.

Academic Honesty Policy

MC treats ethical violations affecting course work with the utmost seriousness. Cheating of any kind
will result in an Academic Penalty and may result in further disciplinary action. Academic dishonesty
in all modes of instruction (in or out of class) includes, but is not limited to:

>

>

Copying someone else’s work or answers.

Putting your name on a paper written by someone else and handing it in for credit.
Allowing another student to copy your work or answers for assignments.

Using materials or information hidden on one’s person during quizzes and examinations.

Obtaining and using teacher’s editions of textbooks, instructor's manuals, tests or test
answers in an unauthorized fashion.

Providing course materials such as papers, lab data, reports, or answers to be presented by
another student as his or her work.

Making up or falsifying information for the purpose of completing an assignment, quiz, exam
or presentation.

Taking an exam in place of another student or having someone take an exam in your place.

Turning the same paper in to two different instructors without first receiving permission from
both of them.

Presenting a paper as a speech in a public speaking course which had been submitted as a
paper in another course without first receiving permission from both instructors.



> Copying a computer program for unauthorized use.
> Breaking into or utilizing College owned computer files in an unauthorized manner.
> Altering a grade sheet or forging a signature on an academic document.

> Plagiarism (discussed below in more detail).

Plagiarism

Although in academic writing one often presents intellectual material gathered from sources, it is
imperative that these sources be clearly identified in the student paper. Only then can students
avoid plagiarizing. Plagiarism refers to the act of representing someone else’s words, ideas or data
as your own. Here are some examples:

> Including passages from source material in a paper without using quotation marks and a
reference to the source.

> Including pictures, graphs, statistics or other data in a paper without referencing the source.

> Summarizing or paraphrasing any material (not recognized as common knowledge) in a
paper without referencing the source.

> Purchasing a paper or having someone write a paper to submit as your own work. Students
must also realize that the necessity to cite source material applies to any kind of source
imaginable, including an interview with a person or persons, printed materials (newspapers,
magazines, journals, books, etc.), and electronically accessed information (e-mail, chat
rooms, databases, Web sites, etc.). The point is to recognize other people’s work and their
statements as their exclusive intellectual property. Students may borrow from it, but only as
long as they acknowledge such borrowing and do so in ways recognized by the academic
community.

Reporting Acts of Academic Dishonesty

All members of the MC community including faculty, staff and students must work together to protect
the academic integrity of the institution. Together they share the responsibility for reporting acts of
academic dishonesty.

Procedures for Handling Acts of Academic Dishonesty

If a student witnesses or learns of an apparent violation of the Academic Honesty Policy, he/she
should report the incident to the appropriate faculty. The appropriate faculty member will then meet
with the student or students implicated by the(se) witness(es). Alternately, a faculty member who
believes he or she has detected academic dishonesty on his or her own will meet with the student or
students in question to discuss the situation. In all cases, the following procedures will apply:

> If the faculty member determines there is evidence of cheating, the faculty member will
determine the Academic Penalty as it pertains to the course in question. The academic
penalty includes but is not limited to a failing grade for the assignment and/ or a failing grade
for the course are the most likely Academic Penalties.

> The student’s recourse for an Academic Penalty is to follow the Grade Appeal process.

> The faculty member will then document the violation and the Academic Penalty
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> Please refer to the Student Handbook for the most current information. on an Incident Report
and forward a copy of this report to the appropriate academic dean.

> The appropriate academic dean will forward notification of the incident and course level
penalty to the Dean of Student Services.

> The Dean of Student Services will meet with any of the principal parties necessary to
determine whether further disciplinary action (over and above the Academic Penalty) is
necessary. Such actions including but not limited to probation, suspension, or administrative
withdrawal from an academic major may result. The imposition of further disciplinary
action based on a violation of the Academic Honesty Policy is subject to the Due Process
procedure set forth herein.

