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2018-2019 Institutional Calendar 

 

Fall 2018 

Friday July 6 Fall Semester Fee Payment Begins 

(refer to HC Student Guide for more information or later registration)    

Wednesday August 1 Application Priority Date 

Tuesday August 14 Fall Orientation - Afternoon 

Thursday August 16 Fall Orientation - Afternoon 

Friday August 17 Final Application Deadline 

Tuesday August 21 Fall Convocation 

Monday August 27 Fall Semester Classes Begin 

Tuesday August 28 Make-up Orientation - Evening 

Friday August 31 Last day to add classes without instructor permission 

Monday September 3 Labor Day - College Closed 

Friday September 7 Bookstore - Last Day for Returns 

Monday September 10 Last day to add classes (instructor permission required) 

Monday September 17 Last day to drop without record and receive a refund 

Friday September 28 Part 1 of AlcoholEDU, Sexual Assault Prevention, and Transit due (Fall) 

Monday October 8 Columbus Day - College OPEN and classes in session 

Monday October 9 Last day to drop first half only class 

Wednesday October 17 First Half Semester Classes End 

Thursday October 18 Second Half Semester Classes Begin 

Friday October 19 Mid-term grades due 

Friday November 2 Part 2 of AlcoholEDU, Sexual Assault Prevention, and Transit due (Fall) 

Tuesday November 6 Election Day - College Closed 

Sunday November 11 Veteran's Day 

Monday November 12 Veteran's Day (observed) - College Closed 

Tuesday November 13 Registration begins for current students 

Thurs.-Fri. November 22-23 Thanksgiving Break - College Closed 

Monday November 26 Last day to drop classes 

Monday December 3 Registration begins for new students 

Monday December 3 Graduation applications are due for Spring 2019 graduates 

Wednesday December 5 Last day to drop second half only class 

Mon.-Fri. December 10-14 Book Buyback 

Friday December 14 Last Day of Fall Semester Classes  

Friday December 14 RN Pinning Ceremony 

  December 17-January 4 Bookstore Closed 

  December 17-January 11 Semester Break - No Classes, College Open 

Tuesday December 18 Grades Due 

Friday December 21 Grades Posted to MY HC 

Tuesday December 25 Christmas Day - College Closed 
   

Spring 2019 

Monday November 13 Spring Semester Fee Payment Begins 

(refer to HC Student Guide for more information or later registration)    

Tuesday January 1 New Year's Day - College Closed 

Friday January 4 Final Application Deadline 

Monday January 7 Bookstore Opens 

Thursday January 10 Spring Orientation - Afternoon 

Monday January 14 Spring Semester Classes Begin 
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Tuesday January 15 Make up Spring Orientation - Evening 

Friday January 18 Last day to add classes without instructor permission 

Monday January 21 Martin Luther King Day - College Closed 

Friday January 25 Bookstore - Last Day for Returns 

Monday January 28 Last day to add classes (instructor permission required) 

Monday February 4 Last day to drop without record and receive a refund 

Monday February 18 President's Day - College Closed 

Tuesday February 26 Last day to drop first half only class 

Friday March 1 Part 1 of AlcoholEDU, Sexual Assault Prevention, and Transit due (Spring) 

Thursday March 7 First Half Semester Classes End 

Friday March 8 Second Half Semester Classed Begin 

Tuesday March 12 Mid Term Grades Due 

Mon.-Fri. March 25-29 Spring Break** - No Classes, College Open, Bookstore Closed 

  **subject to change depending on Helena School District spring break    

Friday April 5 Part 2 of AlcoholEDU, Sexual Assault Prevention, and Transit due (Spring) 

Monday April 8 Registration begins for current students 

Wednesday April 17 Last day to drop classes 

Friday April 26 Helena College Day - No Classes, College Open 

Monday April 29 Last day to drop second half only class 

Tuesday April 30 Graduation applications are due for Summer and Fall 2019 graduates 

Wednesday May 1 Registration begins for new students 

Mon.-Thurs. May 6-9 Book Buyback 

Wednesday May 8 Last day of classes 

Friday May 10 RN Pinning Ceremony 

Saturday May 11 Graduation  

Monday May 13 Grades Due  

Wednesday May 15 Grades Posted to MY HC 
   

Summer 2019 

Monday May 13 Beginning of PN sessions 

Monday May 27 Memorial Day - College Closed 

Tuesday May 28 Beginning of first 5-week session and 6- and 10-week sessions 

Wednesday June 5 

Part 1 of AlcoholEDU, Sexual Assault Prevention, and Transit due (first 5-wk, 

6-wk, 10-wk sessions) 

Wed.-Fri. June 26-28 Bookstore Closed for Inventory 

Friday June 28 End of first 5-week session 

Monday July 1 Beginning of second 5-week session 

Thursday July 4 Independence Day - College Closed 

Thursday July 4 

Part 2 of AlcoholEDU, Sexual Assault Prevention, and Transit due (first 5-wk, 

6-wk sessions) 

Monday July 5 End of 6-week session 

Monday July 8 

Part 1 of AlcoholEDU, Sexual Assault Prevention, and Transit due (second 5-

wk session) 

Friday August 2 End of 10-week and second 5-week sessions 

Friday August 9 

Part 2 of AlcoholEDU, Sexual Assault Prevention, and Transit due (second 5-

wk, 10-wk sessions) 

Thurs.-Fri. August 9-10 Bookstore Summer Buyback  

Friday August 9-10 End of PN sessions 

Friday August 17 End of LPN Sessions 

Friday August 17 LPN Pinning Ceremony 

Note:   Exchange Columbus Day Holiday (10/8) for Friday following Thanksgiving (11/23) 
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General Information 

Mission Statement 

Helena College, a comprehensive two-year college, provides access to and support of  

high quality lifelong educational opportunities for our diverse community. 

Core Themes 

Through an inclusive campus and community-wide discussion of Helena Collegeôs purpose and goals, three core themes have been 

identified individually and collectively to define the Collegeôs mission. 

¶ Student Access and Success 

¶ High Quality Education 

¶ Community Enrichment 

Vision Statement 

Helena College will be recognized as a responsive regional provider of comprehensive educational opportunities, as a partner in 

economic and community development, and as a diverse and accessible community of learners. Helena College will promote 

excellence in education, maintain fiscal and operational integrity; and cultivate an environment of fellowship, inclusiveness, and 

respect. 

Strategic Plan 

A strategic planning day was held at Helena College. From this campus-wide event including all faculty, staff and administrators, 

six themes emerged that were further developed by the College Council into the following six strategic goals and related objectives 

identified in the Collegeôs 2012-2022 plan: 

1. PROMOTE STUDENT SUCCESS AND ACHIEVEMENT  

¶ Construct academic pathways for undergraduate education that enable seamless career transition or postsecondary 

educational transfer. 

¶ Increase educational access and support for a diverse student population through community efforts and collaboration. 

¶ Promote a culture of collaboration and communication that ensures that the College meets its mission. 

2. ADVANCE ACADEMIC EXCELLENCE AND SCHOLARSHIP  

¶ Provide relevant and enriching instruction academic programs that address the evolving job market and global community. 

¶ Utilize research and assessment data to make evidence-based decisions regarding curriculum, instruction, and programming. 

¶ Demonstrate that students have learned requisite knowledge and skills relevant to their educational goals. 

3. BUILD COMMUNITY ENGAG EMENT AND PARTNERSHIPS 

¶ Foster collaborative partnerships with business, industry, and the broader community to enhance workforce development and 

lifelong learning. 

¶ Evaluate and respond to on-going and emerging community educational and workforce needs. 

¶ Expand civic engagement opportunities through work-based learning and other real-world educational experiences. 

4. MODEL AND FOSTER EQUITY, INCLUSION, AND CULTURAL COMPETENCY  

¶ Ensure that recruitment and hiring practices promote equity and inclusion. 

¶ Develop a diversity and inclusion action plan with measurable outcomes and ongoing assessment.  

¶  Deliver professional development and other training to support the increased cultural competency of students and 

employees. 

5. ENSURE INSTITUTIONAL INTEGRITY  

¶ Maintain and enhance a transparent process for resource prioritization and allocation that fosters efficient, effective and 

equitable use of fiscal resources. 

¶ Procure and allocate resources to support the mission of Helena College.  

¶ Devise and implement performance metrics for assessing institutional progress towards identified goals.  
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Accreditation, Certification , and Approval

Helena College University of Montana is accredited by the 

Northwest Commission on Colleges and Universities.  

Accreditation of an institution of higher education by the 

Northwest Commission on Colleges and Universities indicates 

that it meets or exceeds criteria for the assessment of institutional 

quality evaluated through a peer review process. An accredited 

college or university is one which has available the necessary 

resources to achieve its stated purposes through appropriate 

educational programs, is substantially doing so, and gives 

reasonable evidence that it will continue to do so in the 

foreseeable future. Institutional integrity is also addressed 

through accreditation.  

Accreditation by the Northwest Commission on Colleges and 

Universities is not partial but applies to the institution as a whole. 

As such, it is not a guarantee of every course or program offered, 

or the competence of individual graduates. Rather, it provides 

reasonable assurance about the quality of opportunities available 

to students who attend the institution.  

Inquiries regarding an institutionôs accredited status by the 

Northwest Commission on Colleges and Universities should be 

directed to the administrative staff of the institution. Individuals 

may also contact:  

Northwest Commission on Colleges and Universities 

8060 165th Avenue N.E., Suite 100  

Redmond, WA 98052 (425) 558Ȥ4224 

www.nwccu.org 

 

Accreditation by the Northwest Commission on Colleges and 

Universities refers to the institution as a whole. Therefore, 

statements like ñfully accreditedò or ñthis program is accredited 

by the Northwest Commission on Colleges and Universitiesò or 

ñthis degree is accredited by the Northwest Commission on 

Colleges and Universitiesò are incorrect and should not be used. 

 

http://www.nwccu.org/
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Learning Opportunities for High School Students 

High school students seeking an early start toward earning college credit have a number of opportunities at Helena College through 

Dual Credit courses, College Credit Only, and Big Sky Pathways. Helena College allows high school students to take up to 11 Dual 

Enrollment credits per semester. 

Dual Credit Courses 
Helena College provides dual credit courses for high school students through agreements across the region with the following 

districts and high schools: Broadwater County, Drummond, Granite County, Helena School District, and Jefferson County. Dual 

credit allows students to enroll in courses at their high schools that satisfy diploma requirements and provide college credits 

applicable towards degree and certificate programs at Helena College. Earned credits are accepted by the high school and Helena 

College. Course availability varies by high school location. 

 

College Credit Only 
The College Credit Only Program allows area high school students the opportunity to experience the college environment by taking 

classes at Helena College. Eligible students can start working on a degree or certificate program offered by the College or earn 

transferable credits towards a four-year degree from the Montana University System based upon seat availability one week prior to 

the beginning of the semester. All students interested in Dual Credit/College Credit only will need to meet the following 

requirements: 

¶ Students may register for up to 11 credits per semester and must satisfy any course prerequisites or placement requirements. 

¶ Students must be 16 years of age, in their junior or senior year, and must provide proof of high school enrollment or 

participation in a home schooling program. 

¶ Students must submit a Dual Enrollment Application and Registration Form. 

¶ Dual credit / College Credit Only courses are provided at a reduced cost for tuition and fees. 

¶ Earned credits may be transferable to other colleges and universities. 

Students interested in participating in the Dual Credit/College Credit Only should contact Admissions and Records at 406-447-6910. 

Course registration opens one week prior to the beginning of each semester. 

Montana Career Pathways  

Pathways guide students to their chosen academic and career goals by providing seamless transitions from high school to college 

and into the workforce. Through a Montana Career Pathways Grant, Helena College provides students with opportunities to 

experience technical college programs through events such as FABrication Fridays and Women in Gear.  Pathways also works to 

strengthen dual credit offerings available at each high school, online, and on-campus. Dual credit Technical Math and Technical 

Writing are especially useful for students entering career and technical fields. Programs of Study (detailed pathways) in Accounting, 

Automotive Technology, Business, Computer-Aided Manufacturing, Computer Network Administration, Computer Programming, 

Fire and Rescue, Legal Support Specialist, Medical Administrative Assistant, Medical Assisting, Nursing, Pre-Pharmacy, 

Psychology/Sociology/Mental Health, and Welding are posted on Helena Collegeôs website at: 

http://helenacollege.edu/admissions_enrollment/careerpathways.aspx.  

To help students plan how their dual enrollment courses will be used in a college program, Helena College has developed and is 

distributing packets of Career Pathways and General Education Planning Sheets. Contact Jan Clinard 

(jan.clinard@helenacollege.edu or 447-6951) for copies of these planning worksheets.  

Students should check with their high school counselor for approved classes or contact Admissions and Records at 406-447-6912.

http://helenacollege.edu/admissions_enrollment/careerpathways.aspx
mailto:jan.clinard@helenacollege.edu
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Access to Success 

In an effort to improve options for those students severely at-risk or who 

have completely dropped out of high school, Helena College and the 

Helena School District have formed a partnership called Access to 

Success. This pathway serves as a model dropout recovery/reengagement 

program in the Helena community. 

Access to Success is a high school diploma completion program. All 

coursework is provided in an adult learning environment. The program is 

housed on the Helena College campus. Eligibility is limited to those 

persons 16 and over not currently enrolled in school and who do not have 

a high school diploma. Those not meeting eligibility requirements will be 

referred to other skill-building programs within the district. 

In Access to Success, students have the opportunity to pursue their high school diploma while also given the chance to enroll in 

college classes. Some classes offer dual credit and allow students to work simultaneously toward their high school diploma and post-

secondary goals. For students meeting the entry-level course placement requirements and in need of the core high school credit, the 

option for dual credit will be provided at no cost to the student. 

Maintaining small class sizes is essential to creating a supportive learning environment. All students begin by taking a course titled 

ñStrategies for Successò while concurrently taking courses required for their high school diploma. Each student will be supported 

through individual case management and small class size. Students also have access to all the support services provided on the 

Helena College campus. It is our hope that this opportunity will open new doors for those in need within our community. 

For more information, contact: 

Access to Success 

Helena College (Room 004) 

1115 N. Roberts Street 

Helena, MT 59601 

406-447-6380 
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Adult Education 

Helena Adult Learning Center 

Services include: 

¶ Create Career or College Pathway Plan 

¶ Preparation for Higher Education, including trade programs, certification, and 2 year or 4 year institutions. 

¶ Increase skills required for employment 

¶ Build Literacy and Math Proficiency 

¶ Preparation for HiSET 

Orientation, advising, and minimum-hours of attendance are considered part of a studentôs obligation for accessing the FREE 

services provided by the Adult Learning Center. Class sessions are offered every six weeks. 

Focuses on preparing students for employment and or college readiness. This includes preparation for the HiSET (High School 

Equivalency Test). 

HiSET Testing Center 
Provides the students the opportunity to take the HiSET Exam (high school equivalency test) without accessing other services offered 

through the Adult Learning Center. 

For more information, contact: 

Adult Education 

Helena College 

1115 North Roberts St. Room 117 

Helena, MT 59601 

Phone: 406-447-6387 
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TRIO Student Support Services 

Program Description 

The TRIO Student Support Services program serves 140 Helena College 

students at any given time. It is grant funded and provides services to 

assist students who are from traditionally underrepresented populations 

and who may be considered at-risk, or potentially at risk, in regard to 

completing a college education. TRIO SSS offers a partnership to its 

participants in achieving academic, career, financial, and personal 

success. 

Eligibility Criteria  

Note: Students must meet all four of the criteria below: 

1. Be a citizen or national of the United States, or meet the residency requirements for Federal student financial assistance. 

2. Be a degree-seeking student enrolled in a minimum of 6 credit hours per regular semester and having the objective of completing 

18-24 credit hours per year. 

3. Demonstrate a need for academic support, as determined by this program through an application process, in order to successfully 

pursue a post-secondary educational program. 

4. Be at least one of the following: 

a. First generation college student status (neither parent has completed a 4-year degree); 

b. Income qualified (as described by the U.S. Department of Education guidelines); or 

c. An individual with a documented disability (physical, mental, or learning) 

 

Program Services 

Academic Advising and Planning 

Participants will receive supplemental advising from a TRIO SSS staff member. Educational information and assessments will be 

utilized to identify academic needs. Through collaboration with Helena College faculty and staff, ñEarly Alert Referralò notification 

is sent to TRIO SSS staff if a participant is having difficulty in order for the program to assist as an active partner. 

Personal Guidance and Counseling 

Guidance relating to college transition, campus/community resources, social and cultural enriching activities, and general personal 

concerns is provided to all TRIO SSS participants. Professional counseling is available on a limited basis by a licensed counselor. 

Financial Guidance 

Each participant receives guidance in financial preparation, aid in applications and scholarship/grant letters, etc. 

Tutoring  

Tutoring is available to help participants navigate course material. Additional academic coaching services are available to assist each 

participant as needed. 

Computer Access: 

Computer access is available to participants in the program area. TRIO SSS computers can be utilized for class research projects, 

typing papers, etc. IPads can be checked out in the library, and additional assistance is available at the participantôs request. 
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Continuing Education and Workforce Development 

Lifelong Learning and Professional Development 

Helena College Continuing Education and Workforce Development extends the resources of the College by providing a wide range 

of high quality non-credit training and educational opportunities, developed and delivered in response to the community ï for 

individuals, businesses, and families. 

Enrichment programs allow individuals to pursue quality education and explore interests through an ever-changing array of short 

courses in: 

¶ Painting, drawing, creative writing, foreign languages 

¶ Digital photography, basic computers, knife building, welding 

¶ Wildland firefighting, small business class, personal finance classes 

¶ Professional development and career training courses and more 

Our non-credit professional certificate programs and professional development courses are designed to help each individual reach 

his/her full potential, whether you are new the workforce, enhancing your current career, or working to meet licensure/certification 

requirements. Courses are designed to meet industry standards and many prepare you to test for state and national certification. A 

wide array of our career training certificate courses are offered online while courses such as our Reserve Officer Training, Certified 

Nursing Assistant, Certified Clinical Medical Assistant, Pharmacy Technician and Phlebotomy Technician are offered in a traditional 

classroom setting. 

Classes are offered on an ongoing and continuous basis. They range in length from one hour to 30+ hours in duration and may be 

eligible for college credit or continuing education units. Our courses are affordable and convenient for your lifestyle. We offer 

evening, weekend, lunchtime and online courses to meet the needs of working professionals and families. For a listing of our current 

course offerings, view our website at www.helenacollege.edu/continuinged. 

To register for classes, please use our convenient, online registration or call Continuing Education at 406-447-6946.

http://www.umhelena.edu/continuinged
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Office of eLearning 

The Office of eLearning expands and complements the programs at Helena College by offering a variety of online and hybrid 

learning experiences for our diverse student community. 

As a student taking an online or hybrid course, you will be able to access your online course content through the Moodle course 

portal available from the Helena College website. Moodle is our online learning management system. 

In order to locate your class in Moodle, go to www.helenacollege.edu. Choose ñLoginò (top right), then ñStudent Loginò: 

¶ Click on the Moodle icon. 

¶ Click on óNetID Loginô. 

¶ Enter your NetID and Password. 

¶ Click on óMy Coursesô. 

Once you have accessed Moodle, you will find a variety of student resources on the Moodle homepage. The óMoodle Tutorial for 

Studentsô course can assist you with learning and navigating Moodle. 

Delivery methods using Moodle include the following as outlined in BOR Policy 303.7: 

¶ Distance Education is defined as planned learning that normally occurs in a different place from teaching, requiring 

specialized course design, instructional techniques, communication through various technologies, and special organizational 

and administrative arrangements. Both synchronous and asynchronous learning are included in this definition. 

 

¶ Face-to-Face/Enhanced delivery is characterized when instruction occurs in a traditional classroom with face-to-face 

interaction between the instructor and students, at any local campus or remote site, and includes utilization of technology to 

enhance the class without reducing student seat-time. 

 

¶ Internet or Online delivery implies that 100% of the course section is offered completely online and delivered 

asynchronously, with no face-to-face interaction between instructors and students.** 

 

¶ Blended or Hybrid learning is designed specifically to be delivered partially online in an asynchronous format and partially 

through face-to-face (F2F) interaction, typically in the classroom. Both online and F2F interactions are required for the 

course. This delivery is characterized by the expectation of reduced F2F class meeting time when compared to the equivalent 

credit classroom course. 

**Some online classes may require synchronous (e.g. chat rooms, webinars, etc.) and/or onsite learning events (e.g. field trips, testing 

sites, etc.). Contact the instructor for more details on a specific class. 

 

All Hybrid (HO) and Online (O) have an associated per credit fee of $12.50 for Hybrid and $25 for Online Courses. 

 

If you need any assistance with eLearning, please contact: 

The Office of eLearning 

elearning@helenacollege.edu  

406-447-6364 

http://www.umhelena.edu/
mailto:elearning@helenacollege.edu
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Admission Requirements and Procedures 

Helena College Welcome Center 

The Welcome Center provides assistance to new and readmitting 

students. Prospective students in search of an application, class 

schedule, information about courses and programs of study, 

financial aid, admissions guidance, or who want to check the 

status of a submitted application may contact the Welcome 

Center at 406-447-6900. The Welcome Center is located next to 

the main entrance of the Donaldson Campus (Room 101). 

Application Process 

Open admission allows any student who might benefit from a 

Helena College education the opportunity to enroll in classes. 

Applications for admission are accepted and processed in the 

order they are received. The deadline for priority admission 

consideration is one month prior to the start of each semester and 

complete applications are due one week before the start of each 

semester. Students are encouraged to apply early as financial aid 

is offered and programs are filled on a first-come, first-served 

basis. Acceptance for admission to the College does not 

guarantee acceptance or placement in any particular program. 

Prospective students should review the Program Offerings 

section of the catalog for specific program requirements. 

Falsification or willful suppression by a student of any 

information called for on an application for admission may be 

grounds for cancellation or denial of admission. 

First -Time and Transfer Admission 

Students who plan to earn a degree or certificate, or enroll in 

seven or more credits in any one semester must submit the 

following information: 

1. A completed and signed application for admission. 

2. A $30 non-refundable application fee. 

3. Proof of immunization if born after December 31, 1956; 

proof of age if born before January 1, 1957. (See 

Immunization section) 

4. Official high school transcripts received from an accredited 

high school with a graduation date posted, a copy of GED, 

HiSET scores, or Accuplacer test scores demonstrating 

Ability to Benefit. Non-accredited high school graduates 

will be required to provide ACT/SAT or Accuplacer scores 

to meet ability to benefit requirements. 

5. Official college transcripts, if applicable. 

Non-Degree Admission 

Non-Degree admission is designed for students seeking personal 

enrichment who do not plan to earn a degree or certificate, do 

not seek financial aid, and who enroll in seven credits or fewer 

in any one semester. The deadline for non-degree 

admission/registration is the fifth day of classes each semester. 

The following information needs to be submitted: 

1. A completed and signed application for admission. 

2. A $30 non-refundable application fee. 

3. Demonstrated completion of any prerequisites or necessary 

placement testing. 

Readmission 

Students who have previously attended Helena College as 

degree-seeking students must reapply for admission if they have 

been absent from the College for two or more consecutive 

academic semesters (excluding summer). Readmitted students 

must follow current catalog requirements upon return. The 

procedure for readmission to Helena College is as follows: 

1. Submit a completed and signed application for readmission. 

2. Submit official transcripts from all college(s) attended since 

last attending Helena College, if applicable. 

3. If readmission follows academic suspension from Helena 

College, applicants must submit an academic plan with their 

application for readmission. Readmission is conditional 

upon approval of the academic plan by the Admissions 

Review Committee. 

Application Fee 

A $30 non-refundable application fee is required of all first-time 

applicants to The University of Montana campuses, including 

The University of Montana, Missoula College, Montana Tech, 

Highlands College, The University of Montana ï Western, and 

Helena College. If a student does not enroll within one calendar 

year of application fee payment, the application fee expires. 

After attending any of the Montana University System 

institutions, students may submit a Transmittal application and 

the appropriate fee as an application to any institution within the 

system. For more information, please seek assistance from either 

the Admissions or Registrarôs offices. 

Orientation 

Orientation is held for all new students and students who have 

been absent from the College for two or more consecutive 

academic semesters, excluding summer. Orientation sessions are 

offered prior to and during the beginning of each semester. 

College policies, procedures, regulations, and financial aid 

information are explained to students. Orientation information is 

mailed to all accepted students approximately three weeks prior 

to the orientation session. All degree-seeking students are 

charged an orientation fee, and orientation is mandatory. 

Veteran Priority of Service 

Pursuant to federal laws, Helena College provides Priority of 

Service to all programs that receive funding from the U.S. 

Department of Labor, meaning the right of veterans and eligible 

spouses will have enrollment precedence over a non-covered 

person in obtaining training and/or educational services, 

notwithstanding any other provision of the law. 

Eligible veterans are defined as persons who have served on 

active duty in the U.S. Armed Services and who were discharged 

under conditions other than dishonorable. For further 

information on Priority of Service, including determining the 

status of eligible spouses, please contact the Veteran Resources 

Office (Room 119, Donaldson Campus) or call 406-447-6953. 
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Immunizations 

All students enrolling in seven or more credits are subject to the 

following requirements in accordance with Montana state law 

(ARM 37.114.711): 

1. Students born in 1957 or later must provide evidence that 

they have received two measles and two rubella 

immunizations, with dose one administered at 12 months of 

age or later and dose two administered at least 28 days after 

dose one. No measles vaccination before 1967 is valid. No 

rubella vaccination before 1969 is valid. As an alternative, 

students may supply a laboratory report from a CLIA 

approved laboratory indicating that the student is immune 

to measles and/or rubella. 

2. Student may be conditionally enrolled for an initial term if 

they have not received the second dose of measles and/or 

rubella vaccine provided they receive the second dose at 

least 28 days after the first dose and before the beginning of 

the succeeding school term. 

3. A student may be exempt from the above requirements for 

medical reasons (ARM 37.114.715) providing the student 

supplies a statement from a physician (MD or DO) holding 

a license to practice in the United States or Canada stating: 

a. The specific immunization is contraindicated; 

b. The time period the immunization is contraindicated; 

and 

c. The reasons for the contraindication. 

4. A student may be exempt from the above requirements for 

religious reasons providing the student supplies a notarized 

statement that immunizations are contrary to the studentôs 

religious beliefs. This notarized statement must be 

submitted annually by any student claiming a religious 

exemption (ARM 37.114.716). 

Residency Requirements 

The Montana University System classifies applicants for 

admission and current students as either in-state or out-of-state 

for fee purposes. In general, a person must meet the requirements 

listed below to qualify for in-state status: 

1. A person must be physically present in Montana for twelve 

(12) or more consecutive months without an absence in 

excess of a total of 30 days. One must demonstrate by 

appropriate actions during the twelve-month period the 

intent to make Montana oneôs permanent home. The 

required twelve-month period does not begin until specific 

actions are taken to change legal ties to Montana. 

2. An individual must be at least 51% financially self-

sufficient during the entire twelve-month period and may 

not be claimed as an exemption under federal income tax 

regulations by someone filing an out-of-state federal tax 

return. 

3. A person must have filed a Montana income tax return or 

have had Montana income tax withheld as required by state 

tax laws during the twelve-month period. 

4. If a person owns or operates a motor vehicle in Montana, 

he/she must license the vehicle in Montana within 60 days 

of moving. If a person does not own or operate a vehicle. 

They should obtain a Montana State ID within 60 days. 

5. An individual must register to vote in Montana if he/she 

expects to exercise the right to vote. 

6. If an individual chooses to attend any unit of the Montana 

University System during the twelve-month period of 

continuous physical presence, he/she must limit enrollment 

to a maximum of seven credits per semester. 

There are additional regulations concerning married persons and 

others with special circumstances. The basic rules for making 

the classification are found in the Student Guide to Montanaôs 

Residency Policy and can be obtained from the Welcome Center 

or www.helenacollege.edu. Contact Admissions and Records at 

406-447-6912. 

Subject to Board of Regents Policy 940.1, a student may petition 

for a change in classification status or appeal an initial residency 

determination. Students petitioning for reclassification need to 

complete and submit the residency questionnaire to the Helena 

College Admissions Evaluator. The burden of proof, including 

production of required documentation, is upon the individual 

seeking reclassification. To be eligible to receive in-state status 

for a particular term of enrollment, the individual must be 

eligible for in-state status on or before the 15th instructional day 

of the term, and the reclassification petition must be submitted 

by that date. Otherwise, a change in classification is effective on 

the first official day of enrollment for the first term following the 

date the petition is received by the Admissions Office unless the 

late filing of a Montana individual income tax form is required, 

in which case the effective date is the date of filing the tax form. 

The final decision by Admissions and Records may be appealed 

to the Commissioner of Higher Education, and the 

Commissionerôs decision may be appealed to the Board of 

Regents. An appeal shall be submitted to the campus 

administration for transmittal to the Commissioner and must be 

submitted within 14 calendar days of the final campus decision. 

Safety and Security Considerations 
Pursuant to Board of Regents Policy 301, Helena College may 

deny or condition admission, readmission, or continuing 

enrollment of any individual who, in the judgment of the 

campus, presents an unreasonable risk to the safety and welfare 

of the campus and persons thereon. In making such judgment, 

the campus may, among other things, take into account the 

individualôs history and experience relative to (1) violence and 

destructive tendencies, (2) behavior at other educational 

institutions, and (3) any rehabilitative therapy the individual may 

have undergone. A decision to utilize the authority conferred by 

this paragraph shall be communicated to the individual in 

writing. Any such decision may be appealed in writing to the 

Associate Dean of Academic and Student Affairs. 

http://www.helenacollege.edu/
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Western Undergraduate Exchange (WUE) 

Students who are residents of Alaska, Arizona, California, 

Colorado, Hawaii, Idaho, Nevada, New Mexico, North Dakota, 

Oregon, South Dakota, Utah, Washington, and Wyoming may 

be eligible to participate in the Western Undergraduate 

Exchange (WUE) program. If selected, students pay reduced 

fees which are approximately one and one-half times current 

resident fees. WUE application materials will be sent to students 

from participating states. Contact Admissions and Records with 

WUE-related questions. Admissions and Records will award 

available WUE waivers on a first-come first-served basis to 

qualifying applicants. This award extends to the completion of a 

studentôs program or two years, whichever comes first, provided 

the student: 1) maintains a 2.5 cumulative grade point average; 

2) does not change his or her program of study; 3) completes a 

minimum of 12 credits each semester of enrollment; and 4) does 

not change his or her state of legal residence. Students who 

change any of these conditions stated above may lose the WUE 

award. Appeals will be considered on a case by case basis and 

should be directed to the Director of Admissions and Records. 

Credit by Examination 

Students may be awarded credits by examination through the 

following three options: 

¶ College-Level Examination Program (CLEP) 

Required scores on the respective CLEP exams will 

warrant full course credit in the equivalent Helena 

College course. Official results must be sent directly from 

the CLEP Testing Center to Admissions and Records. 

¶ Advanced Placement (AP) 

A score of 3, 4, or 5 on an AP exam for any equivalent 

Helena College course will warrant the award of full 

course credit. Official results must be sent directly from 

the AP testing center to Admissions and Records. 

¶ Credit by Exam (CBE) 

Students may receive credit through nationally 

recognized professional licenses or certificates gained 

through examinations. Students must be able to provide 

the original certification document and examples of the 

curriculum for the certification. The student must verify 

the certification through his or her advisor and the 

Registrarôs Office. If curriculum and certification cannot 

be verified, the student may be able to show 

competencies through the challenge process. Students 

should refer to the Challenge Policy for more 

information. 

A student will receive a grade of ñECò for any credits awarded 

through CLEP/AP/CBE. The total credits awarded for CLEP and 

CBE for a student cannot exceed 25% of the credits required for 

his or her degree. 

