Penn College NOW

Student Handbook

This handbook was written to complement your school’s student handbook. It was written for students enrolled in Penn College NOW courses.  It answers questions students might have while enrolled in Penn College NOW. 

 If you have questions about Penn College’s policies, refer to Penn College NOW website at (http://www.pct.edu/k12/penncollegenow/faqs.asp ). 
If you have other questions, speak directly with your school’s Penn College NOW Single Point of Contact. You can find this person’s name at http://pct.edu/k12/penncollegenow/ (click on the name of your school). Your school’s counselors or Penn College NOW teachers may be able to answer your questions.
General Information about Penn College NOW
Penn College NOW lets students earn Penn College credits while in high school. These courses are actual Penn College courses. The only difference is they are taught on your school campus by your high school teachers.  These courses are advanced, college-level courses. They will allow you to earn Penn College credits and enter Penn College (and possibly other colleges) with transcripted credit.  

Penn College NOW offers many benefits to you. These include:

· time and money savings;
· the chance to try college level courses at minimal cost and to prove your ability to succeed in college level coursework;
· opportunities to meet Penn College faculty members in your program area;
· access to a wider range of rigorous technical courses while in high school; and
· access to special programs, including programs at Penn College and Penn State.

Penn College NOW also has advantages down the road. You will have a head start in earning a college degree in a technology area. You will be more likely to earn an independent living (one that will allow you to support a family) at a respectable age.
Courses Offered
Penn College has partnerships with many area high schools and Career and Technical Centers. We offer programs in a variety of technologies. Not all programs and/or courses are offered at every secondary school. Go to the Penn College NOW website at http://pct.edu/k12/penncollegenow/ and click on the name of your school to learn what courses are offered at your school.  You can learn who can enroll, tuition costs, and who to contact to get more information. 
Tuition and Fees
Penn College NOW courses are offered at a special rate (currently $20/credit hour). All fees are waived. 

Refunds

In general, no refunds will be made once your application and tuition have been processed. However, special circumstances might allow a refund to be processed at the discretion of the Penn College Registrar and Outreach for K-12.

You cannot get refunds of tuition or other fees if you withdraw from a course prior to completion. You cannot get a refund if you fail a course.

Course Expectations
Penn College NOW courses are actual Penn College courses that are being offered to high school students. As college-level courses, they follow Penn College syllabi. 
At a minimum, your final exam (and, likely, other projects and mid-term exams) will be the same as those taken by other Penn College students. The final course grade on your Penn College transcript will be calculated as described in the syllabus for that particular course.
Eligibility for Penn College NOW
To participate, your reading skills must be strong enough so you can read and understand college-level textbooks. Therefore, to enroll in Penn College NOW, you must have earned a “proficient” or “advanced” on your most recent PSSA Reading test.  Students who have not met this standard may take and pass the Penn College reading placement test.
Some courses require students to demonstrate mathematics proficiency by meeting predetermined standards on the Penn College Mathematics placement test. Students who do not meet these standards will not be permitted to enroll in those courses.

Applications and tuition fee payments will be processed only after you have passed all prerequisite tests and met other eligibility requirements.

Your high school may have other eligibility requirements for participation in Penn College NOW. You should speak with your school’s Single Point of Contact to learn of any other requirements (see http://www.pct.edu/k12/penncollegenow/ and click on the name of your school). 

Registration for Penn College NOW Courses
Enrollment in Penn College NOW courses takes place during your school district’s regular scheduling period in the spring or fall.

To register for Penn College NOW, you will need to complete a Penn College Non-degree Application and enroll as a non-degree student.  You and a parent or guardian will be required to sign a “Permission to Release Student Information” form (FERPA waiver) as part of the application process. You will not have to pay any application fee.
You will be issued a Penn College email account and Student Information Systems (SIS) password. Do not lose your password. You will need it to view your transcript.
You must include your course tuition payment (payable to Pennsylvania College of Technology) with your application. Give your application and tuition payment to your high school’s Single Point of Contact. He/she will send it to Penn College with your registration materials.

Textbooks 
You will need to purchase College-approved textbook(s), supplies, materials, and tools required for courses.  Some districts pay for students’ textbooks.

