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WELCOME & CONGRATULATIONS!

We are so pleased you chose to join the Sheridan College community. This
handbook is a resource to help you along the journey of college life. We want you
to engage with the campus community through your academic work and through
cultural, recreational and social activities. Students who are engaged in their
learning and their social and physical well-being earn better grades and are more
likely to complete. Our responsibility is to assist you on this journey and prepare
you for your first destination after Sheridan College through an inclusive
environment that supports our core values of respect, excellence, integrity and
learning. We encourage you to use the handbook as a resource through your
journey. It provides information on academic resources, office contact information,
students’ rights and responsibilities, policies and procedures, suggestions for
engagement outside the classroom, and so much more.

During your time at Sheridan College, we encourage you to not only ask
questions for information and clarity but ask questions that challenge our
community to have high standards and treat each person with the highest level of
success. We hope to challenge and support you in a way that helps you to learn
effectively and develop into a positive contributor to our society at the local,
regional, national, and international levels. We encourage you to be open to new
people and new experiences...Sheridan College provides a world of
opportunities.

Again, welcome to Sheridan College and best wishes as you begin your
journey as a General!

Kind regards,

Jen Crouse, MBA
Vice President of Student Affairs



Important Phone Numbers

Sheridan College Main Number
Admissions

Advising and Testing Services
Bookstore

Business Office

Campus Life and Housing
Counseling and ADA Services
Financial Aid

Information Technologies
Library

TRIO

Veteran Services

Vice President of Student Affairs

307-675-0505
307-675-0500
307-675-0100
307-675-0240
307-675-0336
307-675-0510
307-675-0122
307-675-0200
307-675-0555
307-675-0220
307-675-0141
307-675-0777
307-675-0123



Academic Calendar

2021-2022 Academic Calendar

Block A - full semester
Block B -- 1St 8-wk session
Block C -- 2nd g8-wk session

Fall Spring
8/30-12/17 1/24-5/13
8/30-10/22 1/24-3/15
10/25-12/17 3/16-5/13

Fall Semester 2021

Classes begin (Blocks A & B)
Labor Day

Fall Break

Last class day for Block B

First class day for Block C
Midterm grades due for Block A
Thanksgiving break

Last class day for Blocks A & C
Final grades due for Blocks A & C

Monday, August 30

Monday, September 6

Monday, October 18 — Tuesday, October 19
Friday, October 22

Monday, October 25

Monday, October 27

Wednesday - Friday, November 24 - 26
Friday, December 17

Tuesday, December 22

Spring Semester 2022

Classes begin for Blocks A & B

Last class day for Block B

Classes begin for Block C

Midterm grades due for Block A classes
Spring Break

Good Friday — College Closed

Last class day for Blocks A & C
Commencement, Gillette College
Commencement, Sheridan College
Final grades due for Blocks A & C

Monday, January 24
Tuesday, March 15
Wednesday, March 16
Monday, March 21
Monday-Friday, March 21-25
Friday, April 15

Friday, May 13

Friday, May 13, 7:00pm
Saturday, May 14, 1:30pm
Wednesday, May 18

Summer Session 2022

Classes begin
Independence Day Break
Last class day

Final grades due

Monday, May 16
Monday, July 4
Friday, August 5
Monday, August 10



Sheridan College Building Abbreviations
BC — Broadway Center

Dome — Bruce Hoffman Golden Dome

GMB — Griffith Memorial Building

MAC — Mars Agriculture Center

Mohns — Mohns Center

SC - Science Center

TC — Technical Education Center

TRCC — Thorne-Rider Campus Center

W — Whitney Building

WAC — Whitney Academic Center WCA — Whitney Center for the Arts
WCI — Wyoming Culinary Institute

WPC — Whitney Performing Arts and Education Center (Downtown at the
WYO Theater)



Section 1: How To...
) Activate Your MyNWCCD Account

1 Access Your College Email

[ Set up Multi-factor Authentication
Apply for Financial Aid

Utilize Student Planning

Navigate Financial Aid in Self-Service
Apply for Housing

Access Online Orientation

Research Your Textbooks

O O o O O o o

Access Your Student Account Center (SAC) and Manage Your
Student Finance Information (Paying Your Bill)

