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STUDENT INFORMATION

Name:

Student ID:

Email Address: @student.coastalpines.edu

Program:

Advisor:

Contact Number and E-mail of Advisor:

Blackboard, Banner & CPTC Computer Username:

(Username is your email without the @students part)

Please note that Coastal Pines Technical College uses a "single sign on" method where the
username@student.coastalpines.edu credentials for Office365 email, CPTC Computers, Banner, and
Blackboard all use the same password.

Single Sign-on Password is CotcMMDDYY (birthdate -for new students only). Single sign on passwords must
be changed every semester or you will be locked out. You can use CTRL+ALT+DEL keys on a CPTC campus
computer or self-service reset options within your student email. Most frequently used links can be found at
www.coastalpines.edu under MyCPTC.

coastaipines.edu

Coastal!

TECHNICAL COLLEGE APPLY NOW Q

CALENDAR & EVENTS FAC TAFF EMPLOYMENT DONATE CONTACTUS

APPLY NOW FINANCIALAID ADMISSIONS SERVICES MYCPTC

Coastal

Sign in to your account

Sign In

Be sure to use just your usemame - no @student coasialpines.edu



STUDENT EMAIL AND LOGIN INFO

Know your Student Email Address (Memorize it). Your student email address and student ID number (900...)
are provided in your admissions letter. Your Full Email Address and Password are used to gain access to any
student computer on any site of Coastal Pines Technical College. If you lock your account or have other
password issues see the Student Email & Computer Logon information under MyCPTC. CPTC faculty advisors
and staff can also submit an IT ticket on behalf of students.

How to Login to Email:

https://outlook.com/student.coastalpines.edu or https://login.microsoftonline.com

Enter your Entire EMAIL Address (username@student.coastalpines.edu).
New student’s Password is Cptc and the student’s 6-digit date of birth. Example: April 1, 1968 birthday
would be Cptc040168 (that is a capital C followed by lowercase ptc and MMDDYY).

Click the Sign In button and accept the terms of use to setup your account (it is important to set up
authentication information like a number or personal email for account recovery at your first login).

How to Login to Blackboard:

Go to http://coastalpines.blackboard.com

Students can also use the MyCPTC dropdown on www.coastalpines.edu

Click on “Faculty and Student Login”

Be sure to use just your username - do not use “@student.coastalpines.edu”. Blackboard password is the
same as your email password.

All students will have a Blackboard account whether you have online classes or not. You will not have access
to your courses in Blackboard until the first day of class.

Important Dates for the Term
Event Date
Term balance due January 12, 2024
Last Day to Add a Class January 12, 2024
Term Begins (Followed by No Harm/No Foul) January 8, 2024
Last Day to Drop a Class for a Full Refund January 12, 2024
Last Day to Charge in the Bookstore January 18, 2024
Martin Luther King Jr. Holiday January 15, 2024
Midterm February 29, 2024
Returning Student Registration Begins March 4, 2024
New Student Registration Begins March 11, 2024
Student Holidays April 1-April 5, 2024
Last Day of Class April 29, 2024
Final Exams April 30-May 1, 2024



http://www.coastalpines.edu/mycptc/student-email/
https://outlook.com/student.coastalpines.edu
https://login.microsoftonline.com
http://coastalpines.blackboard.com
http://www.coastalpines.edu

BANNERWEB INSTRUCTIONS

You will be able to register for your classes, view your schedule, and see final
grades and unofficial transcripts through Banner. Here are the steps for some of

the frequently used items in Banner:

How to Access Banner Web:
Go to BannerWeb : Banner Web Login

Students can also use the MyCPTC dropdown on www.coastalpines.edu

Be sure to use just your username - do not use “@student.coastalpines.edu”. Banner Web password is the

same as your email password.

If you need help with logging in to Banner Web, Student Email, or Blackboard — please phone Student Affairs
at your location. A list of phone numbers by site and links to get password help is located on our website and
in the bottom right hand corner of the Blackboard Login Screen.

To Print Schedule for Bookstore (on or
after the first day of class for financial aid):
Click Financial Aid and Student Records
Click Registration

Click Student Detail Schedule

Select Appropriate Term

Click Submit and Print.

To Verify Account Balance/Financial Aid:
This report displays current fees and
estimated financial aid awards. Please allow
24 hours after registration for financial aid
awards to be processed.

Click Financial Aid and Student Records
Click Financial Aid

Click Account Detail by Term

Select Current Term

To Pay Online:

Click Financial Aid and Student Records
Click Registration

Click Pay Online

Follow instructions for payment

Check SAP (Satisfactory Academic
Standing) after grades are posted:

Click Financial Aid and Student Records
Click Financial Aid

Click Check the Status of my Financial Aid
Click Academic Progress

To Check Final Grades

Click Financial Aid and Student Records
Click on 5tudent Records

Click on View Unofficial Transcript

To Pull an Unofficial Transcript

Click Financial Aid and Student Records
Click on Student Records

Click on View Unofficial Transcript

To View Email Address:

Click the Personal Information link

Click the View Email Address link

Your CPTC student e-mail address should
always be marked as preferred.

