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Steps for New Students

Refer the student to the current schedule of classes for the most up-to-date information for new students, or how to register.

1. Fill out the admission form online at www.morainevalley.edu or visit the Admissions office in the Student Services Center, S101.

2. Determine status…Full-time or part-time.

· A full-time student is defined as one who enrolls in 12 or more credit hours during the fall or spring semesters. Students enrolling in fewer credit hours are classified as part-time students.

· A student transferring to MVCC from a different college or university should also follow these steps.

3. Apply for financial aid, if financial aid assistance will be needed AND
Complete placement tests in B101 prior to attending orientation.

Financial Aid:
· New students and those who did not apply for financial aid in the previous academic year should complete the Free Application for Federal Student Aid (FAFSA). Students who completed the FAFSA in the previous year should complete the renewal application.

· Students should complete the online application at www.fafsa.ed.gov. Renewal applications are also available online.

· Students (and parents of dependent students) can apply for a PIN number at www.pin.ed.gov if they wish to sign the online application electronically. 

· A Title IV school code should be placed on the FAFSA in order for a student to be considered for federal and state funds.  Moraine Valley Community College’s Title IV code is 007692.

· Deadlines for aid vary by award program.  Students should contact the Financial Aid Office for specific information. S107, (708) 974-5726.

· FAFSA results will be sent to MVCC approximately two weeks after submission of the online application as long as MVCC is listed as a school choice. Within approximately two weeks of receipt of the FAFSA information, MVCC will send an e-mail to the student’s MVCC e-mail address indicating the required documents needed to complete file.

· For eligibility criteria, see the Steps for New Students Supplement on page 28.

Placement Tests (COMPASS):
· Required for: 

· All new full-time students. 
(Must take all three tests—writing, reading, and math—before receiving an orientation date.) 

· All students planning to enroll in math or English. 
(Must then take the appropriate testing.)
· Part-time students, if they will have cumulatively enrolled in (attempted) more than 11 credit hours. (Must then take the writing and reading tests; math not required.)
· For exemptions based on previous credit or ACT scores, see Supplement on page 28.

· The placement tests evaluate students’ skill level in writing, reading and math. Tests are un-timed but usually take about 1½ to 3 hours to complete all tests.
· Bring a photo ID (such as driver’s license) to Room B101. No appointment is necessary. Office hours vary during the year; call (708) 974-5309. The admission form for the college must be on file before taking the placement tests. 
· Cost is $16 total ($4 for the writing test, $4 for the reading test and $8 for the math test), which will be billed to the student later.

· Students may retest once; the retest deadline is the Friday before the semester begins.

· For test preparation information, see the Supplement on page 28.

4. Attend new-student orientation for educational planning assistance, class scheduling, and course registration. 

· An orientation date will be automatically assigned for full-time students once placement testing is completed, or students may visit or call New Student Retention, S216, (708) 974-5277.

· Required for:
· All new full-time students in order to register for the first semester at MVCC. 

· For students transferring into MVCC full-time, students may be exempt if they have earned 12 or more hours of college credit. To qualify for an orientation exemption, students may take a copy of their college transcripts to the Academic Advising Center, S201, (708) 974-5721. 

· For part-time students, orientation is optional, and interested students may call New Student Retention at (708) 974-5277 for an appointment. Part-time students who do not attend orientation may receive assistance in selecting classes by contacting the Academic Advising Center, S201, (708) 974-5721.

· For further information on the orientation program, see the Supplement on page 28.

5. Register for classes…Students attending orientation will be able to register online at the orientation program. New students who are not required to attend orientation can register online through MVConnect in-person at the Registration office, S103, or by calling (708) 974-2110.

6. Send transcripts…Students transferring into MVCC from another college should send transcripts from previous colleges to the Records Office and submit a Transfer Credit Evaluation Form (available at the Admissions office, S101, or in the Registration office, S103, or online at http://www.morainevalley.edu/admiss/forms.htm; then turned in to the Records Office, S111). 
Activities for Students

What are the student activities available at MVCC?

· Moraine Valley offers a variety of opportunities for students to get involved in campus life. From co-curricular to special interest student clubs and organizations, athletics and fine arts, there are endless opportunities for leadership involvement, friendship and competition.

· Some examples of student organizations are the Forensics (speech) Team, the Glacier (student newspaper), Student Government Association, and Phi Theta Kappa (honors society for two-year colleges). 

· For information on student clubs and organizations, contact Student Life at (708) 974-5353, for athletic programs contact Athletics at (708) 974-5727 and for fine arts programs (such as Art Club and the Skyway Conference student art competition) call (708) 974-5350. Students may also refer to pages 39-40 of the 2011-13 MVCC catalog.
What are the requirements to join Phi Theta Kappa?

· The requirements for Phi Theta Kappa membership are a cumulative grade point average of at least 3.5 or above, 12 credit hours earned at MVCC, and be currently enrolled. There is a one-time membership fee of $60 paid when the student joins.

· For an application, contact the Student Life Office, U115. Call (708) 974-5353 for more information or see the website at www.morainevalley.edu/ptk. Students may also refer to page 39 of the 2011-13 MVCC catalog.

Assessment of Prior Knowledge

Can I receive college credit for subjects that I already know?

· There are several options for earning college credits for previous knowledge and/or work experience. 

· Achieved Prior Learning (APL) Program: Designed to help Moraine Valley students obtain college credit without repeating familiar material. Faculty members assess students’ knowledge through written examinations, interviews and performance tests.

· College-Level Examination Program (CLEP): A credit-by-examination program with national comprehensive tests in 33 subject areas. CLEP scores are accepted by about 2,000 American colleges and universities. CLEP exams are offered through the Academic Outreach Office at the Moraine Valley Testing Center.

· Proficiency Credit Program: Available for Moraine Valley students that have completed prior vocational, non-credit training through another institution or on-the-job training. Certificates and/or proof of previous training are assessed by faculty members to determine appropriate college credit.

· For more registration forms or more information, students may be referred to Academic Outreach, B260, (708) 974-5710, www.morainevalley.edu/academicoutreach.

Code of Student Conduct

Can students be disciplined if they become disruptive or break a law?

· Moraine Valley has established the Code of Student Conduct. The Code limits some activities and prohibits certain behaviors. Students are responsible for knowledge of and compliance with the Code of Student Conduct.

· Students can be disciplined for violating the Code. This can range from a warning through expulsion.

· Copies of the Code are available in the Student Life office (U115), the Police Department (Bldg. P), or the vice president of Student Development’s office (D201). It is also online at http://www.morainevalley.edu/studentlife/judicial/judicial.htm. 
College 101

What is COL-101 and who is required to take it?

· COL-101 (College: Changes, Challenges, Choices) is a mandatory enrollment requirement for new, full-time students. COL-101 is not a graduation requirement.
· College 101 or COL-101 is a freshman transition course that prepares new students to become successful at the college level. 

· COL-101 is 1 credit hour; most classes are 8 weeks in length.
· Students who have taken an equivalent course at another college, or students who have previously earned at least 30 credit hours, may be exempt from COL-101. To qualify for an exemption, students may take a copy of their college transcript to the Academic Advising Center, S201.

· For more information, contact New Student Retention, S216, (708) 974-5277. 
Complaints

· If a student wants to talk about a situation before filing a formal complaint, refer the student to Counseling & Career Development to speak to a counselor. S202, (708) 974-5722.
· Refer a student with questions to pages 42-44 of the 2011-13 MVCC catalog for a detailed explanation regarding academic and non-academic complaints.
· If a student needs to see a specific person to appeal the decision or enforcement of a Moraine Valley policy, refer the student to that specific staff member. If that staff member is unavailable, take the student’s name and phone number and explain that he or she will call back as soon as possible. You should not have the student talk to someone else who does not have the authority to resolve the situation.

What is the procedure for filing a formal complaint?

· Academic Complaints (arising out of an academic decision/grade received):

· As the first step, students should be encouraged to try to resolve the situation informally by expressing their concerns with the instructor. 

