N

TENEEREI .
GHER COLLEGES OF TECHNOLOGY

20712012 "o

www.hct.ac.ae




Our Mission

The Higher Colleges of Technology
is dedicated to the delivery of technical and
professional programs of the highest quality to
the students, within the context of sincere respect
for diverse beliefs and values.

Graduates will have the linguistic ability to
function  effectively in  an international
environment, the technical skills to operate in an
increasingly complex technological world, the
intellectual capacity to adapt to constant change,
the commitment to sustainable development and
the leadership potential to make the fullest
possible contribution to the community for the
good of all its people.




Contents

1. Overview of the HCT 7 3. Student Conduct 17

2. College Life 9 Disciplinary Measures 17
College Hours 9 Appeals 17
Identification Cards 9 Importance of Attendance 17
Timetables 10 4. Academic Life 19
Student Services 10 Examinations and Assessments 19
Health and Wellness 10 Grade Reports 19
Student Associations 11 Academic Standing 19
Student Publications 11 Academic Dismissal 20
Campus Activities 1 Academic Honesty 20
Counseling 12 Graduation Requirements 20
Services for Students with Special Needs 12 Recognition of Academic Excellence 21
Computers and Internet 13 Work Experience 23
Laptops 13 Field Trips 23
Library 13 Withdrawal from College 23
Telephones 13 Re-Enrolment 23
Prayer Rooms 14 Confidentiality of Records 23
Transport 14 5. Academic Calendar 2011-2012 25
Parking 14 Contact Details 29
Security 14 Where to Find More Information 30
Lockers 14
Payments 15
Financial Aid 15
Career Centers 15
Sponsorship 15

n
Higher Colleges of Technology | Information for Parents Higher Colleges of Technology | Information for Parents




Higher Colleges of Technology

Information for Parents

Overview
of the HCT

In 1985, HE Sheikh Nahayan Mabarak
Al Nahayan, Chancellor of the United
Arab Emirates University, made a
commitment to establish a new system
of post-secondary education for UAE
Nationals that would stress the ideals
of productivity, self-determination and
excellence.

His Excellency envisioned a system of
the highest quality that would be used
to educate Nationals for the professional
and technical careers necessary in a
rapidly developing society.

In fulfillment of that vision, the Higher
Colleges of Technology (HCT) was
established in 1988 by a federal decree

law issued by the Late Sheikh Zayed
Bin Sultan Al Nahyan, may his soul rest
in peace. Four colleges commenced
in 1988. Since then, twelve additional
colleges and the Centers of Excellence
for Applied Research and Training
(CERT) have opened throughout the
Emirates.

Dr Tayeb Kamali, the Vice Chancellor,
directs and co-ordinates the overall
operation of the HCT. Each college and
directorate has a management team led
by a Director. HCT has well qualified
and experienced teachers who have
been selected for their academic and
technical expertise.
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College Life

College Hours

College offices are usually open from
8:00 am until 5:00 pm, Sunday through
Thursday, although the hours may
be longer than this depending on the
college.  Classes may be scheduled
from 7:30 am till 9:00 pm depending
on the program. Students may stay on
campus to work on class assignments,
projects or other activities after their
scheduled classes and may come to
college on Saturdays.

Please contact the college for more
specific information on the opening
hours, as the opening hours vary from
college to college.

Students may be allowed in the college
facilities outside the opening hours
provided they have permission from
the Program Chair or Student Services
Supervisor. Students are requested to
bring their HCT ID card, sign in and out
and abide by the same rules applicable
on regular working days.

Identification Cards

All students are issued a photo ID card
during registration. Students must keep
this card until graduation.

Student ID cards have a number of

important uses:

- Students must present their ID cards
at examinations; to check out material
from the library; and to borrow college
equipment.

-In the women’s colleges, students
must show this ID card to the security
officer prior to being allowed to enter
or leave the campus. With specific
parent or guardian authorization, an
additional ID card may be issued to
allow students to leave the campus
during the day. This may apply to
senior students, married female
students or students who need to
leave the college to work on projects
with industry.  For procedures to
authorize this card, please contact
Student Services at the college.
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Timetables

At the beginning of each semester
timetables will be available online
through the HCT website self-service
window.  Students should view and
print their own timetables. It is the
students’ responsibility to follow these
timetables.