Get Connected/Involved on Campus
Request Your Official NWCCD Transcript
Make an Appointment Using Calendly

How to Request Your Enrollment Verification
Apply for Jobs on Campus

Sign up for NWCCD Alert

Respond in an Emergency
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How to Activate Your MyNWCCD Account

1. Go to www.sheridan.edu

Click on MyNWCCD in the upper right hand corner

Click on the “activate your
MyNWCCD account” and follow

the instructions to activate your
account.



http://www.sheridan.edu/

Follow the instructions on the page. The email referenced is the one from
Admissions once you were admitted. If you cannot locate this email,
contact Admissions at 307-675-0500.




How to Access Your College E-mail
1. Log into MyNWCCD from www.sheridan.edu

In the “My Email”
section, in the upper
right hand corner,
click on Office365.

Enter Sheridan College e-mail
(username@sheridan.edu), Hit
Enter or Tab, Wait for

redirection to inbox.
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http://www.sheridan.edu/
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Multi-Factor Authentication
NWCCD Information Technology Services

1 Whitney Way, Sheridan, Wyoming 82801
300 W. Sinclair Street, Gillette, WY 82718
Help Desk (307) 675-0555
ITS has implemented Two-Factor Authentication. To provide an additional layer of security,

you will be required to set up once your account has been activated. After the 30 minutes
from activation, try signing into your account.

Please review the methods available before proceeding.

Determine which securityverification methods will be enabled and which is your default

based on your preferences.

.. Usa
Authentication Method e 9
Alternate phone Text message - Send a code
or
** this should be a mobile phone you will have with you ** Call me

(places an automated voice call to the phone number ~
answer
the call and press the # key to authenticate)

Microsoft Authenticator Receive notifications for verification
app
e This app is free to
download
e Thisappis
recommended by the
NWCCD ITS
department, and will provide the best Use verification code
user experience (app generates a verification code every 30 seconds ~
enter the
** other authenticator apps may also work ** most current code in the sign-in screen)
Office phone Utilizing the office phone should only be

used asa secondary option.

Because you will not be required to authenticate
while youare on campus, we do not recommend
using your office

phone as your primary authentication method.

Mobile Email Recommendation for NWCCD email account

We recommend using the Outlook mail app on your mobile device, rather than the
native mail app. The Outlook mail app works better with the Microsoft Authenticator app
than the native mail app and will provide a better user experience.

11



Changing your Security Verification settings

You can change your Security Verification settings by logging into
https://mysignins.microsoft.com. You can change or add methods.

The authentication methods you have defined will be available if you

choose Using different Authentication Methods. When you are you@sheridan.edu
required to authenticate, you can select the “Sign in another way” to

select from yourother authentication methods.

>

Troubleshooting

Issue Resolution

From within the Microsoft
Authenticatorapp, you have enabled
phone sign-in.

This feature is not available, and you will receive an error
message when you are trying to authenticate.

We have observed the native mail app on a mobile device
willcontinually prompt you to sign in, even when you are in
You are continually prompted to sign the process of logging in. Additionally, there are delays with
intoemail on your mobile device, even the Authenticator app during this process.

when you are in the process of
logging in We recommend downloading the Outlook app and running that
on your mobile device. This app works much better with the
Authenticator process.

If you receive a sign-in prompt from
the Authenticator app, or a text or
phone call,and you are not
attempting to log in.

Deny the approval and contact your
NWCCD ITS team immediately
https://helpdesk.sheridan.edu/ or 307-675-0555

12


https://mysignins.microsoft.com/
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mailto:you@Sheridan.edu

How to Apply for Financial Aid

1. Go to https://studentaid.gov

2. Click on ‘Start Here’ or ‘Log In’

Log in using your FSA ID
(Username and Password). If
you do not have an FSA ID,
click on ‘Create one’. NOTE:

Parent of a dependent
student must also create an
FSA ID using their social
security number. See next

page.

13


https://studentaid.gov/h/apply-for-aid/fafsa

Create an FSA ID: If you and/or a parent need to create an FSA ID, follow these steps.
When creating your FSA ID, it is important you use a personal email address (please do
not use a high school email address as most high schools cut off access after graduation).