Please make note of your Email address.
Your student email address will contain
@student.coastalpines.edu


https://w-sso.coastalpines.edu:9443/authenticationendpoint/login.do?commonAuthCallerPath=%252Fcas%252Flogin&forceAuth=false&passiveAuth=false&relyingParty=w-ssbSSOManager&tenantDomain=carbon.super&type=cassso&sessionDataKey=07e4f8c5-683d-41f8-83e4-1ec7c86c736
http://www.coastalpines.edu
https://coastalpines.blackboard.com

REGISTRATION INFORMATION

1. All tuition and fees for registered students are due no later than 6:00 p.m. on January 10, 2024.
Pay for classes in one of the following ways:
A. Financial Aid Awards (check account balance on BannerWeb)
B. Online via BannerWeb or with cash, check, or credit card at the Cashier’s office.

2. Late registration for all students begins January 8, 2024. Students registering during the Late Registration
period should be prepared to pay outstanding balances and await reimbursement from Financial Aid if
eligible. Students will be dropped for nonpayment by an announced deadline.

3. Visit the Financial Aid office if you wish to apply for financial assistance.

A. Apply for HOPE at www.gafutures.org

B. Apply for Pell Grant at studentaid.gov

4. Complete the online New Student Orientation

5. Make bookstore purchases anytime in cash, check, or credit card. Use Financial Aid beginning January 8,
2024 the first business day of the semester.

6. Students formally dropping classes during the first three business days of the semester will be obligated for
bookstore purchases previously made with financial aid.

ADVISEMENT CHECKLIST

Complete Financial Aid process and provide all required documents
Register for classes with help from your advisor

Know your CPTC email address

Know how to logon to computers at CPTC

Know how to login BANNER Web

Make sure you can access Blackboard

Understand online classes will have at least one proctored exam
Print your class schedule (must have a copy for the bookstore)

N I e e A

Make sure you know what campus and room number your classes are
scheduled
1 Complete New Student Orientation



FEDERAL WORK-STUDY PROGRAM

The Federal Work Study (FWS) Program provides jobs for students demonstrating financial need. Through
FWS, students are allowed to earn money to help pay for educational expenses while attending school.
Students must complete the Free Application for Federal Student Aid (FAFSA) to be considered for FWS.
Students should consult the Office of Financial Aid or Career Services Office for more information on the
application procedures and eligibility requirements.

To be eligible for the Federal Work Student Program, students must be:
e PELL Eligible

e Have additional financial need

e Enrollin at least 6 credit hours per semester

e Complete the CPTC Financial Aid FWS Application

e Apply for open FWS positions on the CPTC Employment site

If selected, consent to a background check conducted by CPTC

Pathful Explore

Pathful Explore is a comprehensive career exploration platform that allows you to research and learn more
about the many outstanding careers out there waiting for you. With hundreds of highly engaging, day-in-the-
life videos of real people in real jobs and the supporting career profiles, you’ll learn everything you need to
know about salaries, required education, career outlook, etc. You can even compare salaries across all 50
states! Included with Pathful Explore are easy-to-use resume/cover letter builders and a job/internship
search tool that interfaces with Indeed.com!

To access Pathful Explore, please follow this LINK and log in. If you have not received account login
credentials yet, please click the New Account box in the upper right-hand corner of the login page and follow
the instructions from there. We encourage you to explore to make your career pursuits much more
rewarding!

For questions about either of these opportunities, please contact:
Abigail S. Davis, asdavis@coastalpines.edu, 912.287.5806

QUALITY ENHANCEMENT PLAN = MMW

Making Math Work (MMW) addresses the need for students to have the mathematical skills they need for
success in their occupational program. Learning objections will include basic math calculations, real world
application, and use of occupational measuring tools. The benefits for the student include becoming more
invested in the math course and seeing the correlation to their success in the world of work. As well as
entering their program courses more confidently and being more successful in their occupational program.


https://www.virtualjobshadow.com/vs3/portals/license/login/1DBD8813-3128-4AA0-8EB3-11378C90AD19/

LIBRARY SERVICES

il

Coastal ! nes

TECHNICAL COLL

Library Services at Coastal Pines Technical College
supports the academic, cultural and lifelong learning
needs of our students, faculty and staff, and our local
communities in Southeast Georgia.

CPTC Library Services offers a number of services and
informational tools to help you succeed. This
includes computer appointments and a 24/7 live
chat with a librarian tool. CPTC Librarians are also
available for phone and virtual appointments. You
can find out more here: https://bit.ly/CPTCLibraries.

Our digital resources are available any time through
the Library website. These include LibGuides, the
online Library Catalog, GALILEO, and more! You can
find out more here: http://bit.ly/CPTCLibrary.

We look forward to helping you succeed!

Library Services

Research
Tools

.\
Search
Tips

il
L!M

Books
& eBooks

libguides.coastalpines.edu/iibraryservices

LibGuides are
webpages created
by librarians. Each
guide has links to
books, articles, and
websites on specific
topics.

Need help
searching GALILEO?
The Database Video
Spotlight can help
you learn how to
navigate databases.
Check it out in the
LibGuide list.

Can’t find a book?
Our eBook
collection is
available to you
24/7 through the
Online Library
Catalog.

Find us online: libguides.coastalpines.edu/libraryservices

Rev11/2/17



Library Resources

Stingray Library Catalog

The Stingray Library Catalog lets users search the CPTC collection.
Find a link to the catalog on the Library Services page or go to
http://bit.ly/CPTCLibraryCatalog.

eBooks

There are a number of eBook databases available to you through
CPTC Library Services. You can search for these using GALILEO or
through the Stingray Library Catalog. Find step-by-step instructions
for finding eBooks on the Finding eBooks page here:
https://bit.ly/CPTCFindingeBooks.

Discover GALILEO

Thousands of digital publications are in GALILEO, along with images,

videos, and more. Find the link on our webpage or go to:
https://bit.ly/CPTCGALILEO.