Disciplinary Action

Students shall assume responsibility for their own conduct. In keeping with the educational purposes
of the College, disciplinary action, other than an action requiring dismissal, shall be intended to be
developmental rather than punitive. Unless otherwise provided herein, a student violating the rules
and regulations of the College may be subject to any of the following disciplinary actions depending
on the nature and severity of the incident, the student’s previous conduct record, the developmental
needs of the student, the level of accountability and responsibility taken by the student, the interests
of the community and those impacted by the conduct, any other aggravating, mitigating, or relevant
factors. All disciplinary actions will be issued in writing.

1 Official Warning — Written notification that the student has committed an act(s) of misconduct
and warning that another offense may result in the imposition of a more serious sanction.

2. Disciplinary Probation — A disciplinary status which does not interfere with the student’s right
to enroll in and attend classes, but which includes some restrictions, requirements, referral
for professional aid or assistance as determined by the individual case, all which will be in
writing.

3. Restitution — Reimbursement for damage to property including the cost of replacement of
parts and/or labor.

4. Record Restriction — Restricting a student from utilizing an official record or service of
the College (examples include but are not limited to transcripts, registration, etc.) until the
student’s obligation has been met.

5. Suspension — Separation from the College that denies the privilege of continuing enrollment
for a definite period of time after which the student may be eligible to return. Suspension may
include withdrawal from one or more classes. Students who are suspended for disciplinary
reasons will still be held responsible for all tuition and fees incurred. Conditions for
readmission may be specified.

6. Dismissal — Permanent separation from the College.

Disciplinary action will not be made part of the student’s permanent academic record, but will
become part of the student’s confidential record maintained by the Dean of Student Services. These
records will be made available to prospective employers or academic institutions only when a
student has signed an authorization for a disciplinary background check.



Due Process

Disciplinary action against students may be initiated by any member of the College community by
filing a complaint in writing to the Dean of Student Services. Upon receipt of a complaint or a report
of misconduct, the Dean of Student Services will initiate a disciplinary action investigation by (a)
interviewing the complainant and/or the persons who filed the report and who are identified in the
complaint and/or report, (b) notifying the implicated student, in writing, of the misconduct charge,
(c) requesting to interview and (d) interviewing the implicated student. The implicated student

may decline to be interviewed. Thereafter, the Dean of Student Services may file formal charges of
misconduct. If the Dean of Student Services declines to file charges they must immediately notify
the complainant and the person who filed report. The complainant and report filer may file charges
within five (5) calendar days of the Dean of Student Services decision not to file charges. Any
student formally charged with committing an act of misconduct will be subject to the disciplinary
procedure. All students are guaranteed the right of due process. The Disciplinary Board will
conduct hearings for students accused of violating the Code of Student Conduct using the following
procedures:

1. The student shall be notified that he or she is accused of violating a specific regulation.
The notice shall provide a statement of facts that are of sufficient particularity to enable the
student to evaluate the charge.

2. The student shall be notified that he or she may elect one of the following four (4) courses
of action. The student must communicate his/her choice to the Dean of Student Services
in writing within seven (7) calendar days of the student receiving notice of the misconduct
charge. In the event the student fails to make a timely selection, the process will continue as
though the student selected choice (2)(a).

2a. The student may admit the alleged violation and place in writing to the Dean of Student
Services any relevant and/or mitigating factors the student would like the Dean
of Student Services to consider in evaluating the appropriate action. The Dean
of Student Services will then decide on the appropriate action and notify the
student of said action in writing within five (5) calendar days of the meeting. The
student, however, is entitled to appeal this disciplinary action to the Disciplinary
Board.

2b. The student may deny the alleged violation and request a hearing before the
Disciplinary Board.

2c. The student may admit the alleged violation and request a hearing before the
Disciplinary Board.

2d. If the student is involved in either civil or criminal proceedings arising out of the same
incident giving rise to the violation of the Code of Student Conduct, the student
may plead “no contest” which means he/she neither admits nor denies the
allegations but will accept the disciplinary action as decided by the Dean of
Student Services.

3. When the student requests a hearing before the Disciplinary Board the student must submit
to the Dean of Student Services information including the student’'s name, address, e-malil
address, and phone number.

4, At least fourteen (14) calendar days prior to the hearing of the Disciplinary Board, the student
shall be entitled to:



4a. A written notification of the time and place of the hearing.