Transfer of Credit 

Students who have previously attended a regionally accredited 

technical school, college, or university may be eligible to receive 

transfer credits. Upon receipt of an official transcript, Helena 

College will cooperate with students to make a fair decision with 

regard to their transfer credits. Students should be aware of the 

following transfer credit guidelines: 

¶ Courses must be college-level, defined as those courses 

that are applicable toward a certificate, an associate of 

applied science, associate of arts, associate of science, or 

baccalaureate degree at their respective institution. In all 

cases, such courses shall not include remedial or 

developmental courses. 

¶ Montana Board of Regents Policy 301.5.2 guarantees that 

coursework completed in the last five years will be 

reviewed for possible use in a studentôs specific program 

of study, and coursework completed in the last fifteen 

years will be reviewed for possible use to satisfy general 

education requirements or as elective coursework. The 

guarantee provides only that courses falling into the 

relevant time periods will be analyzed for possible use in 

a studentôs degree program. It does not guarantee that the 

courses will be automatically accepted. Further, the 

policy allows individual Montana University System 

campuses discretion with regard to consideration of 

outdated coursework; however, since it is a discretionary 

decision, it cannot be challenged. The provisions of this 

policy also govern the evaluation of ñoutdatedò classes 

that have been completed at Helena College. Students 

with outdated coursework are encouraged to contact 

Admissions and Records or the appropriate academic 

department. 

¶ Courses must have been completed with a letter grade of 

C- or higher, or a Pass from a Pass/No Pass grading 

method if the course would apply to the studentôs 

intended program of study. (Students should refer to the 

Academic Information section for limits on pass/no pass 

credits.) 

¶ All programs of study require that one-third of the 

academic credit hours be earned at Helena College. 

¶ Courses accepted for transfer credit will appear on a 

studentôs transcript. The credits will be calculated into the 

total credits earned, but grades earned for accepted 

transfer credits will not be included in the grade point 

average (GPA). 

¶ Completion of a studentôs admission file by the priority 

deadline, which is one month prior to the first day of 

classes of the term for which a student has applied, will 

facilitate the processing of evaluation of transcripts for 

transfer credit. 

Students will be notified in writing of the admission decision, 

the total number of credits accepted for transfer to Helena 

College, and the transferability of general education and/ or 

elective credits within ten working days of the receipt of a 

completed transfer application on or before the priority deadline. 

Students seeking transfer of credits to satisfy degree and/or 

certificate requirements must have their official transcripts 

reviewed by faculty from the appropriate academic program.  
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Students completing their transfer application before the priority 

deadline will be notified of the transferability of credits towards 

specific degree and/or certificate requirements no later than the 

last day to add classes for the intended term of entry. 

Students who complete their transfer application after the 

priority deadline will receive a complete evaluation of their 

credits for transfer and will be notified of the results prior to 

registration for the following academic term. 

Students wishing to appeal decisions made regarding their 

transfer credits must submit a signed written request to the 

Admissions Office. Appeals with regard to the transferability of 

credits to satisfy degree and/or certificate requirements will be 

reviewed by the appropriate program faculty and/or division 

chair as needed. Appeals with regard to the transferability of 

general education and/or elective credits will also be reviewed 

by the appropriate faculty and/or division chair as needed. 

Students who have submitted their appeal in a timely manner 

will receive a response and final decision prior to registration for 

the following academic term. 

Students with questions or who need further information about 

transfer policies should contact Admissions and Records at 406-

447-6912. 

Montana University System Transfer Initiative  
To help students plan their transfer within the Montana 

University System, a transfer initiative was implemented in 

2007. The initiative incorporates common course name and 

numbering to make the transition from institution to institution 

easier. For more information, see the MUS Common Course 

Numbering Transfer Guide online at www.mus.edu. Students 

wishing to transfer Helena College credits to another college or 

university should contact the Admissions Office at the receiving 

institution for information and policies concerning the 

evaluation and acceptance of transfer credits. 

Policy of Nondiscrimination 

Helena College is committed to providing all persons an equal 

opportunity for education, employment, and participation in 

activities as provided by law. It is unlawful: 

1. To exclude, expel, limit, or otherwise discriminate against 

an individual seeking admission as a student or an 

individual enrolled as a student in the terms, conditions, or 

privileges of the institution because of race, creed, religion, 

sex, marital status, color, age, physical handicap, national 

origin, service in federally or state defined uniform service, 

veteran status, political ideas, genetic information, gender 

identity, gender expressions, sexual orientation or physical 

or mental handicap, unless based on reasonable grounds; 

2. To make or use a written or oral inquiry or form of 

application for admission that elicits or attempts to elicit 

information or to make or keep a record concerning the race, 

color, sex, marital status, age, creed, religion, service in 

federally or state defined uniform service, veteran status, 

political ideas, genetic information, gender identity, gender 

expressions, sexual orientation, physical or mental 

handicap, or national origin of an applicant for admission; 

3. To print, publish, or cause to be printed or published a 

catalog or other notice or advertisement indicating a 

limitation, specification, or discrimination based on the 

race, color, creed, religion, age, physical or mental 

handicap, sex, marital status, or national origin of an 

applicant for admission; or, 

4. To announce or follow a policy of denial or limitation of 

educational opportunities of a group of its members through 

a quota or otherwise, because of race, color, sex, marital 

status, age, creed, religion, service in federally or state 

defined uniform service, veteran status, political ideas, 

genetic information, gender identity, gender expressions, 

sexual orientation or physical or mental handicap, or 

national origin. 

In addition, this facility may not be used in the furtherance of 

any discriminatory practice, nor become a party to an agreement, 

arrangement, or plan which has the effect of sanctioning 

discriminatory practices. Racial or sexual harassment of students 

or faculty is unlawful. 

This policy is in compliance with the requirements of Titles VI 

and VII of the Civil Rights Act of 1964 as amended, Title IX of 

the Educational Amendments of 1972, Titles VII and VIII of the 

Public Health Act, the Rehabilitation Act of 1973, the 

Americans with Disabilities Act, the Montana Human Rights 

Act and the Montana Governmental Code of Fair Practices. 

Helena College is an equal opportunity/affirmative action 

employer. The catalog, advertisements, and recruitment material 

will present programs and information in a way to discourage 

sexual stereotyping. 

Helena College shall ensure that the non-discrimination policy, 

as it affects applicants and students, is published and 

disseminated. Resources who have disabilities should contact 

Disability Services if accommodations are needed or if obstacles 

are encountered at Helena College. Students should follow the 

complaint procedure outlined in the Helena College Student 

Handbook if they believe this policy of nondiscrimination is not 

being followed. 

Any person wishing more information regarding Helena 

Collegeôs policy and process as they relate to Discrimination, 

Harassment, Sexual Misconduct, Stalking and Retaliation, may 

do so through contacting the Title IX Coordinator and Section 

504/Title II  Coordinator at 406-447-6937 or 

patrick.turner@ helenacollege.edu. 

http://www.mus.edu/
mailto:patrick.turner@helenacollege.edu
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Placement Assessment 

Students must submit Accuplacer test scores to assist with 

placement. A writing sample may be required from students to 

assist with placement into the appropriate writing course. ACT 

and SAT scores, the Montana University System Writing 

Assessment (MUSWA), and transferable college credits will 

also be considered for math and English placement in 

accordance with Board of Regents policies. Placement testing 

results demonstrating a need for developmental coursework 

necessary to meet program requirements may require 

lengthening a studentôs program of study. Placement test scores 

older than three years from the time of enrollment are not 

accepted. Placement testing results are not used to determine a 

studentôs admission status to Helena College except as necessary 

to determine Ability to Benefit. There is a $30 fee for Accuplacer 

testing. Please call 406-447-6939 to schedule an Accuplacer test 

session. 

 

MATH  Placement 

 ACT SAT 

ACCUPLACER  

Quantitative,  

Algebra,  Statistics 

ACCUPLACER  

Advanced Algebra 

Function 

M080 Pre-Algebra & Algebra I 

M105 W/045 

M108T Business Math 

M111T w/060 (200-219) 

M111T Technical Math (220-239) 

M120T Math w/Health Care App 

  200-239  

M092 Algebra I 

M105 W/005 
18 - 20 

Needs 

ACCUPLACER 
240-300 200-219 

M093 Algebra II (STEM Prep) 

M105 Math for the Liberal Arts 

M115 Probability and Linear Math 

M132 Numbers & Ops K-8 Teachers 

M133 Geometry & Geometric K-8 

21 490 

QRAS does not determine 

M093 placement. With a  

score higher than 

 263, tester will take  

AAF for placement. 

220-249 

M121 College Algebra 

M234 Advanced Topics K-8 
23 530  250-262 

M151 Pre-Calculus 

*STAT216 Introduction to Statistics 
25 570  263-270 

M171 Calculus I 27 610  271-300 

*Students that successfully pass M105, with a C- or better, are eligible to take STAT216 

 

Writing (English) Placement 

 ACT 

(2015 and prior) 

ACT 

(2016 and on) 
SAT ACCUPLACER  

Refer to Adult Basic 

Education (ABE) 

0-6 Writing sub score 

OR 

13-15 English/Writing 

13-15 ELA 
0 ï 6 Essay 

200 ï 439 Writing 
200-220 

WRIT 101 W/096  

College Writing W/Lab 
16-17(E/W) 16-17(ELA)  221-249 

WRIT 101  

College Writing  

7 Writing sub score  

OR  

18 English/Writing 

18 ELA 

7 Essay 

       440 Writing 250-300 
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Expenses 

2018-2019 Tuition and Fee Schedule 

All fees are subject to Board of Regents approval. 

The Board of Regents has approved the fee schedule; however, fees are subject to change without notice. Final approved schedules 

are available in Business Services and online on the Commissioner of Higher Educationôs website. Tuition and fees are based on 

credit hours and are paid by the student each semester. Different fee schedules are applied for students with WUE residency. Contact 

Business Services for more information. The $30.00 registration fee is non-refundable. 
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1 30.00 108.59 3.92 8.34 3.96 2.09 5.20 1.50 15.00 15.00 193.60 3.59 239.34 436.53 

2 30.00 217.18 7.84 16.68 7.92 4.18 10.40 3.00 15.00 15.00 327.20 7.18 478.68 813.06 

3 30.00 325.77 11.76 25.02 11.88 6.27 15.60 4.50 15.00 15.00 460.80 10.77 718.02 1,189.59 

4 30.00 434.36 15.68 33.36 15.84 8.36 20.80 6.00 15.00 15.00 594.40 14.36 957.36 1,566.12 

5 30.00 542.95 19.60 41.70 19.80 10.45 26.00 7.50 15.00 15.00 728.00 17.95 1,196.70 1,942.65 

6 30.00 651.54 23.52 50.04 23.76 12.54 31.20 9.00 15.00 15.00 861.60 21.54 1,436.04 2,319.18 

7 30.00 760.13 27.44 58.38 27.72 14.63 36.40 10.50 15.00 15.00 995.20 25.13 1,675.38 2,695.71 

8 30.00 868.72 31.36 66.72 31.68 16.72 41.60 12.00 15.00 15.00 1,128.80 28.72 1,914.72 3,072.24 

9 30.00 977.31 35.28 75.06 35.64 18.81 46.80 13.50 15.00 15.00 1,262.40 32.31 2,154.06 3,448.77 

10 30.00 1,085.90 39.20 83.40 39.60 20.90 52.00 15.00 15.00 15.00 1,396.00 35.90 2,393.40 3,825.30 

11 30.00 1,194.49 43.12 91.74 43.56 22.99 57.20 16.50 15.00 15.00 1,529.60 39.49 2,632.74 4,201.83 

12 30.00 1,303.00 47.00 100.00 47.50 25.00 62.40 18.00 15.00 15.00 1,662.90 43.00 2,872.00 4,577.90 

13 30.00 1,303.00 47.00 100.00 47.50 25.00 67.60 18.00 15.00 15.00 1,668.10 43.00 2,872.00 4,583.10 

14 30.00 1,303.00 47.00 100.00 47.50 25.00 72.80 18.00 15.00 15.00 1,673.30 43.00 2,872.00 4,588.30 

15 30.00 1,303.00 47.00 100.00 47.50 25.00 78.00 18.00 15.00 15.00 1,678.50 43.00 2,872.00 4,593.50 

16 30.00 1,303.00 47.00 100.00 47.50 25.00 83.20 18.00 15.00 15.00 1,683.70 43.00 2,872.00 4,598.70 

17 30.00 1,303.00 47.00 100.00 47.50 25.00 88.40 18.00 15.00 15.00 1,688.90 43.00 2,872.00 4,603.90 

18 30.00 1,303.00 47.00 100.00 47.50 25.00 93.60 18.00 15.00 15.00 1,694.10 43.00 2,872.00 4,609.10 

19 30.00 1,303.00 47.00 100.00 47.50 25.00 93.60 18.00 15.00 15.00 1,694.10 43.00 2,872.00 4,609.10 

20 30.00 1,303.00 47.00 100.00 47.50 25.00 93.60 18.00 15.00 15.00 1,694.10 43.00 2,872.00 4,609.10 

21 30.00 1,303.00 47.00 100.00 47.50 25.00 93.60 18.00 15.00 15.00 1,694.10 43.00 2,872.00 4,609.10 

22 30.00 1,303.00 47.00 100.00 47.50 25.00 93.60 18.00 15.00 15.00 1,694.10 43.00 2,872.00 4,609.10 
 

* Includes Access Fee of $1.32 and Building Fee of $2.60 per credit 

** Includes Computer Fee of $4.02 and Technology Fee of $4.32 per credit 

¶ Students will be charged a $25 per credit fee associated with courses provided by online (O) delivery. 

¶ Students will be charged a $12.50 per credit fee associated with courses provide by hybrid (HO) delivery. 

¶ Students will be charged a $15.00 Wellness Fee. Please see the Welcome Center for more information. 

¶ All new students are charged a $15.00 Identification Card Fee, and all new degree-seeking students are charged a $30.00 

Orientation Fee in addition to the above schedule. 

Additional fees may be charged for students registered in some programs and/or courses. Contact Business Services at         

406-447-6921 for information.



 

2018-2019 Academic Catalog 24 Helena College University of Montana 

Books and Supplies 

Books and supplies are purchased on a semester basis. 

Textbooks and supplies are available at the Bookstore located on 

the Donaldson Campus at 1115 North Roberts Street. Textbooks 

and supplies for Airport Campus classes can be purchased at 

Bookstore East, located on the Airport Campus main floor. Both 

bookstores accept cash, credit cards (with the exception of 

American Express), and checks made payable to Helena 

College. Tools are required for each student entering 

Automotive Technology, Aviation Maintenance, Computer 

Aided Manufacturing, Diesel Technology, and Welding 

Technology programs. Students should refer to the tool section 

of the catalog. 

Deferred Fee Payment Plan 

A deferred fee payment plan is authorized providing that: 

1. At least one quarter of total fees are paid at the time the 

deferred fee payment plan is initiated, 

2. An additional one quarter is paid within the first 30 days of 

the semester, 

3. An additional one quarter is paid within the first 60 days of 

the beginning of the semester, and 

4. The full amount is paid in full within 90 days of the 

beginning of the semester. 

Tuition and mandatory fees less any financial aid are eligible for 

deferral. Execution of a promissory note with the terms and 

conditions of the deferment will be required. Log into MyHC to 

complete the application for the deferred payment plan. This 

plan is not available for the summer semester or to any person 

with an outstanding debt to the College. The Deferred Payment 

Agreement must be renewed by Business Services at the 

beginning of each semester. 

Students participating in this plan will be assessed an 

administrative charge of $30 each semester. Failure to make 

scheduled payments will result in the student being ineligible for 

future deferment and may result in cancellation of a studentôs 

enrollment with no refund of payments already collected. A $15 

fee will be assessed each time a scheduled payment is late. 

Non-Payment 
Any person who owes the College any fees, fines, or other 

charges will not be permitted to receive a transcript, diploma, 

certificate, or academic record; to register or attend classes; or to 

access any College facilities or services until the debt has been 

paid or satisfactorily adjusted through Business Services. 

Interest may be charged at the rate of 10% on the balance due 

from the day after the due date until the full amount has been 

paid, and any attorneyôs fees or other costs or charges necessary 

for the collection of the amount owed may be added to the 

balance due. 

Payment of Tuition and Fees 

Your schedule bill is a combination of your class schedule, the 

number of credits you have registered for, and the amount it 

costs to attend Helena College. Until your schedule and 

corresponding bill are finalized by you online, by mail, or in 

person, you are not a student at Helena College. Your financial 

aid will not disburse to your account. 

If the schedule bill is not paid/finalized by the published 

payment deadline, you will be dropped from all classes. Please 

see the published payment dates in the Student Guide. 

How do you access your schedule bill online? 

¶ Go to MyHC, log in to your account 

¶ Select Student Services and Financial Aid 

¶ Select Payment and Account Information 

¶ Select Pay and Finalize your Registration Bill 

Note: Financial aid will not be applied to your account until you 

finalize your schedule bill by the payment deadline. If this is not 

completed, you will be dropped from your classes. 

Remember, after you have accepted your financial aid, you must 

wait 24 hours for your account to reflect that you have Financial 

Aid funds for your tuition. If you do not wait, the system will 

require you to use a credit card or e-check for payment. Please 

contact the Financial Aid Office with questions. 

What if you have funding from an outside source? 

You will not be able to use the online feature. Bring or mail your 

signed schedule bill to the cashier. If you have questions about 

your third party payment, call Student Accounts at  

406-447-6921. If funding does not show on your schedule bill, 

notify Student Accounts. 

Note: Even if you do not have a balance due, you must 

pay/finalize your bill with Business Services. 

Vocational Rehabilitation 
Certain persons with an employment disability may qualify for 

education assistance through the Rehabilitative/Visual Services 

Division, Montana Department of Social and Rehabilitation 

Services. Students should contact that office at 406-447-6952 for 

more information. 

Note: This information must be included on the Financial Aid 

Award and will be included in a studentôs eligibility for financial 

aid. 

All students must sign and return a schedule bill. 
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Tuition  Refunds 

Tuition refunds are made through Business Services subsequent 

to a studentôs withdrawal from a course(s). Refunds of fees are 

authorized according to the following procedures only if the 

student officially withdraws from the College and/or drops 

courses in the required manner: 

¶ The $30 registration fee and the $30 application fee are 

non-refundable. 

¶ Class days are determined by the College calendar of 

instructional days, not by the studentôs class schedule. 

¶ Refunds for withdrawal or dropping a class for courses or 

summer semester are computed on a pro-rated basis. 

Withdrawal from school applies only to students dropping all 

courses: (Registration and Application Fees are non-refundable.) 

¶ 100% of all remaining tuition and fees are refunded 

before the first class day of the semester or half semester 

in which the course begins. 

¶ 90% of all remaining fees will be refunded to the end of 

the 5th instructional day of the semester or half semester 

in which the course begins. 

¶ 75% of all remaining fees will be refunded to the end of 

the 10th instructional day of the semester or half semester 

in which the course begins. 

¶ 50% of all remaining fees will be refunded to the end of 

the 15th instructional day of the semester or half semester 

in which the course begins. 

¶ Beginning the 16th instructional day of the semester or 

half semester in which the course begins, no refunds will 

be made. 

Course add/drops apply to students making course schedule 

changes but remaining in attendance at the College: 

¶ An individual course dropped will be refunded at 100% 

for the first 15 days of the semester or half semester in 

which the course begins. 

¶ Beginning the 16th instructional day of the semester or 

half semester in which the course begins, no refunds will 

be made. 

¶ A processing fee of $10 per request will be assessed to 

add a course or courses after the 5th day of the semester 

or to drop a course or courses after the 15th day of 

classes. 
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Financial Aid 

Financial aid administered by the Financial Aid Office at Helena 

College is based on an evaluation of academic accomplishments, 

financial need, and availability of resources. Students may 

qualify for Helena College scholarships, awards, and grants or 

state and federally sponsored grants, work-study, and loans. 

Information about eligibility, applying for and accepting aid, and 

types of aid are outlined in this section. Some general points: 

Scholarships are awarded for each academic year. 

¶ Awards are usually made in the spring for the following 

academic year. 

¶ Helena College does not discriminate on the basis of race, 

creed, religion, sex, marital status, color, age, physical 

handicap, national origin, service in federally or state 

defined uniform service, veteran status, political ideas, 

genetic information, gender identity, gender expressions, 

sexual orientation or physical or mental handicap in the 

administration of its scholarship program. 

¶ Most scholarships administered by the College are 

divided evenly between fall and spring semesters. 

¶ Scholarships are not awarded during the summer session. 

¶ Recipients of selected awards must inform the donor and/ 

or Financial Aid Office of their acceptance. 

The following is an example of how financial aid is determined: 

The cost of attendance is determined by the College in 

October of each year for the following academic year. The 

cost of attendance for a full-time, in-state student for 2018-

2019 is as follows: 

Tuition and Fixed Fees  $3,318 

Room Allowance  $5,886 

Board Allowance $2,670 

Personal Expense Allowance  $3,405 

Transportation Allowance $2,826 

Loan Fee Allowance $62 

Book and Supplies Allowance $1,350 

Total Cost of Attendance  $19,517 

 

If a student has applied for federal aid, Helena College accesses 

the estimated family contribution (EFC) information 

electronically from the federal processor. If Helena College is 

not indicated on the Free Application for Federal Student Aid 

(FAFSA) as a school that should receive the Student Aid Report 

(SAR), the student must submit a copy of the SAR to the 

Financial Aid Office or correct their FAFSA by adding the code 

for Helena College. The Collegeôs code is 007570. 

Helena College subtracts the EFC amount from the cost of 

attendance. The resulting amount is the financial need per 

federal eligibility guidelines. 

An example of the calculation is: 

Financial Aid Cost of Attendance  $16,679 

Less: Calculated EFC (assume $2,000) $2,000 

Calculated Financial Need  $14,679 

 

Financial aid packages are developed using information 

available at the time of packaging and may be revised if 

enrollment status and/or financial status change. 

Eligibility Requirements for Federal Aid 

¶ Acceptance to Helena College as a degree-seeking 

student. 

¶ Priority is given to students with FAFSA results 

submitted to Helena College by December 1. 

¶ Possess either a high school diploma, GED, HiSET, or 

completed a state recognized home school curriculum. 

¶ Completed the Free Application for Federal Student Aid 

(FAFSA) and submitted as soon as possible after the first 

business day in October. The information should be sent 

to Helena College, Title IV Code 007570. A FAFSA must 

be completed each year the student desires financial aid. 

Note: Submitting a FAFSA ensures that a student will be 

considered for all financial assistance from Helena 

College and the state and federal government. 

¶ The student should review the Student Aid Report (SAR) 

sent by the processing center and submit necessary 

corrections to the Financial Aid Office. 

Note: The FAFSA application for the 2019-2020 year will be 

available in October of 2018. This is much earlier than noted 

above and will be based on the studentôs (and parentôs or 

spouseôs) 2017 income tax information. This is to assist students 

in preparing for the financial responsibilities of attending 

college. The Financial Aid Office will be available for assistance 

with this process. 

Financial Aid  Notification 

Students who have been accepted for admission as a degree-

seeking student and for whom the College has received results 

of the FAFSA on or before December 1 will receive need-based 

financial aid packages in January. The packages will contain all 

financial aid awards offered by and through Helena College with 

directions how to accept and receive the awards. After January, 

students will receive financial aid packages as they are admitted 

to the College and the results of the FAFSA become available. 

Approximately 30% of all FAFSA applicants are selected for a 

process called verification by the U.S. Department of Education. 

In this process, Helena College will be comparing information 

from the FAFSA with IRS Federal tax transcripts (and/or 

parentôs/spouseôs), W-2 forms, or other financial documents. 

The law requires the College verify this information before 

disbursing federal financial aid. If there are differences between 

the FAFSA information and supplied financial documents, 
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Helena College will make corrections electronically and notify 

the student in writing. 

Verification must be completed no later than 14 days prior to the 

end of the spring semester of enrollment, the aid year for which 

a FAFSA was filed. A studentôs failure to complete verification 

will result in the cancellation of all federal and institutional need-

based aid. In addition: 

¶ No financial aid will be released until verification is 

completed. 

¶ Students employed under the federal or state work-study 

programs cannot work without completing verification. 

Helena College must review the requested information, under 

the financial aid program rules (34CFR, Part 668). 

In some cases, the Financial Aid Office will re-evaluate financial 

aid awards based on special circumstances. If a student or 

studentôs family have special needs or have recently experienced 

unusual financial circumstances, they should contact the 

Financial Aid Office. A Special Circumstance/Professional 

Judgment form is available on the Financial Aid Forms page of 

the Helena College website. 

Financial aid is not available for audited or challenged courses. 

A student may not receive financial aid to repeat a course more 

than one (1) time for courses previously passed. According to 

federal regulations for financial aid purposes, a grade of ñDò is 

considered passing. 

Accepting Financial Aid 

¶ A postcard notification stating financial aid is ready to be 

accepted will be mailed to accepted students beginning in 

January or after Helena College receives FAFSA 

information. 

¶ The student should acknowledge acceptance of the 

financial aid by accepting and submitting award 

preference on their MyHC account online at 

www.helenacollege.edu and should return all required 

paperwork listed on the bottom of the Accept Award 

Offer tab of the online award. 

¶ Financial aid will be disbursed in two installments during 

the semester. The first installment will occur 7-10 

business days after the 15th instructional day and will 

consist of all grants, all scholarships, and 1/2 student 

loans for the term. The second installment will be the 

remaining 1/2 of the student loans and will be disbursed 

7-10 business days after successful midterm grades have 

posted. 

¶ Financial Aid, except for work-study awards, will be 

credited directly to your student account in Business 

Services on the aforementioned disbursement dates. 

Note: Students who are first-time loan borrowers will not 

receive their first loan disbursement until 30 calendar days after 

the start of the first term of attendance. 

Student Responsibilities 

Upon acceptance and receipt of financial assistance of any kind, 

it becomes the studentôs responsibility to notify the Financial 

Aid Office in writing of changes in financial and/or enrollment 

status. A change in enrollment and/or financial status may result 

in revision of financial aid awards. Changes include: 

¶ Change in the number of enrolled credits; 

¶ Change in name, address, or telephone number; 

¶ Change in financial status, including any additional 

scholarships, grants, or other benefits received; and 

¶ Withdrawal from the College. Students who withdraw 

from Helena College during a semester may be 

responsible for repayment of all or a portion of any 

financial aid received for the semester. Return of federal 

fund procedures is federally regulated. Students should 

contact the Financial Aid Office for additional 

information. 

Helena College Scholarships and Awards 

Listed below is a partial list of scholarships available to Helena 

College students. A complete and up-to-date list can be found on 

the Helena College website. Some scholarships are offered by 

the College and others are offered by community organizations, 

business firms, endowment funds, etc. For more information, 

students should contact the Financial Aid Office. 

¶ Boeing Access to Education Award 

¶ Everett D. Potter Scholarship 

¶ Gianforte Manufacturing Scholarships 

¶ Harold Hamm Award 

¶ Helena College Foundation Scholarships 

¶ Intermountain Childrenôs Home Award 

¶ Montana Food Distributors Association 

¶ Opportunity Bank of Montana Awards 

¶ Peter Nelson Scholarships 

¶ Reach Higher Montana Awards 

¶ Shodair Childrenôs Hospital Awards 

¶ Soroptimist Training Awards Program 

¶ Soroptimist Vocational Technical Scholarships 

¶ Student Senate Scholarships 

Private Scholarships 

Many private organizations provide financial assistance to 

Helena College students. Scholarship information may be 

obtained by contacting civic, professional, religious, or other 

community organizations in addition to high school guidance 

offices and the internet. Listing of web resources is available on 

the Financial Aid page on the Helena College website. One such 

website is www.smartaboutcollege.org. Private scholarships 

are generally applied one-half to each successive semester after 

the funds are received. 

  

http://www.umhelena.edu/
http://www.smartaboutcollege.org/


 

Helena College University of Montana 31 2018-2019 Academic Catalog 

Tuition  Waivers 

The Montana Board of Regents has authorized the waiver of 

either full or partial tuition for certain categories of students. 

These categories include: 

¶ Native Americans 

¶ Montana Veterans 

¶ War Orphans 

¶ Dependents of Prisoners of War 

¶ Senior Citizens 

¶ Surviving Dependents of Montana Firefighters or Peace 

Officers 

¶ Faculty and Staff 

¶ MUS Employee Dependent 

¶ MUS High School Honors 

Applications for tuition waivers must be completed within 14 

days of the start of the semester in which the student wants to 

utilize the waiver. For more information and applications, please 

see the Financial Aid page on the Helena College website. 

Federal Financial Aid 
Students should complete the FAFSA after October 1 and 

request the Student Aid Report (SAR) be sent to Helena College, 

Title IV Code 007570. It takes approximately 4 to 6 weeks for a 

paper FAFSA application to be processed. Applications 

submitted via the internet take considerably less time 

(https://.fafsa.gov). Students (and parents, if applicable) must 

have a Federal Student Aid (FSA) ID, which will be comprised 

of a user-selected username and password, to electronically sign 

the FAFSA electronically (https://fsaid.ed.gov). Students must 

re-apply for federal aid each year. Delays in receiving financial 

aid are often the result of late or incomplete submission of the 

FAFSA. Priority date for Helena College is December 1. 

Eligibility for the below indicated federal financial aid resources 

depends on submission of the FAFSA. The Student Aid Report 

(SAR), resulting from the FAFSA, provides an expected family 

contribution (EFC), which is used to determine eligibility for 

federal need-based financial aid. 

1. Federal Pell Grants and Federal Supplemental Education 

Opportunity Grants (FSEOG) are awarded to students with 

exceptional financial need. 

Note: Pell grants are limited to 12 full-time semesters. 

FSEOG funds are limited. 

2. Federal Iraq and Afghanistan Service Grants may be 

awarded to students whose parent or guardian was a 

member of the U.S. Armed Forces and died as a result of 

service performed in Iraq or Afghanistan after  

September 11, 2001. The grant award is equal to the amount 

of the maximum Pell Grant for the award year, not to exceed 

the cost of attendance for that award year. Award amounts 

are subject to change based on federal funding. 

3. Work-study employment opportunities are available 

through the need-based Federal Work Study (FWS) as well 

as the need-based and non-need based State Work Study 

(SWS) programs. Limited funds are awarded on a first-

come, first-served basis, in accordance with Helena College 

policy. Awards are usually between 10 and 15 hours per 

week. These funds are not awarded within the financial aid 

package. If students are interested in work-study, they need 

to contact the Financial Aid Office. 

4. Loan monies at federally regulated interest rates are 

available to students and their parents. Federal loans are 

awarded on a need and non-need basis as documented 

through the FAFSA. 

a. Federal Direct Loan ï available to students on either a 

need (subsidized) or non-need (unsubsidized) basis. 

Subsidized loans do not require payment of interest by 

the student as long as the student is attending college at 

least half-time. The federal government subsidizes the 

interest burden. Subsidized loan eligibility is limited to 

150% of the studentôs program of study. Unsubsidized 

loans do accrue interest upon disbursement. Unless the 

student pays the interest while in school, the interest 

will capitalize on top of the principle amount upon 

repayment status. Interest rates are set annually in 

accordance with federal regulations. 

b. Federal PLUS (Parent) Loan ï for parents of dependent 

students who want to borrow to help pay for their 

studentôs education. Interest rates are set annually in 

accordance with federal regulations. 

http://www.fafsa.gov/
https://fsaid.ed.gov/npas/index.htm
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College-Related Federal Tax Provisions 

Helena College students and families may be eligible for 

selected education-related tax provisions of the Federal 

Taxpayer Relief Act of 1997, including: 

1. American Opportunity Tax Credit provides a maximum 

$2,500 per year tax credit (non-refundable) each eligible 

student for up to four years and up to $1,000 of the credit 

can be refunded if your credit is more than you owe in taxes. 

Qualifying expenses include tuition, fees and required 

course materials. 

2. Lifetime Learning Tax Credit provides a maximum $2,000 

per year tax credit (non-refundable) per family. This cannot 

be combined with the American Opportunity Tax Credit. 

3. Student Loan Interest Deduction provides a non-refundable 

deduction (not credit) of interest on qualified education 

loans used to finance qualified education expenses. The 

maximum deduction each taxpayer is permitted is $2,500. 