LibGuides

LibGuides are webpages compiled by CPTC librarians to assist you in
your research. LibGuides provide resources to help you in specific
courses, programs, and on general topics. We also have LibGuides
to show you how to use our library resources. Find them here:
https://bit.ly/CPTCLibGuides.

OpenAthens provides secure access to
CPTC GALILEO resources through single
sign-on when users are off campus.

OPEN
ATHENS

CPTC students, faculty, and staff will
use their full CPTC email address and
password to log into GALILEO.

For more information, visit
http://bit.ly/CPTCOpenAthens.

Smarthinking
http://services.smarthinking.com/login/login.php?
Smarthinking is a live online tutoring service that is free to

CPTC students. Log on to learn more about how this service can
help you.

Alma LRC

101 West17th St., Room 1106
Alma, Georgia

912.632.0951

M-Th: 8 AM—-6 PM

Baxley LRC

1334 Golden Isles Pkwy W, Room 105
Baxley, Georgia

912.367.1700

M-Th: 8 AM—6 PM

Camden Library

100 Keith Dixon Way
Kingsland, Georgia
912.767.3202

M-Th: 8 AM—6 PM

Goldenlsles Library

3700 Glynco Pkwy, Room 1212
Brunswick, Georgia
912.262.4314

M-Th: 8 AM -6 PM

Hazlehurst LRC

677 Douglas Hwy
Hazlehurst, Georgia
912.379.0041

M-Th: 8 AM -6 PM

Jesup Library

1777 W. Cherry St.
jesup, Georgia
912.427.1929
M-Th: 8 AM—-6 PM

Waycross Library
1701 Carswell Ave
Waycross, Georgia
912.287.6655
M-Th: 8 AM—-7 PM

Live Chat with a Librarian

Live Chatwitha Librarian24/7 is
available through the Library Services
Website. To find out more, visit
https://bitly/CPTCLibrarians.

Text a Librarian

Texta Librarian 24/7 isavailable. Text
912-600-2782 anytime forresearch
help.

Email us: library@coastalpines.edu




ALL ABOUT REFUNDS

QUESTIONS?

What kinds of money might | receive?

The most common type of money BankMobile disburses to
students are funds left over from financial aid awards, loans or
grants after tuition has been paid. Students receiving these funds
have usually requested this additional support to help with
books and living expenses. Other types of money may include
reimbursement for tuition overpayment or a dropped class.
BankMobile uses the term “Refund” but CPTC may have another
name for these funds, such as a disbursement, residual, or a
stipend.

How will | get a Personal Code?

There are multiple ways you can get a code:

MAIL: Look out for the green envelope, your code will be sent to
the address you have on file with CPTC.

EMAIL: BankMobile will send you an email with your code.

ON DEMAND: Visit refundselection.com and click on the Need a
Code? link.

How is my money delivered?

1. VISIT REFUNDSELECTION.COM Delivery of refund money is a multi-step process. First, CPTC
draws funds from the respective loan and/or grant provider and
2 ENTER YOUR PERSONAL CODE applies it to your student account. Once this information is
verified, it is sent to BankMobile. Once the specific refund
information is received, it is processed and disbursed according

3.SELECT HOW YOU WANT YOUR to your selection.

MONEY DELIVERED ..
Can | change my preference for receiving money?

Yes, just log in to RefundSelection.com and select Refund
Preferences from the Refunds menu option. Once on the page,
make your new selection and click the Update Preference
button. Be aware that your new selection will only affect future
money you receive from CPTC.

DEPOSIT TO AN EXISTING ACCOUNT .
Monay is transferred to an axisting account the same How will I know when my money has been sent?

S o o BankMobile will send you an email or you can view the status of
e L your refund online at RefundSelection.com. You can also sign up
L L for mobile alerts.” An alert will be sent each time the status of
your refund changes. These alerts are real-time to provide you
DEPOSIT TO A BANKMOBILE VIBE with the most up to the minute information. To sign up, select

CHECKING ACCOUNT
If you apen a BankMobile Vibe checking sccount
(upon identity varification), money is depasited the What is the BankMobile Vibe account?

e Designed exlusively with students in mind, BankMobile Vibe is a
YOUISENOO) checking account that offers the power to bank anywhere,
anytime. Plus no monthly fee for students.’ If you select Vibe,
; ; ~ you will receive a temporary virtual Debit Mastercard to use until

A check is malled the same business day BankMobila . . . . e e .

. . your card arrives in the mail. Identity verification is required to
receives funds from yourschool, provided receipt . . . . a0,
is within daily cutoff times. Typically, it takes 5 - 7 open a BankMobile Vibe account online via BankMobile’s

business days for the check to arrive, depeénding Customer Identification Program (CIP).
on USPS First-Class® dellvary timeframes.

Mobile Alerts from the User Profile menu.

PAPER CHECK DELIVERED BY USPS

1 . .
Message and data rates may apply, please see your provider for details.
2
See fee schedule for information on fees and how we determine student status.
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NELNET CAMPUS COMMERCE

Enroll in a monthly payment plan.

