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The TCC Quality Enhancement Plan (QEP) focuses on student engagement and shared responsibilities. 

What does student engagement mean to TCC?
Student engagement means:

•	Being actively involved in setting educational goals and making educational decisions
•	Being actively engaged in the learning process
•	 Identifying and seeking out resources
•	Developing effective learning strategies
•	Thinking creatively, critically, and reflectively
•	Working collaboratively with faculty, staff, and peers
•	Being socially integrated into the college community
•	Becoming a responsible, self-regulated learner.

How will TCC accomplish this?
The College plans to accomplish this through seven initiatives that are tied to the College’s strategic plan. 

•	Teaching and Learning 
1. Incorporate higher-order thinking skills and foster critical thinking across the curriculum.
2. Develop learning community opportunities for all students.

•	Early Intervention
3. Expect all students who place into two or more college preparatory (developmental) courses to enroll in 
  College Success.
4. Provide timely feedback to students and advisers on the progress of first-semester students at TCC and  
 continue to provide feedback until students have successfully completed 30 hours.

•	Communication and Collaboration
5. Develop an integrated system of peer support for students through collaboration between Academic Affairs  
 and Student Affairs.
6. Develop a campus culture of shared responsibilities that results in positive conditions for student learning.
7. Utilize the college planning and assessment cycle as well as the organizational structure to assure that QEP  
 strategies are integrated into the College.

TCC’s Teaching Mission
The faculty is committed to creating a learning environment for all students that promotes, encourages and fosters 
higher order thinking skills and critical thinking skills that are grounded in an understanding of the fundamental 
concepts of the disciplines in which they are taught.

TCC’s Roles and Responsibilities
These roles and responsibilities were developed as part of the Quality Enhancement Plan’s Initiative #6: “Develop 
a campus culture of shared responsibilities that results in positive conditions for student learning.” By honoring the 
intrinsic roles and responsibilities set forth here, TCC will be a better place to work, learn and grow for all.

TCC Quality Enhancement Plan

My Success
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 Institutional Roles and Responsibilities:
•	 Support student success through seamless college operations and sound infrastructure.
•	 Deliver students to class in the best condition to learn.
•	 Assert the central role of the teaching/learning process through educational programs.
•	 Assist students in developing the ability to think critically, creatively and reflectively.
•	 Support a campus environment which encourages active learning, collaboration among divisions and 

departments, and interaction among faculty, staff and students.
•	 Prepare students for productive and satisfying lives.
•	 Encourage professional development of all employees.
•	 Strengthen the connections between the campus and the larger community to foster a common purpose and 

partnership.

Faculty and Staff Roles and Responsibilities:
•	 Actively create an environment conducive to student learning and success.
•	 Deliver students to class in the best condition to learn.
•	 Relate to and instruct a diverse student population with varying academic preparation and learning readiness.
•	 Foster students’ use of higher order and critical thinking skills.
•	 Encourage student collaboration.
•	 Integrate the use of information technology to enhance the teaching/learning process (e.g., advisement, 

multimedia curriculum, e-mail).
•	 Encourage students to use student support services and resources.
•	 Engage in peer interaction and participate in college-wide and division committees.
•	 Participate in shared governance.
•	 Participate in professional development.
•	 Serve as advisers, role models and/or mentors.
•	 Be a viable and contributing member of the community.

Student Roles and Responsibilities:
•	 Adapt to and thrive in diverse teaching/learning environments.
•	 Be actively engaged in the learning process.
•	 Create, develop and evaluate an individualized academic plan and goals.
•	 Respect the learning environment and rights of all learners.
•	 Abide by the Student Code of Conduct.
•	 Interact with peers.
•	 Participate in or support student organizations and campus activities.
•	 Be aware of and use student support services and resources.
•	 Assume responsibility for academic and personal choices. 
•	 Be a viable and contributing member of the community.
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Making Choices
The difference between being successful as a student and not being successful depends heavily on 
the choices you make. In college, you will be making important choices every single day, choices that 
will determine how well you connect and succeed as a student. The following information is designed 
to help you make the best choices possible. Remember, you always have choices. Make good ones!

Choosing Goals
Identifying your goals is one of the most important things you can do in college:

•	 Goals give your life purpose and direction.
•	 Goals help you decide what is important to you.
•	 Goals help you become motivated because you know where you are headed.
•	 Goals help you determine what you need to do to achieve them, including choosing a major and which courses 

to take.
•	 Goals help you break down your dreams into specific, achievable tasks.
•	 Goals can be changed or modified (and often are) as you learn more about yourself and the world of  

opportunities.

•	Personal Goals
In addition to your career, what are your personal goals? What do you want to happen in life that will give you a 
sense of fulfillment and well-being? For example, list goals you have regarding any of the areas below. How might 
these goals impact your career goal(s)?