After you have created your FSA ID, you can log-in and follow the steps to filling out your
FAFSA application. Be sure to write everything down! This is attached to your social
security number and is not always easy to recover if you forget it. Students use this a few

times a year, but parents will only use it to sign their student’s FAFSA once a year (or when
corrections are made).

FAFSA Tips:

- Add Northern Wyoming Community College District (Sheridan College) as a school; school
code is 003930

- Utilize the IRS Data Retrieval Tool to transfer the correct tax year onto your FAFSA
application

Download the FAFSA app!
Download the myStudentAid app in the Apple App Store (iOS) or Google Play (Android).

14



Financial Aid Checklist

1.

Apply for federal financial aid by completing the Free Application for Federal Student
Aid (FAFSA) at https://studentaid.gov
a. Create your FSA ID (username and password), parent of dependent student
must create a parent FSA ID
b. Add Sheridan College as a school; school code 003930
c. Utilize the IRS Data Retrieval Tool to transfer the correct tax year on to the
FAFSA application (uses taxes from 2 years ago)

Check out Sheridan College’s Cost of Attendance page
https://www.sheridan.edu/admissions/tuition-fees/

Utilize Net Price Calculator https://sheridan.studentaidcalculator.com/survey.aspx to
get an estimate of what you might be paying out of pocket.

Activate your @sheridan.edu email on MyNWCCD to ensure you receive email
communication from the Financial Aid Office.

Visit NWCCD'’s scholarship page https://www.sheridan.edu/scholarships to complete
the scholarship application and view other scholarship opportunities.

Log onto your Financial Aid Self-Service to view if you will be required to submit any
additional financial aid documents. See instructions beginning on pg. 23.

View Student Employment jobs on your MyNWCCD portal. See instructions
beginning on pg. 57.

Get comfortable with https://studentaid.gov This is your federal financial aid dashboard
throughout your full college experience!

The Sheridan College Financial Aid Office is open for walk ins Monday — Friday 8am —
5pm. You can also schedule an appointment using one of the following links:

Aaron Odom (Financial Aid Counselor, Senior): Calendly.com/aodom-1  307-675-0202

Chanda Richards (Financial Aid Counselor): Calendly.com/crichards-8 307-675-0204

Brenda Haseman (Scholarship Coordinator): Calendly.com/bhaseman 307-675-0203

Heidi Balster (Director of Financial Aid): calendly.com/hbalster 307-675-0201
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https://calendly.com/crichards-8
https://calendly.com/bhaseman
https://calendly.com/hbalster

MyNWCCD Self Service Overview
Your one StOp access to your account

Click “Self-Service”
Login with your
student email

Click “Student Planning and Registration”

16




MyNWCCD Self Service Overview

our one stop access to your account

View & print your statement, statements
are not mailed

See all your individual charges

See all your applied financial aid

Make an online payment(s)

Set up a short-term payment plan prior to
each semester

Review your degree requirements
Search for courses and sections

Plan your schedule & adjust your course
sequence

Register for classes

Check your placement scores
Print an i1innfficial trancerint

Sign up to electronically receive:

o W-2if student employee

0 1098-T Tuition Statement for
income tax purposes

Submit required grad application:

o0 Receive confirmation your program
is complete or not

0 Gathers information for
commencement

Needed to officially graduate

17

Submit your Free Application for
Federal Student Aid (FAFSA)
Submit required documents

Order IRS tax transcript

Review & accept your awards
Complete loan counseling

Review your Satisfactory Academic
Progress standing (SAP)

Have proof of enrollment sent
to:

Scholarship donor
Employer

Insurance company
Others as needed

©Oo0oo0o

Sign up for direct deposit to
receive any excess financial
aid or other refunds

View your mid-term and final grades

0 Instructors maintain test, quiz, etc.
grades either in Canvas or some
other system



Student Planning Reference Guide
Log in to MyNWCCD - Your one log in for all your student needs.

Click “Self-Service”
Login with your
student email

Click “Student Planning and Registration”

18




Switch between pages Student Planning — Home Page
with the options on this

drop-down menu.

Click on “My Progress” to
check your degree
requirements.