Payment Methods Target Dates Lo Enroll By:

o Astormaty beak payment (ACH) ol 2023

. “mM(ﬁwmhd Pagmers o 4 oaann ot hrw B TNE
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Poyments are processed stomatialy oo the b of o R X piosy =
ok month and wif cootinee entd e Dobbace Ase o = : s =
Dovn polt In Ak Spring 2024

Paymwn g 3 b wo Gt & 7000

Costto Participate Ml Bt e ——— Vet G
« $30, $35, or $40 moarefundable earuliment foe 5 &R 7 . &

Segeading o oumder of (I pmenty = = 3 o -
+ 30 monretuadable returvad prymert fee €3 PO R : =

pryment b retursed PECANAW IR DA

B ey W et S ol Y eme R L e emaes

Stmiple Stapato Enrol -~ g Poppas e, -
o Outarwira Wtel Solion anf Rows ssaed el i n ' Snipn -
Oer oavrate wre et of Coskateon Lrmdl rmatad Lo

G e
o G0N e o s bas Aty Balance Adjustments:
o Dader MYCHTC b Gk on Banans'Weh sl g
o Oncs gued i chck o e Pinascial Al snd Stadent

=) Please 30 mot assume your balance wil

Rkt avtomatically be adjusted ¥ foancial add b
o Clch o0 P Stadunt Racoeds ek received or & class b deopped o added. You
o Ok 50 B Poy salies bk thoukd review your sgreement balance online.

o Under Seloct trm for Puyment chooss the senster
for e poymant phan wnd ik Salect Term

o Loter e amount 1 e Ly Ut puprant plee end
deh Poy by Paymant -y Batheat 928 bbow
L R NI Y

NOTE: All Comn paysents and eavoliment foet are processed mnmediately

Mf"‘%‘ﬂ;, + (@elnet

- a— e~

MyCollegePaymentPlancom/cptc

For additional information, call us at 800.609.8056
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@L
Coastal’**Get involved

Join a student organization!

SG Sk]]ls[}é_\

STUDENT GOVERNMENT ASSOCIATION

Help decidfa how fun.ds are spent Compete against others in the
and what kind of activities are state in your field to show what
brought to the campus. Represent you've learned.

your fellow students.

AFBLA [0R

Collegiate

Learn how to grow your leadership Delve into a love of plants with
skills and be a future business other like-minded students and
leader. Compete against others in staff and learn about caring for
the state in many different skills. plants.

g

s 1a . .
gyusa‘a;;';tf!:r'w (nvitation-only)
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STUDENT SUCCESS RESOURCES

Are you

ith how to study? &

je your imer

Test peformance
or test anxiety?

»

Coastal Pines

TECHNICAL COLLEGE

The Special Services
STUDENT NAVIGATOR

has the tools to help you succeed:

« Learn tips for test success

* Take assessments to determine how you learn best

* Obtain referrals to other CPTC services and resources
* Hear about new study strategies

* Become confident and stress free

« Balance your time between school and responsibilities

* Overcome test anxiety

Contact Info

Lauren McCullough, Student Navigator

Imccullough@coastalpines.edu

912.285.6361
fax: 912.427.5889
1701 Carswedl Avenue, Waycross, Georgia 31503 Coastal Pines Technical College is a Unit of the Technical College System
www.coastalpines.edu Equal Opportunity

13
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STUDENT SUCCESS RESOURCES

Student
Success
Center

Get the assistance you need to be successful by utilizing the
tools we have available in the Student Success Center.

Computers * Printers * Pens * Pencils * Hole Punches
Staplers * Paper * Reference Books * Charging Station

WAYCROSS CAMPUS
BLDG. 1100 « ROOM 1148

www.coastalpines.edu

14



STUDENT SUCCESS RESOURCES

LEDRN MORE H3OUT

T.E.0.M.S.

LR _ S B _ B _E_-R B - B _E_-_SB_EB _-S_E_JS_~E_BE_§N_§E B -_E_B_EBE_B_B_SB—_B_EBE_§R _SE_EB_ B _E_ 8B - B _§ ;B - B _ B

TESG ETRLY DLERT NINDZMENT SVYSTED

Did you know thero are stafi, services & resources
available o assist you while enrolled?

You may be contactod throughout the semester #f your
teacher reporns tiwough TEAMS any academic,
attendance or personal hardship concerns you may
cxperience.

Do not be afraid! Early intervention is usuaily more
successiul 5o that you can got tho assistance you neod
before having o withdraw or fail a class,

What can you do? Be respensive if someono reaches
oul to you and accept the help or advice.

TEAMS will bolp you reach your goals if you let us!

it

Coastal Pines

TECHNICALCOLLEGE

www.coastalpines.edu

15



STUDENT SUCCESS RESOURCES

Coastal Pines Technical College (CPTC) has established the Behavioral Intervention
Team to assist in addressing situations where students, faculty, or staff are
displaying behaviors that are disruptive, threatening, or concerning in nature that
potentially impede their own or others’ ability to function successfully or safely.

These procedures are designed to help identify persons whose behaviors potentially endanger their own or
others’ health and safety or is disruptive to the educational or administrative processes of the college. It
should be understood that even with the best intentions, situations may arise that are unforeseen by any
member of the college community.

Mission Statement

The Behavior Intervention Team is committed to promoting safety via a proactive, coordinated and planned
approach to the identification, prevention, assessment, management, and reduction of interpersonal and
behavioral threats to the safety and wellbeing of Coastal Pines Technical College students, faculty, staff and
visitors.

Goals

¢ Provide a safe physical environment for members of the college community,

¢ Provide a safe emotional environment for the college community, and

¢ Promote peace of mind for friends and family of the college community.

When Do | Make a BIT Report?

In general, any behavior that raises concern for a student's well-being should be reported. Report any
behavior that causes you concern or may make others feel unsafe. Err on the side of caution when deciding
to report, even if you are not sure or just want the information tracked to monitor a pattern of behavior.