4b. A written statement of charges with sufficient particularity to enable the student to
prepare the necessary defense.

4c. A written notification of how the alleged violation was reported and by whom it was
reported.

5. After receiving notice of the alleged violation but prior to the hearing date, the student has the
right to ask questions of the Dean of Student Services regarding the disciplinary process and
possible sanctions that could result. The student must put his/her request for such a meeting
in writing to the Dean of Student Services.

6. At least seven (7) calendar days prior to the hearing before the Disciplinary Board, the
student must submit to the Dean of Student Services relevant documentary evidence relating
to the conduct violation that the student intends to introduce at the hearing, a list of witnesses
the student intends to call at the hearing, and the student’s preferred outcome.

7 The student has the right to request a change in the date and/or time of the hearing if he/she
is unable to attend due to a legitimate reason which constitutes good cause to change the
meeting and submits the request in writing to the Dean of Student Services three (3) working
days prior to the scheduled hearing. The Dean of Student Services will decide if the request
is warranted. Only one (1) change in date and/or time will be granted.

8. The complainant and the person who filed the charges shall be present at all parts of the
hearing and present his or her charges to the Disciplinary Board in the form of (a) presenting
opening and closing statements, (b) testifying, and (c) calling witnesses on his or her behalf.

9. The complainant may have advice during the hearing from an individual from within the
College community selected by the complainant, including, an attorney. The complainant
must provide the Dean of Student Services the name of the advisor at least forty eight (48)
hours prior to the hearing. The advisors participation is limited to offering advice. The advisor
cannot participate in the hearing on behalf of the student.

10. The student shall be entitled to appear in person and be present at all parts of the hearing
and present his or her defense to the Disciplinary Board in the form of (a) presenting opening
and closing statements, (b) testifying, and (c) calling witnesses on his or her behalf. (Students
are responsible for contacting their own witnesses to appear at the hearing.)

11.  The student may have advice during the hearing from an individual from within the College
community selected by the student. Representation by legal counsel is allowed in disciplinary
hearings at which the College is utilizing an attorney. In this case, the student will be notified
that the college intends to utilize an attorney within ten (10) calendar days of the hearing.

The student must provide the Disciplinary Board Chair the name of the advisor and/or legal
counselor at least forty eight (48) hours prior to the hearing.

12.  If the student elects not to appear, the hearing shall be held in his or her absence.

13. The student or his/her legal representative shall be entitled to question the versation between
the alleged offender and the alleged victim occur within the hearing.

14. The student shall not be required to testify against himself or herself.

15.  The student shall be entitled to an expeditious hearing of his or her case.

16. At the onset of the case, the Disciplinary Board will introduce all Board members present,
describe the alleged violation, identify the possible sanctions, and describe the hearing
process.




17. A decision of the Disciplinary Board will be communicated to the student through the Dean of
Student Services within ten (10) calendar days of the final hearing.

18. The decision of the Disciplinary Board shall state that the student has the right to appeal the
decision of the Disciplinary Board. If the student appeals, any decision by the Disciplinary
Board shall be held in abeyance until the case has been reviewed. The student must notify
the Dean of Student Services of his or her intention to appeal the decision of the Disciplinary
Board within fourteen (14) calendar days of issuance and transmittal of the decision to the
student.

Disciplinary Board
The Disciplinary Board will consist of six (6) members as follows:

> two (2) students
> two (2) faculty members

> two (2) administrators
The Student Government Association will recommend the two (2) student members of the Student
Government Association who will serve on the Disciplinary Board. The Dean of Student Services will
select the two (2) faculty members and two (2)

administrators from a pool of volunteers. A secretary will be provided to the Committee through the
office of the Provost.

Every member of the Disciplinary Board is obligated to excuse himself or herself from service if he/
she believes he is not qualified to evaluate a particular complaint, if he/she believes he/she could
not render an objective opinion, or if he/she is aware of a potential conflict of interest.