4. Tuition and fees deduction ï taxpayers may be able to 

deduct up to $4,000 paid toward qualified tuition and related 

expenses as an adjustment to income. 

Note: Students are advised that there are numerous eligibility 

requirements and other specifics contained in the tax provisions 

and should contact their tax advisor before making decisions. 

More detailed information can be found at https://irs.gov. 

Financial Aid Satisfactory Academic Progress Policy 

Requirements and Purpose 

Federal regulations require that students make satisfactory 

progress toward attainment of a degree, diploma, or certificate 

objective in order to participate in federal student assistance 

programs. Helena College interprets federal intent of the 

satisfactory progress regulations as a means to prevent abuse of 

federal student assistance programs versus placing limitations on 

students. 

Helena Collegeôs financial aid satisfactory academic progress 

policy is provided to ensure compliance with federal regulations 

and to prevent abuse of federal student assistance programs 

while supporting studentsô efforts to attain educational 

objectives. These standards represent minimum performance 

requirements based on federal statutes and regulations and do 

not necessarily coincide with academic program requirements. 

In addition to meeting these standards, a student must fulfill all 

other requirements to receive financial aid. 

Indicators of Progress 

¶ Financial aid Satisfactory Academic Progress (SAP) is 

measured óqualitativelyô and óquantitativelyô. 

¶ Quality of work is measured by cumulative grade point 

average (GPA) resulting from classes completed with 

Helena College. 

¶ Quantity of work is measured against a maximum time 

frame in which the student must complete the educational 

objective. The quantitative measurement requires 

designation of a minimum amount of work a student must 

successfully complete (credit hours earned) by the end of 

designated periods of enrollment (full-time equivalent 

semesters). The quantitative measure is cumulative for all 

periods of enrollment and for all transfer credits, 

including periods of enrollment in which students did not 

receive federal student financial assistance. 

Enrollment Status 

Student status is based on the following: 

¶ Full time (FT) ï Attempting 12 or more credits 

¶ Three-quarter time (QT) ï Attempting 9-11 credits 

¶ Half-Time (HT) ï Attempting 6-8 credits 

¶ Less-than-half-time (LTHT) ï Attempting 5 or fewer 

credits 

For financial aid awarding and satisfactory academic progress 

purposes, enrollment status is based on credit hours for which 

the student is enrolled as of the published date considered to be 

the 15th instructional day of the term for the majority of students. 

Financial aid will be adjusted to reflect less-than full-time status 

if the student is not registered for at least 12 credit hours on that 

date. Financial aid will not be adjusted to reflect credit hours 

added after that date. Students who are registered for a class on 

the first day of the term but never attend the class cannot include 

those credits in determining enrollment status for financial aid 

purposes. Financial aid will be adjusted if students are reported 

as never having started attendance in one or more of their 

classes. All summer sessions jointly are considered one term. 

Students Subject to SAP Measurement 

Students currently enrolled and readmits are subject to SAP 

measurement. In most instances, a financial aid package will be 

provided before grades are posted. If SAP standards have not 

been met, the financial aid package is voided, pending appeal. 

New students, including transfer students, while subject to SAP, 

are not measured for satisfactory progress until first semester 

grades at Helena College are posted. 

SAP Measurement Date 

SAP measurement is made after completion of each semester. 

Measurement Standards of SAP 

Qualitative Measurement 

A student must possess a cumulative GPA of 2.0 or higher. A 

student must meet the qualitative standard in addition to the 

quantitative standards discussed. 

  

https://irs.gov/
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Quantitative Measurement 

Students must pass 70% of the cumulative credits attempted at 

Helena College in their degree/certificate program. Attempted 

credits will be based on a studentôs credit load at the end of the 

add period for each term. Audit and non-credit remedial work 

are not considered in the measurement of SAP. Remedial and 

repeated course work for which a student received credit 

multiple times is treated as any other course work. Incompletes 

are considered as credits attempted when considering maximum 

time frames. Transfer credits are also considered when 

determining maximum time frames. If a student withdrew from 

a class or classes after the 15th instructional day of the term, the 

student is considered to have attempted those classes, even 

though the student did not receive any earned credits for the 

classes. Withdrawal from classes has a negative impact on SAP 

measurement. 

Duration of Eligibility  

Students are expected to complete their program of study within 

a reasonable time period. A studentôs maximum time frame is 

based on the total credit hours attempted at Helena College plus 

any transfer credits accepted towards the program of study. 

These limits apply regardless of whether or not the student has 

previously received financial assistance. Students are eligible to 

receive aid for up to 150% of the published number of credit 

hours required for a program of study (See program descriptions 

in the College catalog). 

Example: If a program of study requires 60 credit hours to 

graduate, the maximum credit limit a student could take and 

receive financial aid would be 90 credits (60 X 150 percent). All 

credit hours attempted are counted. 

At the end of each semester, the total number of attempted credit 

hours will be counted to determine if the student has reached the 

maximum number of credit hours for their program. All credit 

hours are counted and includes: 

¶ Credit hours attempted in semesters student did not 

receive financial aid. 

¶ Credit hours attempted prior to a change in program of 

study if those hours are applicable to studentôs new 

degree/certificate. A student will be allowed to change 

their program of study prior to receiving a degree/ 

certificate and must inform the Financial Aid Office of 

each change. 

¶ Credit hours transferred from another institution into 

studentôs program of study at Helena College. 

Consequences 

Financial Aid Warning 

A student will be placed on financial aid warning if he/she either: 

¶ Fails to maintain a cumulative GPA of at least 2.0 

- or - 

¶ Fails to complete 70% of cumulative attempted credit 

hours. 

Helena College determines the student should be able to make 

satisfactory academic progress during the subsequent semester 

and meet the Collegeôs satisfactory academic progress standards 

at the end of the semester 

During a warning semester, the student may still receive 

financial aid. The studentôs future financial aid eligibility is 

dependent upon how well the student does during the warning 

semester. If the student completes the required number of credit 

hours to reach the 70% cumulative pace measure and has a 

cumulative GPA of 2.0 or higher, the student will be removed 

from financial aid warning status and restored to good standing. 

If, however, the student again fails to meet one or both of those 

requirements, the student will have their financial aid 

terminated. 

Financial Aid Termination  

A student will have their financial aid terminated if he/she: 

¶ Fails to meet both qualitative and quantitative SAP 

requirements and has been determined unable to make 

satisfactory academic progress during the subsequent 

semester. 

¶ Fails to meet the academic progress requirements at the 

end of a warning semester. 

¶ Has been determined to have exceeded the maximum 

time frame OR has been determined unable to 

mathematically finish the program in the maximum time 

frame. 

Student Notification of SAP Decisions 

The Financial Aid Office will, in most instances, measure SAP 

after developing a financial aid package for a student. In this 

case, the student will be notified in writing if he/she has not met 

SAP standards and that the financial aid package is cancelled. At 

the same time, the student will be notified of the appeal process 

(described below). 

Exceptions/Appeals 

A student who is notified of failure to meet SAP standards may 

appeal the conclusion reached by the Financial Aid Office and/or 

request that he/she be granted an exception to the policy. The 

Registrarôs Office must grant academic reinstatement to students 

on academic suspension before the Financial Aid Office will 

consider an appeal for financial aid eligibility reinstatement. 

Appeal Requirements 

The student must respond in writing to the notification of failure 

to meet SAP standards. The response must be directed to the 

Financial Aid Appeals Committee at Helena College. The 

response must describe in specific terms why Helena College 

should grant an exception to its established SAP policy. At a 

minimum, the response must include the following: 

1. A typed personal statement, plus supporting documentation, 

as appropriate, explaining the circumstances that led to 

failure to meet established SAP standards. 
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b. The nature and timing of the circumstances (e.g., 

injury, illness, or death of a loved one). A student with 

a maximum credit hour violation must address the 

circumstances that prevented their graduation within 

the applicable credit limit. 

c. How the circumstances affected the studentôs ability to 

meet the standards. If more than one enrollment period 

was affected, each enrollment period and the relevant 

circumstances must be specifically addressed. 

d. How the circumstances have been resolved or managed 

to permit the student to meet the standards. 

2. The statement should also include a typed academic plan 

outlining how the student expects to meet the SAP 

standards, as well as the time frame in which the student 

expects to be back in compliance with such standards. 

3. Copy of studentôs unofficial Helena College transcripts. 

4. Copy of studentôs loan debt from the National Student Loan 

Database System (https://nslds.ed.gov). 

Appeal Deadlines and Processing 

Appeals for financial aid eligibility reinstatement must be 

received in the Financial Aid Office no later than two weeks 

prior to the start of the term for which the student desires aid. 

Appeals will be reviewed by the Financial Aid Appeals 

Committee on a case-by-case basis as soon as possible and may 

take two weeks or more for an answer depending on the appeal 

volume at the time submitted. There will be no appeals accepted 

for financial aid reinstatement for the summer term. 

The Financial Aid Director and Financial Aid Appeals 

Committee will review the studentôs response to make a decision 

on the appeal. Two actions may result on the appeal: 

1. The Financial Aid Appeals Committee may deny the appeal. 

The Financial Aid Director is the final authority regarding 

SAP decisions. The student will be notified, in writing, of 

action on the appeal in a timely manner. 

2. The Financial Aid Appeals Committee may approve the 

appeal. If so, the student will receive written notice of the 

approval along with conditions to be met in the future, if 

appropriate. A student may be approved in one of two 

statuses: 

a. Probation: Helena College determines that the student 

should be able to make satisfactory academic progress 

during the subsequent semester and meet the Collegeôs 

satisfactory academic progress standards at the end of 

the semester. 

b. Academic Recovery Plan: The Financial Aid Appeals 

committee refers the student to a supplemental advisor. 

The student and advisor develop a plan that, if 

followed, will ensure the student is able to meet the 

institutionôs satisfactory academic progress standards 

by a specific point in time prior to completion of 

program. 

Students approved for an Academic Recovery Plan will 

complete and sign a contract and plan with a supplemental 

advisor. Both of these documents will be recorded in the 

Financial Aid Office and will be monitored by the Financial Aid 

Appeals Committee after every term. If a student is not 

academically progressing as planned, financial aid will be 

terminated. 

The Academic Recovery Plan will require students to meet with 

their supplemental advisor on a regular basis, as well as require 

certain activities. These activities could include, but are not 

limi ted to tutoring, limiting credit load, career counseling, taking 

the MCIS or CISS survey, attending workshops, or completing 

TRANSIT (a financial literacy module). The purpose of the plan 

is to support the student in a holistic manner to promote 

academic success and provide a clear pathway to completion. 

Requalification for Federal Student Financial Assistance 

after Failing to Meet SAP Standards 

A student who is disqualified from participation in college, state, 

and federal student financial assistance programs may regain 

eligibility by satisfying the established SAP standards. This can 

be done by attending college without financial assistance. If a 

student is deemed not to be making satisfactory progress, but 

later meets the standards, his or her eligibility for aid is 

reinstated. The other option is the student can pay for and pass 

at least 6 credits on his/her own and re-submit a Financial Aid 

Reinstatement Appeal. This, however, is not a guarantee of 

financial aid reinstatement. A student may be paid for the 

semester in which he/she regains satisfactory progress, but may 

not be paid for any semesters in which the student did not meet 

the standards. 

Additional Information  

¶ Additional Degree: Students who have obtained an 

Associate degree and wish to return to Helena College for 

a subsequent degree may not necessarily be eligible for 

Financial Aid. Changes from A.A.S. to A.S. or A.A. 

degrees will receive consideration as they are separate 

and distinct degree programs. The request for a 

subsequent degree must be submitted to the Director of 

Financial Aid with a degree audit from the Registrar. If 

approved for a new degree or certificate, the student will 

be required to take only courses required for the new 

degree or certificate. It is the studentôs responsibility to 

only take courses for the program. Failing to do so may 

result in financial aid termination.  

¶ Challenged Courses: Students may not receive financial 

aid for credits they successfully challenged. 

¶ Changed and Late Grades: The student must notify the 

Financial Aid Office of grade changes, including updates 

for incomplete or missing grades. Grades must be 

officially changed in the Registrarôs Office before 

financial aid will be reviewed. 

  

http://www.nslds.ed.gov/
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¶ Evaluation Time Frame: Helena College will evaluate a 

studentôs satisfactory academic progress at the end of 

each semester: fall, spring, and summer. A student placed 

on financial aid warning or termination will be notified 

via U.S. mail to the current mailing or permanent address 

on record. It is the responsibility of the student to ensure 

addresses are correct via MyHC. 

¶ Incomplete: An incomplete course is one for which no 

term credits were earned. It is construed as an ñFò until a 

positive letter grade is recorded by the Registrar. A 

student who is placed on warning or termination because 

of incomplete credits may request that the Financial Aid 

Office to review his/her status upon course completion. 

¶ Remedial Courses: Certain sub-100 remedial courses, 

which do not apply toward graduation requirements, may 

be included as part of a credit load for determining 

enrollment status each term. These courses can total no 

more than half the credit load per term and cannot exceed 

30 credits. 

¶ Return of Federal Title IV Funds: Federal regulations 

require colleges to recalculate a studentôs financial aid for 

those who officially or unofficially withdraw from classes 

prior to completing 60% of a semester to determine the 

amount of aid that was earned and unearned. The 

unearned portion will be returned to the Department of 

Education. 

Return of Federal Title IV Funds Policy 

Purpose 

The purpose and intent of this policy is to provide guidance as 

to how Helena College will calculate the amount of Federal Title 

IV funds to be returned for a student who has withdrawn from 

all classes, inform interested parties of the methods and 

procedures used to calculate the amount, provide a fair and 

equitable policy, and provide a policy that conforms to federal 

regulations and its intent. 

This policy governs the return of Federal Title IV funds 

disbursed for a student who completely withdraws from a term, 

payment period, or period of enrollment. It does not apply to a 

student who has dropped some classes but remains enrolled in 

other classes with Helena College. The general assumption is 

that a student earns aid based on the period of time he/she 

remains enrolled. 

The Process ï General 

1. The student meets with an advisor in the Student Support 

Center to discuss withdrawal and to complete a withdrawal 

form. The Student Support Center sends the student with the 

withdrawal form to the Financial Aid Office. 

2. The Financial Aid Office calculates the amount of funds to 

be returned. 

3. The Financial Aid Office notifies the student and Business 

Services of funds that Helena College must return and the 

amount the student must return to the Department of 

Education. 

4. The Financial Aid Office returns its share of unearned 

Federal Title IV funds within 30 days after it determines the 

student withdrawal process is complete. The student must 

repay his/her share either by (1) paying loans in accordance 

with the terms and conditions of the promissory note or (2) 

repaying grants directly or under a payment arrangement 

through the College. 

Note: In addition to calculating a return of Federal Title IV 

funds for students who notify Helena College of a withdrawal, 

the College must also make a calculation for students who do 

not ñofficiallyò withdraw. The Financial Aid Office reviews 

final semester grades to determine students with all ñFò grades 

to determine if the student stopped attending all classes. If so, 

the last date of academic activity is obtained. To facilitate the 

process, the Registrar has requested faculty to indicate last date 

of attendance for all students awarded an ñFò grade. 

The Details 

Earned aid: During the first 60% of the term, a student ñearnsò 

Federal Title IV funds in direct proportion to the length of time 

he/she remains enrolled. That is, the percentage of time during 

the period the student remained enrolled is the percentage of 

dispersible aid for the period that the student earned. A student 

who remains enrolled beyond the 60% point earns all aid for the 

term. 

Unearned aid: The amount of disbursed Title IV aid that 

exceeds the amount of Title IV aid earned under the required 

formula. Unearned Federal Title IV funds, other than Federal 

Work Study, must be returned. 

Percentage of period enrolled: The number of days the student 

remained enrolled divided by the number of days in the period. 

Calendar days are used, but breaks lasting more than five days 

are excluded from both the numerator and denominator. The 

number of days used to determine the enrolled percentage 

normally includes weekends; however, scheduled breaks are 

measured from the first day of the break to the next day that 

classes are held. 

Repayment of unearned aid: The responsibility to repay 

unearned aid is shared by the institution and the student in 

proportion to the aid each is assumed to possess. 

The institutionôs share is the lesser of: 

¶ The total amount of unearned aid; or 

¶ Institutional charges multiplied by the percentage of aid 

that was unearned. 

The formula assumes that Federal Title IV funds are directly 

disbursed to a student only after all institutional charges have 

been covered, and that Title IV funds are the first resource 

applied to institutional charges. Institutional charges comprise 

the amounts that had been assessed prior to the studentôs 

withdrawal, not a reduced amount that might result from an 

institutionôs refund policy. 
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The institutionôs share is allocated among Title IV programs, in 

an order specified by statute, before the studentôs share. After 

the studentôs share is fully allocated among the Title IV 

programs, any amount owed to a grant program is reduced by 

half. Students return their share of unearned aid attributable to a 

loan under the terms and conditions of the promissory note. 

Time Frame for Returning Funds 

The institution must return its share of unearned Federal Title IV 

funds no later than 30 days after it determines the student 

withdrew. 

The student must repay his or her share either by: 

1. paying loans in accordance with the terms and conditions of 

the promissory note, or 

2. repaying grants directly or by a payment arrangement with 

the College or the Department of Education. 

Late Disbursements 

A student who earned more aid than was disbursed prior to 

withdrawal is owed a late disbursement. Only the difference 

between earned aid and aid already disbursed may be disbursed 

late. Thus, conditions under which unearned aid must be 

returned and conditions under which a late disbursement is 

required are mutually exclusive. 

The institution may credit late disbursements towards unpaid 

institutional charges. Authorizations for current year charges 

remain valid for late disbursements; authorizations for prior year 

charges become invalid. 

Any portion of a late disbursement not credited to the studentôs 

account must be offered as a cash disbursement to the student 

(or parent in the case of a Federal PLUS Loan). 

Withdrawal  Dates 

¶ Unofficial  Withdrawal  

For students who withdraw without notifying the institution, 

the institution must determine the studentôs withdrawal date 

within 30 days after the expiration of the earlier date of the: 

¶ Payment period or period of enrollment; 

¶ Academic year in which the student withdrew; or 

¶ Educational program from which the student 

withdrew. 

The withdrawal date for unofficial withdrawals is the 

studentôs last date of attendance at a documented 

ñacademically-related activityò in lieu of any other 

withdrawal date. ñAcademically related activitiesò include 

activities confirmed by an employee of the institution, to 

include exams, tutorials, academic advisement, turning in a 

class assignment, and attending a study group assigned by 

the institution. Eating at institution provided food services 

and participating in off-campus study groups not assigned 

by the institution are not ñacademically related activitiesò. 

The only exception would be if the student left without 

notification because of circumstances beyond his/her 

control. The institution may determine a withdrawal date 

related to the circumstances. The Director of Financial Aid 

is responsible for making such a determination, along with 

the Registrar, and the Associate Dean of Academic and 

Student Affairs. 

¶ Official  Withdrawal  

The withdrawal date for official withdrawals (student 

notified the institution that he/she was withdrawing) is the 

date the student completed the institutionôs withdrawal 

process or officially notified the institution of intent to 

withdraw, except the institution may, at its option, use the 

studentôs last date of attendance at a documented 

ñacademically-related activityò in lieu of any other 

withdrawal date. ñAcademically-related activitiesò include 

activities confirmed by an employee of the institution, to 

include exams, tutorials, academic advisement, turning in a 

class assignment, and attending a study group assigned by 

the institution. Eating at institution-provided food services 

and participating in off-campus study groups not assigned 

by the institution are not ñacademically-related activities.ò 

The withdrawal date for a student who officially withdrew 

is the later of: 

¶ The withdrawal; or 

¶ The date of the studentôs notification to the institution. 

For a student who unofficially withdrew (withdrew without 

notifying the institution), this date is the date the institution 

becomes aware that the student ceased attendance. The 

ñdate of institutionôs determination that a student withdrewò 

is used for the following purposes: 

¶ It provides the dividing date between disbursed aid 

and late disbursements; and 

¶ It starts the clock for the period of time within which 

the institution must return federal funds. 

Suspension/Withdrawal 

If a student is withdrawn based on a school-initiated suspension 

during a period of enrollment, the date used for the withdrawal 

date is as follows: 

¶ If the student is given the option to appeal the suspension 

and does not appeal within the time frame allowed, the 

date of the initial suspension letter is used in the 

calculation. 

¶ If the student does not appeal and can attend classes 

during the appeal process (regardless of whether they 

attend or not), the official date on the appeal denial letter 

from the College will be used for the calculations rather 

than the initial suspension letter date. 
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Drug-Related Convictions 

A federal or state drug conviction can disqualify a student for 

federal student aid. Convictions only count if they were for an 

offense that occurred during a period of enrollment for which the 

student was receiving financial aid. A conviction that was 

reversed, set aside, or removed from the studentôs record does 

not count, nor does one received when the student was a juvenile, 

unless he/she was tried as an adult. 

The information below illustrates the period of ineligibility for 

financial aid on whether the conviction was for sale or 

possession and whether the student had previous offenses. (A 

conviction for sale of drugs includes convictions for conspiring 

to sell drugs.) 

For a drug possession conviction, eligibility is suspended: 

¶ One year from date of conviction for 1st offense; 

¶ Two years from date of conviction for 2nd offense; 

¶ Indefinite period for 3+ offenses. 

For a drug sale conviction, eligibility is suspended: 

¶ Two years from date of conviction for 1st offense; or 

¶ Indefinite period for 2nd offense. 

If the student was convicted of both possessing and selling 

illegal drugs, and the periods of ineligibility are different, the 

student will be ineligible for the longer period. 

Regaining Eligibility after a Drug Conviction 

A student regains eligibility the day after the period of 

ineligibility ends or when he/she successfully completes a 

qualified drug rehabilitation program. Further drug convictions 

will make him or her ineligible again. 

Students denied eligibility for an indefinite period can regain 

eligibility only after successfully completing a rehabilitation 

program as described below. 

Standards for a Qualified Drug Rehabilitation Program 

A qualified drug rehabilitation program must include at least two 

unannounced drug tests and must satisfy at least one of the 

following requirements: 

¶ Be qualified to receive funds directly or indirectly from a 

federal, state, or local government program. 

¶ Be qualified to receive payment directly or indirectly 

from a federally or state-licensed insurance company. 

¶ Be administered or recognized by a federal, state, or local 

government agency or court. 

¶ Be administered or recognized by a federally or state 

licensed hospital, health clinic, or medical doctor. 

Incarcerated Students 

A student is considered to be incarcerated if he/she is serving a 

criminal sentence in a federal, state, or local penitentiary, prison, 

jail, reformatory, work farm, or similar correctional institution. 

A student is not considered to be incarcerated if he/she is in a 

half-way house or home detention or is sentenced to serve only 

weekends. 

Incarcerated students are not eligible to receive federal student 

loans but are eligible for federal work-study and federal 

supplemental educational opportunity grants (FSEOG). They are 

also eligible for Pell grants if not incarcerated in a federal or state 

penal institution.
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Student Information 

Acceptable Use of Electronic Resources 

As an institution of higher education, Helena College endeavors 

to develop resources and provide services that meet its studentsô 

educational needs. It is within this context the College provides 

students with access to computers, along with access to a wide 

variety of online material. 

Students may find some of the material available online to be 

inaccurate, incomplete, or outdated; they may find other material 

sexually explicit or offensive. Helena College does not guide, 

monitor, or censor studentsô computer research. The College 

does, however, restrict the use of computers, computer files, or 

network resources in the following ways: 

1. Students are prohibited from violating copyright laws and 

from engaging in theft or file theft with regard to College 

computers. 

2. Students may not use College computers to violate othersô 

privacy, to harass or intimidate others, to send abusive or 

patently offensive and unwanted material to others, or to 

interfere with the work of others. As studentsô distribute or 

make material available to others, they need to be aware of 

others sensitivities toward information or graphics that may 

seem offensive. 

3. Students may not deliberately crash, or otherwise impair 

workstations or computer systems at the College, modify 

files without authorization, damage files, alter data, 

introduce viruses, penetrate or harm operating systems, 

resell bandwidth, or engage in any other illegal acts 

promulgated from or targeting the Collegeôs computers. 

4. Students are prohibited from concealing or misrepresenting 

their names or affiliations to mask irresponsible, offensive, 

or illegal behavior. 

5. Students are prohibited from sharing their Helena College 

network username and password with other students or 

family members. 

Misuse of computer or network resources may constitute 

trespass, disruptive behavior, or sexual harassment and will not 

be tolerated by Helena College. Failure to comply with these 

guidelines may result in loss of electronic access, expulsion from 

a course or the College, and/or legal prosecution. 

Associated Students of Helena College 

Helena College has an active, dynamic, and involved student 

organization, Associated Students of Helena College (ASHC). 

The goals of ASHC are to help provide students with a quality 

educational environment, provide a forum for student 

expression, promote the general welfare of the College, and 

establish student activities. ASHC sponsors social activities 

throughout the year, including barbecues, student contests and 

competitions, holiday parties, and awareness/fundraising events 

on behalf of various community service organizations. The 

organization also uses its funds for the promotion of future 

projects, clubs, and scholarships. 

ASHC welcomes student representatives from each academic 

program and all officially recognized student organizations. 

Representatives are elected by a student vote during the spring 

semester. Student representatives serve as the main 

communication link between ASHC and the student body. 

Representatives bring student suggestions to the organization 

and keep students informed student government, various 

activities, and important campus issues. 

Family Education Rights and Privacy Act (FERPA) 

The College interprets and develops procedures for 

implementation of the Family Educational Rights and Privacy 

Act (FERPA) of 1974 and Montana Statutes specifically as they 

apply to Helena College for affording studentsô certain rights 

with respect to their education records. 

Definition of a Student Education Record 

Education records do not include an instructorôs or staffôs 

personal notes on a student which are in the sole possession of 

the maker, employment records (except work-study records), 

records created or maintained by a physician, psychiatrist, 

psychologist, or other recognized professionals, library records, 

and alumni records. 

Rights Afforded to Students under FERPA 

Students have specific rights concerning their education record: 

1. The right to inspect and review their education record. 

2. The right to request amendment of the studentôs education 

records to ensure they are not inaccurate, misleading, or in 

violation of the studentsô privacy or other rights. 

3. The right to consent to disclosures of personally identifiable 

information contained in the education records, except to 

the extent that FERPA authorizes disclosures without 

consent. 

4. The right to file complaints with the Family Policy 

Compliance Office concerning alleged failures of Helena 

College to comply with the requirements of FERPA. 

Written complaints should be directed to: 

The Family Policy Compliance Office 

U.S. Department of Education 

400 Maryland Ave, SW 

Washington, D.C. 20202-5920 

ferpa@ed.gov  

mailto:ferpa@ed.gov
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Disclosures Made without Studentôs Consent 

Helena College may disclose student information under the 

following circumstances in accordance with FERPA: 

¶ To Helena College employees with a legitimate 

educational interest. Legitimate educational interest is 

defined as needing the records to carry out employee 

responsibilities. 

¶ To authorized representatives of the United States 

Comptroller General, Attorney General, Secretary of 

Education, or state and local educational authorities. 

¶ In connection with the application or receipt of financial 

aid when the information is necessary to determine 

eligibility, amount of the aid, determine the conditions of 

the aid, and enforce the conditions of the aid. 

¶ To another institution where a student seeks to enroll or is 

enrolled. 

¶ To state and local juvenile justice systems or their 

officials. 

¶ To organizations conducting educational studies. 

¶ To contractors, consultants, or volunteers providing the 

institution services. 

¶ To accrediting organizations carrying out their 

accrediting functions. 

¶ In compliance with a judicial order or lawfully issued 

subpoena. 

¶ To appropriate parties in an emergency if the information 

will help assist in resolving the emergency. 

¶ To victims of an alleged perpetrator of a crime, 

disciplinary records maintained by colleges concerning 

the alleged crime. 

¶ In connection with a disciplinary proceeding at the 

College. 

¶ If designated as directory information (and the student 

has not opted out). 

¶ Federal and State Data Collection and Use  

¶ As of January 3, 2012, the U.S. Department of 

Educationôs FERPA regulations expand the 

circumstances under which your education records and 

personally identifiable information (PII) contained in 

such records ð including your Social Security Number, 

grades, or other private information ð may be accessed 

without your consent. First, the U.S. Comptroller 

General, the  

U.S. Attorney General, the U.S. Secretary of Education, or state 

and local education authorities (ñFederal and State Authoritiesò) 

may allow access to your records and PII without your consent 

to any third party designated by a Federal or State Authority to 

evaluate a federal- or state-supported education program. The 

evaluation may relate to any program that is ñprincipally 

engaged in the provision of education,ò such as early childhood 

education and job training, as well as any program that is 

administered by an education agency or institution. Second, 

Federal and State Authorities may allow access to your 

education records and PII without your consent to researchers 

performing certain types of studies, in certain cases even when 

we object to or do not request such research. Federal and State 

Authorities must obtain certain use-restriction and data security 

promises from the entities that they authorize to receive your PII, 

but the Authorities need not maintain direct control over such 

entities. In addition, in connection with Statewide Longitudinal 

Data Systems, State Authorities may collect, compile, 

permanently retain, and share without your consent PII from 

your education records, and they may track your participation in 

education and other programs by linking such PII to other 

personal information about you that they obtain from other 

Federal or State data sources, including workforce development, 

unemployment insurance, child welfare, juvenile justice, 

military service, and migrant student records systems. 

Disclosure to Parents 

In accordance with Montana Statute §20-25-515 MCA, will not 

give information to parents unless the student has provided 

written permission. If students would like to provide access to 

their parents, they must sign a Release of Information form 

available from the Registrarôs Office. 

Disclosure of Records to Students 

Helena College requires students to present picture identification 

for all transactions. Any student wishing to receive information 

over the phone must complete a Release of Information form 

with the Registrarôs Office. Students will be required to know a 

password and student identification number to receive 

information over the phone. 

Disclosure to Potential Employers 

Helena College discloses graduation dates and dates of 

attendance as part of its directory information. Students 

interested in a specific job reference from a faculty member, 

including performance in courses, must complete the Student 

Release for Job Referral/Reference form with the appropriate 

faculty member. 

Access to Records 

Students may access their records by providing a written request 

to the office where the records are held. The office will make 

arrangements to provide access to the records within 45 days of 

the request. Students may not have access to the following 

records: 

¶ Financial information submitted by parents. 

¶ Confidential letters and statements of recommendation, 

which the student has waived the right to review. 

¶ Education records containing information about another 

student; however, the student will have access to the 

record section(s) that concern the student requesting the 

information. 
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Directory Information  

Helena College has defined the following as directory 

information and may release it to the public without notifying 

the student: 

¶ Name 

¶ Address 

¶ Telephone number 

¶ Date and place of birth 

¶ Major field of study 

¶ Enrollment status (full-time, part-time) 

¶ Participation in officially recognized activities 

¶ Dates of attendance 

¶ Degrees and academic awards (e.g. deanôs list, honor roll, 

graduation honors) 

¶ Most recent educational agency/institution attended 

¶ College assigned student email address 

¶ Photographic, video, or electronic images 

Students may request directory information not be released 

without consent. Requests for non-disclosure must be made 

through the Registrarôs Office, and in effect the date the student 

makes the request; it will only be revoked if the student requests 

so in writing. Students should be aware if they choose this 

option, Helena College will not provide enrollment or 

graduation verifications without the studentôs written consent. 

Fees for Copies of Records 

There is a $3 fee for each official academic transcript. A copy of 

all other records is provided free of charge. 

Right of Helena College to Refuse Copies of Records 

Helena College reserves the right to refuse students copies of 

their student records, including their transcript, if the student has 

an outstanding financial obligation to the College or an 

unresolved disciplinary action. 

Compliance 

Students should address questions, concerns, or problems 

concerning this policy to the Registrarôs Office, Donaldson 

Campus, 1115 North Roberts, Helena, MT 59601. 