Ph)'f icel Signs Emotional Signs Academic Signs
¢ Sgnficanl changes in energy ¢ mappecpenie omolional cubursss ¢ Dstenarsson in acadkme work
: ¢ Direct statements Indicatiey S ¢ Disorganized or ematc parfomano:
4 ¢ Dpressons of hopeBssnsss Of SUTs ¢ Repesad sbzances and mEsed assgnments
¢ Puer concrns for analher Sudent ¢ Ranling &r Itrédiening emais
: ¢ Dxajgeratd personakly trans {mors wihdraan ¢ Contnual sasking of specal provisons
Or animakeq than usus
Security Membership:

CPTC employs security officers to perform safety and Team members have regular contact with campus
security functions on our campuses. Security Officers community members in some manner. This aids in
may be reached at the phone numbers below. Contact assessment of persons of concern, and/or the

911 if you need emergency assistance. authority to receive a recommendation and take the
CPTC has a security officer on campus during the appropriate action.
hours students occupy the buildings. For non- ¢ Vice President Student Affairs
emergency assistance: ¢ Vice President Academic Affairs
¢ Alma 912-632-0951 ¢ Campus Police Chief
¢+ Baxley 912-367-1700 ¢ Human Resources Director
¢ Camden (College of Coastal Georgia): 912-510- ¢ Student Affairs Director
3300 ¢ Executive Director, Adult Education
¢ Golden Isles (12-424-9405 ¢ Student Navigator
¢ Hazlehurst 912-379-0041
¢ Jesup 912-427-1820 Contact the Behavioral Intervention Team at
¢ Waycross 912-424-9410 BIT@coastalpines.edu

How Do | report a concern to the BIT?
Complete the reporting form at the following link:
www.coastalpines.edu/BIT/Reporting

16
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RESPONDUS STUDENT GUIDE

RESPONDUS STUDENT GUIDE

LockDown Browser + Webcam Requirement
This course requires the use of LockDown Browser and a webcam for online exams. The webcam can be the type
that's built into your computer or one that plugs in with a USB cable.

Waitch this brief video to get a basic understanding of LockDown Browser and the webcam feature.
https://iwww respondus com/productsfiockdown-browser/student-movie shimi

Download Instructions
Download and install LockDown Browser from this link:

hitps://downioad respondus.comfockdown/download.php?id=741110116

Once Installed
e Start LockDown Browser
e Loginto Blackboard Leam
« Navigate to the exam

Note: You won't be able to access tests with a standard web browser. If this is tried, an error message will indicate
that the test requires the use of LockDown Browser. Simply start LockDown Browser and navigate back to the exam
to continue.

Guidelines
When taking an online exam, follow these guidelines:

« Select a location where you are comfortable having a video recording taken of yourself and your workspace
environment. This area should be free of distractions and interruptions.
Tumn off all other devices (e.g. tablets, phones, second computers) and place them outside of your reach
Before starting the test, know how much time is available for it, and also that you've allotted sufficient time to
complete it
Clear your desk or workspace of all external materials not permitted - books, papers, other devices
Remain at your computer for the duration of the test
If the computer, Wi-Fi, or location is different than what was used previously with the "Webcam Check" and
"System & Network Check” in LockDown Browser, run the checks again prior to the exam
« To produce a good webcam video, do the following:
o Avoid wearing baseball caps or hats with brims
= Ensure your computer or device is on a firm surface (a desk or table). Do NOT have the computer
on your lap, a bed, or other surface where the device (or you) are likely to move
o I using a built-in webcam, avoid readjusting the tiit of the screen after the webcam setup is complete
o Take the exam in a well-lit room, but avoid backlighting (such as sitting with your back to a window)
« Remember that LockDown Browser will prevent you from accessing other websites or applications; you will
be unable to exit the test until all questions are compieted and submitted

Getting Help
Several resources are available if you encounter problems with LockDown Browser:

« The Windows and Mac versions of LockDown Browser have a "Help Center” button located on the toolbar.
Use the "System & Network Check” to troubleshoot issues. If an exam requires you to use a webcam, aiso
run the "Webcam Check™ from this area

e 2477/365 Live Chat Support is also available from the Help Center, or from within the it's not working”
troubleshooter.

« Respondus has a Knowledge Base available from support.respondus.com. Select "LockDown Browser &
Respondus Monitor™ as the product to view helpful articles.

« | you're still unable to resolve a technical issue with LockDown Browser, go to support.respondus.com and
select "Submit a Ticket™. Provide detailed information about your problem and what steps you took to
resolve it

17



DISTANCE EDUCATION SUCCESS

DISTANCE EDUCATION SUCCESS

1. Check Your Student Email. Instructors will communicate only through CPTC student
email. CPTC email address is listed as the preferred email address. You will receive a
welcome email from your instructor on the first day of class. You should email each
instructor within the first 3 days of class in addition to logging into the course through
Blackboard. Email your instructor with any content or course questions as needed.

2. Log into Blackboard Regularly Please note that Coastal Pines Technical College uses a
“single sign on" method where the username@student.coastalpines.edu credentials for
Office365 email, CPTC Computers, Banner, and Blackboard all use the same password.
You will only need the username and not the @student part when logging in to
Blackboard, Distance Education course attendance includes that initial log in, initial email
or assignment, and gngoing participation (assignment submission) within gyery week.

3. Familiarize yourself with the reqguirements for online leaming. This can help you gauge

your degree of readiness before taking technology rich classes.