My Progress — Degree Requirements

The My Progress page will show your
current degree program. If you are pursuing
more than one degree or certificate, you can

arrow between them.

You can also explore other programs by
clicking “View a New Program.”

To make an official degree change, please
see the Advising Office.

19



Check your degree requirements and your progress toward completing them.

Scroll down to review your
degree requirements. You
will see yellow markers
indicating that the required
course is planned, green for
completed, and red for not

started. Beware of the term
referenced — if you plan
and/or register for a course
that you do not complete, it
will still show here as
planned, even if the term is
in the past.

Go to Plan & Schedule from the “Student Planning” dropdown menu.

Plan & Schedule — Schedule & Register for Classes

Four Sections:

Schedule — This view allows you to see one semester, to choose active sections during registration
period, and to build a class schedule on a weekly calendar grid. When you have an acceptable
schedule, you can register for all classes with the button in the upper, right corner.

Timeline — Your education plan by semester, with the recommended courses in a semester-by-
semester sequence.

Advising — a place for you to read messages to and from your advisor, or leave notes about
changes or choices on your degree plan.

Petitions & Waivers — a place for you to review any course substitutions or waivers on your
account.

20



Review any advising notes on the Advising link.

Check your education plan sequence on the Timeline link.

Timeline View allows you to see
the courses you need to complete
your chosen degree or certificate
in the recommended sequence.
This is also known as your
education plan.

The course blocks can be
reorganized in this view due to
scheduling conflicts, personal
preference or to update your
education plan. Pay special

attention to any pre-requisites and
consult with your faculty or
academic advisor about the
availability of courses in particular
semesters.

To move a course to a different

semester, use the drag and drop
feature.

Click the “Schedule” link to build a
schedule and register for classes.
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Schedule View - Building a Class Schedule

View available sections for each course
in the left side course menu by clicking
“View Other Sections”. The class options
show in light yellow on the weekly grid.

Hover over each section to see
it darken on the calendar grid.
Be careful to check the location
to be sure you are looking at a
course on your local campus.

To place one of the classes on

your calendar, click the yellow

box and a window will open. At

the bottom of the window, click

“Add section to schedule” (even
on a waitlisted class).

The buttons here will be Register or Waitlist. DO NOT register until your entire schedule is built. If you

need to get on the Waitlist, go ahead and click the button. When courses change from yellow Planned

to a green Registered, But Not Started, then you are actually enrolled in the class, even when there is
still a yellow Waitlist Warning.

Yellow, planned classes can easily be removed by clicking the “X".

NOTE: If you want to move a course to a different semester, you must first remove any planned (yellow)
sections selected here, then go to Timeline to move the course. Remember a yellow selection is only
tentative and you are not enrolled in the class until you register and the box turns green.




Course Catalog — add courses or sections to fulfill the requirements for placeholders in the education plan.

Search by course department
and number, PSYC 1000 for
example, here.

Course description and
prerequisites are found
here. Be careful about
the “terms offered” as
they are not always
correct.

View Available Sections to
look for courses currently
active on the schedule, and
to check if there is still

room in the Course.

To try the course in your schedule, you need to
add it to the plan. Do one of the following:

1. Add Course to Plan (you have to choose
the term in the pop-up box)

-OR-

2. Add Section to Schedule.

23



Register or Waitlist for Classes

Register — when you are happy
with the class schedule, click
“Register Now” in the upper right
corner to register for all classes.

In the course blocks, “Register”
changes to “Drop.”

If a class is full but you want to
be added to the waitlist, click
“Waitlist.” You know you are on

NOTE: Waitlist warnings may appear in the list when the button changes to
yellow, even when your class box is green. “Drop Waitlist.”

To verify your status in the class, check the
bar below the class title.

Payment Responsibility and Waitlists — A payment option must be
READ this to understand your responsibilities established by the first day of

the term!

You have 72 hours to register
after email notification of an
open seat.