The Disciplinary Board will hear all cases under due process procedures. It should seek all facts in
the case and may request witnesses from the faculty, staff and/or the student body. The Disciplinary
Board will determine the discipline to be imposed, if any. Accurate and complete records shall

be kept of all hearings by the Dean of Student Services office and made available to a Review
Committee in case the decision of the Disciplinary Board is appealed.

Appeal

The action of the Disciplinary Board shall be final unless the accused student exercises his or her
right to an appeal to the Provost in writing within fourteen (14) calendar days of the decision of the
Disciplinary Board. The Provost shall immediately provide a copy of any appeal to the complainant.
The College may also appeal the decision of the Disciplinary Board if it is of the opinion exercise its
right to appeal within fourteen (14) calendar days of the decision of the

Disciplinary Board. The Provost shall immediately provide a copy of any appeal to the Respondent.
The College shall follow all appeals procedures and limitations followed by the respondent. The
issues to be reviewed on appeal shall be limited to whether: (a) the sanction is appropriate; (b) the
proper due process procedures were followed; and/or (c) additional

pertinent information is available which was previously not availabl as of the date of the hearing.

If the student presents new information, the complainant may file a written response thereto within
five (5) calendar days of the filing of the appeal. If the student submits an appeal, the Provost will
appoint a Review Committee, consisting of senior college leadership, to study the action taken by
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the Disciplinary Board. The Review Committee will consider the record of the hearing together with
any written material in the file and the written appeal and any response thereto. Every member of the
Review Committee is obligated to excuse himself or herself from service if he/she believes he is not
qualified to evaluate a particular complaint,

if he/she believes he/she could not render an objective opinion, or if he/she is aware of a potential
conflict of interest. If the Review Committee and the Disciplinary Board disagree, the final decision
will be made by the President.

No Retaliation

The College does not tolerate retaliatory behavior of any kind. While it may be understandable that
students may express frustration or disappointment, if the Disciplinary Board does not find in their
favor, behavior deemed by the Dean of Student Services to be retaliatory in nature may result in the
imposition of sanctions.

Exigent Circumstances

Notwithstanding anything contained herein, the College may remove any member of the College
community when that person poses an immediate threat to the health or safety of any other member
of the College community. In these situations, it is

expected that the individual would exercise reasonable judgment when responding to such an
emergency. Campus Safety involvement shall be elicited and campus administrators should be
immediately informed. Where there is an immediate threat to the health or safety of any member

of the College community, the administrator and Campus Safety personnel present each have the
authority to: (a) impose an immediate temporary suspension; or (b) immediately restrict access

to designated areas of the campus, upon any member of the College community who, in the sole
judgment of the Administrator, poses a threat to the safety or well-being of any member or guest of
the College. Removal of College faculty and staff is subject to the terms of their respective collective
bargaining agreement.

Student Complaint and Grievance Procedure

Students are encouraged to file feedback, both positive and negative, regarding any policy or
practice at the college. The purpose of the procedure is to ensure students the opportunity to
express their concerns regarding their relationship, as a student with members of the College’s
administration, faculty, or staff and to comply with Title IX of the Educational Amendments of 1972,
Section 504, of the Rehabilitation Act of 1973 and the Americans with Disabilities Act of 1990. These
procedures are designed to cover complaints and grievances, as well as any alleged discrimination
by reason of race, color, religion, national origin, gender, sexual orientation, age, marital status,
disability, and membership in any other protected class, with respect to the conduct of the College’s
administration, faculty, and/or staff. (Please refer to the Reporting Procedure in the Code of Student
Conduct for complaints about the conduct of students.)