· If this does not resolve the complaint, students may complete an Academic Complaint Form, which can be picked up in any subdivision office or online at www.morainevalley.edu/studentlife/policies/forms.htm to submit a written complaint to the faculty member’s dean.

· For locations of dean/subdivision offices see “Subdivision Offices” on page 15 or 25, or page 9 of the Staff Reference Directory.
· Non-Academic Complaints (unrelated to an academic decision):
· As the first step, students should be encouraged to try to resolve the situation informally by expressing their concerns with the person immediately responsible. 

· If this does not resolve the complaint, students may complete a Non-Academic Complaint Form, which can be picked up in the Student Life Office (U115) or the office of the Vice President of Student Development (D201) or online at www.morainevalley.edu/studentlife/policies/forms.htm to submit a written complaint to the Asst. Dean of Code of Conduct and Student Life, U115.
Counseling and Advising

What is the difference between the Counseling and Advising Centers?

· Academic advisors assist students in developing educational plans consistent with their college and career goals. Advisors provide information on course selection, placement test interpretation, program requirements and options for transferring to a four-year college or university. Although advisors assist students with choosing courses, development of an individual student schedule (i.e., specific meeting times of courses) is the responsibility of the student and is not considered one of the functions of an academic advisor. The Academic Advising Center is in S201, (708) 974-5721.

· Counselors provide a variety of programs and services to enhance the learning and personal development of students. Counselors can provide career counseling (such as assisting students with their choice of major and providing occupational information); educational counseling (such as assisting students in academic difficulty and reducing school-related anxiety); and personal counseling (such as relationship issues and other personal issues). Counseling & Career Development Ctr. is in S202, (708) 974-5722.
Course Selection

Where do I go if I need advice on what courses to take?

· Academic advisors assist students in course selection, program requirements, educational planning and transfer options. Development of an individual student schedule, however, is the responsibility of the student and is not considered one of the functions of an academic advisor.
· Advisors are available to meet with students by appointment and on a walk-in basis. To schedule an appointment with an advisor, please contact the Academic Advising Center at (708) 974-5721 or visit the center in S201.

Emergencies/ Police Department
What do I do if a student is in an emergency or crisis situation?

· If a crisis arises, in which danger to one’s self or others or property is imminent, immediately contact the Police Department, located in Building P, by calling Ext. 5555 or 
(708) 974-5555. Also, red emergency telephones are located in building hallways, and blue emergency telephones are located outdoors in parking lots and the quad. 
· All staff should have a copy of the Police Department’s Emergency Preparedness Guide and familiarize themselves with its content, which includes information on fire safety, hazardous weather, and handling bomb threats. The guide is also found in all classrooms.
· If a student has a non-crisis situation (i.e., no imminent danger to one’s self or others), in which an appropriate referral to a social service or government agency may be needed, the student may be directed to the Counseling and Career Development Center for referral information. S202, (708) 974-5722.
· The Police Department provides escort service as well as motorist assistance for lockouts and battery packs for emergency start-up service. Additionally, the Department handles Lost or Found items on campus.
· First aid can be administered on minor injuries by trained people. There are over 60 fully supplied first aid kits located throughout campus. Each first aid kit contains a pair of rubber gloves and a safe airway mask, as well as miscellaneous bandages and first aid ointments.

Enrollment Verification

Where can I go if I need someone to verify that I am a student at MVCC? My parents’ insurance company needs verification that I am a college student.
· Fill out the Verification of Enrollment Form (available at the Admissions office, S101, or in the S116, or online at www.morainevalley.edu/admiss/forms.htm) and turn it in at the Dean of Enrollment Services office, S116, for processing (takes approx. 5-7 working days). Students with questions may contact Enrollment Services at (708) 974-5346.
Fax, Copier, and Scanner

Where can I go on-campus to make copies/print from a computer?

· Black-and-white copy machines are available for student use for a fee in Building B (next to B159), Building D (middle of hallway across from CyberCafé), the Student Services Center (1st floor, near staircase), and in the Library.

· Students can print from computer labs in Bdgs. B, L & T; see Computer Labs on page 23.

Where can I go on-campus to send a fax/make color copies/use a scanner?

· Moraine Valley does not have a multimedia center for general student use. Students needing technology for a class should contact their instructor for options.

· The Library has scanners and color printer (not color copier) available for student use. Students needing to use a scanner should ask at the Library, and they will be directed. 

Where can I get change for $1 for the copy machine?

· There are currently three change machines on-campus that convert $1 and $5 bills into coins. Change machines are located in Buildings A, B, and F.

Graduation Procedures

I am ready to graduate; what do I have to do?

· Students who are ready to graduate must fill out the Graduation Petition form (available at the Admissions office, S101, or online at www.morainevalley.edu/admiss/forms.htm) and pay the (non-refundable) $15 fee when turning in the form at the Cashier’s Office, S105.

· Petition Deadlines are:
Fall graduation (December)

September 15
Spring graduation (May)

February 1
Summer graduation (August)

June 1

· Students should refer to pages 33-34 of the 2011-13 MVCC catalog for other graduation requirements.
Health Insurance for Students

How can I obtain student health insurance?

· Moraine Valley has information on a student accident and health insurance policy, offered by an outside agency, at a reasonable cost for students who are not covered by other policies. Information is available from the Student Life Office, U115, (708) 974-5717, or online at www.morainevalley.edu/studentlife/services.htm.

Job Search

Where can I get help to find a job?

· The Job Resource Center (JRC) offers students and graduates individual appointments with JRC staff members.  

· Workshops are offered in the fall and spring semesters to assist students and graduates with the job search and internship process. The workshops include such topics as resume and cover letter writing, job search strategies, internship opportunities and interviewing skills. 
· The JRC offers a weekly Job and Internship Report via the College Central Network system, which is available online at www.morainevalley.edu/jrc (click “Job Listings”).  

· For more information, contact the JRC, S202, (708) 974-5737.

Locating On-Campus Events

How can I find the room number of an event, workshop, etc., being held at MVCC?

· To locate on-campus events, along with the phone number for more information about the event, staff can check the Master Calendar, which is available through the Intranet at intranet.morainevalley.edu (click “College Calendar at left”) or via the icon on your desktop.

· Students can access the calendar through the website, www.morainevalley.edu (click “What’s Happening,” then “Calendar of Events”).

· If unable to find the location of the event or activity, check with College and Community Relations, (708) 974-5375.
· Each department that has scheduled events should have 1 or 2 staff members designated and trained to add the department’s own workshops, meetings, and other events to the Master Calendar. Staff can indicate whether an event should be displayed only on the Intranet, or also be displayed on the Web for all visitors of the college website.
Online Courses

How do I get started in my online course?

· Students in online classes and some on-campus classes use the course management system called Blackboard, found at the Online Learning website: online.morainevalley.edu. Students who register for an online class should go to the Online Learning website and click on the links under “Course Access” to find their username and password.
· Some instructors require students to attend an on-campus orientation or other visits to campus, while others require online orientation. Therefore, students should read the letter from their instructor, found by clicking “Look up detailed class information” under the Course Offerings section.
· Students can access the links under “First Time Users” and “Help Resources” to the Blackboard tutorials that are provided. Students needing further assistance can call the Online Support Desk at (708) 608-4355. 
Photo ID

How do I obtain a student photo ID?

· A student photo ID can be obtained by visiting the Information Desk at the Student Street, S100. Students should bring their current class schedule along with another photo ID, such as a driver’s license. Staff and Health Fitness Center members may also receive an ID. Students need a valid Photo ID card to borrow library items and to access online databases from home. Photo ID cards must be registered in the library.
What are the hours for obtaining a photo ID?

· Hours for the fall and spring semesters are as follows:

· Monday through Thursday 8:30 a.m.–7:30 p.m. and Friday, 8:30 a.m.–5 p.m. 
· Hours for summer are as follows:

· Mon. & Tues. 8:30 a.m.–7:30 p.m., Wed. & Thurs. 8:30 a.m.–5 p.m., Fri. 8:30 a.m.–noon

· Fall/spring hours resume two weeks prior to the start of the fall/spring semester. The office is also open on the Saturday prior to the start of fall and spring.
· Hours may vary when classes are not in session, such as Spring Break or in-service days. Students may call the Photo ID staff at (708) 974-5620 for information.