Bookstore 

The Helena College Bookstore is located on the Donaldson 

Campus and provides textbooks, supplies, apparel, hot food, 

beverages, and snacks Monday through Friday during the 

academic year. The Bookstore accepts cash, credit cards (with 

the exception of American Express), and checks made payable 

to Helena College for the amount of purchase only. The 

Bookstore also features a full service Coffee Counter with a wide 

selection of hot and cold drinks. The Coffee Counter is open 

Monday through Friday during the academic year. The Coffee 

Counter accepts cash, credit cards (with the exception of 

American Express), and checks made payable to Helena 

College. Bookstore East is located on the Airport Campus and 

also sells supplies, food, snacks, and beverages Monday through 

Thursday during the academic year. Vending machines are 

located in the Student Center at the Donaldson Campus and in 

the Student Lounge on the second floor at the Airport Campus. 

Health Insurance 

Students enrolled in six or more credits each semester may select 

to purchase medical insurance while attending Helena College. 

Through the Montana University System Student Insurance Plan 

(MUSSIP) students may purchase coverage from Blue Cross 

Blue Shield of Montana (BCBSMT). The insurance plan 

provides major medical and prescription coverage including but 

not limited to hospitalizations, outpatient surgery, and 

emergency services. The plan does not cover vision or dental. 

High school students participating in dual enrollment programs 

are not eligible for the insurance plan. 

The student insurance plan is elected or waived during electronic 

registration for both the fall and spring semesters and must be 

purchased by the 15th day of instruction for the coverage term. 

If selected, medical coverage begins the first day of the semester 

provided payment is made as required within the enrollment 

period. Students who elect coverage and withdraw before the 

15th day of instruction will receive a full refund of the premium 

cost if it has not been used. There are no refunds after the 15th 

day of instruction. Students wishing to enroll in the student 

insurance plan after the 15th class day may do so furnishing 

documentation of a major life event (loss of insurance, loss of 

employment, etc.). In such cases, the premium will not be 

prorated and the cost will be the same as the beginning of the 

semester. Plan coverage and premium costs are published each 

academic year in the MUSSIP campus brochure and on the 

Helena College website. For more information, visit 

www.helenacollege.edu, or contact the Associate Dean of 

Academic and Student Affairs, 406-447-6928. 

Housing Resources 
Helena College is a non-residential campus. Apartment rentals 

in the Helena area average $600 ï $1,000 per one/two-bedroom 

apartment. The Collegeôs housing brochure offers tips on finding 

housing as well as helpful contact information for newspapers, 

apartment finders, housing complexes, and child care. A housing 

bulletin board is maintained in the Welcome Center at the 

Donaldson Campus. Students are encouraged to consult the 

classified advertising section of the Helena Independent Record, 

www.helenair.com. 

Library  
The mission of the Helena College Library is to enable student 

success in the programs and degrees offered at the College. In 

addition, the library exists as a quiet place of study and inquiry, 

fostering the concepts of lifelong learning, intellectual freedom, 

and cultural enrichment. 
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The library has a location on each campus. The main library is 

located in Room 140 on the Donaldson Campus. The Airport 

Campus library is located in the southwest corner of the building 

and can be accessed through the back hallway. These combined 

locations house over 10,000 print book titles, three daily 

newspapers, more than 90 print magazines and journals 

reflecting the diversity of programs at the College, and twenty-

four iPads for student use. The OneSearch search box on the 

library homepage allows users to place requests on books and 

DVDs from sixteen academic libraries across the state 

participating in the Treasure State Academic Library Services 

(TRAILS) consortium. The library also provides access to 

materials internationally through interlibrary loan. The library 

website www.helenacollege.edu/library  provides full-text 

online access to articles from periodicals (magazines, journals, 

and newspapers), reference sources, and scholarly e-books, as 

well as e-books and digital audiobooks for leisure reading. All 

electronic resources are available both on and off campus. 

The library also provides computers for public use, group and 

quiet study areas, a multi-function photocopier/printer/scanner, 

and a color printer. A professional library staff member is 

available during open hours for individual assistance or group 

instruction. 

Montana Campus Compact 

Helena College is a member in good standing of The Montana 

Campus Compact. Through this affiliation, Helena College has 

shown its commitment to civic engagement by students, faculty, 

and staff. 

The Montana Campus Compact is a coalition of college and 

university presidents, chancellors, and deans committed to 

fostering the quality values and skill sets of citizenship in 

Montana students through active involvement in civic 

engagement activities. To meet this goal, The Montana Campus 

Compact works to: 

¶ Award student scholarships, faculty grants, and resources 

to member campuses to support civic engagement 

activities; 

¶ Organize conferences, forums, and workshops to develop 

civic engagement initiatives; 

¶ Foster partnerships between campus, business, 

community, and government leaders; 

¶ Provide timely research and service related to its member 

campuses; and 

¶ Assist in state legislation promoting public and 

community service. 

Students interested in learning more about Campus Compact 

opportunities at Helena College should contact the Student 

Support Center, 406-447-6939. 

Parking 

Permits are required on all Helena College parking properties. 

Permits are obtained by application from the Cashierôs Office at 

the Donaldson Campus for a $15 fee and are valid for each 

academic year. Temporary permits, good for one day, are 

available from the Helena College Welcome Center. Parking 

permits must be clearly displayed and visible from the outside of 

the vehicle. Citations for unpermitted vehicles or vehicles 

parked in a hazardous manner are $10. Please review the parking 

application for all parking requirements. In the event a vehicle is 

towed, the owner will be responsible for all associated fees. 

Penalties for violation of handicapped parking laws will be 

applied to the fullest extent of the law. 

Handicapped Parking 

All Helena College students and employees who park in 

handicapped parking on Helena College property must purchase 

a Helena College parking permit for the academic year. Parking 

permits are $15 and may be purchased from the Cashierôs Office 

on the Donaldson campus. 

It is against the law to use anyone elseôs handicapped parking 

permit. This law also applies to disabled veteran plates. If you 

park illegally in any part of handicapped parking stalls or ramps, 

you will be ticketed appropriately. Repeat offenders may have 

their vehicle impounded and be responsible for recovery 

expenses. 

If you believe someone is parked illegally in a handicapped 

parking space, please contact the Administrative Associate to 

Enrollment Services 406-447-6900 or Director of Facilities 406-

447-6936. 

Parts and Supplies (Airport Campus ) 

Mechanical parts and technical supplies necessary for trades 

programs are available from the parts department located in 

Room 105 at the Airport Campus. All parts and materials for 

assigned projects must be ordered through the parts department. 

Invoices will be posted to the work order at a 20% mark-up 

above the cost to the College. Personal work done by students 

must also have assigned work orders. The College is not liable 

for any personal work performed by students. 

Personal Property Responsibility 
Each student is responsible for his or her own personal property 

brought on campus, and students are encouraged to provide 

adequate security for their possessions. Any theft or damage to 

personal property should be reported to campus maintenance or 

the Welcome Center on the Donaldson Campus. 

  

http://www.helenacollege.edu/library
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Student Handbook 

The Helena College Student Handbook is intended to provide 

students with basic information about services as well as policies 

and procedures related to student rights, responsibilities, and 

conduct as members of the campus community. The handbook 

is published each academic year and includes a weekly calendar 

planner. Student handbooks can be obtained during orientation 

programs or from the Welcome Center, the Student Support 

Center, or either college bookstores. They are also available 

online, www.helenacollege.edu. 

Student Information Change 

Students may change their address and phone number through 

the online student information system ñMyHCò on the Helena 

College website. Students may also make the change by 

completing a Name and Address form available from the 

Registrarôs Office. 

Student Name Change 

A student who needs to update his or her name must present 

valid proof of the name change and be presented at the time the 

form is completed. Examples of proof include a marriage 

certificate or an updated Social Security Card. 

Student Records and Transcripts 

Student records are only released with a written request from the 

student. The request must include the studentôs signature, dates 

of attendance, student ID or SSN, and information on where the 

transcript should be sent. There is a $3 fee for official transcripts. 

Requests for transcripts may be sent to Helena College with a 

check, money order, or credit card, to: 

Registrarôs Office 

1115 North Roberts 

Helena, MT 59601 

 

Transcripts may also be ordered online through the Helena 

College website, www.helenacollege.edu. 

Students attending Helena College after 2000 may access their 

unofficial transcripts through our website by clicking on 

ñMyHCò and logging into a secure area. 

Transcripts/Diplomas are withheld if a student owes a debt to the 

College, has not completed Loan Exit Counseling, or has 

outstanding disciplinary action. 

Student Code of Conduct 

The Student Conduct Code embodies the ideals of academic 

integrity, honesty, and responsible citizenship. It governs all 

academic work and student behavior at Helena College. The 

principles and policies that make up the Code set forth the 

standards of acceptable student conduct, disciplinary sanctions, 

and procedures to be followed in adjudicating charges of both 

academic and non-academic misconduct. For information 

regarding student rights and responsibilities, conduct code, and 

due process, please refer to the current Helena College Student 

Handbook or contact the Associate Dean of Academic and 

Student Affairs, 406-447-6928. 

Student Support Services 

Advising and Academic Assistance 

The Student Support Center, located on the Donaldson Campus, 

Room 139, provides academic and personal support to promote 

student success while attending college. The Student Support 

Center provides placement testing, advising, and academic 

support. Academic advising includes initial and ongoing 

academic advising, transfer information, career planning, and 

academic success strategies. For appointments or services 

offered in the Student Support Center, students can call            

406-447-6939. Walk-ins are welcome. 

Career Services 

Career Services helps students gain skills and information to 

secure employment. The Career Services provides workshops 

and individual counseling assisting students with exploring 

career choices, resume writing, and interviewing. Students 

interested in obtaining assistance with employment should 

contact Career Services at 406-447-6941. More information can 

be found on the Career Services page of the Collegeôs website: 

http://www. helenacollege.edu/student_support_center/caree

r_services/default.aspx . 

Counseling 

Short-term personal support is available to students who are 

experiencing difficulties that may be interfering with their 

educational progress. The emphasis is on clarifying choices, 

handling difficult situations, and accessing community 

resources. Appointments with a licensed counselor can be made 

through the Student Support Center (Donaldson Campus Room 

139), special population support (Donaldson Campus Room 

119), or the Associate Dean of Academic and Student Affairs. 

Student Support Center 

The Student Support Center supports academic programs at the 

College. Students will find computers with various software 

applications and printing capability, as well as peer and 

professional tutors who offer free tutoring in most academic 

areas. All assistance is designed to meet the specific learning 

needs of each student. Study skills and other student-based 

workshops are offered during the academic year. These services 

are housed in Room 139 of the Donaldson Campus. 

  

http://www.umhelena.edu/
http://www.umhelena.edu/
http://www.helenacollege.edu/student_support_center/career_services/default.aspx
http://www.helenacollege.edu/student_support_center/career_services/default.aspx
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Disability Resources 

Services for students with disabilities are provided at Helena 

College under the guidelines of Section 504 of the Rehabilitation 

Act of 1973 and the Americans with Disabilities Act of 1990 as 

amended in 2008. Access to the Collegeôs programs and 

facilities is provided for all qualified students and discrimination 

based on disability against any student is specifically prohibited 

under these laws. Services are located on the Donaldson 

Campus, Room 119. Students are encouraged to contact the 

Coordinator of Disability Resources as early as possible for 

reasonable accommodations. Accommodated testing is also 

available in this area. It is the studentôs choice to disclose any 

disability and their responsibility to request accommodations 

each term. Certain persons with disabilities may qualify for 

educational assistance through Montana Vocational 

Rehabilitation and should contact that office at 406-444-1710 for 

more information. All documentation related to the studentôs 

disability is kept in separate and confidential files in the Office 

of Disability Resources, although it is still part of the studentôs 

educational record. More information can be found on the 

Disability Resources page of the Collegeôs website: 

http://www. helenacollege.edu/disability/default.aspx. 

Students may also want to call 406-447-6952 for information. 

Veterans Education Benefits 

Veteran Resources, located on the Donaldson Campus in Room 

119, serves as a liaison between the College and the Veteranôs 

Administration. Applications for Veteran benefits are obtained 

online at www.vets.gov.   

The Veterans Administration expects veterans to make 

satisfactory academic progress and pursue an established 

educational objective. All veterans and eligible persons 

receiving benefits are required to report promptly when they 

drop or add courses, or withdraw completely to the Veteran 

Resources Program Coordinator. 

A Montana University System Veterans fee waiver is available 

for veterans who have exhausted their chapter benefits. Students 

should contact the Financial Aid Office for further information. 

The Veteranôs Mentoring Program is available for incoming 

veterans and dependents of veterans with assistance when 

transitioning to college. The peer mentor is a point of contact for 

information, support, and guidance to new students. 

Free counseling services are provided by a Licensed Clinical 

Professional Counselor well-versed with trauma, PTSD, anxiety, 

and family issues. Family members are invited, and the 

counseling can remain nameless and paperless. 

The Veteran Resources Program Coordinator can be contacted 

at 406-447-6953. More information can be found at 

http://www.helenacollege.edu/veteran. 

Higher Education Assistance (HEA) and Tribal 

Grants 

Native American students may be eligible for need-based grants 

from the HEA or the studentôs tribe. For more information, 

students should contact the Tribal Educational Specialist, the 

Financial Aid Office on the Donaldson campus. 

Note: All benefit information must be reported to the Financial 

Aid Office. 

Helena College American Indian Student Mentor Program 

The Helena College Native American Scholars Program is 

designed to create a peer-mentoring program to incoming Native 

American students to promote a welcoming environment, as 

well as increase academic engagement and achievements. This 

program provides a seamless transition into college for Native 

American students needing and seeking support. The program 

assists students to become academically and personally 

successful at Helena College and beyond. Mentors will greet the 

new college students at the very start of their educational career 

and assist with course selection, improving study skills to 

promote retention and success in college as well as life skills. 

Students will receive a $100 book stipend if selected for this 

program.  

 

http://www.helenacollege.edu/disability/default.aspx
http://www.vets.gov/
http://www.helenacollege.edu/veteran
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Academic Information 

Student Responsibility Statement 

All students at Helena College are responsible for knowing and understanding the requirements of their individual degree programs, 

and must take final responsibility for making their own academic decisions. 

Academic Forgiveness Procedure 
A Helena College student seeking his or her first undergraduate 

degree who returns to the College after a minimum three-year 

absence and has not attended any other college or university is 

eligible for Academic Forgiveness. 

Academic Forgiveness allows a student who has met the 

requirements in the previous statement to return to Helena 

College and continue the pursuit of a degree or certificate 

without penalty from previous poor academic performance. 

Receiving Academic Forgiveness for previous semesters results 

in all credits and grades, up to two semesters, being forgiven and 

excluded from the studentôs GPA calculation; semesters do not 

need to be consecutive. A student will not be allowed to select 

specific grades and credits to be retained while excluding others 

earned. The excluded courses and grades will remain on the 

studentôs official College transcript; however, they may not be 

used to fulfill any program or college requirements. 

A student will be granted Academic Forgiveness only one time 

during his or her academic career with Helena College. 

Only Helena College grades and credits will be excluded; any 

transfer courses previously applied to the studentôs transcript 

will remain. 

Any student who receives Academic Forgiveness will be bound 

by the College Catalog in effect at the time of the return to 

Helena College or any subsequent catalog in accordance with 

College policy. 

A student applying for Academic Forgiveness will be required 

to pass a minimum of 75% of registered courses after applying 

for forgiveness and be in good academic standing upon 

completion of the term before Academic Forgiveness will be 

granted. 

For example, if the student is registered for 12 credits in the fall 

term after having sat out for the minimum three years, the 

student must successfully complete 9 credits with a minimum 

term GPA of 2.0. After such, then and only then will the 

application for Academic Forgiveness be reviewed. 

A student wishing to apply for Academic Forgiveness should 

contact the Registrarôs Office for the appropriate form. The 

Registrarôs Office will be responsible for verifying eligibility 

and after review by the appropriate offices, will notifying the 

student of the decision. 

Procedure: 

1. Provide a written statement that outlines the nature of your 

request for Academic Forgiveness and the reasons you 

believe your appeal merits approval. 

2. Submit a letter(s) of support from an academic 

administrator, faculty member, advisor, or other College 

professional who is familiar with your situation. If the 

extenuating circumstance involves medical reasons, it is not 

necessary for the letter(s) of support to contain details of the 

medical condition. 

3. Submit the completed form and required documentation to 

Associate Dean of Academic and Student Affairs for 

approval. 

4. If approved, the form and documentation will be forwarded 

to the Registrar for completion of the process. Academic 

Forgiveness will result in all credits and grades earned 

during the semester in question being excluded from the 

studentôs GPA calculation; a student will not be allowed to 

select specific courses or credits for exclusion. The 

excluded courses and original grades earned will remain 

listed on the transcript; however, they may not be used to 

fulfill any Helena College requirements toward attainment 

of a credential or degree. 

Academic Integrity  

Helena College expects its students to adhere to a high standard 

of academic integrity. It is a violation of academic integrity 

standards and the student code of conduct to present the ideas, 

designs, works, or words of another person as oneôs own efforts, 

or to permit another person to do so. The following guidelines 

are intended to clarify these issues for students, faculty, and 

administration. 

The College will regard the following acts as violations of 

academic integrity constituting academic dishonesty. Although 

the list and descriptions are not intended to be exhaustive of all 

types or instances of academic dishonesty, they are presented as 

examples of behavior to avoid. It is explicitly the studentôs 

responsibility to avoid academic dishonesty of all kinds, and 

each student is required to seek guidance in advance of taking 

any questionable action, including but not limited to those 

enumerated, below. 
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Plagiarism ï A student will be considered in violation of 

standards for academic integrity if s/he submits an assignment in 

any form (written, oral, graphic, or computer-generated, etc.) 

which consists wholly or partially of the words, work, or ideas 

of another individual without giving the original author proper 

credit. A similar violation would occur in cases where a student 

submits a paper or other project/assignment for one course that 

was originally created for another course even if that student was 

the originator of the paper/project/assignment in the first 

instance. Similarly, using facts, figures, graphs, charts or 

information without acknowledging the source constitutes 

plagiarism, which may occur verbally, in written form, through 

computer programs and files, research methods, designs, 

particular distinctive words or phrases, ideas and images or any 

other information that was created by another person without 

acknowledgement of that personôs role in its creation. 

Inadvertent or unintentional misuse or appropriation of another's 

work (such as relying heavily on source material that is not 

expressly acknowledged) is still considered plagiarism. 

Copying/Cheating ï A student will be considered in violation 

of academic integrity standards if s/he gains, or attempts to gain, 

credit for work by dishonest or deceptive means. Examples 

include the use of crib notes, cheat sheets, books, or any other 

material or electronic device as aids in an examination or any 

other graded exercise, unless the instructor of the class has given 

explicit permission to use such materials. Collaboration with 

another student on an examination or other graded exercise, 

unless the instructor has given permission, also constitutes 

copying. Further examples include: copying assignments from 

another source (classmate, etc.); working with others on exams 

or homework that is not explicitly permitted by the instructor to 

be collaborative; looking at another studentôs paper or screen 

during an exam or assignment; disclosing exam content to others 

during an exam, or after completion of an exam, including 

allowing such information to be disclosed to you; and/or 

attempting to or allowing another person to complete 

assignments for another person (such as in an online course). 

The above examples are meant to illustrate violations of the 

principle of academic integrity, and are not intended to be all-

inclusive. Additional instances of dishonesty that are not 

explicitly identified in the above list will nevertheless be treated 

as violations. 

Contributing to Ac ademic Dishonesty ï A student will be 

considered in violation of academic integrity standards if s/he 

willfully assists another student in an act of academic 

dishonesty. 

Academic dishonesty will not be tolerated. Academic sanctions 

for a first violation are at the discretion of the instructor and 

range from a failing grade for the particular assignment to a 

failing grade in the course in which the academic dishonesty 

occurs. When a faculty member assigns a failing grade on the 

basis of academic dishonesty, s/he shall notify the affected 

student(s), the appropriate unit administrator (Director or 

Division Chair), as well as the Associate Dean of Academic and 

Student Affairs of the violation and provide any and all 

supporting documentation to the Associate Dean of Academic 

and Student Affairs. Record of the infraction will be kept on file 

in the office of the Associate Dean of Academic and Student 

Affairs, although no further official action will be taken 

unless/until a second infraction is reported. In cases of repeated 

offenses, the Associate Dean of Academic and Student Affairs 

will administer a range of disciplinary sanctions up to and 

including expulsion from the College. Students retain their right 

to due process and may refer to the Student Handbook or the 

Associate Dean of Academic and Student Affairs regarding any 

disciplinary sanctions. 

Class Attendance/Absence 

Students are expected to attend all class meetings and complete 

all assignments for courses in which they are enrolled. 

Instructors may excuse brief and occasional absences for reasons 

of illness, injury, family emergency, religious observance, or 

participation in a College-sponsored activity. (College-

sponsored activities may include required course field trips, 

ASHC service, or other institutionally supported service.) 

Instructors must excuse absences for the following reasons: 

military service, mandatory public service (court appearance, 

jury duty), emergency medical attention of self or immediate 

family member, and/or death of immediate family member. To 

petition for an excused absence, the student must provide the 

necessary documents no later than 5 days following the absence 

to the Associate Dean of Academic Affairs for review. If the 

absence is found excusable, the faculty will permit the student to 

submit any missed work in a reasonable and agreed upon time 

frame and without penalty. 

Instructors may establish absence policies to conform to the 

educational goals and requirements of their courses. Such 

policies will be set out in the course syllabus. Customarily, the 

course syllabi will describe the procedures for giving timely 

notice of absences, explain how work missed because of an 

excused absence may be made up, and stipulate any penalty to 

be assessed for absences. 
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Students Called to or Volunteered for Active Duty 

If a student is ordered to active duty while enrolled in one or 

more courses at an educational institution, the faculty shall, 

when consistent with accreditation requirements: 

a. assign a final passing grade in the course if, in the 

faculty's judgment, enough of the course requirements 

have been completed; 

b. assign a military incomplete in the course and extend 

the period of time in which the student may complete 

course requirements; or 

c. allow the student to withdraw from the course, 

backdating out of the term, and all tuition/fees paid will 

be reimbursed to the entity that paid it (noting there 

may be Financial Aid implications), and no grades 

(including ñWôsò) will be recorded. 

If a student re-enrolls in one or more courses at an educational 

institution within 12 months after returning from the active duty 

that interrupted the studentôs previous enrollment at the 

institution, the student must, to the extent possible, be readmitted 

with the same academic status that the student had when ordered 

to active duty, unless the student requests or agrees to admission 

with a different academic status. 

Please fill out a specialized ñStudents Called to Active Dutyò 

form for the above situations. 

Audit  
With the consent of the instructor, a student may enroll in a 

course for no credit (audit). Auditing students pay the same fee 

as students enrolled for credit. Auditors are not expected to 

complete course work as students who are enrolled for credit, 

nor will they take tests. Audit enrollments will not count toward 

financial aid or degree completion requirements. Students must 

inform the Registrarôs Office within the first 15 instructional 

days of the course. 

Challenging a Course for Credit / Prior Learning 

Assessment 

A student who has completed course work through prior learning 

or non-accredited learning experiences has the option of earning 

college credit by taking a challenge exam for designated courses. 

It is important to note that not all courses can be challenged. An 

instructor will determine if the studentôs previous course work 

and/or experience supports the challenge request. The request 

must be approved by the Division Chair and then validated 

through the Registrarôs Office. The exam must be completed 

with passage of at least 80% of the exam contents (written, oral, 

and/or hands-on content) in order to receive credit for the course. 

A grade of ñCHò will be placed on the studentôs transcripts with 

successful completion of the examination. The grade received 

for the challenge does not affect the studentôs GPA. A student 

receiving a grade of ñF,ò ñNP,ò or ñWò in a class at the College 

may not subsequently challenge the course. A fee will be 

charged for the challenge exam in accordance with Board of 

Regents policy. 

Challenged credits will not count towards financial aid. A 

student cannot challenge more than 25% of the credits required 

for his or her degree. 

Course Substitutions 

Students are required to complete all program courses in order 

to be awarded their degree or certificate. Helena College does 

allow course substitutions when there is a compelling reason to 

do so. A course substitution must uphold the integrity of the 

degree. For more information on the procedure for substituting 

a course, students should see the Registrarôs Office or their 

faculty advisor. 

Deanôs List 

To qualify for the Deanôs List, the student must earn a semester 

GPA of 3.5 or higher while earning 12 or more semester credits. 

(P/NP and developmental class credits are not included as earned 

credits for purposes of determining Deanôs List standing.) 

Grades of ñD,ò ñF,ò or ñNPò are not allowed. The student will 

receive written notification of the award, and it will appear on 

his/her transcript for that term. 

Add/Drop Classes 
Students registered for fall or spring semesters and attending 

classes may add classes through the first 10 instructional days of 

the semester, which can be done online for the first five days. 

Instructor approval, add/drop form, and a $10 processing fee are 

required to add classes on days 5 through 10. Students may drop 

a class without record through MyHC during the first 15 days of 

the semester. After the online add/drop window has passed, an 

add/drop form must be completed and returned to the cashier 

along with a $10 processing fee. If a student drops a class 

AFTER the first 15 days and prior to three weeks before the end 

of the course, a ñWò (withdraw) will be given. Students cannot 

drop a class during the last three weeks of the semester and will 

receive a letter grade from the instructor based on coursework 

completed. Add/drops are not used to withdraw completely from 

the College. Adds/drops for summer semester courses are 

computed on the same ratio stated above for hours attended to 

total course hours; the registration guide outlines summer 

deadlines. 

Evening/Saturday Classes 

A variety of late afternoon and evening classes are offered based 

upon the needs of the community and Helena College students. 

These classes are available after 5 p.m. Monday through 

Thursday and 9 a.m. to 4 p.m. on Saturdays. Applicants 

interested in classes may contact the Helena College Welcome 

Center. 
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Grades and Grade Point Averages 

Student evaluation is reported at the end of each semester. 

Students may access their final grades online through ñMyHC.ò 

A studentôs level of academic performance is determined 

through the calculation of a grade point average (GPA). The 

grade-point average is determined by dividing total grade points 

earned by the number of credits carried. Students may access 

their grades and GPA through ñMyHCò on the Helena College 

website. The meaning of each grade and its value in grade points 

is as follows: 

Grade Quality of Work  Grade Points 

A Excellent 4.00 

A-  3.67 

B+  3.33 

B Above Average 3.00 

B-  2.67 

C+  2.33 

C Average 2.00* 

C-  1.67* 

D+  1.33 

D Passing 1.00 

D-  0.67 

F Failing 0 

FR Failing / Remedial 0 

NF Never Attended 0 

AUD Audit N/A 

EC Credit by Exam (AP/CLEP) N/A 

I Incomplete N/A 

MG Missing Grade N/A 

NP No Pass N/A 

CH Challenge/Pass N/A 

P Pass N/A 

R Following a Traditional Grade N/A*  

TP Tech Prep N/A 

TR Transfer Course N/A 

R Retake N/A 

SL Service Learning N/A 

W Withdraw N/A 

 

*An ñRò following a traditional grade is used for courses 

numbered below 100 level. These courses are not counted in 

the GPA. 

In order to graduate, students must: 

1. Earn a minimum grade of ñC-ò in each class used to meet 

the prerequisites or program requirements and 

2. Maintain either: 

¶ a minimum 2.00 cumulative GPA (for students seeking 

Associate of Applied Science Degrees) or 

¶ a minimum 2.25 GPA (for students seeking Associates 

of Arts or Associate of Science Degrees) or 

¶ a minimum 2.5 GPA (for students seeking an Associate 

of Applied Science or an Associate of Science in 

Nursing) 

Grade Appeal Process 

Final Course Grade Appeal 

Every student has the right to appeal the final grade in a course, 

in accordance with the stipulations outlined below. Such an 

appeal must be initiated by the student or the studentôs 

agent/representative, who has been identified in writing, no later 

than commencement of the subsequent semester. Spring grades 

will normally be appealed in the following fall semester. The 

initiating student should begin with the INFORMAL process 

outlined in Section A and then may pursue the FORMAL 

process in Section B if satisfaction is not obtained informally. 

Once a formal appeal has been initiated, the process will 

conclude within two weeks whenever possible. 

SECTION A 

Student initiated INFORMAL Process 

1. Discuss the matter with his/her instructor. Clerical errors are 

usually handled in this manner, with the instructor signing 

the correction of official records. If the student believes the 

problem is not resolved, the student shall then. 

2. Meet with the Division Chair who supervises faculty 

teaching the course to discuss the issue. If the concern still 

remains unresolved, the student may: 

3. Elect to file a formal written Grade Appeal with the 

Associate Dean of Academic and Student Affairs. The 

Associate Dean records the official filing of the appeal and 

then refers it to the Peer Review Committee. A formal 

Grade Appeal may not be filed until steps 1 and 2 above 

have been completed. It is recommended that students 

present documentation that may shed light on the appeal. 

SECTION B 

FORMAL Process 

Conditions under which grade may be appealed: 

1. If there is a dispute over the numerical calculation of the 

grade, or 

2. If the grade assigned appears arbitrary or capricious or 

inconsistent with syllabus assessment/grading policy. 

Faculty Peer Review Committee 

Upon receipt of a studentôs written Grade Appeal, the Associate 

Dean of Academic Affairs shall then convene a hearing of the 

Peer Review Committee. The committee will be formed ad hoc 

and consist of: 

1. A division chairperson from OUTSIDE of the division 

where the course is offered. This chairperson is non-voting 

and serves only to facilitate the process. 

2. Four faculty members who shall be selected by the 

Associate Dean of Academic and Student Affairs, with two 

from the Airport Campus and two from the Donaldson 

Campus. 

3. The student who has filed the appeal must be in attendance 

or else waive his/her right to attend the meeting in writing 

prior to its being scheduled. 

4. The involved faculty member may attend or send written 

comments at her/his discretion. 

5. The institutional Registrar may be invited to provide 

information or as a committee resource. 



 

Helena College University of Montana 53 2018-2019 Academic Catalog 

The purpose of the Peer Review Committee is to determine 

whether or not the grade should be changed. If the Peer Review 

Committee finds that the grade assigned was miscalculated, or 

appears arbitrary or capricious or inconsistent with syllabus and 

assessment/grading policy, the Committee shall make a 

recommendation as to the appropriate grade to the Associate 

Dean of Academic Affairs who will have final decision 

authority. 

Assignment Grade Dispute 

Every student has the right to appeal a grade while the course is 

in progress, in accordance with the stipulations outlined below. 

Such an appeal must be initiated by the student no later than TEN 

working days after the assignment grade in question is delivered 

or posted. It is important to note there is NO FORMAL 

PROCESS for appealing a grade while the course is in progress. 

SECTION A 

Student initiated INFORMAL Process 

1. Discuss the matter with his/her instructor. Clerical errors are 

usually handled in this manner, with the instructor signing 

the correction of official records. If the student believes the 

problem is not resolved, the student shall then; 

2. Visit with the division chair who supervises faculty teaching 

the course to discuss the issue. If the concern still remains 

unresolved, the student must wait to; 

3. File a formal written Grade Appeal with the Associate Dean 

of Academic Affairs according to the process outlined 

above AFTER the final grade for the course has been 

posted. It is recommended that students present 

documentation that may shed light on the appeal. 

Graduation 

In accordance with Montana Board of Regents Policy 301.5.3, 

students must earn a ñC-ò or higher in all classes that are used to 

satisfy the prerequisites or requirements for a major, minor, 

option, or certificate. Although credit is earned for a ñDò grade, 

that course will only count towards graduation for a free elective. 

Students must also satisfy the GPA requirements listed on page 

49. 

In the semester before a student plans to graduate, a student must 

meet with his or her advisor and submit an Application for 

Certificate or Degree to the Registrarôs Office. The Registrar has 

final authority on the approval of graduation applications. 

Students neglecting to submit an Application for Certificate or 

Degree will not be awarded a certificate or degree. Any student 

applying for a certificate or degree must pay a $35 fee. If 

applying for more than one certificate or degree, a fee is required 

for each application. Certificates and diplomas will be withheld 

if a student owes a debt to the College. 

Students will be awarded a certificate or degree upon 

satisfactory completion of the program requirements. One third 

of the coursework required for the degree must be completed at 

Helena College. 