Applicability

These procedures apply to all registered MC students, regardless of academic program. Former
students, who are no longer enrolled at the college, but who are within the 30 college-business

day reporting allowance may also use this complaint and grievance procedure. MC encourages
open dialogue and requests that students first attempt to address their concerns with the personnel
specifically involved in the situation. When this approach is not feasible, the following formal



complaint procedures are the requisite method to filing a complaint, grievance, and appeal. A
student who is not satisfied with the results of his/her Academic Grade Appeals to the respective
faculty member may advance his/her appeal to either the Dean of Arts and Sciences or the Dean
of Career and Technical Education. The following complaints, grievances or feedback are to be
submitted to Director of Human Resources who serves as the college’s Title IX Coordinator/Section
504 Coordinator:

1. Sexual Harassment/Hostile Environment on the basis of sex;
2. Americans with Disabilities Act compliance; and

3. Affirmative Action compliance
The following complaints, grievances or feedback are to be submitted to the Dean of Student
Services:

1. Code of Conduct Complaints, including plagiarism;
2. Non-academic Complaints regarding unprofessional behavior;

3. Requests for 100% refunds. Students who are uncertain as to whom to address their
complaints may direct them to the Dean of Student Services.

Procedures

Students will not suffer any retaliation from filing a complaint against any area of the

institution. All students should feel confident in that all concerns will be taken seriously and
researched to determine all the facts of the situation. All complaints should be in writing, contain
the date and approximate time, and location of the offenses, identify any witnesses to the offense,
describe the offense in sufficient detail for the reviewer to launch his/her investigation, identify the
redress sought by the student, filed within a reasonable amount of time of the event giving rise to
the complaint, and directed to the persons identified above who are responsible for receiving and
investigating certain categories of complaints.

All complaints will cycle through the following process:

1. A student wishing to file a complaint must complete the Student Feedback form and requisite
summary of complaint statement.

2. The student must then attach the summary to the completed Student Feedback form and
submit to the Dean of Student Services via the Academic Advising office located on the 1st
floor of B building.

3. The Dean of Student Services will then initiate an investigation into the situation, unless the
complaint involves an allegation of Sexual Harassment/Hostile Environment on the basis of
sex involving a member of the faculty or staff as the alleged harasser.

4, In cases involving an allegation of Sexual Harassment/Hostile Environment on the basis
of sex involving a member of the faculty or staff as the alleged harasser, the Director of
Human Resources or his/ her designee shall investigate the matter as set forth in the
applicable Board Policies and consistent with relevant Collective Bargaining Agreements and
institutional HR practices and assess the complaint as being (i) sustained (facts support a
finding that the allegation is true), (i) unfounded (facts support a finding that the allegation
is not true), or (iii) not sustained (it cannot be determined whether the allegation is true, as
there is insufficient and/or conflicting facts, thus the benefit of the doubt must be given to the
wrong-doer), and issue a written decision regarding the complaint.

5. With respect to complaints investigated by the Dean of Student Services, once the
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investigation is complete, the complaint along with the Dean of Student Services assessment
of the complaint as being (i) sustained (facts support a finding that the allegation is true),

(i) unfounded (facts support a finding that the allegation is not true), or (iii) not sustained (it
cannot be determined whether the allegation is true, as there is insufficient and/or conflicting
facts, thus the benefit of the doubt must be given to the wrongdoer), will be for warded to an
ad hoc committee selected by the Dean of Student Services for review and recommended
action.

6. The committee will review the Dean of Student Services assessment of the complaint and
recommend action on the complaint in writing to the Dean of Student Services.

7. The Dean of Student Services will consider the committee’s recommendations and issue a
decision on the complaint in writing to the student.

8. In matters investigated by the Dean of Student Services, the student should expect to receive
a written response sent via the U.S. mails within 30 college- business days from the date the
complaint was made and received, unless applicable law requires a shorter response time.

If the student seeks to appeal the decision of the committee, the student must submit, in writing, his/

her desire to appeal and the basis of the appeal within ten (10) college business days of the mailing

of the college’s written response. Any appeal will be forwarded to the Provost, who will consider the
same and render a final decision regarding the complaint.

ACADEMIC LOAD AND CLASSIFICATION

The following outlines the status of a student based on the number of semester hours he/she is
registered for:

Full-time—12 or more semester hours.

Part-time—Less than 12 semester hours.

A student may not enroll in more than 19 semester hours at one time (nine semester hours during the
summer) without approval from an Student Success Coach. Students required to maintain a specific
academic load to be eligible for various types of financial assistance or other programs should
contact the Financial Aid Office for regulations regarding the necessary course load.