What if I lose my student photo ID?

· A replacement student photo ID costs $5 and can be obtained at the Information Desk, S100. 

What if I have forgotten to bring my student photo ID?

· If the Photo ID Office is closed, for one time only, the Testing Center allows students to use their driver’s license or state ID. If the student does not have the photo ID, and the Photo ID Office is open, the student will be referred to the Photo ID Office to get a temporary ID to use the Testing Center.
President’s/Dean’s List

What are the requirements for the President’s and Dean’s List?

· Eligibility requirements for the President’s List, Dean’s List, and Part-Time Student Scholastic Achievement List can be found on page 31 of the 2011-13 MVCC catalog.
Privacy Act (FERPA – Family Educational Rights and Privacy Act)

Can you tell me my son/daughter/wife/husband’s grades, schedule, test scores, etc.?

· A response could be:
“I am so sorry, but we are not permitted under federal law, Family Educational Rights and Privacy Act, to provide this information to anyone other than the student, without the student’s written permission. Please have the student come to the Registration office and fill out a release form. At that point we will release all information that the student has indicated to the approved third party.”

· Please refer to pages 44-45 of the 2011-13 MVCC catalog for more information.
Programs of Study
What programs of study do you have?

· Moraine Valley Community College offers transfer associate degrees as well as more than 100 career programs, including certificates and an associate’s degree in a variety of different majors. 
· The college provide information on career programs on Moraine Valley’s website at www.morainevalley.edu/programs. Printed information is available in the Academic Advising Center, S201.
· If the student has questions about programs of study, refer the student to the Academic Advising Center, S201, (708) 974-5721.
Prospective Students

How can I have general information such as a catalog sent to me? 
How do I arrange a campus visit?

· Request on Web at www.morainevalley.edu (click “Contact Us”), or call the Admissions office at (708) 974-5355, or visit the Admissions office in the Student Services Center (S101).

Registering

Where do students go to register?

· Students may register online at www.morainevalley.edu (click “MVConnect”). They may also register in-person at the Registration department in the Student Services Center, S103, or by calling (708) 974-2110.

· Students new to MVCC should first follow the “Steps for New Students” on page 6.

Who do students contact if they are having trouble registering online?

· Students should contact the Registration department in S103 or call (708) 974-2110. Students having trouble logging in should contact User Support (708) 608-4355.
How can I check if a class is closed?

· Class availability may be checked online through MVConnect at www.morainevalley.edu. Follow the self-service options.
· Class availability may also be checked by calling (708) 974-2110, or in-person in the Registration department, S103.

How can I register for a closed class?

· Students should be guided to select a different section of the course or a different course. They should be encouraged to continue checking online via MVConnect (see above) to see if their desired section opens so they could make the change. Students should not be advised to contact an instructor for permission to enter a full section unless all other sections are closed and no other course is an option.

Where can I get a copy of my schedule?

· Students can print a copy of their schedule online via MVConnect at www.morainevalley.edu (once logged in, go to “Academic Profile” under the Self-Service menu). 
Student Employees
Can students work on campus?

· To work as a student employee, students must be registered for 6 credit hours for the fall or spring semesters and 3 credit hours in the summer. Open student employee positions are posted on the Job Resource Center website (www.morainevalley.edu/jrc). After completing an application, it is sent to the hiring department, who will contact the student if selected for an interview.
· If a student has been awarded financial aid that includes a “work study award,” they can work as an employee for the amount of the award. Work-study student employees also complete their paperwork through the Job Resource Center, S202, (708) 974-5737.
Transcripts

Where do I hand in my high school transcript?

· Transcripts should be sent to the Records Office, S111. 

How do I have credits from another college evaluated?

· Transcripts should be sent to the Records Office, S111. Students must be currently enrolled and have filled out the Transfer Credit Evaluation Form (available at the Admissions office, S101, or in the Registration office, S103, or online at www.morainevalley.edu/admiss/forms.htm; then turned in to the Records Office, S111). 
· Students may be referred to page 13 of the 2011-13 MVCC catalog for further information.

How are foreign transcripts evaluated?

· Students with questions on the procedures for foreign transcripts should be referred to International Student Affairs, S217, (708) 974-5443, or Multicultural Student Affairs, S201, (708) 974-5475. 

Where do I go for my official Moraine Valley transcript?

· Students may request their MVCC transcript in person by filling out a Request for Transcript Form and taking it to the Cashier’s Office, S105 (forms are available near the Cashier’s Office and or online at www.morainevalley.edu/admiss/forms.htm), or students may request by mail (see www.morainevalley.edu/admiss/transcripts.html for directions). The fee is $5. 
Tuition

How much does tuition cost (credit classes)?

· Tuition is currently as follows. Tuition and fees are subject to change without notice. 
In-district tuition: $99 
Out-of-district tuition: $246 
Out-of-state & international: $288 
· There is a $2 per credit hour college activities fee and a $7 per credit hour technology fee; and a $3 photo ID charge per semester. Some classes have lab and material fees, which are listed in the class schedule. 

· There are additional fees for the partial payment plan, late payments, and re-registration when dropped for nonpayment.
· Students may refer to pg. 3 of the current class schedule for this information or online under “Admissions/Registration,” http://www.morainevalley.edu/admiss/tuition.html. 
· For a list of in-district communities, students may refer to page 7 of the current class schedule. Students living in communities that are partially in-district should contact the Registration Office, S103, (708) 974-2110, to determine their status.
· Students who work full-time in the district may be eligible for in-district tuition. Students may contact the Dean of Enrollment Services, S116, (708) 974-5346, for information.

How much are tuition and fees for non-credit classes?

· Tuition and fees are assigned differently for each course and are listed in the course descriptions of the class schedule.

How do I pay my tuition?

· Tuition may be paid via any of the following methods:

· Online using a credit card (Amex, MC, Visa, and Discover are accepted) at www.morainevalley.edu (click “MVConnect” to log in). 
· By phone using a credit card by calling Registration at (708) 974-2110.
· In-person at the Cashier’s Office, S105, using cash, check or credit card, during normal office hours.
· By mail with a check or credit card.
· Partial payment plan is available for classes 8 weeks or more in length. Students can learn about this option by referring to page 3 of the class schedule and can set up partial payments through the Cashier’s Office, S105. If a student still has questions after referring to the class schedule, the student may contact Registration, S103, (708) 974-2110.

What is the tuition refund policy if I drop a class?

· Credit classes: 100 percent refund—up to 8 percent of the course taken. Students may drop a class during the refund period either in person or by calling (708) 974-2110. For 100 percent tuition refund deadlines on some of the most popular start dates, students should refer to the refund calendars on page 3 of the class schedule or on the website at http://www.morainevalley.edu/admiss/tuition.html#Tuition.
· Noncredit classes: It is the student’s responsibility to drop a course three (3) business days (9 a.m. to 5 p.m.) prior to the start date of the course to receive a full refund.

· If a student is unsure about the refund period and still has questions after referring to the class schedule or catalog, the student may call or visit the Registration department, S103, (708) 974-2110.

· If a student is seeking a refund after the deadline, the student may be referred to the Office of the Dean of Enrollment Services, S116, (708) 974-5346.

Withdrawal Deadlines

What is the deadline to withdraw from a class?

· For credit classes, the official withdrawal deadline depends on the length of the class. For a traditional 17-week class, students have 13 weeks to officially withdraw. For classes fewer than 17-weeks in length, the withdrawal deadline varies.
· For noncredit classes, it is the student’s responsibility to withdraw from a course three business days prior to the start date of the course to receive a full refund. 
· If a student still has questions about the withdrawal date after referring to the General Information Sheet or catalog, students may call the Registration department at (708) 974-2110 to verify the correct date. 