A graduation ceremony is held every May. Fall and spring 

graduates of the corresponding year are invited to attend the 

ceremony. Summer graduates may attend the spring graduation 

ceremony as well. Caps and gowns are available through the 

Bookstore. 

Catalog Governing Graduation Requirements 

The catalog governing studentsô graduation requirements is the 

Helena College catalog in effect at the time of initial enrollment 

as a degree-seeking student, as long as the student has been 

continually enrolled. A student may elect to graduate from any 

subsequent catalog. If a student is absent for two or more 

semesters, the catalog in effect at the time of readmission 

governs the studentôs graduation requirements. Students must 

complete all program requirements within six years of enrolling. 

Students who have not completed requirements in six years will 

be advised into the catalog in use at the time of graduation. 

In case of changes in the studentôs program, Helena College 

reserves the right to determine appropriate substitutions. If a 

program is eliminated, Helena College will determine an 

appropriate phase-out process for current students. 

Graduation Honors 

Eligibility  for academic honors is based upon the studentôs 

cumulative GPA at the end of the semester prior to 

commencement for announcement purposes. The final and 

official honors distinction will be made after all grades have 

been submitted and calculated by the Registrar. The official 

honors distinction will be stated on official transcripts. The 

honors classifications are identified below: 

4.00 Summa Cum Laude 

3.80 ï 3.99 Magna Cum Laude 

3.50 ï 3.799 Cum Laude 

 

Incomplete 

An incomplete (ñIò) grade may be given with the approval of the 

Registrarôs Office when, in the opinion of the instructor, there is 

a reasonable probability that students can complete the course 

without retaking it and without instructor participation. The 

incomplete grade is not an option to be exercised at the discretion 

of the student and is given only in cases of extreme personal 

hardship or unusual academic situations. 

Eligibility for an incomplete is determined within the following 

guidelines: 

1. An incomplete may be assigned to a student when he/she 

has been in attendance and doing passing work up to three 

weeks before the end of the course, and, for reasons beyond 

his or her control, or he/she has been unable to complete the 

requirements on time. Negligence, indifference, or 

excessive absences are not acceptable reasons. 
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2. The instructor will set the conditions for completion of the 

coursework. When these conditions have been met, the 

instructor will assign a grade based upon an evaluation of 

the total work done by the student in the course. 

3. An incomplete (ñIò) which is not made up during the next 

regularly scheduled semester will automatically convert to 

a grade of ñF.ò 

Outdated Coursework 
In accordance with Board of Regents Policy 301.5.2, Helena 

College uses the following guidelines for evaluating previous 

coursework taken at Helena College: 

¶ Courses specific to a program of study are guaranteed for 

evaluation for five years. 

¶ Courses used for general education requirements are 

guaranteed for evaluation for 15 years. 

¶ Courses used for elective credits are guaranteed for 

evaluation for 15 years. 

Coursework that falls outside of the stated periods is not 

guaranteed for evaluation/graduation. It is the discretion of the 

individual program to review coursework older than the above 

guidelines. Students who have outdated coursework are 

encouraged to speak with their faculty advisor. 

Pass/No Pass 

Student Option: Students who enroll in courses for which their 

preparedness is in question may enroll in certain courses on a 

pass/no pass basis at the discretion of the instructor. 

No more than six pass/no pass credits may be counted toward 

program completion. The pass/no pass option does not extend to 

courses required by the studentôs program or program option, 

except at the discretion of the departments concerned. Courses 

numbered below 100 are not calculated in the pass/no pass limit 

or toward program completion. 

The grades of pass/no pass are not formally defined in terms of 

their relationship to the traditional grades of A, B, C, D, and F; 

a ñPò is given for work considered to be passing and therefore 

deserving credit, and an ñNPò for work not passed. ñPò and ñNPò 

grades do not affect grade point average. 

Election of the pass/no pass option must be indicated at 

registration time on the registration form. After registration, but 

prior to the end of the 15th day of instruction, a student may 

change the grading option from pass/no pass to traditional (A ï 

F) grading, or vice versa, by submitting an add/drop form. 

The College cautions students that many schools and some 

employers do not recognize non-traditional grades (i.e., those 

other than A, B, C, D, and F) or may discriminate against 

students who use the pass/no pass option. 

Faculty Option:  A department may elect to offer an entire class 

on a pass/no pass basis. This method of grading is used in 

courses where more precise grading is inappropriate. 

Repeating a Course 

Students may retake a course to improve their grade by 

registering and paying tuition and fees for the course. They must 

submit a Request to Change Grade for Repeated Courses form 

to the Registrarôs Office upon completion of the course. The 

letter grade for the repeated course will be posted to the studentôs 

transcript, and the previous grade will be replaced with an ñRò 

to indicate that the course was retaken. A grade of ñRò is not 

calculated into GPA. 

A studentôs academic standing (Deanôs list, probation, 

suspension, etc.) cannot be retroactively changed by retaking 

classes. 

Scholastic Requirements 
Academic Probation: Students will be placed on academic 

probation, or continued probation, at the end of any term 

(including summer session) if their cumulative GPA drops 

below or remains below 2.00. 

All students on Academic and Financial Aid probation are 

required to participate in the Academic Recovery Program. 

Students failing to meet the conditions of their Academic 

Recovery Contract during the semester may be suspended.  

An ñAcademic Probationò notation will be posted to a studentôs 

permanent Helena College academic record. 

Students placed on academic probation must show satisfactory 

academic progress ï i.e. earn a 2.00 term GPA ï during their 

next term of enrollment (including summer) or face academic 

suspension. Students who raise their cumulative GPA to the 

minimum 2.00 will be removed from ñprobationary statusò and 

in most cases enrollment restrictions will be lifted. 

Students placed on academic probation will be notified of their 

status in writing within a reasonable time following the end of 

the term. Notification will explain enrollment limitations and 

conditions and warn students of consequences if they fail to 

improve their scholastic performance during future terms of 

enrollment. 

Academic Suspension: Students will be academically 

suspended at the end of any semester if they were placed on 

academic probation in their last semester of attendance and they 

failed to earn a term GPA of 2.00. 

Students placed on academic suspension status may not enroll at 

Helena College during the next semester (fall or spring, 

whichever applies), nor summer session if a student is suspended 

at the end of spring semester. That is, a student who has been 

academically suspended from Helena College for the first time 

must ñsit outò one regular semester (plus summer session, if a 

student is suspended at the end of spring semester). 

An ñAcademic Suspensionò notation is posted to a studentôs 

permanent Helena College academic record. 
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Students who are suspended for academic reasons will be 

informed of their status in writing as soon as possible following 

the end of the term. Any/all future enrollments (future class 

schedules that exist in Helena Collegeôs computer system 

through pre-registration prior to the end of the term in question) 

of academically suspended students will be canceled. Written 

notification of academic suspension will explain options 

available to the suspended student. 

Readmission Following Suspension: Students who are 

suspended for academic reasons must apply for readmission to 

Helena College. Students who seek readmission after ñsitting 

outò the required suspension period must submit: 

1. A properly completed Application form; 

2. A letter that acknowledges the reasons the student did 

poorly and steps taken to improve the studentôs ability to 

perform; and 

3. An Application for Reinstatement After Academic 

Suspension form. 

The application and letter will be reviewed by a committee. 

Students reinstated after suspension will be assigned an advisor 

and follow a strict academic plan. Reinstatements will not be 

considered for the summer semester. 

Withdrawal  

Withdrawal from the College is the studentôs responsibility. In 

order to withdraw from all classes, a student must meet with a 

representative from the Student Support Center and complete the 

withdrawal form. The form must be completed, signed by the 

student, and collected by the Student Support Center. If a student 

withdraws from the College after the first 15 instructional days 

and prior to three weeks before the end of the course, a ñWò 

(withdraw) will be assigned. During the last three weeks of the 

semester, a student may not officially withdraw and will receive 

a letter grade from the instructor based on an evaluation of the 

total work done by the student in the course. Withdrawal from a 

course in which the student has received an ñFXò for academic 

dishonesty is not permitted. It is important to note that a 

complete withdrawal cannot be done online, but can be done via 

the telephone. 

Retroactive Withdrawal 

After a term has ended, a student who left the College for 

extenuating circumstances without an official withdrawal during 

the term of departure may apply for a Retroactive Withdrawal. 

The student must present supporting documentation that 

demonstrates serious and compelling reasons justifying the 

withdrawal and extenuating circumstances justifying its 

retroactive nature; poor academic performance attributed to 

extenuating circumstances shall constitute consideration for 

retroactive withdrawal. A student need not be enrolled at Helena 

College at the time the application for retroactive withdrawal is 

submitted. 

Procedure: 

1. Provide a written statement that outlines the nature of your 

request for a Retroactive Withdrawal and the reasons you 

believe your appeal merits approval. 

2. Submit a letter(s) of support from an academic 

administrator, faculty member, advisor, or other college 

professional who is familiar with your situation. If the 

extenuating circumstance involves medical reasons, it is not 

necessary for the letter(s) of support to contain details of the 

medical condition. 

3. Submit the completed form and required documentation to 

Associate Dean of Academic and Student Affairs. 
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Helena College Degrees/Certificates 

ASSOCIATE OF ARTS DEGREE 
4 Semesters, General Transfer Degree 

Advising Options in General Studies, Accounting Technology,  

Business Technology, Social Work 

ASSOCIATE OF SCIENCE DEGREE 
4 Semesters, General Transfer Degree 

Advising Options in General Studies, Accounting Technology, Business Administration, Business Technology,  

Computer Technology, Elementary Education, Pre-Pharmacy 

ASSOCIATE OF SCIENCE DEGREE ï REGISTERED NURSING 
5 Semesters, Leading to Registered Nursing 

Completion Program for Students with Licensed Practical Nursing by way of the LPN Pathway Program 

ASSOCIATE OF APPLIED SCIENCE DEGREE 
4 Semesters 

Accounting and Business Technology Diesel Technology 

Accounting Technology Fire and Rescue 

Business Technology Metals Technology 

Automotive Technology Office Technology 

Aviation Maintenance Technology Licensed Administrative Office Management 

Computer Aided Manufacturing Medical Administrative Specialist 

Computer Technology Welding: Industrial Welding and Metal Fabrication 

Network Administration  

Programming  

CERTIFICATES OF APPLIED SCIENCE DEGREE  
2 Semesters 

Bookkeeping Legal Support Specialist 

Computer Skills Specialist Medical Assisting 

Diesel Technology 

Entrepreneurship  

Nursing Programs 

 Practical Nursing (LPN) 

 Welding Technology 

PROFESSIONAL CERTIFICATES  
Certificate of Technical Studies in Hybrid Vehicle Service Technology, Human Resource, Payroll 
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Associate of Arts Degree 

The Associate of Arts (A.A.) degree is a general transfer degree. 

Completion of this program indicates the student has completed 

a course of study equivalent to the first two years of a 

baccalaureate degree. The Associate of Arts degree does not 

officially include a major or minor course of study. 

With an Associate of Arts (A.A.) degree from Helena College, a 

student can transfer to any Montana University System school 

with junior class status. 

Students may also accumulate credits to transfer to another 

college or university. Completion of the Helena College general 

education core requirements (30 credits) satisfies the general 

core requirements of the Montana University System. All 

Montana University System institutions will accept the Helena 

College general education core to satisfy their lower division 

general education requirements. 

The following requirements must be met for completion of an 

A.A. degree: 

1. Completion of 60 semester credits in courses numbered 100 

level and above. A course cannot satisfy more than one 

general education core or graduation requirement. 

2. Completion of the General Education Core Curriculum (30 

credits). 

3. Completion of the A.A. Requirements: 6 credits: one 

Foreign Language course, and any Social & Psychological 

Science, History, Humanities, or Fine Arts. 

4. Final cumulative grade point average of 2.25 or above. A 

grade of ñC-ò or better is required for all courses. 

5. At least 15 credits must be at the 200 level. 

6. At least 1/3 of the degree must be completed at Helena 

College. 

Associates of Arts (A.A.) Degree Graduation 

Requirements: 

General Education Core (30 Credits) 

Natural Sciences 6 Credits 

Mathematics 3 Credits 

Written Communication 3 Credits 

Oral Communication 3 Credits 

Social & Psychological Sciences/History 6 Credits 

Humanities and Fine Arts 6 Credits 

Cultural Diversity 3 Credits 

 

A.A. Requirements (6 Credits) 

One Foreign Language course, and any Social & Psychological 

Science, History, Humanities, or Fine Arts course. 

Advising Option (24 Credits) 

*Advising Options for A.A. degree: General Studies, 

Accounting Technology, Business Technology, and Social 

Work



 

Helena College University of Montana 61 2018-2019 Academic Catalog 

Associate of Science Degree 

The Associate of Science (A.S.) degree is a general transfer 

degree. Completion of this program indicates the student has 

completed a course of study equivalent to the first two years of 

a baccalaureate degree. The Associate of Science degree does 

not officially include a major or minor course of study. 

With an Associate of Science (A.S.) degree from Helena 

College, a student can transfer to any Montana University 

System school with junior class status. 

Students may also accumulate credits to transfer to another 

college or university. Completion of the Helena College general 

education core requirements (30 credits) satisfies the general 

core requirements of the Montana University System. All 

Montana University System institutions will accept the Helena 

College general education core to satisfy their lower division 

general education requirements. 

The following requirements must be met for completion of an 

A.S. degree: 

1. Completion of 60 semester credits in courses numbered 100 

level and above. A course cannot satisfy more than one 

general education core or graduation requirement. 

2. Completion of the General Education Core Curriculum (30 

credits). 

3. Completion of the A.S. Requirements: 6 credits: one 

Natural Science course with lab, and an additional Natural 

Science or Mathematics course. 

4. Final cumulative grade point average of 2.25 or above. A 

grade of ñC-ò or better is required for all courses. 

5. At least 15 credits must be at the 200 level. 

6. At least 1/3 of the degree must be completed at Helena 

College. 

Associates of Science (A.S.) Degree Graduation 

Requirements: 

General Education Core (30 Credits) 

Natural Sciences  6 Credits 

Mathematics 3 Credits 

Written Communication 3 Credits 

Oral Communication 3 Credits 

Social & Psychological Sciences/History 6 Credits 

Humanities and Fine Arts 6 Credits 

Cultural Diversity 3 Credits 

 

A.S. Requirements (6 Credits) 

One Natural Science course and an additional Natural Science 

or Mathematics course. 

Advising Option (24 Credits) 

Advising Options for A.S. degree: General Studies, Accounting 

Technology, Business Administration, Business Technology, 

Computer Technology, Computer Technology, Elementary 

Education, and Pre-Pharmacy.
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General Education Core Curriculum 

The General Education Core of the Helena College provides 

students with the broad foundation of knowledge essential for 

success at the associate and baccalaureate levels. All students are 

prepared for independent, abstract, and critical thinking; 

responding creatively to problems; applying quantitative and 

mathematical knowledge; finding information; and 

communicating both orally and in written forms. This is done to 

engender life-long learning skills, a foundation of knowledge in 

a variety of disciplines, and a broadened perspective on our 

interdependent, changing global community. 

The following 7 areas are included in the Helena College 

General Education Core: 

A. Natural Science 

Math and Natural Science Outcomes 

¶ Understand and demonstrate methods used to gather, 

test, and interpret scientific data. 

¶ Understand basic principles that explain the natural 

world. 

¶ Solve quantitative problems and interpret solutions. 

¶ Use inductive and deductive scientific reasoning to 

solve novel problems. 

B. Mathematics  

Math and Natural Science Outcomes 

¶ Understand and demonstrate methods used to gather, 

test, and interpret scientific data. 

¶ Understand basic principles that explain the natural 

world. 

¶ Solve quantitative problems and interpret solutions. 

¶ Use inductive and deductive scientific reasoning to 

solve novel problems. 

C. Written  Communication  

Written/Oral Communications Outcomes 

¶ Demonstrate mastery of engaging, clear, and coherent 

structures for presenting ideas in a variety of expository 

and argumentative models. 

¶ Develop ideas logically, clearly, convincingly, and 

ethically. 

¶ Control the effect of voice in achieving specific 

communication purposes with specific audiences. 

¶ Control the conventions of language. 

¶ Understand and apply research skills necessary for 

academic study. 

¶ Employ analysis, synthesis, and evaluation in both 

writing and reading. 

¶ Exercise proficiency, confidence, and self-reliance in 

the application of academic activities. 

D. Oral Communication  

Written/Oral Communications Outcomes 

¶ Demonstrate mastery of engaging, clear, and coherent 

structures for presenting ideas in a variety of expository 

and argumentative models. 

¶ Develop ideas logically, clearly, convincingly, and 

ethically. 

¶ Control the effect of voice in achieving specific 

communication purposes with specific audiences. 

¶ Control the conventions of language. 

¶ Understand and apply research skills necessary for 

academic study. 

¶ Employ analysis, synthesis, and evaluation in both 

writing and reading. 

¶ Exercise proficiency, confidence, and self-reliance in 

the application of academic activities. 

E. Social & Psychological Sciences, History 

Social and Psychological Science Outcomes 

¶ Have an awareness of major perspectives in social and 

individual behavior. 

¶ Be able to apply social science theories to multicultural 

perspectives. 

¶ Understand how historical experiences influence 

current theories. 

¶ Be able to apply critical thinking skills. 

¶ Be able to recognize and practice ethical research 

techniques. 

F. Humanities & Fine Arts   

Humanities and Fine Arts Outcomes 

¶ Identify a variety of artistic styles, movements, schools 

of thought/expression, and cultures. 

¶ Analyze, interpret, and evaluate a range of human 

expressions and values using critical strategies. 

¶ Engage in imaginative expression. 

¶ Appreciate a diversity of world-views or perspectives. 

G. Diversity  

Diversity Component Outcomes 

¶ Students will appreciate diversity across cultures and 

be able to reflect upon their own cultural values and 

systems. 

¶ Students will understand and be able to analyze the 

complex political, social, and economic relationships 

within and among cultures. 

¶ Students will appreciate the creative works, values, and 

ways of life and/or history of a cultural group outside 

of their own culture. 
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A: Natural  Science  

ASTR110 Introduction to Astronomy 4 

BIOB101 Discover Biology 3 

BIOB102 Discover Biology Lab 1 

BIOB160 Principles of Living Systems w/Lab 4(H) 

BIOB170 Principles of Biological Diversity w/Lab 4 

BIOB260 Cellular and Molecular Biology w/Lab  4(H) 

BIOB272 Genetics and Evolution 3 

BIOH104 Basic Human Biology 4 

BIOH201 Human Anatomy & Physiology I w/Lab 4 

BIOH211 Human Anatomy &Physiology II w/Lab 4 

BIOM250 Microbiology for Health Sciences 3(H) 

BIOM251 Microbiology for Health Sciences Lab 1(H) 

CHMY121 Introduction to General Chemistry 3 

CHMY122 Introduction to General Chemistry Lab 1 

CHMY123 Intro to Organic & Biochemistry 3 

CHMY124 Intro to Organic & Biochemistry Lab 1 

CHMY141 College Chemistry I 3 

CHMY142 College Chemistry I Lab 1 

CHMY143 College Chemistry II 3(H) 

CHMY144 College Chemistry II Lab 1 

CHMY221 Organic Chemistry I 3 

CHMY222 Organic Chemistry I Lab 2 

CHMY223 Organic Chemistry II 3(H) 

CHMY224 Organic Chemistry II Lab 2 

ENSC105 Environmental Science 3 

ENSC140 Intro to Geographic Info Systems (GIS) 3 

ENSC211 Environmental Policy and Laws 3 

ENSC220 Surface Water Hydrology 3 

ENSC242 Environmental Sampling I 3 

ENSC245 Soils 3 

ENSC270 Water Quality 3 

ENSC272 Water Resources 3 

ENST230 Nature and Society 3 

EVSC233 Environment and the Economy 3 

GEO101  Introduction to Physical Geology 3 

GEO102 Introduction to Physical Geology Lab 1 

GEO211 Earth History and Evolution 4 

GPHY111 Physical Geography with Lab 4 

GPHY262 Spatial Sciences Tech and Applications 3 

NUTR221 Basic Human Nutrition 3 

PHSX103 Our Physical World 4 

PHSX205 College Physics I 3 

PHSX206 College Physics I Lab 1 

PHSX207 College Physics II 3 

PHSX208 College Physics II Lab 1 

PHSX226 General Science: Integrated Physical 

Science I 

3 

PHSX227 General Science: Integrated Physical 

Science I Lab 

1 

 

B: Mathematics  

M105 Contemporary Mathematics 3 

M115 Probability and Linear Mathematics 3 

M121 College Algebra  3 

M132 Numbers & Operations for K-8 Teachers 3 

M133 Geometry and Geometric Measurement for 

K-8 Teachers  

3 

M140 College Math for Healthcare 3 

M151 Pre-Calculus 4 

M171 Calculus I 4 

M172 Calculus II 4 

M234 Advanced Topics in Mathematics for K-8 

Teachers 

3 

STAT216 Introduction to Statistics 3 

C: Written Communication 

WRIT101 College Writing I 3 

WRIT201  College Writing II  3 

 

D: Oral Communication 

COMX111 Introduction to Public Speaking 3 

COMX250 Introduction to Public Relations 3 

 

E: Social & Psychological Sciences, History 

ANTY101  Anthropology & the Human Experience 3(D) 

ANTY250 Introduction to Archaeology 3 

BGEN105 Introduction to Business 3 

CJUS121 Introduction to Criminal Justice 3 

ECNS201  Principles of Microeconomics 3 

ECNS202 Principles of Macroeconomics 3 

ECNS203 Principles of Micro and Macro 

Economics 

3 

GPHY121 Human Geography 3 

HSTA101 American History I 3 

HSTA102 Post-WW II America 3 

HSTA160  Introduction to the American West 3 

HSTA215 Post-WW II America  3 

HSTA255 Montana History 3 

NASX105 Introduction to Native American Studies 3(D) 

PHL223 Introduction to Deductive Logic 3 

PSCI210 Introduction to American Government 3 

PSCI240 Introduction to Public Administration 3 

PSCI260 State and Local Government 3 

PSYX100 Introduction to Psychology 3 

PSYX120 Research Methods I 3 

PSYX230 Developmental Psychology 3 

PSYX233 Fundamentals of Psychology of Aging 3 

PSYX240 Fundamentals of Abnormal Psychology 3(D,H) 

PSYX250 Fundamentals of Biological Psychology 3(H) 

PSYX260 Fundamentals of Social Psychology 3 

PSYX270 Fundamentals of Learning 3 

PSYX273 Mental Health Professional Practice 3 

PSYX280 Fundamentals of Cognition and Memory 3(H) 

SOCI101  Introduction to Sociology 3 

SOCI160 Sociology of Media and Popular Culture 3 (D, H) 

SOCI201  Social Problems  3 

SOCI211  Introduction to Criminology  3 

SOCI215  Introduction to Sociology of the Family 3 

SOCI220  Race, Gender, and Class 3(D) 

SOCI234 Sex and Sexualities 3(D, H) 

SOCI235  Aging and Society 3 
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F: Humanities & Fine Arts  

ARTH160 Global Visual Culture 3 

ARTH200 Art of World Civilization 3(H) 

ARTZ101 Art Fundamentals 3 

ARTZ105 Visual Language ï Drawing 3 

ARTZ106 Visual Language ï 2-D Foundations 3 

ARTZ108 Visual Language 3-D Foundations 3 

ARTZ211 Drawing I 3 (H) 

ARTZ221 Painting I 3 

BGEN220 Business Ethics and Social Responsibility  

CRWR240 Introduction to Creative Writing 

Workshop 

3 

EDU297 Methods: K-8 Music 3 

FRCH101 Elementary French I 4(D) 

FRCH102 Elementary French II  4(D) 

HONR121 Ways of Knowing 3(D,H) 

IDSN101 Introduction to Interior Design 3 

LIT110  Introduction to Literature 3 

LIT211 American Literature II 3(D) 

LIT213  Montana Literature 3 

LIT224 British Literature II 3 

LIT227 Introduction to Shakespeare 3 

LIT230  World Literature Survey 3(D) 

LIT234 Intro to Existential Lit 3 

LIT250  The Novel 3 

MUSI101 Enjoyment of Music 3 

MUSI203 American Popular Music 3 

PHL110 Introduction to Ethics 3 

PHL215 Introduction to Consciousness Studies 3 

SPNS101  Elementary Spanish I 4(D) 

SPNS102 Elementary Spanish II 4(D) 

THTR101 Introduction to Theater 4 

THTR120 Introduction to Acting I 3 

G: Diversity 

ANTY101 Anthropology & the Human Experience 3(D) 

ARTH293 Study Abroad 3(D) 

LIT211 American Literature II 3(D) 

LIT230 World Literature Survey 3(D) 

FRCH101 Elementary French I 4(D) 

FRCH102 Elementary French II 4(D) 

HONR121 Ways of Knowing 3(D) 

MUSI203 American Popular Music 3(D) 

NASX105 Introduction to Native American Studies 3(D) 

PSYX240 Fundamentals of Abnormal Psychology 3(D) 

SPNS101  Elementary Spanish I 4(D) 

SPNS102 Elementary Spanish II 4(D) 

SOCI160 Sociology of Media and Popular Culture 3(D) 

SOCI220  Race, Gender, and Class 3(D) 

SOCI234 Sex and Sexualities 3(D, H) 

 

(D)- Course can be taken for Diversity credit 

(H)- Course can be taken for Honors credit
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Mathematics at Helena College 

 



 

2018-2019 Academic Catalog 66 Helena College University of Montana 

A.A. & A.S. Advising Options 

Students completing an A.A. or A.S. can complete one of the following Advising Options as part of their degree: 

¶ General Studies (A.A. or A.S.) 

¶ Accounting Technology (A.A. or A.S.) 

¶ Business Technology (A.A. or A.S.) 

¶ Computer Technology ï Programming (A.S.) 

¶ Computer Technology ï Networking (A.S.) 

 

General Studies 

24 open elective credits 

¶ At least 12 credits from General Education Core 

¶ Up to 12 credits can be 100+ level, non-General 

Education Core 

 

Accounting Technology 

(A.A. and A.S.) 

Required 

ACTG101 Accounting Procedures I 3 

ACTG102 Accounting Procedures II 3 

ACTG201 Principles of Financial Accounting 3 

ACTG202 Principles of Managerial Accounting 3 

ACTG205 Computerized Accounting 3 

BGEN105 Introduction to Business 3 

Choose TWO of the following 

ACTG180 Payroll Accounting 3 

ACTG211 Income Tax 3 

ACTG215  Foundations of Governmental and Not for 

Profit Accounting 

3 

ACTG298 Internship 3 

ACTG299 Capstone: Accounting 3 

 

Business Technology 

(A.A. and A.S.) 

Required 

ACTG101  Accounting Procedures I 3 

ACTG201  Principles of Financial Accounting 3 

ACTG202  Principles of Managerial Accounting 3 

BGEN105 Introduction to Business 3 

BMKT225 Marketing 3 

BMGT235 Management 3 

Choose ONE of the following 

BFIN265 Intro to Business Finance 3 

BGEN235 Business Law I 3 

BGEN299 Capstone: Business 3 

BMGT210 Small Business Management 3 

BMGT215 Human Resources Management 3 

BMGT263 Legal Issues in HR 3 

  

Computer TechnologyðProgramming 

(A.S. only) 

Required 

CSCI100 Introduction to Programming 3 

CSCI111 Programming with Java I 4 

CSCI121 Programming with Java II 4 

CSCI240 Databases and SQL 3 

Choose THREE of the following 

CSCI206 .NET Applications 4 

CSCI221 Systems Analysis and Design 4 

CSCI245 Modern Database Systems 3 

CSCI257 Web Services 3 

 

Computer TechnologyðNetwork Administration  

(A.S. only) 

Required 

CSCI100 Introduction to Programming 3 

ITS212  Network Operating System-Server Admin 4 

ITS224 Introduction to Linux 3 

ITS280 Computer Repair and Maintenance 4 

NTS104 CCNA 1: Introduction to Networks  4 

Choose TWO of the following 

CSCI240 Databases and SQL 3 

NTS105 CCNA 2: Routing and Switching Essentials  3 

NTS204 CCNA 3: Scaling Networks 3 
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Associate of Applied Science 

The Associate of Applied Science (A.A.S.) degree is ordinarily considered a terminal degree, and is intended to prepare students for 

immediate employment, usually in a technical or occupational field. 

The A.A.S. degree includes a designated field of study, such as Accounting Technology or Welding. Most classes are devoted to a 

technical or occupational field, with minimal general education coursework. 

Some A.A.S. degrees have a stackable C.A.S. degree options that can be completed while a student works towards the A.A.S. 

Please note that students who decide to work on a four-year degree after completing an A.A.S. degree will have their coursework 

analyzed, on a class-by-class basis. Some classes may satisfy the specific requirements of a major, minor, option or certificate, or 

fulfill some part of the general education program. As the A.A.S. degree is not meant to be a transferable degree, however, students 

should not be surprised if most classes are accepted only as free or elective credits by the four-year institution. 

Minimum requirements 

¶ Completion of a minimum of 60 semester credit hours (some programs may be higher) 

¶ Completion of 3 related instruction courses with a grade of ñC-ò or higher 

¶ An overall GPA of 2.00 upon completion 

Related Instruction 

The related instruction component of Associate of Applied Science degrees provide Helena College students with the general 

foundation of knowledge essential for success in technical and occupational fields or as a foundation for further education. 

Students are provided with practical and/or applied instruction in the following areas: 

A. Written and Oral Communications 

¶ Written and Oral Communications student learning outcomes: 

¶ Develop ideas logically, clearly, convincingly, and ethically 

¶ Control the effect of voice in achieving specific communication purposes with specific audiences 

¶ Employ analysis, synthesis and evaluation in both writing and reading 

B. Computational Skills 

¶ Computational Skills student learning outcomes: 

¶ Solve quantitative problems and interpret solutions 

¶ Use inductive and deductive scientific reasoning to solve novel problems 

C. Human Relations 

¶ Human Relations student learning outcomes: 

¶ Demonstrate an awareness of major perspectives in social and individual behavior 

¶ Be able to apply critical thinking skills 

¶ Be able to recognize and practice ethical research techniques 

¶ Demonstrate appreciation of diversity across cultures and be able to reflect upon students own cultural values and 

systems 

¶ Demonstrate understanding of, and be able to analyze the complex political, social and economic relationships within 

and among cultures 
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Certificate of Applied Science 

The Certificate of Applied Science (C.A.S.) degree is ordinarily considered a foundational or first-level degree, and is intended to 

prepare students for immediate employment, usually in a technical or occupational field. 

The C.A.S. degree includes a designated field of study, such as Accounting Technology or Welding. Most classes are devoted to a 

technical or occupational field, with minimal general education coursework. 

Some C.A.S. degrees stack into A.A.S. degrees and can be completed while a student works towards the A.A.S. 

Minimum requirements 

¶ Completion of a minimum of 29 semester credit hours (some programs may be higher) 

¶ Completion of 3 related instruction courses with a grade of ñC-ò or higher 

¶ An overall GPA of 2.00 upon completion 

Related Instruction 

The related instruction component of Certificate of Applied Science degrees provide Helena College students with the general 

foundation of knowledge essential for success in technical and occupational fields or as a foundation for further education. 

Students are provided with practical and/or applied instruction in the following areas: 

A. Written and Oral Communications 

¶ Written and Oral Communications student learning outcomes: 

¶ Develop ideas logically, clearly, convincingly, and ethically 

¶ Control the effect of voice in achieving specific communication purposes with specific audiences 

¶ Employ analysis, synthesis and evaluation in both writing and reading 

B. Computational Skills 

¶ Computational Skills student learning outcomes: 

¶ Solve quantitative problems and interpret solutions 

¶ Use inductive and deductive scientific reasoning to solve novel problems 

C. Human Relations 

¶ Human Relations student learning outcomes: 

¶ Demonstrate an awareness of major perspectives in social and individual behavior 

¶ Be able to apply critical thinking skills 

¶ Be able to recognize and practice ethical research techniques 

¶ Demonstrate appreciation of diversity across cultures and be able to reflect upon students own cultural values and 

systems 

¶ Demonstrate understanding of, and be able to analyze the complex political, social and economic relationships within 

and among cultures 
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Accounting and Business Technology A.A.S. 