1. Relationships: ___________________________________________________________________________

2. Marriage:  ______________________________________________________________________________

3. Family: ________________________________________________________________________________

4. Travel:  ________________________________________________________________________________

5. Geographic location (where you would like to live and work):  ___________________________________

6. Academic (study habits, grades, degrees, college): ______________________________________________

7. Time management:  ______________________________________________________________________

8. Social clubs/organizations/activities: _________________________________________________________

9. Other:  ________________________________________________________________________________

Review your goals listed above and identify which ones you would like to achieve in five years and which ones in 
10-20 years.

1. Personal goals to be accomplished in five years: _______________________________________________  

2. Personal goals to be achieved in 10-20 years:  ________________________________________________
 _______________________________________________________________________________________

•	Weekly Goals 
At the beginning of each week it is important to look ahead and decide what you want to accomplish for the week 
(e.g., register for classes, work on my research paper, spend time with my friend). Remember, these are goals, not 
tasks. It helps to prioritize these goals. List your weekly goals in the spaces provided at the beginning of each week 
in the planner section of this handbook. Always review your goals from the prior week and add unfinished ones to 
the current week.

•	Daily Tasks 
Look at your goals for the week. Then, in your planner, list tasks you plan on doing each day of the week to 
accomplish your goals. Be specific and realistic. Try to keep your week balanced. Examples: Monday, call my advisor 
to make an appointment; Tuesday, go to the library to get books for my research paper; Wednesday, go to the 
basketball game with a friend.
 As the week proceeds, you may have to add additional tasks to be done. Remember, break long-term or difficult 
projects into small “bites.”
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Choosing Effective Study Strategies 
There are many things to consider in developing the study strategies you will need to succeed as a student. Keep in 
mind that there is no one best way to learn. You must choose what works best for you and your unique style. In 
doing so, consider the following guidelines:

•	Tips for the Classroom Setting 
1. Make every effort to be prepared for each class; read all material and complete all assignments; review notes 

before going to class.
2. Be on time. It is disruptive to the instructor and the other students to walk in late.
3. Show respect for your instructor and the other students. Turn off your cell phone and refrain from any other 

behavior that would be a distraction in the classroom.
4. Read the class syllabus thoroughly to make sure you fully understand all course requirements and behavior 

standards for the class. Know what is expected of you as a student and abide by it. Be advised, a violation of 
classroom behavior standards is also a violation of the TCC Student Conduct Code and makes you subject to 
campus discipline.

5. Attend all classes. If you miss, get notes/assignments from a classmate. Let your instructor know about any 
unusual circumstances that might affect your attendance.

6. Take careful notes or record lectures (or both).
7. Make note of your instructor’s office hours. Do not hesitate to make an appointment to discuss questions or 

concerns you might have. Use e-mail, as is appropriate, to communicate with your instructor. 
8. Make every effort to participate in class discussions. This is one way the instructor can get to know you.

•	Keys to Reading Your Textbook
Reading your class text will not guarantee you a good grade, but reading it and studying it will greatly increase your 
understanding of the material. Dr. Francis P. Robinson of Ohio State University developed the SQ4R system to help 
students read and study. Millions of college students have used this system. Give it a try.

1. Survey (S)
 A survey is a quick look at the material before you read it. Before reading a textbook or a chapter, look at 

all the different sections and the topics covered.
2. Question (Q)
 As you survey the chapter, turn each heading into a question. This will guide your readings and help you look 

for the answers to the questions. For example, here are three questions you could ask about the heading 
“Learning Styles”: 

•	“What	is	a	learning	style?”	
•	“How	many	different	styles	are	there?”	
•	“Why	are	they	important?”

3. Read (R) 
 Read carefully. Look up the meaning of words you don’t know. Thoroughly examine each chart, graph or 

other illustration. Make notes in the margins. Underline or highlight key points and phrases. Find the answers 
to the questions you raised in step 2.

4. Recite (R) 
 Reciting is a key to remembering. After reading a section, state (aloud or silently) the main ideas covered 

in the section. If you cannot do this, you probably did not understand the material and should reread it. 
Remember, reciting increases your memory and understanding.

5. (w)Rite (R)
 Write the answers to your questions in the form of notes or journal entries. Writing engages multiple senses 

and helps you remember the material.
6. Review (R) 
 Review immediately after reading the material. Resurvey the material and the notes you made as you read. 

Examine what you underlined or highlighted. Before you take a test, review again.

•	Keys to Taking Notes in Class
There is not one best way to take notes. Devise what works best for you as you consider the following guidelines 
modified from material by Dr. Walter Pauk, Cornell University.

1. Use standard 8 1 /2” x 11” paper to be placed in a three-ring notebook, where you can also add handouts.
2. Date and number your note pages and handouts. If you remove them to study, you will be able to get them back 

in order.
3. Use law-ruled or summary paper with a 2 1/2” left margin or simply draw your own line.
4.  Record. During the lecture, record notes in the wide column. Take as many notes as you can, but don’t take 

down every word; capture the main ideas. If you miss something, leave a space and try to fill it in later. Learn to 
use abbreviations, for example: = for equal, w/ for with, w/o for without, & for and.