· Official withdrawal can now be completed online at www.morainevalley.edu (click “MVConnect” to log in, then “Register and Drop Sections” under “Registration”).
Student Development Departments

Office hours listed are for the spring and fall semesters unless otherwise noted. Hours vary during the summer semester and when classes are not in session (e.g., Spring Break, in-service days); students should be encouraged to call to verify office hours.
*Office Hours during summer and peak registration: 

· Fridays during the summer: The college closes at noon on Fridays (11 weeks starting before Memorial Day through the last week of the 8-wk. summer semester).

· During the two weeks prior to, and first two weeks of, the fall and spring semesters: Extended hours for Registration, Admissions, & Financial Aid (close at 7:30 Mon.–Thurs.).

· On the Saturday prior to the start of the fall and spring semesters:  Registration, Admissions, Financial Aid, Academic Advising, and Counseling open 9 a.m. to 2 p.m.

Academic Advising Center

S201, (708) 974-5721, www.morainevalley.edu/academicadvising
Mon. – Thurs. 9 a.m. to 6:30 p.m.; Fri. 9 to 11 a.m.*; 1st & 3rd Sat. during fall & spring: 9 to 12 noon
The Academic Advising Center assists students in developing educational plans consistent with their college and career goals. Utilizing a variety of resources, academic advisors help students clarify their educational goals and assist them with planning courses for graduation from Moraine Valley. Academic advisors help students identify Moraine Valley credit and non-credit programs and services, understand Moraine Valley policies and procedures, and use occupational and educational information.

Admissions

S101, (708) 974-5355, www.morainevalley.edu/admissions 
Mon. & Tues. 8:30 a.m. to 7:30 p.m.; Wed. – Fri. 8:30 a.m. to 5 p.m.*
The Admissions office is the starting point and welcome center for prospective students.  The department provides general information on the admission form, testing and registration process. Admissions also handles inquiries and provides publications to potential applicants. The staff is responsible for recruiting students to the college and represents the college at area high schools and events throughout the community. The Admissions office has MVCC catalogs and semester class schedules available for students to pick up. Other forms found include admission forms for MVCC, applications to allied health career programs, Transfer Credit Evaluation Forms, Verification of Enrollment Forms, Graduation Petitions, Chargeback Request Forms, Cooperative Agreement Forms, Forgiveness Policy applications, and High School Authorization Forms. Many forms can also be found online at http://www.morainevalley.edu/admiss/forms.htm 

Athletics

G217, (708) 974-5727, www.morainevalley.edu/athletics
Mon. – Fri. 8 a.m. to 5 p.m.*
The Athletics department recruits the best in-district student-athletes it can attract to matriculate and compete for the Cyclone intercollegiate athletic teams. Athletics offers substantial tuition waiver assistance for the most athletically talented in-district athletes based on coaches’ recommendations. The department’s goals are to provide these students with top quality coaching and instruction, offer exemplary support services to supplement students’ academic efforts and assist in attaining their educational goals, schedule challenging intercollegiate competition leading to possible national championship play, and provide professional quality training and game facilities. MVCC’s athletic teams for men include baseball, basketball, cross country, golf, soccer, and tennis; and teams for women include basketball, cross country, soccer, softball, tennis, and volleyball.

Center for Disability Services

S114, (708) 974-5711, http://www.morainevalley.edu/cds
Mon. – Fri. 8 a.m. to 4:30 p.m.*
The Center for Disability Services provides support services to persons with disabilities for Moraine Valley. The center’s goal is to create equal opportunity for persons with disabilities by promoting equal access to all college programs and activities, disability awareness, and compliance with disability laws. All accommodations and services are provided on an individual basis. The center serves students with learning, physical or psychological disabilities.

Children’s Learning Center

S131, (708) 974-5729, www.morainevalley.edu/clc 

The Children’s Learning Center provides childcare to children of students and staff. Children ages 2 to 6 are accepted during the spring and fall semesters, and ages 2 to 8 are accepted in the summer term because school is closed. Registration is limited, and children are registered with the center on a first-come first-served basis each semester. Fees vary according to the plan chosen. The Center is only open when credit courses are in session. Hours for the spring and fall semesters at the temporary location are Monday–Friday 6:30 a.m. to 5:30 p.m.; summer hours are Mon.–Thurs. 7 a.m. to 5 p.m.; Fri. 7 a.m. to noon.

Counseling and Career Development Center

S202, (708) 974-5722, www.morainevalley.edu/counseling
Mon. – Thurs. 9 a.m. to 7:30 p.m.; Fri. 9 a.m. to 5 p.m.*; 1st & 3rd Sat. during fall & spring: 9 to 12 noon
The Counseling and Career Development Center provides educational, career and personal development services to students to assist in establishing educational goals, developing a career direction, and making personal adjustments to get the most from their college experience. Students may call to make an individual career or personal counseling appointment (for community members, limited career counseling appointments are available in the evening). Other services include courses, workshops, and a career resource library for students researching careers and majors, including computers with the DISCOVER program (available in S208). Counselors also meet with students who have been placed on an academic restriction (caution, probation, suspension, or dismissal) according to the Standards of Academic Progress (SOAP) described in the catalog. 

Financial Aid

S107, (708) 974-5726, www.morainevalley.edu/financialaid
Mon. & Tues. 8:30 a.m. to 7:30 p.m.; Wed. – Fri. 8:30 a.m. to 5 p.m.*
The Financial Aid office provides assistance in applying for federal and state grants, institutional scholarships, student loans, veteran benefits, and federal work-study positions. Financial aid staff present financial aid information to community groups, high school students and their parents, and COL-101 classes.
International Student Affairs

S217, (708) 974-5443, www.morainevalley.edu/international
Mon. – Fri. 8:30 a.m. to 5 p.m. *
The Office of International Student Affairs (ISA) provides support for international and foreign-born non-immigrant students. ISA conducts international application activities and provides information related to visa and immigration regulations. Professional staff are authorized Designated School Officials for SEVIS/U.S. Bureau of Citizenship and Immigration Enforcement. ISA facilitates academic and cultural experiences for international students. Services include airport arrival assistance, new student orientation week, housing assistance, ongoing advising, and adjustment and socialization programs. ISA also assists community members who wish to sponsor relatives and friends for study in the U.S.  Interested community residents participate in the ISA Host Home Program. More than 50 students each semester are placed with local families who agree to provide housing and a supportive environment. Here international students can practice speaking English and learn American culture.
Job Resource Center

S202, (708) 974-5737, www.morainevalley.edu/jrc
Mon., Wed., Thurs., Fri. 8:30 a.m. to 4:30 p.m.*; Tues. 8:30 a.m. to 7 p.m.**

    ** No evening hours during the summer (close at 4:15 p.m. Mon.–Thurs. & 11:45 a.m. Fri.).
The Job Resource Center (JRC) provides students and graduates with job search (part- and full-time) and internship assistance. Students and graduates of the college are encouraged to schedule an appointment with a staff member or visit during walk-in hours. The center offers workshops on job search related information such as resume and cover letter writing, internship opportunities, job search strategies and interviews. The center along with the Illinois workNet Center offers job search resources, computers, fax machines and telephones. Through the weekly Job and Internship Report, students can browse job opportunities that have been posted by area employers, and on-campus student employee positions are also posted through the center. JRC staff work with other college offices that assist area employers and develop linkages with business, government, education and community services. 

Multicultural Student Affairs

S201, (708) 974-5475, www.morainevalley.edu/transfer
Mon. – Wed. 9 a.m. to 7 p.m.; Thurs. & Fri. 9 a.m. to 5 p.m.*
The Office of Multicultural Student Affairs (MSA) brings together staff from the Minority Student Transfer Center and the Access and Success in Higher Education (ASHE) program to promote students’ integration into the college environment and academic success.  MSA’s services are available to all students; however, its primary constituents are individuals of color and individuals with limited English. MSA supports academic excellence, stimulates positive social and cultural interaction, and promotes respect for diversity. MSA’s programmatic initiatives include academic advising, transfer assistance, workshops, university field trips, faculty/staff mentoring program, peer mentoring and study groups, and the sponsoring of student clubs such as Alliance of African American Students and Alliance of Latin American Students. MSA also houses the English Language Learner Center; see page 24 for more information.  
New Student Retention

S216, (708) 974-5277, www.morainevalley.edu/NewStudentRetention 
Mon. – Fri. 8 a.m. to 5 p.m.*
The Office of New Student Retention provides placement, orientation, and registration communications for newly admitted full- and part-time students. The office schedules and facilitates the mandatory Full-Time Student Orientation and Registration program. The office assigns orientation dates to students who have completed the mandatory college placement exams. Additionally, the New Student Retention office is the subdivision responsible for the First-Year Experience course COL-101—College: Changes, Challenges, Choices—which is mandatory for all new full-time students during their first semester at the college. Issues such as dropping from COL-101 or a request to be added to an oversubscribed section should be forwarded to this office for resolution.