The Accounting and Business Technology program area prepares students to enter the business world -- as bookkeepers, as 

accountants, or as entrepreneurs.  Graduates of the Accounting certificate and degree learn skills readying them to be accounting 

technicians with private, government, or not for profit agencies.  Graduates of the Business certificate and degree gain knowledge 

as associates in business or entrepreneurs of their own ventures.  Students choosing either Accounting or Business may transfer their 

A.A.S. degree toward earning a Bachelor of Applied Science in Business through other Montana higher education institutions. 

Requirements for all Accounting and Business certificates and degrees: Students must fulfill their math requirements in at least 

M 108T Business Math or M 115 Probability and Linear Mathematics or M 121 College Algebra or STAT 216 Intro to Statistics 

and their English requirements in WRIT 101 College Writing I.  Students who do not place into these classes will be required to take 

additional English and mathematics courses at the beginning of their program. 

Program Outcomes 

¶ The successful graduate of the Accounting and Business Technology program should be expected to:   

¶ Demonstrate knowledge of accounting procedures (accounting); 

¶ Identify the fundamentals of launching and maintaining a small business (business);  

¶ Demonstrate a broad understanding of the business environment as it relates to legal, ethical, and economic issues 

(accounting and business); 

¶ Demonstrate competency in computer applications maintaining accounting records and business documents (accounting and 

business); 

¶ Apply communication skills toward enhancing interpersonal relationships (accounting and business); 

¶ Demonstrate critical thinking and problem-solving abilities (accounting and business). 

 

Please see the Helena College website for gainful employment information related to this program: 

http://helenacollege.edu/academics/programs/acc_bus/default.aspx 

http://helenacollege.edu/academics/programs/acc_bus/default.aspx
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Accounting and Business Technology A.A.S. 

Accounting Technology 

Associate of Applied Science 

The Associate of Applied Science (A.A.S.) degree is ordinarily considered a terminal degree, and is intended to prepare students for 

immediate employment, usually in a technical or occupational field.   Students choosing an A.A.S. in Accounting may transfer their 

A.A.S. degree toward a Bachelor of Applied Science degree in Business through other Montana higher education institutions. 

 

Please see the Helena College website for gainful employment information related to this program: 

http://helenacollege.edu/academics/programs/acc_bus/default.aspx  

 

Accounting and Business Technology A.A.S., Accounting Technology  

Required Courses 

 

First Semester (15 credits)   

ACTG 101 
Accounting Proced 

I 
3  

BGEN 105 Intro to Business 3 
Recommended WRIT 101 or 
WRIT 101 taken concurrently 

WRIT 101 College Writing 3 
WRIT 096, if placement score 

indicates 

Choose one of the following: 

M 108T Business Math  

3 

 

M 115 Prob and Linear Placement or M 092 

M 121 College Algebra Placement or M 093 

STAT 216 Intro to Statistics Placement or M105/115/121 

Choose one of the following: 

CAPP 156 MS Excel 
3 

CAPP 156 recommended for 
accounting students CSCI 172 Intro Comp Model 

Second Semester (15 credits)   

ACTG 102 
Accounting Proced 

II  
3 ACTG101  

ACTG 205 
Computer 

Accounting 
3 ACTG 101 

BGEN 220 

Business Ethics & 

Social 
Responsibility 

3 Recommend BGEN 105 

CAPP 266 
Advanced MS 

Excel 
3 

CAPP 156 (recommended for 

accounting) or CSCI 172 

Choose one of the following: 

PSYX 100 Intro to Psych 
3 

Placement in WRIT 101 or 

WRIT 101 taken concurrently 

SOCI 101 Intro to Sociology  

 

Third Semester (15 credits)   

ACTG 180 
Payroll 

Accounting 
3 ACTG101  

ACTG 201 
Principles of Fin 

Accounting 
3 

ACTG 101 and transfer math 
required or consent of instructor; 

ACTG102 recommended as a 

prerequisite for accounting 
students; (ACTG 102 waived for 

business students only)  

ACTG 211 Income Tax 3 Fall only 

BGEN 235 Business Law I 3 BGEN 105, Fall only 

Choose one of the following: 

COMX 

111 

Intro to Public 

Speaking 
3 

 

COMX 
115 

Interpersonal 
Comm. 

 

Fourth Semester (15 credits)   

ACTG 202 
Principles of 

Manag. Actg. 
3 ACTG 201 

ACTG 215 
Found of Govt 

Accounting 
3 ACTG 101, Spring only  

ACTG 299 
Capstone : 

Accounting  
3 Consent of instructor 

Choose one of the following: 

ECNS 201 Microeconomics 
3 

Fall only 

ECNS 202 Macroeconomics Spring only 

Choose one of the following: 

ACTG 298 Internship 

3 

Consent of instructor 

CSCI 172 
Intro Comp 
Model 

 

The suggested sequence in this catalog is for students entering in the fall semester. Please see your advisor for a suggested spring 

entry sequence. 

http://helenacollege.edu/academics/programs/acc_bus/default.aspx
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Accounting and Business Technology A.A.S. 

Accounting Technology  

Bookkeeping C.A.S. 

This is a stackable option under as part of an Accounting and Business Technology A.A.S. degree. Students may complete the 

coursework below to obtain the C.A.S. and meets the criteria for the first year of coursework towards the A.A.S. in Accounting 

Technology. 

Required Courses 

Please see the Helena College website for gainful employment information related to this program: 

http://helenacollege.edu/academics/programs/acc_bus/default.aspx  

 

First Semester (15 credits)    
ACTG 101 Accounting Proced I 3  

BGEN 105 Intro to Business 3 Recommended WRIT 101 or WRIT 101 taken concurrently 

WRIT 101 College Writing 3 WRIT 096, if placement score indicates 

Choose one of the following: 

M 108T Business Math 

3 

 

M 115 Prob and Linear Placement or M 092 

M 121 College Algebra Placement or M 093 

STAT 216 Intro to Statistics Placement or M105/115/121 

Choose one of the following: 

CAPP 156 MS Excel 
3 Recommend CAPP 156 for accounting students 

CSCI 172 Intro Comp Model 

Second Semester (15 credits)   

ACTG 102 Accounting Proced II 3 ACTG 101  

ACTG 205 Computer Accounting 3 ACTG 101 

BGEN 220 Bus Ethics & Social Responsibility 3 BGEN 105 or Consent of Instructor 

CAPP 266 Advanced MS Excel 3 CAPP 156 or CSCI 172 

Choose one of the following: 

PSYX 100 Intro to Psychology 
3 

Placement in WRIT 101 or WRIT 101 taken concurrently 

SOCI 101 Intro to Sociology  

 

The suggested sequence in this catalog is for students entering in the fall semester. Please see your advisor for a suggested spring 

entry sequence.

http://helenacollege.edu/academics/programs/acc_bus/default.aspx
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Accounting and Business Technology A.A.S. 

Business Technology 

Associate of Applied Science 

The Associate of Applied Science (A.A.S.) degree is ordinarily considered a terminal degree, and is intended to prepare students for 

immediate employment, usually in a technical or occupational field.  Students choosing an A.A.S. in Business may transfer their 

A.A.S.  degree toward a Bachelor of Applied Science degree in Business through other Montana higher education institutions. 

 

Please see the Helena College website for gainful employment information related to this program: 

http://helenacollege.edu/academics/programs/acc_bus/default.aspx  

Accounting and Business Technology A.A.S., Business Technology  

Required Courses

First Semester (15 credits)   

ACTG 101 Accounting Proc. I 3  

BGEN 105 Intro to Business 3 

Recommended WRIT 101 or 

WRIT 101 taken 

concurrently 

WRIT 101 College Writing 3 
WRIT 096, if placement 

score indicates 

Choose one of the following: 

M 108T Business Math 

3 

 

M 115 Prob and Linear Placement or M 092 

M 121 College Algebra Placement or M 093 

STAT 216 Intro to Statistics Placement or M 105/115/121 

Choose one of the following: 

CAPP 156 MS Excel 
3 

CSCI 172 recommended for 

business students CSCI 172 Intro Comp Model 

Second Semester (15 credits)   

ACTG 205 Computer Actg 3 ACTG 101 

BGEN 220 
Business Ethics & 
Social 

Responsibility 

3 
BGEN105 or consent of 

instructor 

Choose one of the following: 

BMGT 210 Small Bus. Entrepr. 
3 

BGEN 105, Fall only 

BMKT 240 Advertising BGEN 105, Spring only 

Choose one of the following: 

CAPP 153 MS PowerPoint 
3 

 

CAPP 154 MS Word  

Choose one of the following: 

PSYX 100 Intro to Psych 3 
Placement in WRIT 101 or 
WRIT 101 taken 

concurrently 

SOCI 101 Intro to Sociology   
 

Third Semester (15 credits)   

BFIN 265 
Intro to Bus 

Finance 
3 

ACTG 101 and BGEN 105, Fall 

only 

BMKT 225 Marketing 3 BGEN 105 and WRIT 101 

BGEN 235 Business Law I  3 BGEN 105, Fall only 

Choose one of the following: 

ACTG 180 
Payroll 

Accounting 
3 

ACTG101 

BMGT 215 
Human Res 

Mgmt 
BGEN 105, Fall Only 

Choose one of the following: 

COMX 
111 

Intro to Public 
Speak 

3 

 

COMX 

115 

Interpersonal 

Comm. 
 

Fourth Semester (15 credits)   

BGEN 299 
Business:  

Capstone 
3 Consent of instructor 

BMGT 235 Management 3 BGEN 105 and WRIT 101 

BMIS 270 
MIS Found for 

Bus 
3 

CSCI 172 (recommended for 
business) or CAPP 156, Spring 

only 

Choose one of the following: 

BGEN 298 Internship 

3 

Consent of instructor 

BMGT 263 
Legal Issues in 
HR 

BGEN 105, Spring only  

Choose one of the following: 

ECNS 201 Microeconomics 3 Fall Only 

ECNS 202 Macroeconomics  Spring Only 

 

The suggested sequence in this catalog is for students entering in the fall semester. Please see your advisor for a suggested spring 

entry sequence. 

http://helenacollege.edu/academics/programs/acc_bus/default.aspx
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Entrepreneurship C.A.S. 

This is a stackable option under as part of an Accounting and Business Technology A.A.S. degree. Students may complete the 

coursework below to obtain the C.A.S. and meets the criteria for the first year of coursework towards the A.A.S. in Business 

Technology. 

Required Courses 

First Semester (15 credits) 

ACTG 101 Accounting Proced I 3  

BGEN 105 Intro to Business 3 Recommended WRIT 101 or WRIT 101 taken concurrently 

WRIT 101 College Writing 3 WRIT 096, if placement score indicates 

Choose one of the following: 

M 108T Business Math 

3 

 

M 115 Prob and Linear Placement or M 092 

M 121 College Algebra Placement or M 093 

STAT 216 Intro to Statistics Placement or M 121/115/145 

Choose one of the following: 

CAPP 156 MS Excel 
3 CSCI 172 recommended for business students 

CSCI 172 Intro Comp Model 

Second Semester (15 credits) 

ACTG 205 Computer Accounting 3 ACTG 101 

BGEN 220 Business Ethics and Social Responsibility 3 BGEN 105 or consent of instructor 

Choose one of the following: 

BMGT 210 Small Bus. Entrepr. 
3 

BGEN 105, Fall only 

BMKT 240 Advertising BGEN 105, Spring only 

Choose one of the following: 

CAPP 153 MS Power Point 
3 

 

CAPP 154 MS Word  

Choose one of the following: 
PSYX 100 Intro to Psych 

3 
Placement in WRIT 101 or WRIT 101 taken concurrently 

SOCI 101 Intro to Sociology  

 

The suggested sequence in this catalog is for students entering in the fall semester. Please see your advisor for a suggested spring 

entry sequence.
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Accounting and Business Technology A.A.S. 

Business Technology/Evening 

Associate of Applied Science 

Associate of Applied Science ï Business Technology Evening- After Hours courses are offered beginning at 4:00 p.m., weekends 

beginning at 9:00 a.m., hybrid, or online.  Students build their futures at Helena College through individualized instruction 

developing practical problem-solving skills, strengthening their positions in the job market, and for educational advancement toward 

earning a bachelor degree. 

 

Please see the Helena College website for gainful employment information related to this program: 

http:// helenacollege.edu/academics/programs/acc_bus/default.aspx 

Business Technology / Evening A.A.S. 

Required Courses 

 

First Semester (15 credits)    

ACTG 101 Actg Proc. I 3 A  

BGEN 105 Intro to Business 3 

A Recommended WRIT 

101 or WRIT 101 taken 

concurrently 

WRIT 101 College Writing 3 
A WRIT 096, if placement 

score indicates 

Choose one of the following:  

M 108T Business Math 

3 A 

 

M 115 Prob and Linear Placement or M 092 

M 121 College Algebra Placement or M 093 

STAT 216 Intro to Statistics 
Placement or M 

105/115/121 

Choose one of the following:  

CAPP 156 MS Excel 

3 AO 
CSCI 172 recommended 

for business students CSCI 172 
Intro Comp 

Model 

Second Semester (15 credits)    

ACTG 205 Computer Actg 3 F ACTG 101 

BGEN 220 
Bus. Ethics & 

Soc. Respons. 
3 AO 

BGEN105 or consent of 

instructor 

Choose one of the following:  

BMGT 210 
Small Bus. 
Entrepr. 3 

FO 
BGEN 105, Fall only 

BMKT 240 Advertising SO BGEN 105, Spring only 

Choose one of the following:  

CAPP 153 MS PowerPoint 
3 AO 

 

CAPP 154 MS Word  

Choose one of the following:  

PSYX 100 Intro to Psych 3 AO 

 

Placement in WRIT 101 

or WRIT 101 taken 

concurrently 

SOCI 101 Intro to Soc.   

 

Third Semester (15 credits)    

BFIN 265 Intro to Bus. Fin. 3 
FO ACTG 101 and BGEN 

105, Fall only 

BMKT 225 Marketing 3 
SH BGEN 105 and WRIT 

101 

BGEN 235 Business Law I  3 FH BGEN 105, Fall only 

Choose one of the following:  

ACTG 180 Payroll Actg 
3 

SH ACTG101 

BMGT 215 Hum. Res. Mgmt. FO BGEN 105, Fall only 

Choose one of the following:  

COMX 

111 

Intro to Public 

Speak 
3 A 

 

COMX 

115 
Interpers. Comm.  

Fourth Semester (15 credits)    

BGEN 299 Bus:  Capstone 3 eSH Consent of instructor 

BMGT 235 Management 3 
FO BGEN 105 and WRIT 

101 

BMIS 270 
MIS Found for 

Bus 
3 

SO CSCI 172 
(recommended for 

business) or CAPP 156, 

Spring only 

Choose one of the following:  

BGEN 298 Internship 
3 

A Consent of instructor 

BMGT 263 Leg. Issues in HR SO BGEN 105, Spring only  

Choose one of the following:  

ECNS 201 Microeconomics 3 
AO 

Fall Only 

ECNS 202 Macroeconomics  Spring Only 
 

 

A= All Semesters 

F= Fall Semester 

S= Spring Semester 

O= Online 

H= Hybrid 

E= Even 

O= Odd 
 

 

 

The suggested sequence in this catalog is for students entering in the fall semester. Please see your advisor for a suggested spring 

entry sequence. 

 

http://umhelena.edu/academics/programs/acc_bus/default.aspx
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Automotive Technology A.A.S. 

Associate of Applied Science 

 The Automotive Technology curriculum consists of eight areas of study as defined by the National Institute for Automotive Service 

Excellence (ASE). ASE is a non-profit corporation dedicated to improving the quality of automotive service and repair as well as 

assisting in training and program development throughout the nation. The Helena College Automotive Technology Program holds 

an ASE Master Automobile Service Technology (MAST) level certification. The eight ASE content areas of study, along with the 

Collegeôs general education requirements, are structured into four groups with all eight areas of study being offered during a two-

year period. Successful completion of this program will enable students to enter the automotive job market. 

Program Outcomes 

¶ Demonstrate safe shop practices and hazardous material handling 

¶ Diagnose and repair automotive electrical systems to ASE Education Foundation Standard 

¶ Diagnose and repair automotive engine performance, fuel, and emission control systems to ASE Education Foundation 

Standard 

¶ Diagnose and repair automotive brakes suspension, and steering systems to ASE Education Foundation Standard 

¶ Diagnose and repair automotive internal combustion engine systems to ASE Education Foundation Standard 

¶ Diagnose and repair automotive powertrain systems (manual and automatic transmission/transaxles and drive axles) to ASE 

Education Foundation Standard 

¶ Diagnose and repair automotive heating and air conditioning systems as to ASE Education Foundation Standard 

 

 

 

Note: Upon admission to the Automotive Technology Program, students are required to purchase a tool set as outlined in the tool 

section of this catalog. Students are required to purchase school-approved shirts and red rags for use in the shops and are 

responsible for a cleaning fee each semester. 

Please see the Helena College website for gainful employment information related to this program: 

http:// helenacollege.edu/academics/programs/auto/default.aspx 

http://umhelena.edu/academics/programs/auto/default.aspx
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Automotive Technology A.A.S. 

Required Courses 

First Semester (19 Credits) 

AUTO 104 
Automotive 
Mechanics 

2  

AST 108 
Automotive Manual 

Drive Trains 
7 Co-requisite: AUTO 104 

AST 130 
Intro to Automotive 
Electronics 

7 Co-requisite: AUTO 104 

M 111T 
Technical 

Mathematics 
3 Co-requisite to AST 130 

Second Semester (17 Credits) 

AST 160 
Automotive Engine 
Repair 

6 AUTO 104 

AST 172 
Automotive 

Heating/Air Cond 
5 

Co-requisite: AST 230 

Pre-requisites: AUTO 
104, AST 130 

AST 230 
Electric/Electronics 

Systems II 
4 AUTO 104, AST 130 

COMX 106 
Communicating in a 
Dynamic Workplace 

2  

Third Semester (18 Credits) 

AST 118 Brakes/Chassis 7 
AUTO 104, AST 108, 
AST 130, AST 160 

AST 262 Engine Perform I 8 
AUTO 104, AST 130, 

AST 230 

WRIT 121T Technical Writing 3 Placement or WRIT 095 

Fourth Semester (17 Credits) 

AST 264 Engine Perform II 5 

AUTO 104, AST 130, 

AST 160, AST 230, AST 

262 

AST 270 
Automatic 
Transmis/Transax 

7 
AUTO 104, AST 130, 
AST 230, AST 262 

AST 280 

Applied Lab 

Experience/Light 
Repair 

5 

Co-requisite: AST 264, 

AST 270 
Pre-requisite: AUTO 

104, AST 108, AST 118, 

AST 160, AST 172, AST 
230, AST 262 

The suggested sequence in this catalog is for students entering in the fall semester. Please see your advisor for a suggested spring 

entry sequence. 

Note: Upon their successful graduation in the Automotive Technology Program at Helena College, a 4-year B.S. degree in 

Automotive Technology is available through a partnership at Montana State University-Northern. 
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Hybrid Vehicle Service Technology Certificate 

Certificate of Technical Studies 

 

The Hybrid Vehicle Service Technology Certificate prepares 

students for employment in automotive service technician 

occupations working with hybrid vehicle technologies such as: 

¶ Electric and Hybrid Vehicle Service Technician 

¶ Development Technician 

¶ Battery Service Technician 

¶ Electrical Test Technician 

Courses in this certificate of technical studies emphasize 

laboratory skills and a project-based experience. 

Upon successful completion of the Associate of Applied Science 

in Automotive Technology, students are able to take the required 

course, AST274, in the summer semester. 

Please see the Helena College website for gainful employment 

information related to this program: 

http:// helenacollege.edu/academics/programs/auto/default.aspx 

 

Note: Upon admission to the Automotive Technology Program, 

students are required to purchase a tool set as outlined in the 

tool section of this catalog. Students are required to purchase 

school-approved shirts and red rags for use in the shops and are 

responsible for a cleaning fee each semester. 

 

Hybrid Vehicle Service Technology Certificate 

Required Courses 

Certificate Requirements (28 credits) 
AST130  Introduction to Automotive Electronics 7 

AST160 Automotive Engine Repair 6 

AST230  Electric/Electronics Systems II 4 

AST262 Engine Performance I 8 

AST274 Introduction to Hybrid Vehicle Technology 3 

 

The suggested sequence in this catalog is for students entering 

in the fall semester. Please see your advisor for a suggested 

spring entry sequence. 

http://umhelena.edu/academics/programs/auto/default.aspx
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Aviation Maintenance Technology A.A.S. 

Associate of Applied Science 

The mission of the Aviation Maintenance Technology program at Helena College is to provide entry-level technicians who are 

trained in the fundamentals of aircraft maintenance with respect to general aviation and the light utility helicopter industry. With this 

training, a technician will be prepared for employment in many different occupations in the aviation industry including: Fixed Base 

Operations, Repair Stations, Commuter Airlines, Air Cargo, Aircraft Restoration, Flight Schools and Aerial Fire Fighting, to name 

a few. 

 Students are trained above and beyond the standards outlined in 14 CFR 147 (FAR Part 147) and the guidelines set forth in the 

program approved curriculum. Upon completion of 1900 hours of course work, students will be prepared to take three written exams 

and sit with a Designated Maintenance Examiner qualified by the FAA to be given three Oral and Practical Exams. 

Upon completion of the required FAA tests, a student will be certificated by the FAA as a mechanic with either or both an Airframe 

and Powerplant rating. With additional general coursework through Helena College students will also be awarded an Associate of 

Applied Sciences degree in Aviation Maintenance Technology. 

Program Outcomes 

¶ Read and interpret Federal Aviation Regulations, aircraft service manuals, directives and bulletins to properly complete 

aircraft maintenance and repairs 

¶ Prepare logbook entries and prepare proper documentation for the repairs completed on an aircraft 

¶ Complete proper jacking procedures, ground handling and servicing on aircraft. 

¶ Prepare weight and balance computations and properly prepare the required documentation 

¶ Evaluate sheet metal, composite structure, fabric covering and structural damage and prepared and complete the required 

repairs in accordance with approved repair procedures 

¶ Complete repair and maintenance on various airframe components and systems 

¶ Complete repair and maintenance on aircraft reciprocating and turbine engines. 

¶ Return an aircraft to service after maintenance and repair 

¶ Inspect, remove and install non-repairable items such as propellers and aircraft instruments 

Note: Upon admission to the Aviation Maintenance Technology Program, students are required to purchase a tool set as outlined 

in the tool section of this catalog. Students are required to purchase school-approved shirts and red rags for use in the shops and 

are responsible for a cleaning fee each semester. 

Please see the Helena College website for gainful employment information related to this program: 

http://helenacollege.edu/academics/programs/aviation/default.aspx  

  

http://helenacollege.edu/academics/programs/aviation/default.aspx
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Aviation Maintenance Technology A.A.S. 

Required Courses

  

First Semester ( 20.75 credits) 

AVMT 135 
Assembly & Rigging/Airframe 

Inspection 
4  

AVMT 140 Sheet Metal 4  

AVMT 145 Composites and Plastics 4  

AVMT 150 Wood Structures 2  

AVMT 155 
Aircraft Covering/Aircraft 

Finishes 
2  

AVMT 175 Aircraft Electrical Systems  1.75  

M111T Technical Math  3  

Second Semester (21.5 Credits) 

AVMT 160 Aircraft Welding 3  

AVMT 165 
Hydraulic and Pneumatic 

Power Systems 
3  

AVMT 170 
Aircraft Landing Gear 

Systems/Position 
3  

AVMT 180 
Aircraft Fuel Sys/Fire 

Protection 
3  

AVMT 185 
Cabin Atmosphere Control 

Systems 
2.25  

AVMT 187 

Aircraft Instrument 

Systems/Comm and Nav 
Systems  

2.25  

COMX 106 
Communicating in a Dynamic 

Workplace 
2  

WRIT 121T Technical Writing  3 
WRIT 096 or 
placement 

 

Summer Semester  (21.75 Credits)  

AVMT 100 

Intro to Aviation 

Maintenance/Mathematics and 

Basic Physics  

3  

AVMT 105 Basic Electricity 3.75  

AVMT 110 
Aircraft Drawings/Weight and 

Balance 
3.75  

AVMT 115 
Materials and Processes/Fluid 
Lines and Fittings/Cleaning and 

Corrosion Control 

3.5  

AVMT 120 
Ground Operation and 
Servicing 

2  

AVMT 125 

Maintenance 

Publications/Forms & 

Records/Mechanic Privileges & 
Limitations  

3  

AVMT 130 Basic Aerodynamics  2.75  

Third  Semester ( 16.5 credits) 

AVMT 225 Reciprocating Engine Systems  5.5  

AVMT 230 Reciprocating Engine Overhaul  5.5  

AVMT 240 Engine Instrument Systems 3  

AVMT 250 Engine Fire Protection Systems 2.5  

Fourth Semester (15.75 Credits) 

AVMT 235 Turbine Engines and Systems 8  

AVMT 245 
Engine Electrical 
Systems/Auxiliary Power Unit  

3.75  

AVMT 255 
Aircraft Fuel Sys/Fire 

Protection 
4  

The suggested sequence in this catalog is for students entering in the fall semester. Please see your advisor for a suggested spring 

entry sequence. 
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Aviation Airframe C.A. S. 

Required Courses 

First Semester ( 20.75 credits) 

AVMT 135 Assembly & Rigging/Airframe Inspection 4  

AVMT 140 Sheet Metal 4  

AVMT 145 Composites and Plastics 4  

AVMT 150 Wood Structures 2  

AVMT 155 Aircraft Covering/Aircraft Finishes 2  

AVMT 175 Aircraft Electrical Systems  1.75  

M111T Technical Math  3  

Second Semester (19.5 Credits) 

AVMT 160 Aircraft Welding 3  

AVMT 165 Hydraulic and Pneumatic Power Systerms 3  

AVMT 170 Aircraft Landing Gear Systems/Position 3  

AVMT 180 Aircraft Fuel Sys/Fire Protection 3  

AVMT 185 Cabin Atmosphere Control Systems 2.25  

AVMT 187 Aircraft Instrument Systems/Comm and Nav Systems  2.25  

COMX 106 Communicating in a Dynamic Workplace 2  

WRIT 121T Technical Writing  3 WRIT 096 or placement 

Summer Semester  (21.75 Credits)  

AVMT 100 Intro to Aviation Maintenance/Mathematics and Basic Physics  3  

AVMT 105 Basic Electricity 3.75  

AVMT 110 Aircraft Drawings/Weight and Balance 3.75  

AVMT 115 Materials and Processes/Fluid Lines and Fittings/Cleaning and Corrosion Control 3.5  

AVMT 120 Ground Operation and Servicing 2  

AVMT 125 Maintenance Publications/Forms & Records/Mechanic Privileges & Limitations  3  

AVMT 130 Basic Aerodynamics  2.75  

 

 

Aviation Powerplant C.A.S. 

Required Courses

First Semester ( 19.5 credits) 

AVMT 225 Reciprocating Engine Systems  5.5  

AVMT 230 Reciprocating Engine Overhaul  5.5  

AVMT 240 Engine Instrument Systems 3  

AVMT 250 Engine Fire Protection Systems 2.5  

M111T Technical Mathematics  3  

Second Semester (20.75 Credits) 

AVMT 235 Turbine Engines and Systems 8  

AVMT 245 Engine Electrical Systems/Auxillary Power Unit  3.75  

AVMT 255 Aircraft Fuel Sys/Fire Protection 4  

COMX 106 Communicating in a Dynamic Workplace 2  

WRIT 121T  Technical Writing 3 WRIT 096 or placement  

Summer Semester  (21.75 Credits)  

AVMT 100 Intro to Aviation Maintenance/Mathematics and Basic Physics  3  

AVMT 105 Basic Electricity 3.75  

AVMT 110 Aircraft Drawings/Weight and Balance 3.75  

AVMT 115 Materials and Processes/Fluid Lines and Fittings/Cleaning and Corrosion Control 3.5  

AVMT 120 Ground Operation and Servicing 2  

AVMT 125 Maintenance Publications/Forms & Records/Mechanic Privileges & Limitations  3  

AVMT 130 Basic Aerodynamics  2.75  
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Computer Aided Manufacturing A.A.S. 

Associate of Applied Science 

Computer Aided Manufacturing is designed to prepare students as entry-level machinists in many areas, including aerospace, 

computer industries, job shop, gun smithing, tool and die making, Computer Numerical Control (CNC) operator, and CNC 

programmer. Students will study machining processes and procedures using lathes, mills, drill presses, cylindrical grinders, and 

surface grinders. 

The first year students will use a variety of manual machines, including engine lathes, horizontal and vertical mills, cylindrical 

grinders, surface grinders, drill presses, and radial arm drill. Students will work from blueprints and follow exact specifications and 

apply practical shop math to accomplish the required tasks. Much of the lab time will be used for shop and project work. 

The second-year CNC portion of machine shop is devoted to the programming and operation of the CNC machine. Students will be 

prepared to enter the work force as entry level programmers and CAD/CAM technicians. Students will program and operate 

machining centers and turning centers in the lab. Students will learn the Mastercam programming system, which allows students to 

design parts on the computer and then manufacture them in the lab. Students will work from blueprints and exact specifications that 

are used in industry. Lab work will include manual and CNC machine use. These machines will be used for manufacturing fixtures, 

project work, and production projects. 

Program Outcomes 

¶ Perform machining operations to exacting tolerances common in industry. 

¶ Prepare and demonstrate cutting tool applications. 

¶ Prepare, setup, and operate precision manufacturing equipment. 

¶ Interpret and create various blueprint types and information. 

¶ Demonstrate and complete machine and tooling maintenance 

Note: Upon admission to the Computer Aided Manufacturing Program, students are required to purchase a tool set as outlined in 

the tool section of this catalog. Students are required to purchase school-approved shirts and red rags for use in the shops and are 

responsible for a cleaning fee each semester. 

Please see the Helena College website for gainful employment information related to this program: 

http://helenacollege.edu/academics/programs/machine/default.aspx  

http://helenacollege.edu/academics/programs/machine/default.aspx
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Computer Aided Manufacturing  A.A.S. 

Required Courses 

 

 

First Semester (18 Credits) 

MCH 120 Blueprint Read and Interp 2 MCH130 (Co-req) 

MCH 130 Machine Shop  3  

MCH 132 Intro to Engine Lathes 5  

MCH 134 Intro to Mills 5 MCH130 (Co-req) 

M111T Technical Math 3 MCH 130 (Co-req) 

 *(COMX 106 if only completing the 

CAS) 
  

Second Semester (19 Credits) 

MCH 136 Advanced Lathes 5 MCH 132 

MCH 137 Advanced Mills 5 MCH 132 

MCH 139 Grinding Applications 2  

MCH 240 Metallurgy 2 MCH 130 

MCH 245 Shop Practices 2 2 
MCH 120, 130, 132, and 
134 

WRIT 

121T 
Intro to Tech Writing 3 

WRIT 096 if placement 

score indicates such 

 

 

 

Third Semester (16 Credits) 

Completion of the first year (first and second semester) is the pre-requisite 
for the second year.  

MCH 230 
Tooling and Fixtures in 

CNC 
2  

MCH 231 
CNC Turn Operations 
Level 1 

4 
MCH 230 (Co-req) 
MCH 136 (Pre-req) 

MCH 232 
CNC Turn Program Opera 

2 
3 MCH 231 (Co-req) 

MCH 234 Milling Operations Level 1 4 
MCH 230 (Co-req) 
MCH 137  

MCH 235 
CNC Millings 

Programming Operations 
3 MCH 234 (Co-req) 

Fourth Semester (18 Credits) 

MCH 233 
CNC Turning Programming 

Operations 3 
3 MCH231 and MCH232 

MCH 236 
CNC Milling Programming 

Operations 3 
3  

MCH 237  
CAD/CAM CNC Turning 

Center  
5 

MCH233 (Co-req) 

 

MCH 238 
CAD/CAM CNC 

Machining Center 5 
5 

MCH236 (Co-req) 

 

COMX 

106 

Communicating in a 

Dynamic Workplace 
2  

 

 

The suggested sequence in this catalog is for students entering in the fall semester. Please see your advisor for a suggested spring 

entry sequence. 
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Machine Tool Technology C.A.S. 