Scholarships
If you and your family are unable to afford the cost of tuition, textbooks, or materials, your high school (or other external entities) may have scholarship money available.  You should speak directly with your school’s Single Point of Contact (see http://www.pct.edu/k12/penncollegenow/ and click on the name of your school). You may also talk to a school counselor or Penn College NOW course instructor.
Use of Penn College Information Technology Services
You may access Penn College information technology (IT) resources while you are enrolled in Penn College NOW. Some of these resources may include computer hardware and software, data networks, and electronically stored data. 

When you use College IT resources, you must comply with all federal and state laws, rules and regulations of Penn College, and rules of your high school or Career and Technology Center. Misuse may result in criminal charges. 
You will receive a unique access code allowing you to use Penn College networks. You must protect your login name and password. Do not let anyone else share your network or email account.

For further information, refer to www.pct.edu/its/policy.htm .
Tests and Exams
Penn College provides final exams (and, often, other mid-term exams and projects). They will be graded at the level expected by Penn College and will count toward your final high school course grade, as well as the grade given to  you by Penn College.
Course Grades
You will earn two grades for each course. The first is assigned by your high school teacher. This grade goes onto your high school transcript. The second is assigned by the Penn College faculty member who works with your teacher to offer the course. It is based on projects and/or exams described in the course syllabus. This is the grade that goes onto your Penn College transcript.
Withdrawing from a Course
You may drop a Penn College NOW course by the following dates, based on the delivery model at your school:

Year-long delivery: 

By November 1—You may drop a class without a “W” grade up.  Student, parent, and secondary teacher signatures are required. Paperwork must be submitted to the office of Outreach for K-12 by November 1. You may not receive a tuition refund.
By April 1—You may drop a class with a “W” grade. Student, parent, and secondary teacher signatures are required. Paperwork must be submitted to the office of Outreach for K-12 by April 1. You may not receive a tuition refund.

After April 1—Dropping a class is not an option. Your grade will be recorded on your Penn College transcript. You may not receive a tuition refund.

Semester delivery:

By October 1—You may drop a class without a “W” grade up.  Student, parent, and secondary teacher signatures are required. Paperwork must be submitted to the Outreach Office by October 1. You may not receive a tuition refund.

By December 1—You may drop a class with a “W” grade. Student, parent, and secondary teacher signatures are required. Paperwork must be submitted to the Outreach Office by December 1. You may not receive a tuition refund.

After December 1—Dropping a class is not an option. Your grade will be recorded on your Penn College transcript. You may not receive a tuition refund.

Terminations
You may be terminated from a Penn College NOW class for one or more of the following reasons:

· failure to meet financial obligations;

· improper student conduct;

· failure to meet academic requirements;

· failure to demonstrate safe practices;

· academic dishonesty;

· failure to comply with the student attendance policy.

If you are terminated from a Penn College NOW class, the class(es) for which you are currently registered will be assigned a “T” or “F” grade on the official Penn College transcript. You may not receive a tuition refund.
Moving Out of the District
If you move out of the school district while taking a Penn College NOW class, you will be withdrawn from the course without penalty. The course will be deleted from your schedule. It will not appear on your official Penn College transcript.  
Signatures from the high school teacher and Point of Contact are required to drop the course. Consideration will be given to a tuition refund.
Applying to Penn College
If, after participating in Penn College NOW, you decide to apply to a degree program at Penn College, you should plan on applying no later than the fall of your senior year. 
As a Penn College NOW student, your college application fee will be waived. You must include the “Request for Application Fee Waiver” with your application. You may not apply online if you want the $50 application fee waived.

Course Credits
Your Penn College NOW course credits will appear on your Penn College transcript. They may be applied toward specific Penn College degrees. The degree and major in which you enroll will determine how many Penn College NOW credits will count toward your degree.

Penn College Prerequisite Testing
All college students at Pennsylvania College of Technology must take placement tests to enroll in certain courses. Even though you met test requirements allowing you to enroll in Penn College NOW, you will need to take others once you are admitted into a degree program at Penn College. These tests in reading and mathematics will help ensure you are placed into the correct courses at the College.
Transfer of Credits to Another College or University
Other colleges or universities may or may not accept Penn College credits.  You should discuss transferability of credits with any college or university to which you wish to apply.

You may obtain copies of your Penn College transcript by contacting the College Registrar’s office.
For Additional Information
If you have additional questions that are not answered in this Student Handbook, please speak directly with your high school’s Penn College NOW Single Point of Contact (see http://www.pct.edu/k12/penncollegenow/ and click on the name of your school).
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