Parents can access their son’s or
daughter’s timetable on the HCT
website self-service window, using
their son’s or daughter’s username and
password. If you do not have access to
the internet, you can contact Student
Services in the college.

Student Services

Student Services offers a range of
programs, facilities and services which
contribute to the students’ personal
growth and academic achievement.

Student Services staff are available
to assist students  with student
organizations,  encourage  student
involvement in event planning and
production, and work with student
groups to plan and implement social,
educational and recreational programs.
They also provide information and
resources for students.

In some colleges, Student Services
offices provide for convenient access
to an ATM banking center, bookstore,
copy center, lockers, lost & found, and
3 games room.

Health and Wellness

HCT aims to promote sports and health
awareness among students and staff
by creating an environment which
enhances the values of teamwork,
leadership and lifelong fitness.

Most colleges provide opportunities
for students to fulfill their needs and
practice their hobbies, including sports
activities, gym classes, special courses
and professional seminars on health
awareness.

A college-based nurse is also available
at some colleges.

Each college offers a cafeteria for
students’ meals and snacks during the
day. Every effort is made to ensure
that meals are nutritious, satisfying
and affordable. A committee of staff
and students works with the caterer
to ensure that satisfactory and healthy
food is available. Food should be
consumed only in designated areas.

R W TR

Student Associations

Each college has its own Student
Leadership Group (sometimes called
Student Council or Student Parliament).
These councils act as a link between
the students and college management
to improve student life and also plan
and organize various activities and
events throughout the year.

Student representatives of all the
colleges meet and elect a system-wide
HCT Student Council. This committee
represents the wider HCT student body
inside the country as well as abroad.

Some colleges have other groups
that students can join, such as the
Peer Tutoring Group, where students
in senior years with good academic
standing tutor other students who
might need extra help in their studies.
In some colleges, students can also join
the Food Committee, where student
representatives  monitor  feedback
regarding food quality, menu items and
services and plan activities to promote
awareness of healthy eating and
nutrition.

Student Publications

HCT students, working with faculty
advisors, produce a variety of print
and electronic publications each year.
If your son or daughter is interested
in photography, writing, magazines
or producing a yearbook, he or she is
encouraged to contact Student Services
to pursue this interest.

Campus Activities

A wide variety of physical, social
and cultural activities is available to
interested  students.  Students are
encouraged to make every effort to
participate in these activities, which
are designed to supplement and
complement their classroom work,
enhance their HCT experience, and
provide a healthy balance in life.

In many cases, students organize or
coordinate college events such as
National Day celebrations, film festivals,
athletic and recreational competitions,
health and wellness days, heritage and
cultural displays, art shows and career
fairs. These events develop individual
and group initiative, teamwork and
leadership skills.
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Counseling

College counselors are available to help
students having academic or personal
problems that interfere with their classroom
performance or social adjustment. Counselors
can help students find solutions to their
problems and facilitate academic and personal
growth. HCT counselors are all trained
professionals who maintain confidentiality.

Services for Students with Special
Needs

The HCT is committed to providing students
with special needs opportunities equal to
students without special needs. Special needs
is a term used to describe individuals who
require assistance because of their disabilities.
These disabilities would include visual
disability, speech and language disability,
physical disability, psychological conditions,
hearing disability, a learning disorder, attention
deficit disorder and medical disability. Students
with special needs may be eligible for extra
support or accommodations that will give
them the same opportunities to complete
tasks as students without special needs.

These accommodations could include, but are
not limited to, the use of assistive technology,
extra time for tasks or examinations, large
print materials and allowing the taping of
presentations.

If your son or daughter has a disability
and you believe that he or she requires
accommodations or support, they should
contact the college counselor or Student
Services supervisor to arrange a meeting
as early as possible in the academic year.
Recent documentation of special needs from
3 qualified medical practitioner or other
appropriate professional is required.

The information provided on the specific
special needs of the student will be treated as
confidential and will not be disclosed to anyone.
In order to provide the accommodations
necessary, limited information will be
discussed with staff on a ‘need to know’ basis
with the permission of the student.
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Computers and Internet

All students are issued with a password
to access the internet and email once
they have signed the HCT Internet
Access and Electronic Mail Policy Form
agreeing to abide by the rules of the
HCT.