First year or freshman—A student who has earned 0 to 29 semester hours of credit.

Second year or sophomore—A student who has earned between 30 to 59 semester hours of
credit.

CREDIT HOUR POLICY

Morton College Credit Hour Definition:

Morton College’s assignment and award of credit hours to courses and programs conforms to
commonly accepted practices in higher education and is in keeping with the federal definition of the
credit hour. A credit hour at Morton College is the amount of work represented in intended learning
outcomes and verified by evidence of student achievement that is an institutionally- established
equivalency that reasonably approximates either one hour (50 minutes) of classroom or direct facutly
instruction and a minimum of two hours of out-of-class student work each week fro approximately
fifteen weeks or one academic semester. Equivalent credit is awarded for classes taught in the
traditional (face-to-face) and alternative formats, such as online or hybrid classes. Morton College
also awards credit for the equivalent amount of work over a different amount of time, or at least an
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equivalent amount of work for other activities as established by the institution, and consistent with
Illinois Community College Board (ICCB) policy, including laboratory work, internships, practica,
studio work, and other academic work leading toward the award of creit hours. Morton College
determines the appropriate awarding of academic credit across all programs in conformity with this
policy, and in conformance with accepted practices in higher education.

ASSESSMENT OF STUDENT LEARNING

The purpose of assessment is to improve curriculum, student learning and College services.
Academic course assessment is based on a process in which faculty have identified objectives

for specific courses and programs and employs a wide variety of measurements to determine that
students are achieving educational goals. Academic general education assessment is used to verify
that students are acquiring the academic foundations they will need to enhance their quality of life
and become life-long learners. College services are assessed to ensure that those services are
meeting the needs of learners.

ENROLLMENT IN DEVELOPMENTAL COURSES

To help students achieve their educational goals, the College adheres to a policy of required
placement testing and fulfillment of developmental course(s). All students who are degree-seeking,
in a transfer track or enrolled in a certificate program requiring English or math must complete
placement tests or meet alternate standards such as minimum ACT/SAT scores, specific high school
coursework completion with minimum grades. Based on the test results or alternate standards,
students placing into developmental English or math courses must begin taking these courses
within the first 12 semester hours of study at the College. Some registration restrictions may occur
based on test results. For more information, see the Placement Testing section located in the Student
Services chapter in this catalog or contact the Placement Testing Center at (708) 656-8000, Ext. 2358.

GRADING POLICY

At the end of each semester, students can access grade reports online at Morton College’s Web site
(morton.edu). Only final grades are entered on a student’s academic record and used in computing
the student’s GPA. Only 100-level courses and

above are used to determine the GPA

GRADE-POINT AVERAGE (GPA)
GPA is used to determine eligibility for graduation, the Dean’s List, President’s List, Academic
Honors List, scholastic awards, athletics and other purposes. The GPA is determined by multiplying

Grade Legend

Grade Grade Points Grade Grade Points
A Excellent 4.00 U Unsatisfactory 0.00
B Good 3.00 \% Audit 0.00
C Average 2.00 | Incomplete 0.00
D Poor 1.00 N Course in Progress 0.00
F Failure 0.00 W Withdrawal 0.00
P Pass 0.00
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the number of semester hours attempted for each course by the grade points earned and then
dividing the total by the number of semester hours attempted (quality points divided by quality
hours). Computation of the grade average excludes credits earned by proficiency, for which no
grade is earned; grades of “P,” “U,” “V” and “N” and grades earned at other institutions.

CLASS ATTENDANCE

The attendance policy for each course is outlined in the course syllabus distributed by the instructor
on the first day of class. Instructors may consider tardiness and absences as factors when
determining student achievement. Students are responsible for making arrangements with their
instructors to complete coursework missed due to absences.

FINAL EXAM WEEK

Morton College has instituted Final Exam Week to allow adequate and structured time for students to
demonstrate mastery of learning. The schedule for exam week is listed in the Academic Calendar for
the year and in the Course Schedule for each

semester.

SEMESTER CALENDAR

Morton College is on the semester system with the academic year divided into 3 sessions, fall,
spring and summer. Fall and spring semesters consist of 2, 16 week semesters. The summer
semester consists of 5 or 8 week sessions.