24



How to Navigate Financial Aid in Student Self-Service

Click the “Self-Service” bubble

Student Self-Service Home Page

Click on
“Financial Aid”

25



Self-Service Financial Aid Home Page

Hint: Be sure to select the
correct award year

Completed

Submit a Free Application for Federal Shudent Ald {FAFSA]

Aflan Meeded Compilebe required documents

P
_ Mot &uzllatle ¥our application b5 being reviewed by the Financial Ald Ofce
The checklist shows any
actions required by the Not Avallatie Revtew and arcept your Fnancl ld ward Fackage
student. Check to see if
additional documentation ig Mot Avallatlz Rl and sign your Ainaricial Ald Award Letter

needed for your FAFSA.

This is also where students
are notified if they receive
a scholarship offer.
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Self-Service Financial Aid Home Page

# Completed Submit o Free Application for Federal Student Ald {FAFSA]

Artion Nesded CDEEHEI'EEHHHDILI'HEHB

Mot Avellable ‘fowr appilication |5 being reviewed by the Financlal Ald Ofsice

Mot Avallahle Feeiew and ul:l;emygur Fnarsial Ald Award Ful:l:!gg
Review current financial aid ; S ——

award package, with the option
of accepting Federal Direct loans
from FASFA

New for 21/22: Students must

sign the Annual Student Loan

Acknowledgment before 27
borrowing student loans. This
will need to be done every year.




Self-Service Financial Aid Home Page

Important Student Loan Information
e Loan Entrance Counseling and a Master Promissory Note must be completed prior to the Financial
Aid Office processing the loan request. These are completed on https://studentaid.gov

e Master Promissory Notes are valid for 10 years.

o Students will see what amount of student loans they qualify for on their Self-Service page. The
amount is split fall/spring/summer. If a student does not plan to attend for the summer semester,
the loan amount can be split evenly between fall and spring.

e Students must be enrolled in 6 credits towards their program/degree in order to be eligible to
request student loans.

Click on “Go to Account
Summary” to view
charges in detail,
awarded financial aid,
and any remaining
balance. If the remaining
balance is a credit, this is
your refund amount.

28


https://studentaid.gov/

Self-Service Home Page

Student Finance shows your semester charges, your schedule, and what financial aid is applied to
each semester’s balance. This is also where you can pay your balance or set up a payment plan.

Student Finance is updated in real-time whenever the Financial Aid module is updated. Use
Student Finance as a checklist to monitor scholarships received and if your federal financial aid is
applied.

Check out how the Student Finance and the Financial Aid modules relate to
each other, beginning on pg. 46.

29



How to Apply for Housing

Log in to MyNWCCD (http://www.sheridan.edu/mynwccd/)— Your one log in for all your student
needs.

Click “Housing Information”

Click on Applications and Forms

Select the correct Application
(HINT: It says Sheridan in the
name.

30


http://www.sheridan.edu/mynwccd/

Read through the terms and
conditions of the Housing
Contract.

Sign here by either typing your name or
using your mouse or touch screen.

Complete the
application by
answering the
questions honestly.
This is how people will
search for roommates
So it is best to be as
honest as possible.

31



When you have answered all
of the questions. You have
the option to upload your
Immunization Records by
clicking on the Upload up to
5 Files button. You can also
submit them by emailing

screslife@sheridan.edu.

Once you are finished,
click the continue button.

You must submit an emergency contact and a
missing person contact. They can be the same
person or someone different.

Click on the pencil icon to edit the information. Be
sure to save after each one then hit continue.
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mailto:screslife@sheridan.edu

You are required to pay a $200 housing
deposit ($150 is refundable and $50 is a

non-refundable administration fee) before
you can select or be assigned a room.
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How to Select your Roommate

From your Housing Information home
screen, click on Room Selection on the
left-hand side of the page.

Room Selection

Next click on Select Roommates.
I Select Roommates

Select a Room/Suite

Wait List

34



Be sure you are in the Fall 2021 Term!

Then click
Search for
Roommate

You can search by a number of items, all of which come from the application.
Try not to be too specific as it will be harder to match you with a roommate.
Consider what attributes are most important to you and start there. Once you
have selected what you want to search for, click the Begin Search button.