4. Clear Browser Cookies and Cache Regularly and Change Browsers if Needed The
Tech Help LibGuide has detailed browser information and troubleshooting tips.

5. New Student Orientation As a new student, it is important that you complete the New
Student Orentation, Orientation can be accessed under the MyCPTC dropdown.

Resources and Help:

See our Blackboard and Distance Education LibGuide and our Stingray Success LibGuide. These
cover more in depth topics including the technologies you will use as a student and the
resources available to you through Coastal Pines. Please submit a Helpdesk Request Form from
the Blackboard landing page or visit our libraries any time that you need assistance.

Technical Competencies Keys To Success

Basic computer skills necessary for success include: X Self-Motivation

3 Ability to send email messages with attachments 3€ Self Discipline

3 Ability to navigate the Internet 3€ Persistence

3€ Ability to upload and download files 3€ Availability of Time

3€ Ability to create, save, and rename files 3€ Time Management Skills

€ Ability to participate in online discussions . ’

3€ Confidence in communicating at a distance with Communicate with Your Instructor about

course instructors. Proctored Exams )
Students taking online classes are required to

Submit a Helpdesk Request Form directly from complete at least one proctored event during

the Blackboard Login page to contact our Distance the term. Coastal Pines Technical College does

Education department. Expect a 24 hour wait but all not charge additional fees for the verification of

concerns will be addressed. student identity or for distance education exam
proctoring. Students will need to have access
te a webcam with microphone and a computer
for the proctored event in most online courses.

Distance Education Coordinator

P it COASTAL PINES TECHNICAL COLLEGE
Wesley Sweat F - www coastalpines,adu
1707 Carswell Avenue o~ CoastalPines bl s s
Waycross, Georgia 31506 ON Ll E wll 1 a‘:swd ?:;eos
912-285-6049 aycrass, Seory
wsweat@coastalpines.edu 912,267.6584 P
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STUDENT HANDBOOK INFORMATION

The following information, as well as much more, can be found in more detail in
the Student handbook available at

https://catalog.coastalpines.edu

Special Populations and Non-Traditional Programs
Coastal Pines Technical College provides support services such as customized workshops, seminars and
support groups for students who are in special population categories including: single parents, economically
disadvantaged, displaced homemakers, students with limited English proficiency as well as students enrolled
in nontraditional programs. Pumping rooms are also available on Golden Isles, Jesup, and Waycross campus—
ask Student Affairs or campus security for locations.

For more information contact specialservices@coastalpines.edu

Financial Aid
eComplete financial aid application FASFA at studentaid.gov
*CPTC'’s Federal Title IV School Code is 005511.
eTypes of aid include the:
eFederal Pell Grant (PELL)
eFederal Supplemental Educational Opportunity Grant (FSEOG), Federal Work Study (FWS)
*HOPE Scholarship and Grant
*HOPE for Students who complete a GED
oZell Miller Grant
eGeorgia HOPE Career Grant
eStudent Access Loan (SAL)
*NelNet
e|nstitutional scholarships administered by the CPTC Foundation
*PLEASE REMEMBER THAT YOU MUST APPLY FOR FINANCIAL AID ANNUALLY. As soon as you complete your
tax return each year, you need to complete your FAFSA.
eComplete CPTC Financial Aid Packet
eProvide GA proof of residency
eDetailed information can be found on CPTC website, www.coastalpines.edu, under financial aid.
*The Office of Financial Aid will contact you, through your Campus Email and BannerWeb accounts, if
additional documentation is needed to process your request for financial aid
*The Office of Financial Aid is available Monday through Thursday from 7:30 am to 6:00 pm to answer any
questions, no appointment is necessary.

Foundation Scholarships
CPTC Foundation offers several scholarships for CPTC students to help finance their education.
For more information and to fill out an application please visit www.cptcfoundation.com
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STUDENT HANDBOOK INFORMATION

Enrollment as a student at Coastal Pines Technical College (CPTC) carries with it certain responsibilities as
well as certain rights and privileges. CPTC promotes a climate of academic honesty, critical investigation,
strong work ethic, intellectual freedom, and freedom of individual thoughts and expression consistent with
the rights of others.

Rights

1.To be admitted to CPTC without discrimination in any respect.

2. To be in an atmosphere that is conducive to learning and to attend CPTC ’s educational programs, course
offerings, and activities on campus or any activity sponsored by CPTC off campus in accordance with
procedures.

3. To obtain the necessary knowledge, skills, and abilities, in order to gain initial employment, maintain
advanced levels of competence or acquire new levels of competence by participating in programs, course
offerings, and activities in accordance with CPTC procedures.

4. To develop intellectual, personal, and social values.

5. To see their records and, if necessary, challenge their accuracy.

6. To participate in college approved student organizations in accordance with CPTC procedures.

7. To due process procedures.

8. To pursue grievances against instructors, administrators, or fellow students.

9. To have academic and disciplinary records kept confidential subject to existing laws. No official records of
students are available to unauthorized persons without the expressed written consent of the student
involved except under legal compulsion.

10. To be informed of student’s right-to-know information required by federal requirements.

Responsibilities

1. To attend class regularly and on time.

2. To be acquainted with the published CPTC procedures and comply with them as well as federal and state
laws.

Treat others with courtesy and respect.

Demonstrate personal and academic integrity in dealing with others.

Make positive contributions to the multicultural, multiracial environment at the College.