Laptops

Students are required to purchase their
own laptop computers at the beginning
of their program. Laptop support
for both software and hardware is
available. All academic communication
is channeled through the HCT website
and email.

Library

Students can goto thelibrary to read and
study, borrow books and magazines,
work on group projects, learn to use
new software and computer programs,
and develop learning and study skills.
Experienced and helpful Library and
Independent Learning Centre staff are
happy to assist students with all their
research and learning needs.

Printing and photocopying are also
available at the library. A small fee may
be required for this.

Telephones

All mobile phones must be switched
off in all classes. Taking pictures with
mobile phones is forbidden. Students
are not allowed to use college or staff
phones. Pay phones are available for
student use.
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Prayer Rooms

Every college has prayer rooms for
student use; some colleges have a
mosque for students to pray.

Transport

Some colleges offer transport to and
from home for students. If a student
needs transport assistance, he or she
should contact Student Services.

Parking

Parking is available in almost all
colleges. In order to provide proper
security, students should follow the
college parking policies. Any student
who breaks these rules will be subject
to disciplinary action.

Security

Students of the HCT interact with the
faculty and staff of the college on a
daily basis but may also interact with
a number of quests, vendors, and
other college visitors. The HCT wants
to ensure that all individuals whom
students meet are properly authorized
to enter the campus. To ensure proper
security for our students, security
personnel are stationed at each
entrance and will allow only those who
are properly authorized to enter. The
security officer at each of the college
entrances is appointed by the College

Director and has the right to stop
anyone who does not have the proper
authorization from entering the college.
The security check is also required to
make sure that female students do not
leave the college without permission.
Security personnel are authorized to
carry out random checks on student
and staff vehicles.  Students and
guardians must show respect for the
security officers.

If a student violates the security
procedures they may be subject to
disciplinary measures.

Lockers

Lockersare available forthe safe keeping
of books and personal belongings. The
college is not responsible for lost items.
Students are expected to empty their
lockers at the end of the academic year.
Failure to do so will result in campus
security and Student Services emptying
the locker.

Payments
Students may be required to pay a
small fee for printing and photocopying
in the library.

Students are required to pay for any
replacement ID cards required.

Textbooks are provided free of charge
by the college, however students need
to pay for any replacements.

Students are required to have a laptop;
students are directed to banks for loans,
in case loans are required. Financial
assistance may be available in some
colleges.

Financial Aid

The HCT recognizes that some students
may need assistance with laptop
purchase, meals and transportation
costs. Students who require assistance
are encouraged to contact the college
Student Services Supervisor or college
Counselor for details regarding financial
aid. Student Services can help in various
ways, such as organizing temporary
employment and providing equipment.

Career Centers

Most colleges have a Career Center, with
a professional Career Advisor, to provide
students with assistance in making
career-related  decisions, developing
a résumé, learning and practising
job-search  techniques, researching
possible employment opportunities,
and identifying their own strengths in
relation to their career choices.

Potential employers are invited to
participate in Career Days at the
colleges to meet students and inform
them of job opportunities. In addition,
employment listings received from
employers are posted at colleges to
inform students of available positions.

Sponsorship

A number of employers in the
government and private sectors offer
scholarships  to students. In some
cases these sponsored students work
part time while studying. Sponsored
students are often required to work
for the sponsor after graduation for a
period of time. For more specific and
detailed information about sponsorship,
please contact Academic or Student
Services at the college.
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HCT wants all students to get the
most out of their time at the HCT, to
be successful and to contribute to the
HCT's excellent reputation. Therefore,
the HCT sets high standards for personal
conduct as well as academic conduct.
The standards are set out in the code
of student conduct and include student
responsibilities and acceptable behavior.

Disciplinary Measures

A student will be subject to disciplinary
measures if he or she breaks the code
of student conduct or rules for academic
honesty and non-academic misconduct.
These measures could include verbal
or written warnings, suspension or
termination of privileges and activities,
dismissal from the HCT or cancellation of
a student’s credential.

Appeals

Appeals may be made against any
disciplinary  measures imposed by
sending a letter of appeal, within one
week of notification of a sanction to the
College Director.