Records

S111, (708) 974-5730, www.morainevalley.edu/admiss
Mon. & Tues. 8:30 a.m. to 7:30 p.m.; Wed. – Fri. 8:30 a.m. to 5 p.m.*
The Records department conducts an official evaluation of transcripts from previous college experience, AP and CLEP credit; students must request this evaluation by filling out the Transfer Credit Evaluation Form (available at the Admissions office, S101, or in the Registration office, S103, or online at www.morainevalley.edu/admiss/forms.htm). The Records department also audits the students who have petitioned for graduation, and does the ranking and acceptance into the Allied Health special-admissions programs. The department maintains student records for current and graduated students.
Registration 

S103, (708) 974-2110, www.morainevalley.edu/admiss 

Mon. & Tues. 8:30 a.m. to 7:30 p.m.; Wed. – Fri. 8:30 a.m. to 5 p.m.*
The Registration department provides general MVCC information, answers district residency questions, provides class availability information, maintains student biographical data, registers students in classes (including adding, dropping, and auditing a class), accepts payment (over the phone with a credit card at (708) 974-2110), assists students with Web-related questions/problems and officially withdraws students from classes (in-person only). Students who did not receive their grade report in the mail at the end of the semester may contact Registration. The Registration department is also the office to where students who need an immediate official transcript can go, after paying the $5 fee at the Cashier’s Office.

Student Life

U115, (708) 974-5717, www.morainevalley.edu/studentlife 
Mon. – Thurs. 8:30 a.m. to 7 p.m.**; Fri. 8:30 to 5 p.m.*

    ** No evening hours during the summer (close at 5 p.m. Mon.–Thurs. & noon Fri.).
The Student Life Office is designed to enhance the educational goals of the students through leadership and co-curricular activities. The program provides educational opportunities through practical implementation. The Student Life Office develops students through the presentation of intellectual, recreational, cultural, service and social activities at the college and in the community. Student Life also promotes leadership development through leadership training workshops. The Student Life Office is located in U115 in the Student Union, which includes the Bob and Marge Bobb Social/Cultural Lounge where students can relax and socialize and includes computers with Internet access, media room, and meeting space for student clubs and organizations. Other offerings of Student Life include information on purchasing student health insurance.

Testing Center
B101, (708) 974-5309, www.morainevalley.edu/testingcenter
See below for Testing Center and COMPASS Lab hours.

The Testing Center offers a number of assessments, evaluations and tests to both Moraine Valley students and community members. The course placement test (COMPASS) is administered through this area, which assists new students in the recommendation of classes in the areas of reading, English and math. The Center also proctors exams for the Moraine Valley faculty plus offers proctoring services for distance-learning students from other colleges and universities. The Testing Center administers special-ized tests in the areas of CLEP, CNA, EMT, and IELP. And through its affiliation with both the ACT and Pearson/VUE testing centers, the Testing Center administers over 80 national and international professional certification exams for students and community members. The Center also offers the U.S. and State of Illinois constitution exam for MVCC students to meet graduation requirements.
    Testing Center (proctored exams):



Mon. – Thurs. 8 a.m. to 9:20 p.m. (last test is given at 8:45 p.m.)

Fri. 8 a.m. to 3:50 p.m.** (last test is given at 3:15 p.m.)

Sat. 9 a.m. to 1:50 p.m. (last test is given at 1:15 p.m.)
     **Summer exception: Fri. 8 a.m. to 11:50 a.m. (last test is given at 11:15 a.m.)
    COMPASS Lab (placement tests): 


Mon. & Tues. 8 a.m. to 7:30 p.m.***; Wed. – Fri. 8 a.m. to 2 p.m.***; Sat. Closed***
     ***Summer (beginning week of Memorial Day):

Mon. – Thurs. 8 a.m. to 7:30 p.m.; Fri. 8 a.m. to 10 a.m.; Sat. 9 a.m. to noon
Transfer Information and Articulation

S201, (708) 974-5721, www.morainevalley.edu/academicadvising/advisors.htm 
· Transfer Information: Transfer information is available in the Academic Advising Center, S201, for all of state's senior public institutions and the majority of Illinois private institutions. Students can find informational materials, including college catalogs, admissions information, program information, course equivalencies, and transfer guidelines.

· Articulation: Formal transfer agreements are available in the Academic Advising Center, S201. Students can use these agreements to assist them in the transfer planning process.
TRIO Educational Talent Search

S219, (708) 608-4026, www.morainevalley.edu/ets
Mon. – Fri. 8 a.m. to 4:30 p.m.*
Focused on junior high and high school students, the TRIO Educational Talent Search (ETS) program prepares students ages 11-27 for college by providing tutoring and mentoring; personal, career and academic counseling; exposure to college campuses; and assistance with college entrance exam preparation, financial aid information and college admissions applications. These services are available at the following targeted schools:  Calumet School, Calumet Park IL; Nathan Hale Middle School, Crestwood IL; Kellar Middle School, Robbins IL; Kerr Middle School, Blue Island IL; Veterans Memorial Middle School, Blue Island, IL; Dwight D. Eisenhower High School, Blue Island IL; and Harold L. Richards High School, Oak Lawn IL.
TRIO Student Support Services

S219, (708) 974-5648, www.morainevalley.edu/trio
Mon. – Fri. 8 a.m. to 5 p.m.*
The TRIO Student Support Services program is federally funded to provide assistance to 150 full-time MVCC students who are first-generation college (neither parent has a four-year college degree), economically disadvantaged, or disabled. All students must demonstrate an academic need. The objective of the program is to increase retention, graduation and transfer rates, enhance interpersonal and college study skills, increase student satisfaction with the institution, and improve the institution’s climate for diversity. Students work directly with an educational case manager to develop a plan for completing their degree. In collaboration with other MVCC departments, Student Support Services strives to provide student success services which include academic advising, counseling, mentoring, COL-101 support, transfer advising, tutoring, study groups, academic workshops, visits to four-year schools, and exposure to various cultural enrichment activities.

TRIO Upward Bound

S219, (708) 608-4145

Mon. – Fri. 8 a.m. to 5 p.m.*
The Upward Bound program is federally funded through the U.S. Department of Education. It prepares students to be successful in high school and enroll in college by providing a variety of services designed to improve academic, career and personal skills. The services, such as tutoring, ACT/SAT preparation and college planning, are offered during the school year (Academic Component) and in a six-week summer program (Summer Component) on the Moraine Valley campus. The students are in grades nine through twelve and attend Eisenhower High School in Blue Island. They are expected to commit to Upward Bound until they complete high school, and successfully enroll in postsecondary education.

Other MVCC Services

NOTE: Since office hours vary by department and change throughout the year, students should be encouraged to call to verify hours.

Academic Skills Center/Tutoring
L200, (708) 974-5271, www.morainevalley.edu/academicskills  

The Academic Skills Center provides tutoring in a number of subjects, which include biology, chemistry, physics, computer science, accounting, mathematics, statistics, psychology, communications, reading and writing. Tutoring is available on a walk-in basis according to the schedule posted in the center. The Academic Skills Center also conducts workshops on writing and study skills. A walk-in computer lab is available to students.

Blue Island Education Center

12940 S. Western Ave., Blue Island, (708) 974-5300, www.morainevalley.edu/blueisland
The Moraine Valley Education Center at Blue Island offers daytime, evening and Saturday classes.  The facility features six classrooms, a CyberCafé, study areas, vending/snack area, and COMPASS placement testing. Additionally, the center’s staff can assist students with general information about educational planning, financial aid and placement testing.