GRADE APPEAL PROCEDURE

Student grades as reported by faculty are considered final. In the event a student desires to appeal
a grade, the following process will be followed:

> Within 10 school days of the grade being made available to the student (posted at
morton.edu), the student must notify in writing (email or letter) the faculty member of their
disagreement with the posted grade.

> The student must initiate a discussion with the course instructor and try to reach an accord
with respect to the course grade within an additional 10 school days.

> If, after discussion with the course instructor, a student does not reach an accord with
the faculty member’s decision, the student may next appeal in writing to the appropriate
academic dean within 10 additional school days.

> Subsequently, the dean will review the appeal and consult with the faculty member.

> Ifthe dean and faculty member cannot resolve the situation, the dean will convene, within 10
school days, a committee comprised of three full-time faculty members teaching in the same
discipline or a related discipline, if necessary.

> If the committee convened by the dean fails to reach a satisfactory resolution, then the
faculty member or the student may, within 10 school days, appeal in writing to the Provost.

> The Provost will review the appeal and render a decision. The decision of the Provost shall
be final.



PRIOR LEARNING POLICY

The Prior Learning Policy allows students to translate knowledge and skills acquired outside the
classroom into college credit. Students may be granted up to 30 credit hours in this program.
Petitions for Prior Learning and requests for additional information are available at the Academic
Advising Center and from the appropriate academic Dean. Prior Learning credit cannot be used to
satisfy the Morton College academic residency requirement.

A maximum of 30 semester hours of credit earned through Prior Learning may be applied toward
graduation requirements. All other graduation requirements also must be met. In accordance

with state regulations, no grade receive through Prior Learning is recorded for course credit.

The student’'s academic record will indicate only that credit has been established. The student is
responsible for finding out if such credit will transfer to another college or university and if it will

be applied to a specific degree or certificate program. Prior learning credit for those pursuing a
transferable degree (ASD, AFA, ALS, and AA) can only be used to satisfy graduation requirements.

Transferability of prior learning credit is not guaranteed.

PROFICIENCY EXAMINATION

Proficiency examinations are open to students who meet the requirements through previous course
work, experience or a combination of both. Examinations may betaken in certain courses or
programs upon petition by the student. Please note that not all courses are eligible for proficiency
examination. Proficiency examinations may be taken only with the approval of the instructor and
the appropriate academic Dean. Credit is given if the student passes a proficiency examination;
however, no letter grade is given.

> Proficiency exams may not be taken to improve a grade, remove a failure or replace an
incomplete.

> Proficiency exams may not be taken before the student is admitted to Morton College.
> Proficiency exams may not be taken more than once for a given course.

> Proficiency examinations must be completed in proper course sequence for each discipline.
Once a student has received credit for a particular course, either through enroliment or
proficiency, he/she may not apply or receive credit for a lower-level course in that sequence.
For example, after receiving credit in OMT 250, one may not apply for proficiency credit in
OMT 102.

> A maximum of 30 semester hours of credit earned through proficiency may be applied
toward a degree for graduation requirements. Only one-third of the semester hours of credit
required for a certificate program may be earned through proficiency.

PORTFOLIO EVALUATION

A portfolio evaluation is another way of illustrating how experience correlates with course objectives.
A portfolio evaluation requires the student to prepare a portfolio documenting relevant information
on experiences and background and then have a conference with the appropriate faculty member.
Examples of supporting documentation include professional licenses and certifications earned
relevant to course objectives for which credit is sought. The instructor and the appropriate academic
Dean will determine the student’s eligibility for credit.
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COLLEGE LEVEL EXAMINATION AND ADVANCED PLACEMENT
PROGRAMS

The College Level Examination Program (CLEP) is a national program that grants college credit
through examination. Students who have taken a CLEP exam must submit an official examination
report (in a sealed envelope from the College Entrance Examination Board (CEEB) to Morton
College’s Office of Admissions and Records. Students should discuss the CLEP option with an
Student Success Coach prior to registering for classes at Morton College. High school students who
have taken an Advanced Placement (AP) Test conducted by CEEB may have their official test results
sent to the Office of Admissions and Records.