1 8 Student Conduct

Importance of Attendance
Reqular attendance and punctuality
are important for academic success.
Students are expected to attend all
classes in each course, participate in all
learning activities and to be on time.
Each college has specific limits on being
late. Late attendance will be recorded.

Warnings either written or verbal, will
be given to students who are absent
from classes for more than 5% of
the time allotted to a course. When
absences from a course are more than
10% of the time allotted to a course, the
college will issue a final written warning
indicating that further absences may
result in a failing grade being recorded
for the course and the student may
not be allowed to continue. Students
will be given an opportunity to explain
the absences and to present relevant
documentation.

16
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Academic Life

After admission to the HCT, students
may be required to complete a
Foundations program. They may

be placed at an appropriate level

with a minimum of one semester,

and maximum of four semesters,
depending on their GSC and their CEPA
results in English and Mathematics.

The Foundations program prepares
students for the Bachelor degree
programs. Students who already
demonstrate an acceptable level of
English and Math can directly enter the
program of their choice.

Examinations and Assessments
Regular course examinations are held
throughout the semester. In addition
to mid term and final examinations,
students are assessed on their

assignments, projects and course work.

All assessments are appropriately
weighted. Students are notified of the
details of weighting and dates at the
beginning of the semester.

Grade Reports

Parents can access their son’s or
daughter’s results on the HCT website
self-service window, using their son’s

or daughter’s username and password.

If you do not have access to the
internet, please contact the Academic
Services Department in the college.

Academic Standing

Students must have a minimum
cumulative Grade Point Average (GPA)
of 2.0 to graduate from their program.

Their academic standing is assessed
throughout their program. A student
is considered to be in “Good Academic
Standing” if he or she maintains a
cumulative GPA of 2.0 or higher.

A student is placed on “Academic
Warning” if his or her semester GPA
is below 2.0 and his or her cumulative
GPA is above 2.0. A student is placed
on “Academic Probation” if his or

her cumulative GPA falls below 2.0.
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Academic Life

Students then have two further

semesters to raise their GPA above 2.0.

Academic Dismissal

If a student does not attain a
cumulative GPA of 2.0 after two
semesters on academic probation,

he or she will be subject to academic
dismissal. A student is also dismissed
if he or she takes longer to complete
the program than the specified limit.

Academic Honesty

HCT is committed to creating a learning
environment that is honest and ethical.
Breaches of academic honesty will be
treated with the utmost seriousness.
Students found quilty of plagiarism,
cheating and other forms of academic
dishonesty will be dismissed with a
permanent record on their academic
transcript.

Graduation Requirements
To qualify for a Higher Colleges of

Technology credential, a student
must successfully complete the
requirements of his or her program,
such as the minimum number of
credits, required courses, English
language assessments, work
experience and other requirements
specific to the student’s program.

A minimum cumulative grade
point average of 2.0 is required for
graduation.

To qualify for a Higher Colleges of
Technology credential a student must
complete a minimum of 50% of the
program requirements at the HCT,
rather than at another institution.

Recognition of Academic
Excellence

HCT believes that it is very important
to officially recognize student

achievements. At the end of the
year, a number of system-wide and
college awards are presented to
outstanding HCT students.

Chancellor’s Award

These awards are given to
graduating students who have made
the most significant contribution
to college life throughout the final
academic year while maintaining
3 GPA of 3.0 or above in each
semester of their final academic
year. At every college, one award
is given in each of the programs
(i.e. Diploma, Higher Diploma and
Bachelor Degree). The Chancellor
makes the final selections.

Academic Honors
The following awards are available
to students, provided they meet
the cumulative GPA criteria in their
program and the following additional
criteria:

Distinction

Cumulative GPA between 3.5

and 3.74

Distinction with Honors
Cumulative GPA between 3.75
and 4.0

Distinction with Highest
Honors

Student with the highest GPA
in their program, across or
throughout the HCT system,
provided the cumulative GPA is
between 3.75 and 4.0

The achievement of ‘Distinction’,
‘Distinction with Honors” and
‘Distinction with Highest Honors” will
be noted on the student’s credential
and transcript.

Industry Awards

Several industry awards are
granted to outstanding graduates
in various programs. For additional
information, please refer to the HCT
Catalogue.