Certificate of Applied Science 

Machine Tool Technology is designed to prepare students as entry-level machinists in many areas, including aerospace, computer 

industries, job shop, gun smithing, tool and die making, Students will study machining processes and procedures using lathes, mills, 

drill presses, cylindrical grinders, and surface grinders. 

The first year students will use a variety of manual machines, including engine lathes, horizontal and vertical mills, cylindrical 

grinders, surface grinders, drill presses, and radial arm drill. Students will work from blueprints and follow exact specifications and 

apply practical shop math to accomplish the required tasks. Much of the lab time will used for shop and project work. 

Note: Upon admission to the Machine Tool Technology Program, students are required to purchase a tool set as outlined in the tool 

section of this catalog. Students are required to purchase school-approved shirts and red rags for use in the shops and are 

responsible for a cleaning fee each semester. 

Please see the Helena College website for gainful employment information related to this program: 

http://helenacollege.edu/academics/programs/machine/default.aspx  

Machine Tool Technology C.A.S. 

Required Courses 

First Semester (18 credits) 

MCH120 Blueprint Reading and Interpretations for Machining 2 MCH 130 (co-req) 

MCH130 Machine Shop 3 M 111T (co-req) 

MCH132 Introduction to Engine Lathes 5  

MCH134 Introduction to Mills 5 MCH 130 (co-req) 

M111T Technical Mathematics 3 MCH 130 (co-req)  

Second Semester (21 credits) 

MCH136 Advanced Lathes 5 First semester MCH courses and M111T 

MCH137 Advanced Mills 5 First semester MCH courses and M111T 

MCH139 Grinding Applications 2 First semester MCH courses and M111T 

MCH240 Metallurgy 2 First semester MCH courses and M111T 

MCH245 Shop Practices 2 First semester MCH courses and M111T 

WRIT 121T Intro to Tech Writing 3 WRIT 096 if placement score indicates such 

COMX 106 Communicating in a Dynamic Workplace 2  

 

The suggested sequence in this catalog is for students entering in the fall semester. Please see your advisor for a suggested spring 

entry sequence. 

http://helenacollege.edu/academics/programs/machine/default.aspx
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Computer Technology A.A.S. 

Associate of Applied Science 

Students are required to take the classes and credits shown. Students may choose one or both advising options, Network 

Administration and/or Programming, within their Computer Technology A.A.S. degree. 

Program Outcomes 

¶ An ability to apply knowledge of computing and mathematics appropriate to the discipline 

¶ An ability to analyze a problem, and identify and define the computing requirements appropriate to its solution 

¶ An ability to design, implement, and evaluate a computer-based system, process, component, or program to meet desired 

needs 

¶ An ability to function effectively on teams to accomplish a common goal 

¶ An understanding of professional, ethical, legal, security and social issues and responsibilities 

¶ An ability to communicate effectively with a range of audiences 

¶ An ability to analyze the local and global impact of computing on individuals, organizations, and society 

¶ Recognition of the need for and an ability to engage in continuing professional development 

¶ An ability to use current techniques, skills, and tools necessary for computing practice. 

¶ Synthesize and apply information to meet an identified need. 

Program Requirements: Students must fulfill their math requirements in at least M115 Probably and Linear Math and their English 

requirements in at least WRIT 121T introduction to Technical Writing. 

Computer Technology Literacy Requirement: Please see a Program advisor regarding the computer literacy requirement for this 

degree. 

Graduation Requirement: In addition to passing all courses students in the Helena College Computer Technology A.A.S. program 

must demonstrate proficiency in the program core and their chosen advising option area: Network Administration or Programming. 

All Computer Technology A.A.S. students must pass a proficiency test based upon core course objectives, advising area course 

objectives within the students advising area of choice, program objectives, and corresponding nationally recognized competencies 

and standards. Self-paced study guides and focused study sessions are available to supplement developing skills and conceptual 

knowledge necessary to pass the test. 

Please see the Helena College website for gainful employment information related to this program: 

http://helenacollege.edu/academics/programs/computer/default.aspx  

 

http://helenacollege.edu/academics/programs/computer/default.aspx
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Computer Technology A.A.S. ï Network Administration  

Required Courses 

 

First Semester (16 Credits) 

MART 145 Web Design 3  

Choose one of the following: 

CSCI 100 or  

CSCI 107 

Intro to Program or  

Joy and Beauty Com 
3  

Choose one writing: 

WRIT 121T 

WRIT 101 

Intro to Tech Writ or 

College Writing 101 
3 

Placement or WRIT 

095 

Placement or WRIT 
095 

Choose One Math : 

M 115 

M 121 

Probability or Linear or 

College Algebra 
3 

Placement or M080 

or M 092 
Placement or M093 

Advising Option Credits: 

NTS 104 CCNA 1: Intro to Net 4  

Second Semester (15 Credits) 

ITS 280 Computer Repair 4  

ITS 224 Intro to Linux 3 CSCI 100 

Choose one of the following:  

COMX 106 or 
PSYX 100 or  

SOCI 101 

COMM in a Dynamic 

Workplace or 

Intro to Psych or 
Intro to Sociology 

2/3/3 
Placement or WRIT 

101 

Advising  Option Credits: 

CSCI 240 Database and SQL 3 
CSCI 100 & ITS-

280 

NTS 105 CCNA 2: Rout & Swit 3 NTS 104 

 

Third  Semester (15 Credits) 

NTS 205 CCNA 4: Con Network 3 NTS 105 

Choose one of the following: 

CSCI 298 

CSCI 299 
CSCI 292 

Internship or 

Thesis/Capstone or 
Independent Study 

2 

Instructor Approval 

Instructor Approval 
Instructor Approval 

Advising Option Credits: 

ITS 274 
Ethical Hacking and 

Network Defence 
3 NTS 105, ITS 224 

ITS 230 
Admin Script 
PowerShell 

2 ITS 280, NTS 104 

ITS 231 Admin Script Python 2 ITS 280, NTS 104 

ITS 255 
IP Telephony IP 

Telephony 
3 NTS 105 

 Fourth Semester (16 Credits) 

CSCI 212 Web Server Admin 3 
ITS 224, ITS 280, 

NTS 104 

CSCI 221 
Systems Analysis & 

Design 
4 

CSCI 240 and 

WRIT 101/121T 

ITS 212 Network Ops - Server 3 ITS 280, NTS 104 

ITS 218 Network Security 3 
ITS 224, ITS 280, 

NTS 104 

NTS 204 CCNA 3: Sca & Net 3 NTS 105 

 

 

Please see the Helena College website for gainful employment information related to this program: 

http://helenacollege.edu/academics/programs/computer/default.aspx  

The suggested sequence in this catalog is for students entering in the fall semester. Please see your advisor for a suggested spring 

entry sequence. 

  

http://helenacollege.edu/academics/programs/computer/default.aspx
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Computer Technology A.A.S. ï Programming 

Required Courses 

First Semester (16 Credits) 

MART 145 Web Design 3  

Choose one of the following: 

CSCI 100 or  

CSCI 107 

Intro to Program or  

Joy and Beauty Com 
3  

Choose one Writing: 

WRIT 121T 

WRIT 101 

Intro to Tech Writ or 

College Writing 101 
3 

Placement or 
WRIT 095 

Placement or 

WRIT 095 

Choose One Math: 

M 115 

M 121 

Probability and 
Linear or 

College Algebra 

3 

Placement or 

M080 or M092 

Placement or 
M093 

Advising Option Credits: 

NTS 104 CCNA 1: Intro Net 4  

Second Semester (16 Credits) 

ITS 280 Computer Repair 4  

ITS 224 Intro to Linux 3 CSCI 100 

Choose one of the following:  

COMX 106 

or 

PSYX 100 or  
SOCI 101 

COMM in a Dynamic 

Workplace or 

Intro to Psych or 
Intro to Sociology 

2/3/3 
WRIT095 or place 

in WRIT101 

Advising  Option Credits: 

CSCI 240 Databases SQL 3  

CSCI 111 Prog with Java I 4 CSCI 100 

 

Third Semester (14 Credits) 

CSCI 221 Program w/Java II  4 CSCI 111 

Choose one of the following: 

CSCI 298 

CSCI 299 

CSCI 292 

Internship or 

Thesis/Capstone or 

Independent Study 

2 

Instructor 

Approval 

Instructor 
Approval 

Instructor 

Approval 

Advising Option Credits: 

CSCI 211 Client Side Web Dev 3 
CSCI 100 and 

MART 145 

CSCI 245 
Modern Data 

Systems 
3 

CSCI 111 and 

CSCI 240 

CSCI 276 Application Security 2 
CSCI 111 and 

CSCI 240 

Fourth Semester (17 Credits) 

CSCI 206 .NET Applications 4 
CSCI 111 and 
CSCI 240 

CSCI 121 
Systems Analysis & 

Design 
4 

CSCI 240 and 

WRIT 101/121T 

CSCI 238 Stand Base Mobile 3 
CSCI 111 and 
MART 145 

CSCI 127 
Joy and Beauty of 

Data 
3 CSCI 111 

CSCI 257 Web Services 3 
CSCI 111 and 
CSCI 240 

  

Please see the Helena College website for gainful employment information related to this program: 

http://helenacollege.edu/academics/programs/computer/default.aspx  

The suggested sequence in this catalog is for students entering in the fall semester. Please see your advisor for a suggested spring 

entry sequence. 

http://helenacollege.edu/academics/programs/computer/default.aspx
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Diesel Technology A.A.S. 

Associate of Applied Science 

Diesel Technology prepares the student to enter various segments of the diesel repair industry as an entry-level technician. This 

includes, but is not limited to, the agricultural, the industrial equipment, and the heavy-duty diesel truck repair industry. This program 

provides comprehensive training in maintenance, diagnosis, and repair of related electrical/electronic systems, mobile hydraulic 

systems, manual and hydraulic drive trains, brakes, air systems, diesel engines, general maintenance, alignment and undercarriages, 

and HVAC systems as used in equipment common to the diesel repair industry. Major placement areas for the Diesel Technology 

graduate are agriculture and truck dealerships, truck fleets, construction, mining, oil exploration companies, farms and ranches, and 

independent truck repair shops. 

Students will need professional tools to gain employment upon graduation; therefore, they are required to purchase a tool set as 

outlined in the tool section. Students are required to purchase school-approved coveralls and red rags for use in the shops and are 

responsible for a cleaning fee each semester. 

Program Outcomes 

¶ Demonstrate the ability to safely work in a shop environment 

¶ Demonstrate their work ethic and professionalism 

¶ Demonstrate their understanding of diesel systems operation and function of components 

¶ Demonstrate the ability to properly diagnose the system and perform the proper repairs 

¶ Demonstrate their ability to work in a live shop environment by interacting with customers, diagnosing and repairing a 

multitude of failures, working well with other students and properly completing work orders 

Note: Upon admission to the Diesel Technology Program, students are required to purchase a tool set as outlined in the tool section 

of this catalog. Students are required to purchase school-approved shirts and red rags for use in the shops and are responsible for 

a cleaning fee each semester. 

Please see the Helena College website for gainful employment information related to this program: 

http://helenacollege.edu/academics/programs/diesel/default.aspx  

Diesel Technology A.A.S. 

Required Courses 

  

First Semester (17 Credits) 

DST 105 Inds Safety for Diesel 1  

DST 110 Diesel Electrical I 3  

DST 111 Diesel Electrical II 2 DST110 

DST 142 Hydraulics  7 DST110 and DST111 

M 111T Technical Math 3 Co-req DST 142 

WLDG 101 
Welding Fund for 

Diesel 
1  

Second Semester (20 Credits) 

DST 145 Diesel Engine Repair 6 DST110 and DST111 

DST 240 
HD Manual Drive 

Trains 
6 DST110 and DST111 

DST 245 
HD Hydraulic Drive 
Trains 

5 
DST110, DST111 and 
DST142 

WRIT 121T Intro to Tech Writing 3 
WRIT 096 if placement 

score indicates such 

Third Semester (18 Credits) 

DST 200 
Diesel Engine 

Performance 
8 

DST110, DST111 and 

DST145 

DST 210 
Diesel Maintenance 
Practices 

3 DST110 and DST111 

DST 255 
HD Brakes and 

Undercarriage 
7 DST110 and DST111 

Fourth Semester (17 Credits) 

DST 130 
Heating and Air 

Conditioning 
4 DST110 and DST111 

DST 211 Electronic Systems 3 DST 110 and DST 111 

DST 265 
Applied Lab 
Experience 

8 
2nd year standing or 
consent of instructor 

COMX 106 
Communicating in a 

Dynamic Workplace 
2  

The suggested sequence in this catalog is for students entering in the fall semester. Please see your advisor for a suggested spring 

entry sequence.

http://helenacollege.edu/academics/programs/diesel/default.aspx


 

2018-2019 Academic Catalog 88 Helena College University of Montana 

Diesel Technology C.A.S. 

Certificate of Applied Science 

Note: Upon admission to the Diesel Technology Program, students are required to purchase a tool set as outlined in the tool section 

of this catalog. Students are required to purchase school-approved shirts and red rags for use in the shops and are responsible for 

a cleaning fee each semester. 

Please see the Helena College website for gainful employment information related to this program: 

http://helenacollege.edu/academics/programs/diesel/default.aspx  

Diesel Technology C.A.S. 

Required Courses 

First Semester (20 Credits) 

DST 105 Industrial Safety for Diesel 1  

DST 110 Diesel Electrical I 3  

DST 111 Diesel Electrical II 2 DST 110 

HEO100 Commercial Truck Driver  4  

DST 142 Hydraulics  7 DST 110 and DST 111 

M 111T Technical Math 3 Co-req DST 142 

WLDG 101 Welding Fund for Diesel 1  

Second Semester (22 Credits) 

DST 145 Diesel Engine Repair 6 DST110 and DST111 

DST 240 HD Manual Drive Trains 6 DST110 and DST111 

DST 245 HD Hydraulic Drive Trains 5 DST110, DST111 and DST142 

WRIT 121T Intro to Tech Writing 3 WRIT 096 if placement score indicates such 

COMX 106 Communicating in a Dynamic Workplace  2  

 

The suggested sequence in this catalog is for students entering in the fall semester. Please see your advisor for a suggested spring 

entry sequence. 

http://helenacollege.edu/academics/programs/diesel/default.aspx
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Fire and Rescue A.A.S. 

Associate of Applied Science 

Students in this program will graduate with an Associate of 

Applied Science Degree in Fire and Rescue. The program will 

provide applied entry-level career training for fire fighters and 

will enhance on-going training for current protective services 

professionals in Montana and the western states. This program 

is accredited by the International Fire Service Accreditation 

Congress (IFSAC). 

Fire and Rescue courses concentrate on training in fire behavior, 

extinguishing agents, apparatus, tactics, rescue, and safety. 

Students will experience live fire situations in training mockups 

and will be able to enter careers in community-based fire 

departments, industrial fire brigades, airport fire brigades, and 

wildland fire agencies. 

Students taking math and writing on the Missoula College 

University of Montana campus will take the equivalent courses 

of WRIT121 Introduction to Technical Writing (3 credits); 

M111T Technical Mathematics (3 credits); and COMX115. 

Students are required to pass a physical exam performed by the 

studentôs physician (the physical form is available through 

Admissions and Records) and the physical agility test. Students 

must successfully complete the following physical agility test, 

within a one and one-half hoursô time frame, before being 

allowed to register for Fire and Rescue classes. The required 

physical agility test will be offered at fall orientation programs. 

Fire and Rescue applicants will be notified of specific testing and 

orientation dates. 

The physical agility test includes: 

¶ One-mile-run under 10 minutes 

¶ Fifty sit-ups under two minutes 

¶ Twenty-five push-ups under two minutes 

¶ Lift and drag a 175-pound mannequin 50 feet 

¶ Climb a 24-foot ladder 

These meet minimum standards as set forth under the guidelines 

of the National Fire Protection Association Standards 1500, 

1582, and 1901. 

Program Outcomes 

¶ Apply the principles of professional conduct by 

displaying a positive work ethic, flexibility, team work, 

physical fitness, safety consciousness, and sensitivity to 

diversity. 

¶ Demonstrate required understanding, knowledge, and 

skills in each disciplinary area of emergency services 

operations related to the Fire and Rescue service. 

¶ Operate safely and effectively during emergency response 

simulations and while performing duties during 

collaboration with or under general supervision of 

participating external agencies. 

¶ Demonstrate quantitative literacy related to fire and 

rescue operations. 

¶ Communicate effectively and coherently, both in written 

and verbal formats, while participating in non-emergent 

and emergent situations 

Requirements for ECP130 Emergency Medical Technician 

and ECP133 Advanced Emergency Medical Technician: 

Students are required to have the Hepatitis B vaccine and current 

(within six months) test for tuberculosis. 

Please see the Helena College website for gainful employment information related to this program: 

http://helenacollege.edu/academics/programs/fire/default.aspx  

  

http://helenacollege.edu/academics/programs/fire/default.aspx


 

2018-2019 Academic Catalog 90 Helena College University of Montana 

Fire and Rescue A.A.S. 

Required Courses 

First Semester (18 Credits) 

ECP 130 
Emergency Medical 

Technician 
5 

Hepatitis B Vaccines, 

Tuberculosis test 

(current or within past 

six months) and 

Criminal Background 

Check 

FIRE 101 Intro to Fire Service 3  

FIRE 102 Fire Service II 3 
Co-req ï FIRE 101 

and 103 

FIRE 103 Fire Fighter Safety 3  

FIRE 107 
Pers Physical Fitness 

I 
1  

M 111T or 

M105 or 

higher 

Technical Math or 

MUS College level 

transferrable math 

course 

3  

Second Semester (18 Credits) 

FIRE 106 
Wildland Fire 

Fighting 
3  

FIRE 108 
Pers Physical Fitness 

II  
1  

FIRE 110 Hazardous Materials 3  

FIRE 120 Emergency Services 2  

FIRE 180 Incident Command 2  

FIRE 125 Emerg Equip Maint 2  

FIRE 131 
Fire App & 

Hydraulics 
3  

FIRE 140 
FF Tactics 

&Strategies 
3  

 

 

 

Third Semester (18 Credits) 

FIRE 275 
Fire Service 

Instructor 
2  

FIRE 234 
Fire Protect 

Systems 
3  

FIRE 214 Fire Inspection 3  

FIRE 242 Rescue 3 FIRE101 and FIRE103 

FIRE 255 Fire Investigation 3 

Successful completion 

of first year Fire and 

Rescue program 

courses. 

FIRE 261 
Building 

Construction 
1  

WRIT 121T Technical Writing 3 
Placement or WRIT 

095 

Fourth Semester (17 Credits) 

FIRE 210 

Aircraft Rescue and 

Firefighting Basic 

Training (ARFF) 

2 

Students must be 

physically able to 

secure SCBAôs, 

perform physically 

demanding tasks, and 

supply their own 

NFPA approved 

clothing. 

FIRE 215 Fire Streams 2 FIRE130 

FIRE 225 Fire Officer 2 FIRE120 

FIRE 232 
Basic Wild Fire 

Superv 
2 FIRE106 

FIRE 250 Fire Ground Oper 3 
FIRE 101,103, 131, 

140 

FIRE 270 Fire Prevention 2  

FIRE 

288/289 
Capstone/Internship 2 FIRE 101 

COMX 106  

Communicating in a 

Dynamic 

Workplace 

2 

 
 

*FIRE289 ï Fire Service Internship may be substituted for FIRE288 ï Capstone. Must meet acceptance requirements. 

 

The suggested sequence in this catalog is for students entering in the fall semester. Please see your advisor for a suggested spring 

entry sequence.
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Metals Technology A.A.S. 

Associate of Applied Science 

Note: Students may begin their instruction in the two-year Metals Technology program depending upon the space available; in 

either the computer aided manufacturing or the welding area. 

Metals Technology is designed to prepare students as entry-level technicians in many areas, including automotive machining, tool 

and die making, mold making, job shop machinist, gun smithing, lay-out and inspection welding, new construction welder, and 

fabrication. Students will study machining processes and procedures, properties of metals, blueprint reading, and inspection 

techniques. Welding skills (including practical, theoretical, and technical training) are taught using oxyacetylene, manual stick 

electrode, semiautomatic Mig, Tig (Heliarc), dualshield Mig, and various additional processes. Miller Electric has chosen Helena 

College as one of its regional training centers. Therefore, students will receive training on the latest state-of-the-art equipment in 

Mig, Tig (Heliarc), and Stick Electrode. Students will work from blueprints, follow exact specifications, and apply practical shop 

math to accomplish the required tasks. Much of the lab time in both areas will be used for shop project work. 

An educational background in mechanical drawing, shop math, welding, and mechanical welding is helpful. Students are required 

to have a basic set of tools upon entrance to the program as outlined in the tool section of this catalog. 

Program Outcomes 

¶ Perform machining operations to exacting tolerances common in industry. 

¶ Prepare and demonstrate cutting tool applications. 

¶ Prepare, setup, and operate precision manufacturing equipment. 

¶ Interpret and create various blueprint types and information. 

¶ Demonstrate and complete machine and tooling maintenance 

Note: Upon admission to the Metals Technology Program, students are required to purchase a tool set as outlined in the tool section 

of this catalog. Students are required to purchase school-approved shirts and red rags for use in the shops and are responsible for 

a cleaning fee each semester. 

Please see the Helena College website for gainful employment information related to this program: 

http://helenacollege.edu/academics/programs/metals/default.aspx  

  

http://helenacollege.edu/academics/programs/metals/default.aspx
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Metals Technology A.A.S. 

Required Coursework 

 

 

First Semester (18 Credits) 

MCH120 

Blueprint Reading and 

Interpretation2 for 

Machining 

2 MCH 130 (co-req) 

MCH130 Machine Shop 3 M 111T (co-req) 

MCH132 
Introduction to Engine 

Lathes 
5  

MCH134 Introduction to Mills 5 MCH 130 (co-req) 

M111T Technical Mathematics 3 MCH 130 (co-req)  

Second Semester (19 Credits) 

MCH 136 Advanced Lathes 5 
First semester MCH 

courses and M111T 

MCH 137 Advanced Mills 5 
First semester MCH 
courses and M111T 

MCH 139 Grinding Applications 2 
First semester MCH 

courses and M111T 

MCH 240 Metallurgy 2 
First semester MCH 
courses and M111T 

MCH 245 Shop Practices 2 
First semester MCH 

courses and M111T 

WRIT 121T Intro to Tech Writing 3 
WRIT 096 if placement 
score indicates such 

(**COMX 

106) 

Communicating in a 

Dynamic Workplace 
2  

 

 

Third Semester (17 Credits) 

WLDG 107 Industrial Safety 2  

WLDG 112 Cutting Processes 3 WLDG 107 (co-req) 

WLDG 135 
GMAW Theory and 

Practical Appl 
5 WLDG 107 (co-req) 

WLDG 181 
SMAW Theory and 

Practical Appl 
5  

COMX 106 
Communicating in a 
Dynamic Workplace 

2  

Fourth Semester (15 Credits) 

WLDG 117 
Blueprint Reading and Weld 

Symbols 
3 

3rd semester WLDG 

courses and M111T 

WLDG 131 
Layout, Metal Forming and 
Fabrication 

5 
3rd semester WLDG 
courses and M111T 

WLDG 141 
GTAW Theory and 

Practical App 
4 

3rd semester WLDG 

courses and M111T 

WLDG 151 Shop Practices 3 
3rd semester WLDG 
courses and M111T 

 

*If students are contemplating on a CAS or AAS they should 

take HR100T the first year so they will have all general 

education requirements completed in the first year for the CAS

The suggested sequence in this catalog is for students entering in the fall semester. Please see your advisor for a suggested spring 

entry sequence. 
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Nursing Programs 

The nursing curricula prepares graduates to function as members of the health care team in various health care environments. The 

curricula focuses on preparation for employment and articulation. The nursing programs are approved by the Montana State Board 

of Nursing. 

The nursing program is a 3-semester Certificate of Applied Science Licensed Practical Nursing (LPN) program and a 5-semester 

Associate of Science Registered Nursing (ASRN) program.  

Program Outcomes 

¶ Graduates will meet or exceed the national average for first time takers for the NCLEX-PN (National Council Licensure 

Examination for Practical Nurses)  

¶ Eighty percent (80%) of students admitted to the program will complete the program within the allotted time (2-4 semesters). 

¶ Ninety (90%) of graduates actively seeking employment will be employed within one year of graduation.  

¶ Ninety (90%) of the surveys returned by graduates will indicate that they are satisfied with their education. 

¶ Ninety (90%) of the surveys returned by employers will indicate satisfaction with the graduateôs performance.
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Nursing Programs 

The nursing programs consist of a 3-semester Certificate of Applied Science in Practical Nursing and a 5-semester Associate of 

Science in Registered Nursing. The Helena College RN Program is ACEN (Accreditation Commission for Education in Nursing) 

accredited. 

All students applying for the LPN Certificate of Applied Science program will be required to have all prerequisite classes completed 

before being admitted into the clinical portion of the program. Students will be required to obtain a 2.56 GPA in prerequisite courses; 

a TEAS score of 65 or higher, and be a Certified Nursing Assistant. 

The 5 semester Associate of Science degree leading to the Registered Nursing program admits 16 students in both Spring and Fall 

semesters, including 8 regular students and 8 Pathway students. 

All students applying to the 5-semester Associate of Science Degree will be required to have all four pre-RN prerequisites completed 

with a 2.75 GPA. Students are required to get a 70% or higher on the TEAS test. 

Admission to the program also requires completion of the Helena College application for admission and the nursing program 

application. Nursing applications are available through the nursing department at the Donaldson Campus of Helena College. 

Deadlines can be obtained from the nursing department and will be posted on the webpage. A student may apply while enrolled in 

the prerequisite courses with acceptance to the program to be determined after the current completed semester grades are finalized. 

A general physical examination is part of the application process as well as all immunization records, including tuberculosis testing 

using the PPD or chest x-ray; Hepatitis B vaccine (a series of three injections); MMR series (those born before 1956 who did not 

receive the MMR will have to complete a titer); illness or vaccination for Varicella (chicken pox); Tetanus; and Hep C. 

Beginning in in the Spring of 2019, the RN applicant will be required to write a paper in APA format as part of the application 

criteria. Information about this paper can be obtained from the Nursing Department.  

A student must maintain a ñCò or better in each of the courses required and complete each semester prior to progressing to the next 

semester. After the student is accepted into the nursing program, he/she must provide proof of current CPR for the Health Care 

Provider and a criminal background check. 
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Practical Nursing C.A.S.  

Certificate of Applied Science 

 
The practical nurse uses specialized knowledge and skills that 

meet the health care needs of people in a variety of settings under 

the direction of qualified health professions. The curriculum 

focuses on preparation for employment. Students learn practical 

nursing skills through independent study, lectures, simulation 

demonstrations, and practice in the skills lab. Under instructor 

supervision, students also provide patient care in a variety of 

health care settings. The program is approved by the Montana 

State Board of Nursing. 

Graduates of the program are eligible to apply for the National 

Council of Licensing Examination (NCLEX) LPN licensure 

examination from the Montana State Board of Nursing. Upon 

passing the examination, the graduate becomes a Licensed 

Practical Nurse, LPN. After licensure, graduates typically find 

employment in hospitals, long-term care facilities, physician 

offices, clinics, and other health care agencies. 

The LPN program will admit 8 students once a year in the spring 

semester, completing the certificate at the end of the summer 

semester. The program will be given in a block format during 

the summer. 

Admission is by application only. Please check with the nursing 

department for current application information. Applications are 

good for current start only; current applications are available 

through the nursing department. The application process 

requires that a student successfully complete the pre-requisite 

coursework with a 2.5 GPA or better, 65 or higher TEAS test 

score, and be a CNA. 

A general physical examination is part of the application process 

as well as all immunization records, including tuberculosis 

testing using the PPD or chest x-ray; Hepatitis B vaccine (a 

series of three injections); MMR series (those born before 1956 

who did not receive the MMR will have to complete a titer); 

illness or vaccination for Varicella (chicken pox); Tetanus; and 

Hep C. 

A student must maintain a ñCò or better in each of the courses 

required and complete each semester prior to progressing to the 

next semester. After the student is accepted into the nursing 

program, he/she must provide proof of current CPR for the 

Health Care Provider and a criminal background check. 

Student Achievement Outcome Data 

¶ NCLEX pass rate for Practical Nursing program: 97% 

¶ Retention/Completion rate for Practical Nursing program: 97% 

¶ Job placement rate for Practical Nursing program (within 6 months  

of graduation): 100% 

Please see the Helena College website for gainful employment information related to this program: 

http:// helenacollege.edu/academics/programs/nursing/default.aspx

http://umhelena.edu/academics/programs/nursing/default.aspx
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Practical Nursing C.A.S. 

Required Courses 

*Must be a CNA 
First Semester (13 Credits) 

Prerequisite Courses 

BIOH 104 Basic Human Biology w/Lab 4  

PSYX 100 Introduction to Psychology 3   

WRIT 101 College Writing I 3   

M 120 Mathematics for Healthcare Application 3   

LPN Courses ï Acceptance into the program is required to register for the following semesters.   

(CNA Required for application) 

Second Semester (15 Credits) 

NRSG 130 Fundamentals of Nursing 3   

NRSG 131 Fundamentals of Nursing Lab 3   

NRSG 135 Nursing Pharmacology 3   

NRSG 136 Nursing Pharmacology Lab 1   

NRSG 152 Gerontology and Community Nursing 2   

NRSG 153 Gerontology and Community Nursing Clinical 2   

Third Semester (14 Credits) 

NRSG 140 Adult Health Nursing 4   

NRSG 141 Adult Health Nursing Clinical 2  

NRSG 142 Nursing Care of Women and Children  3   

NRSG 143 Nursing Care of Women and Children Clinical 1   

NRSG 148 Leadership Issues for Practical Nurses 2   

NRSG 149 Leadership Issues for Practical Nurses Clinical 1   

 (non-nursing class towards ASN, if desired)   

 

The suggested sequence in this catalog is for students entering in the fall semester. Please see your advisor for a suggested spring 

entry sequence. 
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Registered Nursing A.S.R.N.  

Associate of Science Registered Nursing 

(5-Semester) 

The Associate of Science degree program prepares graduates to 

function as members and leaders of health care teams in various 

health care environments. The curriculum focuses on 

preparation for employment. Graduates of the program are 

eligible to apply for the NCLEX-RN licensure examination from 

the Montana State Board of Nursing. After passing the 

examination, the graduate becomes a Registered Nurse (RN). 

The Associate of Science Registered Nursing degree program is 

ACEN Accredited. 

The Associate of Science degree leading to the Registered 

Nursing program is a 5 semester curriculum. 16 students will be 

admitted in this program in both Fall and Spring semesters, 8 of 

which will be the Regular RN Cohort students and 8 of which 

will be the LPN to BSN Pathway RN cohort students. 

In order to assure former graduates of the Old Curriculum LPN 

program have access to the RN degree, an LPN to BSN Pathway 

has been developed. This pathway will be available for 8 

students to be admitted each semester. As the need lessens for 

this cohort, the empty slots will be filled by the Regular RN 

cohort. 

Admission to the program also requires completion of the 

Helena College application for admission and the nursing 

program application. Nursing applications are available through 

the nursing department at the Donaldson Campus of Helena 

College. Deadlines can be obtained from the nursing department 

and will be posted on the webpage. A regular student may apply 

while enrolled in the prerequisite courses with acceptance to the 

program to be determined after the current completed semester 

grades are finalized. A general physical examination is part of 

the application process as well as all immunization records, 

including tuberculosis testing using the PPD or chest x-ray; 

Hepatitis B vaccine (a series of three injections); MMR series 

(those born before 1956 who did not receive the MMR will have 

to complete a titer); illness or vaccination for Varicella (chicken 

pox); Polio, Tetanus, and Hep C. A 70% or above on the TEAS 

exam is required. A regular RN student must obtain a 2.75 GPA 

in order to apply to the regular cohort of the RN program. 