Share responsibility for maintaining the integrity of the physical surroundings.

ou kW

CPTC Student Code of Conduct

Any student found to have violated the Code of Conduct is subject to disciplinary sanctions.
Disciplinary sanctions may include:

eRestitution

eReprimand

eRestriction

eDisciplinary Probation

eFailing or lowered grade

eDisciplinary Suspension

eDisciplinary Expulsion

eInterim Disciplinary Suspension
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STUDENT HANDBOOK INFORMATION

Statement of Non-Discrimination and Compliance

The Technical College System of Georgia (TCSG) and its constituent technical colleges do not discriminate on
the basis of race, color, creed, national or ethnic origin, gender, religion, disability, age, political affiliation or
belief, genetic information, disabled veteran, veteran of the Vietnam Era, or citizenship status (except in those
special circumstances permitted or mandated by law). This nondiscrimination policy encompasses the
operation of all TCSG and technical college-administered programs, federally financed programs, and
educational programs and activities involving admissions, scholarships and loans, student life and athletics. It
also applies to the recruitment and employment of personnel and the contracting for goods and services.
Coastal Pines Technical College (CPTC) is a unit of the TCSG.

Title IX /Equity,Title VI Title IX/EEO/AA Coordinator Title IX/EEO/AA Coordinator
ADA/Section 504 Coordinator for employees for employees
for students on all campuses
Jesup Site Waycross Campus
Jesup Site Katrina Howard Emily Harris
Vo President for Student Affairs 1777 West Cherry Street 1701 Carswell Avenue
(912) 427-5899 Jesup, Georgia 31545 Waycross, Georgia 31503
knordone@coastalpines.edu (912) 427-5876 (912) 287-4098
khoward@coastalpines.edu eharris@coastalpines.edu

Grievances and Complaints

Student complainants are encouraged to seek informal resolution of their grievances or concerns. If the
informal process does not result in the resolution to the satisfaction of the complainant, the complainant may
utilize the formal complaint procedure.

Type of Appeal Complainant Appeals Officer

Academic Appeals Student Vice President for Academic Affairs
American Disabilities Act - Title Il/Section 504 Student Vice President for Student Affairs
Equity — Title VI Student Vice President for Student Affairs
Sexual Discrimination - Title IX Student Vice President for Student Affairs
Student Discipline/Code of Conduct Student Vice President for Student Affairs

Sexual Harassment

e|n accordance with its Statement of Equal Opportunity, Coastal Pines Technical College prohibits sexual
harassment and other forms of unlawful harassment.

e All students are expressly prohibited from engaging in any form of harassing, retaliating, discriminating, or
intimidating behavior or conduct.

eSexual harassment is a form of gender discrimination and is a violation of state and federal law.

e All students must report any sexual or other harassment that they experience, observe or believe may be
occurring to the Vice President for Student Affairs or Human Resources Coordinator.
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STUDENT HANDBOOK INFORMATION

Some Types of Bullying:

Physical Attacks:

eSuch as hitting, kicking, pushing, taking or destroying someone’s things, making rude hand gestures
Verbal Attacks:

eSuch as name calling, teasing and threatening to do harm

Social Bullying:

*Which involves spreading rumors, embarrassing someone or leaving people out of groups or activities
Cyber Bullying:

eSending mean text or e-mails, spreading rumors online, posting embarrassing pictures or photos

Student Academic Information

FERPA Regulations

*The Family Educational Rights and Privacy Act ("FERPA"), a Federal law, requires that TCSG and its technical
colleges, with certain exceptions, obtain a student’s written consent prior to the disclosure of personally
identifiable information from that student’s education records.

eHowever, TCSG or its technical colleges may disclose appropriately designated "directory information"
without written consent unless the student has advised TCSG or the technical college to the contrary.
Directory information, which is information that is generally not considered harmful or an invasion of privacy
if released, can also be disclosed to outside organizations without the student’s prior written consent.

eIf any student does not meet the Dress Code standards, the student will be required to leave his/her
respective campus and return dressed in appropriate attire.

eThe student will be considered absent if the student misses a scheduled class due to violating the Student
Dress Code.

*Violation of the student dress code procedure will result in appropriate corrective measures up to and
including disciplinary action and will be reflected in the work ethics grade.

*The following clothing items are unacceptable: tank tops, tube tops, and shirts without sleeves. Clothing
that exposes areas of the stomach, side or back. Pajama tops and/or bottoms. Excessively tight-fitted
clothing. Shirts/dresses that are see through, strapless, or expose cleavage (low cut) are not permitted.
Swimsuits. Bare feet. Bedroom slippers.

Children on Campus

eStudents are not allowed to bring children on campus or into classrooms/lab areas.

eChildren are not allowed on campus unless accompanied by an adult.

eChildren are not allowed on Coastal Pines Technical College instructional sites for an extended period of
time unless they are involved in an organized special program for children.

eChildren must not be left unattended in waiting automobiles, hallways, snack bars, or outside buildings.
eChildren who are not clients are not allowed in the Cosmetology Department at any time. Prospective clients
seeking appointments for services will be advised that services will be refused if accompanied by children.
They will be further advised that children must not be left unattended in the areas listed above.