College Specific Awards

In addition to the above awards
there are college specific awards.
The colleges concerned make the
final decisions on these awards.
Please contact the Student Services
office of the college for further
details.

Director’s List

Students in good standing, who
achieve a GPA of 3.50 or above in
any semester shall be placed on the
Director’s List. The minimum required

Higher Colleges of Technology | Information for Parents
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Academic Life
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credit hours vary with each credential
and are detailed in the HCT catalogue.

Work Experience

Work experience is part of the
curriculum for all HCT programs and

is a requirement for graduation. HCT
encourages qualified students to work
abroad when such placements promise
to enrich their academic programs.

For additional information, contact the
work experience coordinator at the
college.

Field Trips

Field trips are required components

of HCT academic programs. Your son
or daughter will need you to sign a
permission letter allowing him/her to
participate in these activities. Students
must travel from and return to the
college. No other arrangements are
possible, other than those agreed to in
advance by parents or guardians.

Withdrawal from College

Any student who withdraws from
college must complete a withdrawal
form available at the Student Services
department in their college to avoid
being subject to academic penalty.
Students who do not withdraw prior to

the specified date will receive a failing
grade for that course.

Re-Enrolment

A student who is in good academic
standing, but has previously withdrawn
from a college, may apply for re-
enrolment in the same program in

the calendar year following their
withdrawal.

Approval depends upon space
availability and is at the discretion
of the College Director. There is no
guarantee that the student will be
allowed to re-enroll.

Confidentiality of Records

A student’s personal and academic
records are treated as confidential

and will not be released without the
written permission of the student
concerned. Upon admission, students
must complete a consent form
providing details of their legal guardian
and if they are a sponsored student,
of their sponsor. If at any time, the
guardian of the student changes,
because for example they married, the
student must notify HCT and provide
updated information.

Higher Colleges of Technology | Information for Parents
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Academic Calendz

Notes on the Academic
Calendar

This calendar notes important dates
throughout the HCT academic year.

The HCT year is divided into two
main semesters, fall and spring, and
3 third optional summer session. Each
semester includes a Final Assessment
period. Following each assessment
period, there is a period called
“Student Progression Advisory”. This
period is used for students to receive
their grades and to consult with their
Academic Advisors or the Program
Chairs regarding their progress, as
necessary.

This calendar contains the dates that
are important if your son or daughter

wishes to add or drop a course. These

changes need to be made before the
dates given, otherwise your son or
daughter might be penalized. Also be

20112012

aware that the time period allowed
for withdrawal will be prorated for
students who withdraw from a course
which is shorter than a semester.

HCT will officially announce any closure
on a religious and/or public holiday

to staff and students. Ramadan and
religious holidays are based on the
Official Hijri Calendar from the Ministry
of Justice and Islamic Affairs, and are
subject to confirmation.
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Academic Calendar 2011-2012

Deans and Program Chair report (last day)

Sun 21 Aug 201

Faculty report (last day)

Sun 21 Aug 201

System Meetings and Academic Division Retreats

Sun 21 to Thu 25 Aug 2011

New and Returning Student Orientation and Registration
First Semester: Sun 4 Sep 2011 to Thu 2 Feb 2012

Semester Starts

Sun 28 to Mon 29 Aug 2011

Sun 4 Sep 2011

Last day for supplemental assessments (AY 2010-11) and challenges

Thu 15 Sep 2011

Last day to add/drop courses

Thu 22 Sep 2011

Last day to withdraw from a semester length course without penalty

Thu 13 Oct 2011

Last day to withdraw from a two-semester course without penalty

Thu 1 Dec 2011

Mid-year Recess for staff and students (3 weeks)

Sun 18 Dec 2011 to Thu 5 Jan 2012

Classes resume

Sun 8 Jan 2012

Last day to complete work experience

Thu 19 Jan 2012

Final Assessment Period

Sat 21Jan to Sat 28 Jan 2012

Resit Assessment Period

Sun 29 Jan to Tues 31 Jan 2012

Student Progression Advisory
Second Semester: Sun 5 Feb to Thu 21 Jun 2012

Semester Starts

Tue 31Jan to Thu 2 Feb 2012

Sun 5 Feb 2012

Last day for Supplemental Assessment

Thu 16 Feb 2012

Last day to add/drop courses

Thu 23 Feb 2012

Last day to withdraw from a semester length course without penalty

Thu 15 Mar 2012

Spring Recess for Students (2 weeks)