Bookstore

D-Bldg., (708) 974-5716, www.morainevalley.edu/bookstore 

The Moraine Valley Bookstore sells new and used textbooks for MVCC courses, as well as school supplies, reference books, study aids, academically priced computer software and other items such as postage stamps. Textbooks can also be ordered online at www.morainevalley.edu/bookstore. Buybacks are conducted at the end of the semester in the bookstore, Student Union, Library and Blue Island Center and at the beginning of the semester at the bookstore and Blue Island Center; students are paid 50% or less for their books.
Café Moraine

U-Bldg., (708) 974-5745, www.morainevalley.edu/Resources/food_service.htm 
Café Moraine serves a variety of entrees, sandwiches, salads, soups, breakfast offerings, and more. Addi-tional food services include Espresso Love coffee carts, located in the C, D, & L-Buildings, and vending machines in each building, which provide snacks, beverages and sandwiches; microwaves are also available.
Cashier’s Office

S105, (708) 974-5715 

The Cashier’s Office provides a variety of services including: Window & mail payments of tuition, payments for transcript requests, graduation petitions and photo ID replacements. The office processes tuition appeal requests via a committee, it disburses financial aid checks, processes tuition refunds, distributes the 1098-T, facilitates the sale of PACE bus passes, and handles a variety of inquiries via the phone. The cashiers will apply student adjustments for Dual Enrollment, Jump Start, Fire Science, Cook County, Workforce Development & Community Services, Displaced Homemakers, paramedics, Christ Hospital. The Cashier’s Office also serves the faculty and staff. The cashiers process tuition waivers, petty cash vouchers, parking stickers, personal check cashing ($50 max) and department deposits.

Computer Labs and Computer Areas
Buildings L, T, B, U, D, C, & A
Computers with printers are located in the Library (color printer also available), in the T-Building (T901J), and in the Academic Skills Center lab (B271-B, inside B260). A print card, purchased at the machine in the Library, is needed to print in T901 and B271. Other computers available to students are located in the Student Union (U-Bldg.), the CyberCafé (D-Bldg.), and the Prairie Study Room (C214); however, there is no printing capability in these locations. The computer labs in Academic Skills and the T-Building require students to display their student photo ID. 
Additional computers have been added throughout the campus for students to access the Internet and e-mail (no printers available). Locations are:
1st floor of B near B119
  1st floor of A near A139


1st floor of B next to B125
  2nd floor of A near the entrance to Bldg. G
1st floor of B across from B183
  1st floor of L next to L150


1st floor of B next to entrance across from L
  2nd floor of L near the entrance to Bldg. B
2nd floor of B across from B260
Additionally, wireless Internet access is available in the Library in Bldg. L; the main corridor areas of Bldgs. A, B, & L; in or near the CyberCafé in Bldg. D; the Fogelson Theater and theater lobby area in Bldg. T.; the theater and lobby area of Bldg. F; and in or near Café Moraine in Bldg. U.

English Language Learner Center

S201, (708) 974-5475 
The English Language Learner Center provides a centralized location for recruitment and general information, assessment referral, orientation, and advising of English language learners. The center provides a comfortable environment for students to meet one-on-one with English Language Learner specialists. The center is housed under the umbrella of Multicultural Student Affairs. To obtain registration and testing information for the following English programs, students should visit the English Language Learner Center in S201 or call (708) 974-5475.

Enrichment Programs & Services – English as a Second Language
www.morainevalley.edu/abeged/esl.htm 
Housed under the Enrichment Programs & Services subdivision, the English as a Second Language (ESL) Program is designed for adults whose native language is not English. It focuses on basic interpersonal communication skills. Listening and speaking are emphasized, but some reading and writing are integrated in the program. There are seven levels, and there is no tuition for these classes. 
Enrichment Programs & Services – Intensive English Language Program
www.morainevalley.edu/abeged/ielp.htm 

Housed under the Enrichment Programs & Services subdivision, the Intensive English Language Program (IELP) is a special academic program to serve students whose native language is not English and who are interested in improving their English skills for entrance into college. Potential students must possess basic academic English language processing skills that allow for sufficient classroom communication and an understanding of materials. There are three levels, and tuition is charged for this program. A placement test is required for entrance into the program. 
Enrichment Programs & Services – GED/Adult Basic Education

B260, (708) 974-5340, www.morainevalley.edu/abeged/abe_ged.htm 

The GED/Adult Basic Education department assists students in need of a high school equivalency to prepare for the General Educational Development (GED) test. The GED test includes the following subjects: Language Arts—Writing, Language Arts—Reading, Social Studies, Science, and Mathematics, as well as the U.S. and Illinois Constitutions. There is no tuition for these classes. To register and obtain registration information, contact the Adult Basic Education office in B260, (708) 974-5340.
Health Fitness Center

G210, (708) 974-5701, www.morainevalley.edu/hfc 

The Health Fitness Center’s facilities include cardiovascular machines, weight training machines, free weights, and a flexibility training area. Membership to the Health Fitness Center is available to students and community members aged 16 or older, and fees vary according to the membership length chosen. See the noncredit section of the class schedule for information on how to register for a membership.

Illinois workNet Center 

T100, (708) 974-5738, www.morainevalley.edu/wia
Mon., Wed., Thurs., Fri. 8:30 a.m. to 4:30 p.m.*; Tues. 8:30 a.m. to 7 p.m.**

    ** No evening hours during the summer (close at 4:15 p.m. Mon.–Thurs. & 11:45 a.m. Fri.).
The Moraine Valley Illinois workNet Center offers assistance to individuals who were laid off from a job or are currently under-employed. Grants are available to provide self-access job search activities such as Internet access, resume development, and job information. The center along with the Job Resource Center offers job search resources, computers, fax machines and telephones. Through the weekly Job and Internship Report, job seekers can browse job opportunities that have been posted by area employers. Individuals must meet eligibility requirements to receive additional services such as individual case management and vocational training programs. Not all applicants will qualify for these grants.

Library 
L202, (708) 974-5235, www.morainevalley.edu/library   

The Library’s collection, which is searchable through its website, includes books, periodicals, reference books, and audiovisual materials. The website also contains online databases for locating magazine and journal articles. The Library has group study rooms and a number of computers available for use. A valid student Photo ID is needed to borrow library materials and to access online databases from home; Photo ID must be registered in the library. Patrons who live in district and have a valid Metropolitan Library System card (from their local public library) are allowed to borrow circulating books. Community Borrower cards can be issued to patrons who live in district.
Police Department

Bldg. P, (708) 974-5555, www.morainevalley.edu/policedept 

The primary purpose of the Moraine Valley Police Department (MVPD) is to ensure the safety and well-being of all individuals on the campus and to provide protection for all college buildings, facilities and property. The MVPD is a professional state-level police department. The officers of the MVPD enforce all state and local rules, regulations and laws. The MVPD provides escort service as well as motorist assistance for lockouts and battery packs for emergency start-up service. Additionally, the Department handles Lost or Found items on campus.
Subdivision Offices

Where are the subdivision/deans’ offices located?

· For students looking to reach their instructor or the instructor’s dean, or to pick up an Academic Complaint Form, students may contact the appropriate subdivision office:

Career Programs, 
B150, (708) 974-5708

T711, (708) 974-5713
Enrichment Programs & Services, B260, (708) 974-5646
Liberal Arts, 
B240, (708) 974-5464

F130, (708) 974-5637
New Student Retention (COL-101), S216, (708) 974-5277
Science, Business, and Computer Technology, C154, (708) 974-5702 

Workforce Development and Community Services, T100, (708) 974-5735 
· An updated Faculty Assignment listing is available by the 7th week of the spring or fall semester from the Academic Affairs division. This resource is organized by subdivision and lists the names of both full-time and adjunct faculty alongside their mailbox locations, where students can leave a message or note for an instructor. To request a copy of the resource, contact the administrative assistant to the vice president of Academic Affairs, Ext. 5202, to be placed on the mailing list.