Search Results (2) Your search results will
show at the bottom of the

page. All the information

from the application that is
in the roommate selection

search will show here. If
this looks like a good
match, click on the
Request Roommate button
at the bottom of the profile.
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How to Access Online Orientation

Go to www.sheridan.edu and click on the
MyNWCCD button located in the upper right hand

Login to
MyNWCCD
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http://www.sheridan.edu/

Under the My Classes
section of the page
click on the class

labeled 21/FA College
Orientation

In the class shell on
Canvas, click on

Learning. You must
complete the online

modules in order to
complete the
Orientation
requirement.

Click on each individual learning module to complete the task. Be sure to read the instructions
before starting.

***|f you have any issues with the Learning Modules contact Campus Life & Housing at
307-675-0510.
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How to Price Textbooks at the Bookstore

1. What info do | need?

a. Please have your student ID and/or student ID number

b. Course prefix, number and section (e.g. ENGL 1010-05) for each class.

N

. Where do | find it?

At the bookstore website - https://www.bkstr.com/sheridanstore/home/en

w

. Make your selection.

Enter your 7 digit student ID for a complete listing OR
Click on the ‘Books’ link to enter the information about your courses.
o0 Remember that Distance Learning = online.

~—

Search on
ISBN if
comparison
shopping

Your Sheridan College Bookstore

Convenient
Book buyback
School supplies

Charge against your
excess financial aid
awards

Buy at the bookstore or
order online at
https://www.bkstr.com/s

heridanstore/home/en.

Have them shipped to
your door or saved to
pick up in the store.

Books are expensive — Shop smart!
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Using Student Planning to Find Your Required Textbooks
Find your book requirements in any location in Student Planning that provides Section Details.

- Course availability in Catalog
- On Timeline if a section is picked
- On Schedule if a course is planned or registered

Click on a link for a course that includes a section number, e.g. CO/M 1010-05, to open

Section Details.

D

This link takes you directly to the requirements for the specific section as provided to the
bookstore by the instructor.
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Student Account — Online Payments/Add Authorized Party

www.sheridan.edu/payments

Login with MyNWCCD username/password. Click ‘Proceed to Processor’.

>

If prompted, verify your information, enter a phone number and click ‘Submit’.
If prompted, create a 4-digit PIN and click ‘OK’ to continue.

‘Make a Payment’ > Click here for a one-time payment on your account.

‘Set up a Payment Plan’ > Click here to enroll in a payment plan.

‘Add an Authorized Party’ > Click here to give an Authorized Party access to your
NWCCD account balance and the activity that the Authorized Party has initiated on your
behalf, such as payments. They do not haveaccess to your contact information, user
credentials, other Authorized Parties or your financial account information.

>
> >
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Student Account — How Much Do | Owe?

www.sheridan.edu/accountactivity

Login with MyNWCCD username/password.

For a PDF copy of your statement, click ‘View Statement’. Your statement will load as a PDF
and you can print,email, save, etc.

Click ‘Expand All' to see your semester charges, financial aid, refunds and balance due.

>
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Student Account — Refund Direct Deposit

www.sheridan.edu/account

Login with MyNWCCD username/password. Click ‘+Add an Account’

42


http://www.sheridan.edu/account

How to Get Connected/Involved on Campus

You have many options when it comes to getting involved with your campus community.
We encourage you try something new or expand on a current interest.

Attend an on-campus event:

With nearly 400 activities throughout the year you are sure to find something that catches
your interest.

Magicians, laser tag, comedians, dances and more! We offer
something fun for everyone.

Sports.:_ Open Gym up to five nights every week, tournaments and off campus
events. Everyone is welcome no matter what skill level.

We offer day trips, educational activities and gear rental.

The voice of our resident students, this group is all about making our
campus feel a bit more like home. Hosting events such as Trick or
Treating on campus and the annual Super Bowl Party.

Leadership Opportunities:

Student Government Association (SGA): Your voice to the administration. A great
leadership opportunity. All students are welcome.

Student Employment: Learn new skills and meet new people. Working on campus is a
great way to not only earn some extra cash but to make connections all over the school.

National Society of Leadership and Success (NSLS): Become part of the nation’s largest
leadership honor society. NSLS is an organization that helps people discover and achieve
their goals.

Phi Theta Kappa (PTK): Specifically, for students at two-year colleges PTK provides
opportunities for students to grow as scholars and leaders.

Join a Club:

Student Clubs and Organizations: There are a variety of clu