Sun 25 Mar to Thu 5 Apr 2012

Spring Recess for Staff (1 week)

Sun 25 Mar to Thu 29 Mar 2012

Professional Development Week for Faculty and Staff

Sun 1 Apr to Thu 5 Apr 2012

Classes resume

Sun 8 Apr 2012

Last day to complete work experience

Thu 7 June 2012

Final Assessment Period

Sat 9 Jun to Sat 16 Jun 2012

Resit Assessment Period

Sun 17 Jun to Thu 21 Jun 2012

Student Progression Advisory

Summer Session (Optional) Sun 24 Jun to Thu 16 Aug 2012

Summer Sessions may be scheduled to run in the weeks between:

Students may:

add/drop summer courses before completion of 10% of the class.

withdraw from summer courses without penalty before completion of 35% of the course

Tue 19 Jun to Thu 21 Jun 2012

24th June and 16th Aug 2012

10% of the class

All Final Assessments must be completed by

Thu 23 Aug 2012

Religious and Public Holidays

Ramadan

1st Ramadan 1432 Mon 01 August 2011
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Contact Details

HCT College Telephone Fax P.0.Box Web

Al Ain Men’s 03) 782 0888 03) 782 0099 17155 aam.hct.ac.ae
Al Ain Women’s 03) 782 0777 03) 782 0744 17258 aaw.hct.ac.ae
Abu Dhabi Men’s 02) 445 1514 02) 445 1571 25035 admc.hct.ac.ae
Abu Dhabi Women'’s 02) 6413839 02) 6413456 41012 adwc.hct.ac.ae
Dubai Men’s 04) 326 0333 04) 326 0303 15825 dbm.hct.ac.ae
Dubai Women'’s 04) 267 2929 04) 267 3939 16062  dwc.hct.ac.ae
Fujairah Men’s 09) 222 2112 09) 222 2113 4114 fijw.hct.ac.ae
Fujairah Women'’s 09) 228 1212 09) 228 1313 1626 fiw.hct.ac.ae
Madinat Zayed Men's 02) 894 3700 02) 884 9081 58855  mzc.hct.ac.ae
Madinat Zayed Women's ~ 02) 894 3700 02) 884 9081 58855  mzc.hct.ac.ae
Ras Al Khaimah Men’s 07) 2212999 07) 2211611 4793 rkm.hct.ac.ae
Ras Al Khaimah Women’s  07) 221 0550 07) 2210660 4792 rkw.hct.ac.ae
Ruwais 02) 894 3800 02) 877 8158 58855  mzc.hct.ac.ae
Sharjah Men’s 06) 558 5222 06) 558 5252 7946 sjm.hct.ac.ae
Sharjah Women's 06) 558 5333 06) 558 5353 7947 sjw.hct.ac.ae
CERT 02) 404 8501 02) 446 2050 5464 certonline.com
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Where to Find More Information Claglat! fpe o e Jgant!

Information Required

Contact

Academic advice

Academic Advisor, Program Chair

Activities

Student Services Supervisor

Address change
Authorization ID card

Campus information

Student Self Service Window
Student Services Office

College Reception
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Career Planning

Career Centre; Program Chair
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Complaints: Academic

Program Chair
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Complaints: Student Life

Student Services Supervisor
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Computing

Counseling

College IT Services

Counselor; Student Services Office
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Special Needs Services

Student Services Office
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Disciplinary matters

Academic Services Supervisor
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Events Student Services Office
Field trips Program Chair
Financial Aid Student Services Supervisor
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Grades / Transcripts

Student Self-Service Window / Academic Services Office
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Health Care

Nurse / Student Services Office
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Lost & Found

Student Services Office
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Lost ID card

Parking

Student Services Office

Student Services Office
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Sports Information

Student Services Office
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Student Publications

Community Relations Officer
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Study Abroad Academic Services Supervisor; Program Chair
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Tutoring Academic Services Supervisor; Program Chair

Withdrawal from course/college  Academic Services Office

Work Experience Work Experience Coordinator
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