In addition to the above, LPN and BSN Pathway students are 

required to have their LPN license as well as 3 Letters of 

Reference.  

Beginning in in the Spring of 2019, the RN applicant will be 

required to write a paper in APA format as part of the application 

criteria. Information about this paper can be obtained from the 

Nursing Department. 

A student must maintain a ñCò or better in each of the courses 

required and complete each semester prior to progressing to the 

next semester. After the student is accepted into the nursing 

program, he/she must provide proof of current CPR for the 

Health Care Provider and a criminal background check. 

 

Student Achievement Outcome Data 

¶ NCLEX pass rate for Registered Nursing program: 100% 

¶ Retention/Completion rate for Registered Nursing program: 100% 

¶ Job placement rate for Registered Nursing program (within 6 months  

of graduation): 100% 

Please see the Helena College website for gainful employment information related to this program: 

http:// helenacollege.edu/academics/programs/nursing/default.aspx 

http://umhelena.edu/academics/programs/nursing/default.aspx
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RN Regular Cohort 

Required Courses 

 

First Semester (14 Credits) 

Prerequisite Courses 

BIOH 201 Anatomy & Physiology w/Lab 4  

M 121 College Algebra 3  

CHMY 121/122 Chemistry w/Lab 4  

WRIT 101 College Writing I 3  

ASRN Courses ï Acceptance into the program is required to register for the following semesters. 

Second Semester (15 Credits) 

BIOH 211 Anat and Phys II W/Lab 4 BIOH 201 ï May be taken Prior 

NRSG 230 Nursing Pharmacology 3  

NRSG 231 Nursing Pharmacology Lab 2  

NRSG 232  Foundations of Nursing 3  

NRSG 233 Foundations of Nursing Lab 3  

Third Semester (14 Credits) 

NRSG 256 Pathophysiology 3  

NRSG 234 Health & Illness - Adult Nurs I 3  

NRSG 235 Heal & Ill - Adult Nurs I Clin  2  

NRSG 236 Heal & Ill of Maternal Niursing 2  

NRSG 237 Heal & Ill ï Maternal Nursing Clin 1  

PSYX 100 Intro to Psychology 3 Psyx 100 May be taken prior 

Fourth Semester (15 Credits) 

NRSG 244 Heal & Ill ï Adult Nurs II 3  

NRSG 245 Heal & Ill ï Adult Nurs II Clin 2  

NRSG 254 Mental Health Concepts 3  

NRSG 255 Mental Health Concepts Clin 1  

NRSG 246 Heal & Ill of Child/Fam Nurs 2  

NRSG 247 Heal & Ill Pediatratic Clin 1  

SOCI 101 Intro to Sociology 3 SOCI 101 May be taken prior 

Fifth Semester (14 Credits) 

NRSG 259 Heal and Ill of Adult Nurs III 3  

NRSG 260 Heal and Ill-Adult Nurs III Lab 1  

NRSG 261 Heal and IllïAdult Nur III Clin 2  

NRSG 266 Manag Client Care for the RN 2  

NRSG 267 Manag Client Care for RN Clin 2  

BIOM 250/251 Microbiology w/Lab 4 BIOH 201 or 211 May be taken prior 
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L.P.N. to B.S.N. Pathway R.N. Cohort 

 

First Semester (14 Credits) 

Prerequisite Courses 

BIOH 201 Anatomy and Physiology I w/Lab 4  

CHMY 121/122 General Chemistry w/Lab 4  

WRIT 101 College Writing I  3  

M 121 College Algebra 3  

BIOH 211 Anatomy and Physiology II w/Lab 4  

PSYX 100 Introduction to Psychology 3  

Application to Nursing Program (LPN license required) 

Second Semester (9 Credits) 

WRIT 201 College Writing II 3  

STAT 216 Statistics 3  

PSYX 230 Developmental Psychology 3  

Third Semester (12 Credits) 

NRSG 256 Pathophysiology 3  

NRSG 220 Foundations of Ethical Nursing 3  

 Humanities Elective 3  

NRSG 236 Heal & Ill of Childbearing Fam 2  

NRSG 237 Heal & Ill - Childbea Fam Clin 1  

Fourth Semester (15 Credits) 

NRSG 244 Heal & Ill ï Adult Nurs II 3  

NRSG 245 Heal & Ill ï Adult Nurs II Clin 2  

NRSG 254 Heal & Well ï Mental Health 3  

NRSG 255 Heal &Well ï Ment Heal Clin 1  

NRSG 246 Heal & Ill of Child/Fam Nurs 2  

NRSG 247 Heal & Ill Pediatratic Clin 1  

SOCI 101 Intro to Sociology 3 May be taken prior 

Fifth Semester (14 Credits) 

NRSG 259 Heal and Ill of Adult Nurs III 3  

NRSG 260 Heal and Ill-Adult Nurs III Lab 1  

NRSG 261 Heal and IllïAdult Nur III Clin 2  

NRSG 266 Manag Client Care for the RN 2  

NRSG 267 Manag Client Care for RN Clin 2  

BIOM 250/251 Microbiology w/Lab 4 May be taken prior 
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Office Technology 

Office Technology programs prepare students for careers in a variety of professional office environments including legal, medical 

and general administration support.  The core curriculum includes MS Office and computer applications, business and accounting 

courses, and soft skills that are applicable to future employment.   The Office Technology program offers two-year Associate of 

Applied Science degree options in Administrative Office Management and Medical Administrative Specialist.  

 

Additionally, the Office Technology program provides three Certificate of Applied Science programs in the areas of Computer 

Skills Specialist, Legal Support Specialist, and Medical Assisting (beginning on page 93 for details), that are designed to be 

completed in one year.   

 

Mission Statement: 

The mission of the Office Technology program is to focus on innovative training and career development for future information 

management professionals by creating a learning environment that promotes academic excellence and cultivation of local 

community and state partnerships for professional administrative employment opportunities. 

Program Outcomes: 

 

Program Outcomes: 

¶ Read, understand, and prepare standard business documents. 

¶ Demonstrate appropriate technological skills including word processing; spreadsheets and Internet as a research tool. 

¶ Demonstrate appropriate office procedures as related to records information management, data, content and structure, and 

policies and procedures. 

¶ Understand and perform basic bookkeeping and recordkeeping functions, including computerized applications. 

¶ Demonstrate appropriate critical thinking. 

¶ Demonstrate appropriate human relations skills. 

¶ Demonstrate effective interpersonal skills in a professional business environment.   

¶ Demonstrate effective team building skills. 

¶ Demonstrate a basic understanding of law in society.  

 

Please see the Helena College website for gainful employment information related to this program: 

http://helenacollege.edu/academics/programs/office/default.aspx  

 

http://helenacollege.edu/academics/programs/office/default.aspx
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Administrative Office Management Specialist A.A.S. 

Associate of Applied Science 

The Administrative Office management Specialist degree prepares students to effectively confront new, diverse, and multifaceted 

challenges in the areas of administrative and information management careers.  This program covers current office management 

principles, concepts and organizational trends while focusing on technological changes in the workplace and information systems 

management. 

Some A.A.S. degrees have a stackable C.A.S. degree options that can be completed while a student works towards the A.A.S. 

Please see the Helena College website for gainful employment information related to this program: 

http://helenacollege.edu/academics/programs/office/default.aspx  

Administrative Office Management Specialist A.A.S. 

Required Courses 

 

 

First Semester (15 credits)   

M108T or any 

Core M Course 

Business Math or any 

Core M Course 
3 Depends on M Course 

WRIT 121T or 
WRIT 101 

Intro to Technical 

Writing or College 

Writing 

3 

Placement in WRIT 

101/121, or Co-req. 

WRIT 096 if necessary 

AMGT 150 
Customer Service 
Strategies 

3  

CAPP 131 Basic MS Office 3  

LEG 121 
Law, Society and 

Legal Reasoning 
3 Fall Only 

Second Semester (15 credits)    

AMGT 210 
Office Success 

Strategies 
3  

BGEN 105 Intro to Business 3  

CAPP 153 MS PowerPoint 3 
Recommended CAPP 
131 

CAPP 154 MS Word 3 
Recommended CAPP 

131 

CAPP 156 MS Excel 3 
Recommended CAPP 

131 

Third Semester (15 credits)   

ACTG 101 
Accounting 

Procedures I 
3   

BGEN 235 Business Law I 3 BGEN 105 

BMGT 215 
Human Resource 

Management 
3 BGEN 105 

COMX 111 
Intro to Public 
Speaking 

3  

Choose one of the following: 

SOCI101 Intro to Sociology 3  

PSYX100 Intro to Psychology 3  

Fourth Semester (15 credits)   

AMGT 299 
Integrated Office 
Capstone 

3 
 CAPP 153, 154, 156, 
and Instructor Consent 

BGEN 220 
Business Ethics and 

Social Responsibility 
3 

BGEN 105 and 

WRIT101 or WRIT 121T 

BMGT 263 
Legal Issues in 
Human Resources 

3 
BGEN 105 
Spring only 

BMGT235 Management 3 
BGEN 105 and  

WRIT101 or WRIT 121T 

CAPP 266 Advanced Excel 3 CAPP 156 

 

The suggested sequence in this catalog is for students entering in the fall semester. Please see your advisor for a suggested spring 

entry sequence. 

http://helenacollege.edu/academics/programs/office/default.aspx
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Medical Administrative Specialist A.A.S. 

Associate of Applied Science 

The design of the Medical Administrative Specialist degree prepares students for employment in hospitals, medical offices, nursing 

homes, public health agencies and insurance companies.  Students will learn skills related to administrative medical assistant support, 

including medical terminology, human biology, computer technology, oral and written communications and awareness of effective 

medical office procedures.  Classroom activities include studies in positive interpersonal relations and teamwork. 

Some A.A.S. degrees have a stackable C.A.S. degree options that can be completed while a student works towards the A.A.S. 

Please see the Helena College website for gainful employment information related to this program: 

http://helenacollege.edu/academics/programs/office/default.aspx  

Medical Administrative Specialist A.A.S. 

Required Courses 

 
First Semester (15 credits)  

WRIT 121T or 
WRIT 101 

Intro to Technical 

Writing or College 

Writing 

3 

Placement in WRIT 

101/121, or Co-req. WRIT 

096 if necessary 

M108T or any 

Core M 

Course 

Business Math or 
any Core M Course 

3 Depends on M Course 

AHMS 105 
Health Care Delivery 
Systems 

3 Fall Only 

BGEN 105 Intro to Business 3  

CAPP 131 Basic MS Office 3  

Second Semester (16 credits)  

AHMS 108 
Health Data Content 
and Structure 

3 Spring Only 

AHMS 220 
Medical Office 

Procedures 
3 Spring Only 

AMGT 210 
Office Success 
Strategies 

3 Spring Only 

BIOH 104 
Basic Human 

Biology 
4  

CAPP 154 Word 3 
Recommended Basic MS 
Office 

 

 

 

Third Semester (15 credits)  

ACTG 101 
Accounting 

Procedures I 
3   

AHMS 144 
Medical 
Terminology 

3  

AHMS 156 
Medical Billing 

Fundamentals 
3 Fall only 

CAPP 153 MS PowerPoint 3 
Recommended Basic MS 
Office 

LEG 121 
Law, Society and 

Legal Reasoning 
3 Fall only 

Fourth Semester (15 credits)  

AHMS 210 
Basic Medical 
Coding 

3  Spring Only 

AMGT 150 
Customer Service 

Strategies 
3  

AMGT 299 
Integrated Office 

Capstone 
3 CAPP 153, CAPP 154, 

CAPP 156 and Instructor 

Consent   (Spring Only 

CAPP 156 Excel 3 Recommended Basic MS 
Office 

Choose one of the following: 

SOCI101 Intro to Sociology 3  

PSYX100 Intro to Psychology 3 
Placement into WRIT 101 

or 121T 

The suggested sequence in this catalog is for students entering in the fall semester. Please see your advisor for a suggested spring 

entry sequence. 

http://helenacollege.edu/academics/programs/office/default.aspx
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Office Technology C.A.S. 

Computer Skills Specialist 

Certificate of Applied Science 

The Computer Skills Specialist certificate prepares students to 

effectively confront new diverse and multifaceted challenges in 

business administrative support positions.  This option covers 

current software, customer service, and business communication 

concepts, with a focus on technological changes in the 

workplace and information systems.  This certificate may be 

applied to the Associate of Science in Administrative Office 

Management. 

Please see the Helena College website for gainful employment 

information related to these programs: 

http://helenacollege.edu/academics/programs/office/default.aspx  

Computer Skills Specialist C.A.S. 

Required Courses 

First Semester (15 credits)   
M108T, or 

any Core M 
Course 

Business Math, or any 

Core M Course 
3 

Placement depends on 

course 

WRIT 121 or 

WRIT 101 

Intro to Technical 

Writing or College 
Writing 

3 

Placement in WRIT 

101/121, or Co-req. WRIT 
096 if necessary 

AMGT 150 
Customer Service 

Strategies 
3  

CAPP 131 Basic MS Office 3  

LEG 121 
Law, Society and 

Legal Reasoning 
3 Fall Only 

Second Semester (15 credits)   

ACTG 101 or 

BGEN 105 

Accounting 

Procedures I or 

Introduction to 
Business 

3   

AMGT 210 
Office Success 

Strategies 
3 Spring Only 

CAPP 153 MS PowerPoint 3 Recommended CAPP 131 

CAPP 154 MS Word 3 Recommended CAPP 131 

CAPP 156 MS Excel 3 Recommended CAPP 131 

 

Please see your adivsor to see if this option can be taken fully 

online. 

  

http://helenacollege.edu/academics/programs/office/default.aspx
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Office Technology C.A.S. 

Certificate of Applied Science 

Please see the Helena College website for gainful employment information related to this program: 

http://helenacollege.edu/academics/programs/office/default.aspx  

 

Legal Support Specialist 

The Legal Support Specialist program prepares students for 

careers in legal administration support in law firms, state and 

local legal departments and insurance companies.  The need for 

legal support services continues to increase.  Students who 

successfully complete this program will have a basic 

understanding of how law affects society, civil and criminal 

procedures, and how to use technology in the law office.  The 

training provides skills that will allow the successful student 

employability. 

Legal Support Specialist C.A.S. 

Required Courses 

First Semester (15 credits)   

M108T or any 

Core M 

Course 

Business Math or 
any Core M Course 

3 
Placement depends on 
course. 

WRIT 121T 
or WRIT 101 

Intro to Technical 

Writing or College 

Writing 

3 

Placement in WRIT 

101/121, or Co-req. WRIT 

096 if necessary 

CAPP 131 Basic MS Office 3   

LEG 121 
Law, Society and 

Legal Reasoning 
3 Fall Only 

LEG 189 Criminal Procedures 3 Fall Only 

Second Semester (15 credits)   

ACTG 101 or 

BGEN 105 

Accounting 
Procedures I or 

Introduction to 
Business 

3   

CAPP 154 MS Word 3 Recommend CAPP 131 

LEG 270 

Into to Civil 

Litigation and 
Montana Courts 

3 Spring only 

LEG 186 or 

LEG 272 

Intro to Legal 
Research or 

Computers and Law 

3 

LEG 186 Odd years; LEG 

272 Even years.  

Recommend CAPP 131.  
Spring only 

AMGT 150 or 

AMGT 210 

Customer Service 

Strategies or Office 
Success Strategies 

3 
Office Success Strategies - 

Spring only 

 

The suggested sequence in this catalog is for students entering 

in the fall semester. Please see your advisor for a suggested 

spring entry sequence. 

http://helenacollege.edu/academics/programs/office/default.aspx
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Medical Assisting 

The Medical Assisting certificate prepares students with the 

necessary skills for front-office non-clinical administration in a 

medical office, hospital or other health-oriented office.    The 

Medical Assisting, C.A.S. is an excellent opportunity for pre-

nursing students to obtain a certificate in front-office 

technology.   This certificate can be applied to the Associate of 

Science Medical Administrative Specialist. 

Note: Please see your advisor for information regarding this 

certificate. 

Medical Assisting C.A.S. 

Required Courses 

 

First Semester (16 credits)   

WRIT121 or 

WRIT 101 

Intro to Tech Writing 

or College Writing 
3 

Placement in WRIT 
101/121, or Co-req. 

WRIT 096 if necessary- 

M108 or any 
Core M Course 

Business Math or any 
Core M Course 

3 
Placement depends on 
course. 

ACTG 101 or 

BGEN 105 

Accounting Procedures 

I or Intro to Business 
3   

AHMS 105 
Health Care Delivery 
Systems 

3 Fall Only 

CAPP 131 Basic MS Office 3  

Second Semester (15 credits)   

AHMS 108 
Health Data Content & 
Structure 

3 Spring Only 

AHMS 220 
Medical Office 

Procedures 
3 Spring only 

AMGT 150 or 

AMGT 210 

Customer Service 
Strategies or Office 

Success Strategies 

3 AMGT 210 Spring Only 

BIOH 104 Basic Human Biology 4  

CAPP 154 Word 3   

 

These C.A.S. degrees stack into A.A.S. degrees and can be completed while a student works towards the A.A.S.
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Industrial Welding & Metal Fabrication A.A.S. 

Associated of Applied Science 

The Industrial Welding and Metal Fabrication A.A.S. degree 

program has been designed to provide students with a ñstate of 

the artò education which will allow them to be successful in the 

diverse world of welding and metals fabrication. To meet the 

many and varied demands of this industry, Helena College has 

designed a program that enables the graduating student to find 

employment in a wide spectrum of areas with high earning 

potential. 

The curriculum includes extensive hands on experience ï more 

than 1500 hours for the associate degree ï using industry 

standard machines and equipment, and includes coursework in 

computation, writing and human relationships. Upon completion 

of the Industrial Welding and Metals Fabrication program 

curriculum, the student will earn an Associate of Applied 

Science Degree. 

Fabrication equipment, welding machines and support 

equipment are now all computer supported. Helena College 

instructs students using equipment including CNC plasma 

tables, CNC press brake, ironworker, shears, and welding 

positioners. As one of 10 nationwide regional training facilities 

for Miller Electric, Helena College students are afforded 

advanced opportunities using their newest technologies. 

With an emphasis on safety, students will receive hands-on, 

theoretical, and technical training covering shielded metal arc, 

flux cored arc, gas metal arc, gas tungsten arc, orbital TIG, and 

submerged arc welding processes along with courses in 

fabrication code. Plasma arc, oxy-fuel and carbon arc cutting 

processes are also examined in great detail. Under the guidance 

of experienced welding professionals, students can build the 

skills they need for an outstanding career in welding, including 

strong fitting and fabrication skills gained through extensive 

hands on training including the fabrication of projects. 

Program Outcomes 

¶ Demonstrate knowledge of industry standards for safety 

and compliance 

¶ Demonstrate the proper use of manufacturing equipment 

¶ Apply proper techniques for analyzing and producing 

drawings 

¶ Demonstrate an understanding of welding processes, 

codes, and procedures 

¶ Differentiate manufacturing processes and their 

applicability 

¶ Enter the workforce with entry level skills 

¶ Exhibit good work ethic with an emphasis on safety and 

professionalism 

Note: Upon admission to the Industrial Welding & Metal 

Fabrication Program, students are required to purchase a tool 

set as outlined in the tool section of this catalog. Students are 

required to purchase school-approved shirts and red rags for 

use in the shops and are responsible for a cleaning fee each 

semester. 

 

 

Please see the Helena College website for gainful employment information related to this program: 

http://helenacollege.edu/academics/programs/welding/default.aspx  

  

http://helenacollege.edu/academics/programs/welding/default.aspx
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Industrial Welding  & Metal Fabrication  

Associated of Applied Science 

 

First Semester ï 18 Credits 

WLDG 107 Industrial Safety 2  

WLDG 112 Cutting Processes 3 WLDG 107 

WLDG 135 
GMAW Theory and Prac 
Applications 

5 WLDG 107 

WLDG 181 
SMAW Theory and Prac 

Applications 
5  

M111T Technical Mathematics 3  

(**COMX 
106) 

Communications in a Dynamic 
Workplace  

2  

Second Semester ï 19 Credits 

WLDG 117 
Blueprint Reading and Weld 

Symbols 
3 

First semester 

WLDG courses 
and M111T 

WLDG131 
Layout, Metal Form and 

Fabrications 
6 

First semester 

WLDG courses 
and M111T 

WLDG141 
GTAW Theory and Prac 
Application  

3 

First semester 

WLDG courses 

and M111T 

WLDG151 Shop Practices 4 

First semester 

WLDG courses 

and M111T 

WRIT121T  Technical writing  3 
WRIT 096 if 
placement score 

indicates such 

 

Third Semester ï 17 Credits                   Pre-requisites: Completion of 

First Year Courses  with a C- or better 

WLDG213 Pipe Welding Lab I 6 
First year 
courses and 

M111T 

WLDG 257 Cutting Processes II 5 

First year 

courses and M 
111T 

WLDG 246 

Advanced Metal 

Forming/Fabrication Theory 
and Practical Application 

5 

First year 

courses and M 
111T 

COMX 106 
Communications in a Dynamic 

Workplace 
2   

Fourth Semester ï 14 Credits 

WLDG 227 
Advanced Joining Processes 
Theory and Practical 

Application 

6 
Third semester 

WLDG Courses  

WLDG245 
Metal Fabrication Design and 
Construction  

4 
Third semester 
WLDG courses 

WLDG 299 Industrial Welding Capstone  5 
Third semester 

WLDG courses 

*If students are contemplating on a CAS or AAS they should take COMX106 the first year so they will have all general education 

requirements completed in the first year for the CAS. 

 

The Helena College Welding Program is proudly affiliated with the American Welding Society as an Institutional Educational 

Member beginning Spring Semester 2013. We hold our students to the highest standards set by the American Welding Society. 

The suggested sequence in this catalog is for students entering in the fall semester. Please see your advisor for a suggested spring 

entry sequence. 
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Welding Technology 

Certificate of Applied Science 

Please see the Helena College website for gainful employment information related to this program: 

http://helenacollege.edu/academics/programs/welding/default.aspx 

 

Welding Technology 

The primary goal in the first year of the Welding Technology 

program is to give students the skills and instruction they need 

to enter the welding industry. With an emphasis on safety, 

students will receive hands-on, theoretical, and technical 

training in rigging, blueprint reading, and layout and pattern 

making. In addition, students will receive extensive lab training 

in a wide variety of welding processes including S.M.A.W. 

(stick electrode), G.M.A.W. (wire processes), Pulse M.I.G., 

T.I.G., and Plasma cutting. 

Note: Upon admission to the Welding Technology Program, 

students are required to purchase a tool set as outlined in the 

tool section of this catalog. Students are required to purchase 

school-approved shirts and red rags for use in the shops and are 

responsible for a cleaning fee each semester. 

Welding Technology 

Certificate of Applied Science 

First Semester (18 credits) 

WLDG107 Industrial Safety 2  

WLDG112 Cutting Processes 3 WLDG 107 

WLDG135 
GMAW Theory and 

Practical Application  
5 WLDG 107 

WLDG181 
SMAW Theory and 

Practical Application  
5  

M111T Technical Mathematics 3  

Second Semester (21 credits) 

WLDG117 
Blueprint Reading and 

Weld Symbols 
3 

First semester WLDG 

courses and M111T 

WLDG131 
Layout, Metal Forming 

and Fabrication  
5 

First semester WLDG 

courses and M111T 

WLDG141 
GTAW Theory and 
Practical Application  

5 
First semester WLDG 
courses and M111T 

WLDG151 Shop Practices 3 
First semester WLDG 

courses and M111T 

WRIT 121T  Technical Writing 3 

WRIT 096 if 

placement score 

indicates such 

COMX 106 
Communicating in a 
Dynamic Workplace 

2  

The suggested sequence in this catalog is for students entering in the fall semester. Please see your advisor for a suggested spring 

entry sequence. 

http://helenacollege.edu/academics/programs/welding/default.aspx
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Sheet Metal Apprenticeship A.A.S. 

Associate of Applied Science 

The Associate of Applied Science (A.A.S.) degree in Sheet Metal Apprenticeship designed to prepare students as sheet metal workers 

and meets the educational goals of students who are registered as apprentices and working in the industry or pre-apprentices desiring 

to enter the workforce in sheet metal technology. This A.A.S. degree will provides graduates with a foundation in the theory and 

concepts needed to be successful as a sheet metal worker. In addition to a strong technical foundation, students will have received 

related instruction in communication, human relations, and technical mathematics. The degree prepares a graduate to work as a sheet 

metal worker in a wide range of organizations in the broader area of construction industries. Students completing this program of 

study will work in the construction industry fabricating, assembling, installing, and repairing sheet metal products and equipment, 

such as ducts, control boxes, drainpipes, and furnace casings. Work may involve any of the following: setting up and operating 

fabricating machines to cut, bend, and straighten sheet metal; shaping metal over anvils, blocks, or forms using hammer; operating 

soldering and welding equipment to join sheet metal parts; or inspecting, assembling, and smoothing seams and joints of burred 

surfaces. Includes sheet metal duct installers who install prefabricated sheet metal ducts used for heating, air conditioning, or other 

purposes. 

Traditional course delivery and online-hybrid learning formats are used. The apprenticeship agreement between Montana 

Department of Labor and Industry Apprenticeship and Training combines both the on-the-job experience and classroom related 

training instruction over a period of four years. A minimum of 144 hours of related training per year is included. 

Program Outcomes: 

¶ Upon completion of the sheet metal apprenticeship program the student will  

¶ Work safely in a variety of work situations.  

¶ Lay out sheet metal components according to specifications.  

¶ Demonstrate proficiency in sheet metal fabrication of various joints and duct work using a variety of fabricating machinery.  

¶ Demonstrate proficiency in installation of sheet metal components according to industry standards.  

¶ Complete all requirements for journey level sheet metal worker apprenticeship standards. 

Please see your advisor for information regarding this degree.
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Advanced & Professional Certificates 

 

Accounting and Business 

Note: Credits will vary and a degree (A.A., A.S., or A.A.S) must be completed and awarded before an Advanced & Professional 

Certificated can be awarded.

Payroll 

The Payroll Professional Certificate (P.C.) is designed for a 

student who has an earned degree or work experience in 

communications, business, or a related field.  Upon successful 

completion of the course requirements for the Payroll P.C., the 

student receives designation of an earned professional certificate 

on their transcript. 

Semester of Entry: Fall and Spring 

 

Payroll Professional Certificate 

Required Courses 

First Semester (12 credits)  

ACTG 101 
Accounting 

Procedures I 
3  

BGEN 105 Intro to Business 3 
Recommended WRIT 101 or 

WRIT 101 taken concurrently 

ACTG 111 
Income Tax 

Fundamentals 
3 Fall only 

Choose one of the following: 

CAPP 156 MS Excel 

3 
Recommend CAPP 156 for 

accounting students CSCN 172 

Intro to 

Computer 
Modelling 

Second Semester (12 credits)   

ACTG 180 
Payroll 

Accounting 
3 ACTG101 

ACTG 205 
Computerized 
Accounting 

3 ACTG101 

BMGT 263 
Legal Issues in 

HR 
3 BGEN 105 

CAPP 266 
Advanced MS 
Excel 

3 
CAPP 156 (recommended for 
accounting) or CSCI 172 

Human Resources 

The Human Resource Professional Certificate (P.C.) is designed 

for a student who has an earned degree or work experience in 

communications, business, or a related field.  Upon successful 

completion of the course requirements for the Human Resources 

P.C., the student receives designation of an earned professional 

certificate on their transcript. 

Semester of Entry: Fall and Spring 

 

Human Resources Professional Certificate 

Required Courses 

First Semester (12 credits)   

ACTG 101 
Accounting 

Procedures I 
3  

BGEN 105 Intro to Business 3 

Recommended WRIT 101 

or WRIT 101 taken 

concurrently 

BGEN 220 
Business Ethics & 
Social Responsibility 

3 
BGEN 105 or consent of 
instructor 

COMX 115 
Interpersonal 

Communications 
3  

Second Semester (12 credits)   

BGEN 235 Business Law 3 BGEN 105, Fall only 

BMGT 215 
Human Resource 

Management 
3 BGEN 105, Fall only 

BMGT 263 Legal Issues in HR 3 BGEN 105, Spring only 

Choose one of the following: 

ACTG 180 Payroll Accounting 

3 

ACTG 101 

ACTG 205 
Computerized 

Accounting 
ACTG 101 
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Direct Transfer Opportunities 
UM ï Davidson Honors College with Latin Honors 

UM ï Elementary Education 

UM ï Pre-Pharmacy 

UM ï Social Work 

UM ï School of Business Administration  

Montana Tech ï Accounting & Business Technology 

Montana Tech ï Business & Information Technology 

Montana Tech ï RN to BSN Completion Program 

WGU ï RN to BSN Completion Program 

MSU ï Jake Jabs College of Business & Entrepreneurship 

MSU Billings ï Health Administration 

MSU Northern ï Criminal Justice 
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UM ï Davidson Honors College with Latin Honors 

Bachelor Degree Program 

Via Articulation Agreement with the UM Davidson Honors College 

Contact: General Education Division Chair, 406-447-6930 

The purpose of this agreement is to provide an articulation process whereby a student accepted into the above mentioned program 

of study, cooperatively administered by Helena CollegeïUM (Helena) and the University of Montana (UM), may receive full college 

credit for a program of study successfully completed during attendance at the two institutions. The goals of the articulation process 

are to: (a) provide students with a seamless transition between Helena and the Davidson Honors College at UM; (b) allow students 

to complete all first- and second-year requirements of the Davidson Honors College program on the Helena campus, and (c) provide 

both institutions with mechanisms to ease the transfer process for students who intend to pursue a Bachelorôs degree with the 

University Scholar distinction at UM. 

¶ Students applying for admission to the Helena College Scholars program should show clear evidence of academic talent and 

motivation. Generally, a minimum high school GPA of 3.5 is expected, as well as exemplary ACT or SAT scores. There are 

no absolute criteria, and highly motivated students from a variety of backgrounds are encouraged to apply. Applications are 

welcomed from older or non-traditional students, international students and students from varied racial and ethnic 

backgrounds. 

¶ Once admitted to the Scholars program, students must maintain a minimum 3.0 GPA. Probation letters are sent to any student 

whose cumulative GPA falls below 3.0; students with GPAs below 3.0 for two semesters are suspended from the program 

and will become ineligible to reapply. 

¶ At Helena College, students will take and successfully complete HONR 121-Ways of Knowing, with a grade of B- or higher. 

¶ At Helena College, students will successfully complete at least three (3) courses with Honors designation. One of these 

courses may be selected from among the following experiential learning course types: Service Learning Courses, Internships, 

Independent Study, or Study Abroad. 

¶ Students must select and complete an Associate of Arts or an Associate of Science degree plan while at Helena College, 

including fulfillment of all degree requirements. By not later than December 31st of the term prior to the studentôs intended 

transfer to UM, participants will complete and submit the Application for Admission to the Davidson Honors College. 

¶ Upon successful completion of the above requirements the student will be awarded an Associateôs degree with special 

recognition of their status as an Honors Scholar as well as the appropriate ñwith Honorsò or ñwith Highest Honorsò 

designation based upon their cumulative GPA as described in the Helena College catalog in the section titled ñGraduation 

Honors.ò 

¶ Students who have successfully completed EACH of the above requirements will be granted admission to the Davidson 

Honors College at UM with junior standing. 

¶ It is noted that except in cases where a specific articulation agreement exists between Helena College and the University of 

Montana for a particular bachelorôs degree program, completion of the plan of study and the above-referenced requirements 

at Helena College applies only to the Davidson Honors College program, and does not necessarily imply admission with 

junior standing nor completion of all lower level courses required for the specific major plan of study the student wishes to 

pursue at UM. 

 

Please see the Helena College website for more information related to this program: 

http:// helenacollege.edu/academics/honors_pathway.aspx 

 

 

http://umhelena.edu/academics/honors_pathway.aspx















































































































































