— information can be found under
the safety and security information on the website and on Blackboard.
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Weapons, Firearms and Explosives

HB 280, effective July 1, 2017, prohibits the carrying of a concealed weapon by anyone, including weapons
carry license holders, on the following areas of a college campus:
*Buildings or property used for athletic sporting events;
eStudent housing, including but not limited to dormitories, fraternity and sorority houses;
e Any preschool or childcare space;
e Any room or space being used for classes related to a college and career academy or other specialized
school;
e Any room or space used for classes in which high school students are enrolled through a dual enrollment
program, including, but not limited to, classes related to Dual Enrollment;
e Any faculty, staff, or administrative offices; and,
eRooms where disciplinary proceedings are conducted.
eViolators are subject to:
*CPTC disciplinary sanction up to and including disciplinary expulsion
eStudents will be subjected to local and state laws including arrest and prosecution which are above
and beyond CPTC’s sanctions.
For more information please contact Pete Snell, psnell@coastalpines.edu

Active Shooter Process

EVACUATE — Run: If there is an accessible escape path, attempt to evacuate the premises. Be sure to:
Have an escape route and plan in mind. Evacuate regardless of whether others agree to follow. Leave your
belongings behind. Help others evacuate, if possible. Call 911 when you are safe. Prevent individuals from
entering an area where the active shooter may be. Do not attempt to move wounded people.

SHELTER-IN-PLACE - Hide: If evacuation is not possible, find a place to hide where the active shooter is less
likely to find you. Your hiding place should:

Be out of the active shooter’s view. Provide protection if shots are fired in your direction (i.e. an office with a
closed and locked door). Not trap you or restrict your options for movement. Lock and blockade the door.

PROTECT YOURSELF - Fight: As a last resort, and only when your life is in imminent danger, attempt to disrupt
and/or incapacitate the active shooter by: Acting as aggressively as possible against him/her. Throwing items
and improvising weapons. Yelling. Committing to your actions.

WHEN POLICE ARRIVE Put down any items in your hands. Keep hands visible. Follow all instructions.
Avoid making quick movements towards officers. Do not stop to ask officers for help or direction when
evacuating, just proceed in the direction from which officers are entering the premises.

Workplace Violence

eThe Technical College System of Georgia and Coastal Pines Technical College are committed to providing all
employees, students, volunteers, visitors, vendors, and contractors a safe and secure workplace and/or
academic setting free of intimidating, threatening, or violent behavior.

*To this end, it is the policy of the TCSG that any violent act or threatening or disruptive behavior, language,
or communication in any form (including telephone, facsimile, electronic mail or written communication)
shall not be tolerated.
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Attendance

eSome academic programs have specific attendance policies.

eThese policies will be located in the course syllabi and addressed by instructors during course introductions.
elt is the student’s responsibility to properly withdraw from a class if required attendance cannot be
maintained.

¢ A student who does not attend their first scheduled face-to-face class or complete an academic assignment
in class during the first two weeks of the term will be considered a “No-Show”.

eStudents are required to make-up all work in a timely manner regardless of circumstances.

eStudents in distance education classes must contact the course instructor via CPTC email within the first
three (3) calendar days of the academic term. Students who fail to contact their instructor within three days
will be considered a “No Show” and will be removed from class enroliment.

eThe purpose of academic probation is to alert students to the fact their academic performance is not
acceptable and to point out the consequences if improvements are not made during the next term of
enrollment.

*A student who fails to maintain a minimum 2.0 semester GPA, for all work attempted in the term, shall be
placed on academic probation.

e A student placed on academic probation (or admitted on academic probation) must attain a minimum 2.0
semester GPA during the next term of attendance to remove himself/herself from academic probationary
status.

eFailing to attain a minimum semester GPA of 2.0 during the probationary term will result in the student
being placed on academic suspension.

Academic Suspension

A student on academic probation who fails to attain a minimum semester GPA of 2.0 during the
probationary term will be placed on academic suspension.

*A student on academic suspension must wait one full term before readmission.

*The student will return on academic probation.

eUpon readmission from academic suspension, any subsequent violation of academic probation will result in
a second academic suspension.

A student placed on academic suspension twice while in the same program will be permanently dismissed
from that program, but may apply for admission to another program after waiting one term.

e After a third and any subsequent academic suspension, the student will be eligible to reapply for admission
after one calendar year.

eFormal withdrawal is accomplished by completion and submission of a drop/withdrawal form. This form is
available to students via the Okta dashboard (under electronic student forms, Registrar’s Office Forms &
course withdrawal) or in Student Affairs. Students who withdraw from a course after the end of the third
business day of the term shall receive a grade of ‘W’ and shall receive no refund of tuition and fees.

e|n order to receive a 100% refund, the form must be completed BY THE STUDENT and submitted to Student
Affairs by closing time on the third business day of the term.
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SELF-DISCLOSURE FORM
Special Populations
Coastal Pines Technical College provides support services for students who are in special population
categories including:

Individual with disabilities (documentation will be requested) - a physical or mental impairment
which substantially limits one or more major life activities such as caring for one's self,
performing manual tasks, walking, seeing, hearing, speaking, breathing, or learning.

Single Parent- students who have the primary or joint custody for a dependent child. (Can be
divorced, widowed, legally separated, never married, or a person who is single and pregnant.)

Out-of-workforce Individual — students who have been unemployed or underemployed to care
for a home and/or family and for that reason have had difficulty in obtaining or upgrading
employment.

Individual preparing for non-traditional field — students are enrolled in a program of study that
will lead to an occupation that is dominated by persons of the opposite sex. (Example: a
female in welding or drafting or a male in a healthcare program).

English Learner- students have a limited ability to write or understand English due to a language
other than English as their primary language.

Individual from economically disadvantaged families- students who are currently homeless, a
youth who is in, or have aged out of, the foster care system, receive Pell Grant or federal
assistance, including Food Stamps and/or Medicaid, a youth with a parent who is on active
duty armed forces.

For information or questions, please contact specialservices@coastalpines.edu
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