Official AP/CLEP scores will be evaluated to determine coursework equivalencies at Morton College.
Students may earn up to 45 credit hours through AP. Students may not use AP/CLEP to improve

a grade, remove a failure or replace an incomplete. All coursework equivalencies earned through
AP/CLEP credit will be posted on the student’'s academic history on the student portal. Students

are encouraged to meet with an Student Success Coach to learn how credits earned through AP/
CLEP may be applied to a degree or certificate of completion. Currently, the AP exams, course
equivalences and credits awarded and accepted are evaluated on an individual basis by the
appropriate academic dean. NOTE: Students transferring to other schools are advised to check with
the transfer school to determine its policy toward credit by examination.

INTERNATIONAL BACCALAUREATE & ILLINOIS STATE SEAL OF
BILITERACY

Students can earn college credit through the International Baccalaureate (IB) program by submitting
their IB transcript to the Office of Admissions and Records for evaluation. Credit awarded for
successful examination scores will be posted on the student academic record. The institution also
recognizes the lllinois State Seal of Biliteracy and the lllinois State Biliteracy Commendation for

high school students who have demonstrated proficiency in a foreign language. Students who have
earned this recognition can earn college credit by submitting their official high school transcripts
reflecting the Seal. Credit awarded will be posted on the student academic record upon receipt of
official transcript.

MILITARY SERVICE CREDIT

Military veterans who have served at least one year of active duty and have been honorably
discharged are eligible for four semester hours of credit in physical education to be applied to

their academic record. A copy of the DD214 (separation papers) must be on file with the Office

of Admissions and Records so this credit may be applied. Additional credit may be granted for
military training and experience listed on Joint Services Transcripts (JST) for service members

in the Army, Marine Corps, Navy and Coast Guard and on the Community College of the Air

Force (CCAF) transcripts for service members of the Air Force. Official transcripts are to be sent
electronically to the institution for evaluation. Students who have completed college level courses
through the Defense Activity for Non-Traditional Education Support, the United States Army Fund or
the American Council on Education should also submit official copies of their records for evaluation.
Veteran students are strongly encouraged to consult with their Student Success Coach to discuss
how their credits apply to their program of study.



RECEIPT OF CREDIT

To receive credit, a student must meet the following criteria:

> Afee for each course must be paid when a student applies for a proficiency examination or
portfolio evaluation. This fee covers the cost associated with taking the examination or being
evaluated. The fee is not refunded to a student failing to qualify. In certain cases, the lllinois
Veterans’ Grant may pay the fees of Non-Traditional Learning credit. Veterans should consult
the Director of Financial Aid.

> A student must be admitted and enrolled in courses at the institution in order to receive prior
learning credit. Degree seeking students are required to complete fifteen (15) credit hours
before prior learning credits are applied to the academic record. Conversely, students who
are certificate seeking must earn "4 or 25% of the credit required of their certificate at the
institution before prior learning credits are applied.

TRANSCRIPT

All students are encouraged to request their transcripts online. Morton College has authorized
Parchment as the provider for the managing, processing, and delivery of all transcripts.
Request for official transcripts can be made:

Online:

> Students who last enrolled at Morton College within the past 3 years can log into their
Panther Portal and request transcripts through Panther Central -> Academic Profile Link.
Unofficial transcripts can be viewed here.

By Mail or In Person:

> This format is only available to students whose last enrollment at Morton College occurred
prior to 1992.

> Students who have earned credits prior to 1992 can contact Erika Alonso at (708)656-8000,
Ext. 2346, or email Erika.Alonso@morton.edu with requests. There is a nominal fee for all
requests. All financial obligations to the college must be met before requests will be honored.

ELECTRONIC TRANSCRIPTS
It is the responsibility of the requestor to verify whether the recipient accepts electronic transcripts
but most do.

Requests can be made 24/7 via our secure site.

E-mail notification available when transcripts have been processed and received.
The ability to track the progress of the transc