· Normal subdivision office hours are Mon. – Fri., 8 a.m. to 5 p.m.  Additionally, B240 is also staffed Mon. – Thurs. until 9 p.m. on days when classes are held.

Corporate Community and Continuing Education
T100, (708) 974-5735, www.morainevalley.edu/ccce
Corporate Community and Continuing Education (CCCE) provides customized solutions, training, consulting and economic development resources for organizations in all sectors. CCCE offers noncredit classes to help individuals pursue their personal and professional interests. CCCE includes the following: Active Retirement—programs for those 55 and over; Valley Learning Center—programs for children ages 4 and up and teens; Business Development Resource Center—provides services to entrepreneurs and small business owners; host to SCORE Counselors—who provide free counseling to start-up businesses; Real Estate Training Center—provides pre-licensing courses; Continuing Education—courses range from computers to home improvement to dance; and the Economic Development Council for the Southwest Suburbs (EDCSS)—an organization to stimulate business growth and to preserve the economic well-being of the southwest suburbs.

Office Hours in Student Development
NOTE: There are no evening hours on the following dates of the Fall 2011/Spring 2012 academic calendar:

       October 18, December 19–22, February 28, March 12–16.
	Department
	Phone & 

Room
	Spring and Fall Semesters
	Summer Semester
	Exceptions During 
Peak Times:

	Academic Advising
	974-5721 
S201
	Mon. – Thurs. 9 a.m. to 6:30 p.m. 

Friday 9 a.m. to 4 p.m.

1st & 3rd Saturdays: 9 a.m.to noon
	Mon. – Thurs. 9 a.m. to 6:30 p.m. 

Fri. 9 to 11 a.m.
Saturdays: closed
	(See * below for Saturday)

	Admissions
	974-5355 

S101
	Mon. &Tues.  8:30 a.m.to 7:30 p.m.

Wed. – Fri. 8:30 a.m. to 5 p.m.
	Mon.&Tues.  8:30 a.m. to 7:30 p.m.

Wed. & Thurs. 8:30 a.m. to 5 p.m.

Fri. 8 a.m. to 12 noon
	2 wks prior to and 1st 2 wks of fall/spring: close at 7:30 Mon.–Thurs. 

and 5 p.m. Fri. (See * below)

	Athletics
	974-5727 
G217
	Mon. – Fri. 8 a.m. to 5 p.m.


	Mon. – Thurs. 8 a.m. to 5 p.m.

Fri. 8 a.m. to 12 noon
	

	Center for 
Disability Services
	974-5711 
S114
	Mon. – Fri. 8 a.m. to 4:30 p.m.
	Mon. – Thurs. 8 a.m. to 4:30 p.m.

Fri. 8 a.m. to 12 noon
	

	Children’s Learning Center
	974-5729

S131
	Mon. – Fri. 7 a.m. to 6 p.m.
	Mon. – Thurs. 7 a.m. to 5 p.m.

Fri. 7 a.m. to 12 noon
	

	Counseling & Career Development Center
	974-5722 

S202
	Mon. – Thurs. 9 a.m. to 7:30 p.m.

Friday 9 a.m. to 5 p.m.

1st & 3rd Saturdays: 9 a.m.to noon
	Mon. – Thurs. 9 a.m. to 6:30 p.m. 

Fri. 9 to 11 a.m.

Saturdays: closed
	(See * below for Saturday)

	Financial Aid
	974-5726 

S107
	Mon.&Tues.  8:30 a.m. to 7:30 p.m.

Wed. – Fri. 8:30 a.m. to 5 p.m.
	Mon.&Tues.  8:30 a.m. to 7:30 p.m.

Wed. & Thurs. 8:30 a.m. to 5 p.m.

Fri. 8 a.m. to 12 noon
	2 wks prior to and 1st 2 wks of fall/spring: close at 7:30 Mon.–Thurs. 

and 5 p.m. Fri. (See * below)

	International Student Affairs
	974-5443 
S217
	Mon. – Fri. 8:30 a.m. to 5 p.m.


	Mon. – Thurs. 8:30 a.m. to 5 p.m.

Fri. 8:30 to 12 noon
	

	Job Resource Center
	974-5737 

S202
	Mon,Wed.,Thurs,Fri. 8:30 -4:30

Tues. 8:30 a.m. to 7 p.m.
	Mon. – Thurs. 8:30 a.m. to 4:15 p.m. 

Fri. 8:30 a.m. to 11:45 a.m.
	

	Multicultural Student Affairs
	974-5475 
S201
	Mon. – Wed. 9 a.m. to 7 p.m.

Thurs. & Fri. 9 a.m. to 5 p.m.
	Mon. – Wed. 9 a.m. to 7 p.m.

Thurs. 9 a.m. to 5 p.m.

Fri. 9 a.m. to 12 noon
	

	New Student 
Retention
	974-5277 
S216
	Mon. – Fri. 8 a.m. to 5 p.m.


	Mon. – Thurs. 8 a.m. to 5 p.m.

Fri. 8 a.m. to 12 noon
	

	Photo ID
	974-5620 

Info Desk S100
	Mon.–Thurs. 8:30 a.m. to 7:30 p.m.
Fri. 8:30 a.m. to 5 p.m.
	Mon.&Tues.  8:30 a.m. to 7:30 p.m.

Wed. &Thurs. 8:30 a.m. to 5 p.m.

Fri. 8 a.m. to 12 noon
	2 wks prior to fall/spring: close at 7:30 Mon.–Thurs. 

and 5 p.m. Fri. (See * below)

	Records
	974-5730 

S111
	Mon.&Tues.  8:30 a.m. to 7:30 p.m.

Wed. – Fri. 8:30 a.m. to 5 p.m.
	Mon.&Tues.  8:30 a.m. to 7:30 p.m.

Wed. &Thurs. 8:30 a.m. to 5 p.m.

Fri. 8 a.m. to 12 noon
	2 wks prior to and 1st 2 wks of fall/spring: close at 7:30 Mon.–Thurs. 

and 5 p.m. Fri. (See * below)

	Registration
	974-2110 

S103
	Mon.&Tues.  8:30 a.m. to 7:30 p.m.

Wed. – Fri. 8:30 a.m. to 5 p.m.
	Mon.&Tues.  8:30 a.m. to 7:30 p.m.

Wed. – Thurs. 8:30 a.m. to 5 p.m.

Fri. 8 a.m. to 12 noon
	2 wks prior to and 1st 2 wks of fall/spring: close at 7:30 Mon.–Thurs. 

and 5 p.m. Fri. (See * below)

	Student Life
	974-5717 

U115
	Mon. – Thurs. 8:30 a.m. to 7 p.m.

Friday 8:30 to 5 p.m.
	Mon. – Thurs. 8:30 a.m. to 5 p.m.

Fri. 8:30 to 12 noon
	

	TRIO Educational Talent Search
	608-4026 

S219
	Mon. – Fri. 8 a.m. to 4:30 p.m.
	Mon. – Thurs. 8 a.m. to 4:30 p.m.

Fri. 8 a.m. to 12 noon
	

	TRIO Student 

Support Services
	974-5648 

S219
	Mon. – Fri. 8 a.m. to 5 p.m.


	Mon. – Thurs. 8 a.m. to 5 p.m.

Fri. 8 a.m. to 12 noon
	

	TRIO Upward Bound
	608-4145 

S219
	Mon. – Fri. 8 a.m. to 5 p.m.
	Mon. – Thurs. 8 a.m. to 5 p.m.

Fri. 8 a.m. to 12 noon
	

	Placement/

COMPASS Testing
	974-5249 

B101
	Mon. & Tues. 8 a.m. to 7:30 p.m.
Wed. – Fri. 8 a.m. to 2 p.m.

Sat. Closed
	Starting week. of Memorial Day:

Mon. – Thurs. 8 a.m. to 7:30 p.m. 
Friday 8 a.m. to 10 a.m. 

Sat. 9 a.m. to 12 noon
	2 wks prior to fall and 1st wk of fall: 
close at 2 p.m. Fri.

	Testing Center

(proctored exams)
	974-5249 

B101
	Mon. – Thurs. 8 a.m. to 9:20 p.m. 

    (last test is given at 8:45 p.m.)

Fri. 8 a.m. to 3:50 p.m. 

    (last test is given at 3:15 p.m.)

Sat. 9 a.m. to 1:50 p.m. 

    (last test is given at 1:15 p.m.)
	Mon. – Thurs. 8 a.m. to 9:20 p.m. 

    (last test is given at 8:45 p.m.)

Fri. 8 a.m. to 11:50 a.m. 

    (last test is given at 11:15 a.m.)
Sat. 9 a.m. to 1:50 p.m. 

    (last test is given at 1:15 p.m.)
	


* Saturday, August 20, 2011, and Saturday, January 14, 2012:  Registration, Admissions, Financial Aid, Photo ID, Academic Advising, and Counseling open 9 a.m. to 2 p.m.
Suggested Phone Script for Transfer Calls (Calls not related to your area)
Moraine Valley Community College (department name), XXXX speaking.  How may I help you?

(If the call is not related to your area, ask questions to make sure you know what the caller specifically wants.)

I don’t know the answer to your question, but I will help you find the correct department.  (Get information if the caller represents a business, college, organization, etc. or if the person is a student.)  Possible questions:  Do you know a name of a contact or department?  Have you read about…in a publication?

I will transfer you to xxxx (person or department).  For future reference, please note the number.  The phone number is 974-XXXX.  Please stay on the line, and I will connect you.  

(Call the number.  When answered, verify that this is the correct person/area.  If not, see if this person knows.  If not, as a last resort, you may refer the caller to College and Community Relations 974-5375.)

(Phone queues: Please note that the numbers for Academic Advising (974-5721), Financial Aid (974-5726), and Registration (974-2110) are managed by a phone queue. Before transferring calls to these numbers, explain that the caller will be placed in a phone queue, and that calls will be answered in order of receipt.)

I’m sorry, that department/individual does not have the information.  I can transfer you to College and Community Relations.  That number is 974-5375.

(If it is after business hours, or there is no answer, then go back to the caller and tell the caller there is no answer.  Suggest the caller try the call later, and offer to give the number again.)

Calls requesting a specific person/department

(If the party knows/requests a particular person or department, get the phone number and give it to the party and offer to transfer the call.)

For your future reference, the direct phone number for that department is 974-XXXX. Please hold while I transfer your call.

(If you get voice mail or there is no answer, resume your connection to the caller and explain. Please note again that some departments use a phone queue as listed above.)

I’m sorry, that person is unavailable.  Would you like to leave a message on the voice mail or call later? 

(Transfer the call to the voice mail, if requested. If the person requested is a faculty member, be sure to explain that faculty office hours may be sporadic. You may also suggest e-mail. E-mail addresses may be obtained using the address book tool on Outlook.)

Other Suggestions

You may want to inform callers that the Moraine Valley website can be a source for phone numbers for full time faculty. Click on Resources near the top of the home page, then Resources for Students. On the next screen, click on Directory—Departments and Faculty.  

If it will take awhile to determine the correct department, or if the caller needs to end the call, you may want to take the person’s name and phone number and call back with the information.
Steps for New Students Supplement
Financial Aid Eligibility Criteria include the following:

1. Be a citizen of the US or an eligible non-citizen (permanent resident).

2. Be a resident of Illinois for at least 12 months prior to the award year to qualify for 
state funds (i.e., MAP & IIA). Parent of dependent students must be an Illinois resident.

3. Demonstrate financial need by completing the FAFSA.

4. Be enrolled at MVCC in a degree or certificate program that is at least 16 credit hours in length. Students enrolled in only developmental courses are ineligible.  The number of hours a student must be enrolled in varies by award program. However, students do not need to be full-time in order to be eligible for aid.

5. Be in compliance with MVCC’s Standards of Academic Progress for recipients of financial aid.

6. Must have graduated from high school, received a GED, or demonstrate the ability to benefit from college-level courses by obtaining satisfactory scores on MVCC’s assessment tests.

Placement Test Exemptions

· Students may be exempt from part or all of the placement tests based on previous college-level credit of “C” or better in or ACT scores of 20 or above in English, reading, and/or math. (Students with 20 or above in only one or two areas of English or reading or math may use those scores for placement, but must still take the writing, reading, and/or math test(s) for which they did not qualify.)

· To qualify for a placement test exemption, students may take a copy of their college transcript to the Academic Advising Center, S201, or ACT scores to the New Student Retention, S216, (708) 974-5277.

· Students attending a four-year college/university who will attend MVCC for the summers only may be exempt from placement tests. When registering, students should speak to the Registration office to verify exemption; S103, (708) 974-2110. 

Placement Test Preparation

· To prepare, students may review sample questions online at www.act.org/compass (then click “For Students,” and then “Sample Test Questions”). A study guide titled Chart Your Success on the COMPASS is on reserve in the Library in Bldg. L and Multicultural Student Affairs in S201. It is also available to check out of some local libraries.
New-Student Orientation Information

· The orientation is a combination of interactive discussion with a counselor about college requirements, programs and services to support student success, and what it takes to be a successful learner. Academic advisors provide students with insight about mandatory college placement based on test results from college testing or ACT scores in reading, composition, and mathematics. Students are introduced to college policies, college programs, degree offerings, course requirements, course selection procedures, and online registration for the first semester. 

OTHER RESOURCES

All student service providers should have access to and familiarize themselves with the following resources:

Staff Reference Directory 

· Each department should have a copy of the Staff Reference Directory (yellow cover). This directory has been distributed collegewide to provide staff with information frequently asked by students and community members. The directory provides room numbers, phone numbers and other information in order to correctly refer visitors and callers. When you cannot find the information needed within this information guide, the Staff Reference Directory is another helpful resource to use.
Class Schedule

· The class schedule contains a list of courses being offered during each semester. The opening pages list the admissions and registration process for new and returning students, placement testing procedures, tuition information, applying for financial aid, and other important information for students. You may refer students to the class schedule, obtained in the Student Services Center (S Building) or online at http://www.morainevalley.edu under “Hot Topics,” if they are inquiring about this information, 
Catalog

· The catalog contains course descriptions and degree and certificate requirements. It also lists graduation requirements, student services, grade and GPA information, student rights and responsibilities, and more. The catalog is published every two years. It is available in the Admissions Office, S101, or online at http://www.morainevalley.edu/Academics/catalog.html 
Important Dates for Registration

· Prior to the start of the registration period for the spring and summer/fall semesters, you may receive via e-mail a document titled Important Dates for (Spring/Fall 20xx) Registration. This one-page list includes information such as the first day of priority and open registration, the beginning of the semester, orientation dates, financial aid deadlines, class schedule availability, and the last day to drop a 17-week class for a refund.

Master Calendar

· When a student or community member is trying to locate the room number of an event occurring on campus, check the Master Calendar, which is available via the Intranet (click College Calendar at left) or via the Master Calendar icon on your computer’s desktop. Each department that has scheduled events also should have 1 or 2 staff members designated to add the department’s own workshops, meetings, and other events to the Master Calendar. 
Phone Directory

· Phone extensions, departments, and office/mailbox locations, for staff and full-time faculty can be found on the intranet phone directory, accessible by clicking the Phone Directory icon on your desktop or going to https://intranet.morainevalley.edu/PhoneDir. Also found on the phone directory site is a listing of staff extensions and titles by department; it is accessible by clicking the “College Resources” link on the phone directory. Students who wish to contact an adjunct faculty member via phone may contact the appropriate subdivision office for assistance; subdivision phone numbers can be found on page 25.
Employee Language Resource Bank

· Moraine Valley has developed an Employee Language Resource Bank to identify employees with knowledge and competencies other than English, including sign language. The list of employees who have agreed to assist other employees in better serving students and the community can be found on the Intranet or the Phone Directory (click the “Language Resource Bank” link) or directly via https://intranet.morainevalley.edu/LanguageResourceBank. 