5. Question. After the lecture, look at your notes as answers to questions. Form the questions in your mind and 
then write them in the left margin.

6. Recite. Cover up the wide margin of notes, recite the questions you have placed in the left margin and answer 
them. Uncover the wide margin of notes and check to see if you answered correctly. Remember, reciting 
improves your retention.

7. Review. Review your notes regularly to keep the information fresh.
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•	Tips for Taking Tests
There is no substitute for keeping up with your text readings, taking good notes (and frequently reviewing them) and 
completing assignments. Remember, thorough preparation is your best test strategy.

1. Clarify with your instructor what type of test will be given (e.g., multiple choice, essay).
2. Determine how much material is to be covered and then set up a schedule that will give you plenty of time to 

study before the test–and stick to it.
3. Write out the types of questions you think you might be asked and answer them.
4. If appropriate, organize a study group.
5. In taking multiple-choice exams, read each question very carefully, as well as each possible answer. Look for 

absolute words such as all, always and never. These are often distracters and are typically the wrong answers. 
Go through and answer the easiest questions first. Keep track of time.

6. In taking essay exams, review all questions and then answer the easiest ones first. Read each question very 
carefully and underline exactly what is asked of you, such as compare, contrast, define, describe or answer two 
of the following. Scratch out a brief outline of what you need to cover to make sure your answer is complete. 
Remember, write legibly.

7. In taking true-false tests, be cautious of absolute words such as all, never, always–they tend to make statements 
false because they do not leave room for exceptions. It is also relatively safe to assume that a statement is false 
if any part of it is false.

8. In taking fill-in-the-blank tests, read each statement carefully to determine exactly what information you are 
supposed to provide, such as name, date or location. Look at key words to help jar your memory as to what 
information will complete the sentence.

9.  Get a good night’s rest and eat a healthy breakfast.

•	Managing Your Time 
One of the most important things you can do to succeed in college and in life in general is learn how to manage your 
time. You cannot control time, but you can control how you use time. Although there is no one best way to approach 
time management, consider the following points.

1. First, determine how you use your time. For one week, keep track of what you do. Monitor your time in 
30-minute intervals or less, 24 hours a day, writing down how much time you spend on each activity: eating, 
sleeping, traveling, working, talking with others, studying, sitting in class, “goofing off.”

2.   At the end of the week, group your activities by categories and total how much time you spent in each category 
(e.g., sleeping = 56 hours; eating = 7 hours; studying = 12 hours). Make sure the week totals 168 hours.

3. Next, evaluate your week. What adjustments need to be made so that your time is better managed, your week’s 
goals are achieved and your life is more balanced? Do you need more study time? More sleep? Less “goofing 
off” time? Work to get balance in your life; always include leisure and other meaningful activities.

4. After evaluating your work, lay out a plan for the next week, making needed adjustments. Again, seek to have 
your week as well-balanced as possible.

5.  Once again, monitor your week. At the end of the week compare how you actually spent your time with the 
plan you made for the week. Did you do better? What adjustments still need to be made? Keep doing this until 
you feel you are effectively managing your time.

6. In managing your time, one of the things you may need to consider is dropping time-wasting activities. Consider 
making a “not-to-do” list and stop doing these activities, such as spending an hour flipping through TV channels.

7. For some people, rather than writing out daily detailed plans, it may be adequate to simply write down goals for 
the week and at the end of the week evaluate how well they achieved their goals. If you are regularly meeting 
your goals and not feeling “stressed out,” you are probably doing well.

8. Know the difference between important and urgent. Important things call for immediate action (e.g., a phone 
call, a test in the morning). Try to spend more time on important things early, especially before they become 
urgent. Avoid being ruled by urgency.

9. Determine the best time of day for you to study. When are you the most productive in thinking and studying? 
Schedule this time to study your most difficult subjects.

10. When you block out a time to study, force yourself to study your most difficult or most boring subjects first. 
With these out of the way, you will enjoy studying the other subjects much more.

11. Find the best study area for yourself and use it regularly. Make sure it is a place where you will stay alert (avoid 
sitting in bed or soft cozy chairs). Choose a place where there will be no/few distractions. The library is usually 
an excellent place to do most of your studying.

12. In managing your time, it is extremely important for you to learn to say ”no.” When you schedule time to study, 
do not let others steal your time by enticing you away from your studies. Be polite and refuse. Stay in charge 
of your time.

13. Remember, for large projects such as a term paper, it is much more time efficient and less stressful to do a 
little bit of it at a time. Note the due date, then give yourself plenty of time to complete small portions of it on 
a regular basis.

14. A clue to effective time management is the sense of accomplishment and well-being you have each day. Keep in 
mind that you can achieve your goals and also enjoy life. Simply take charge of your time and plan it well.
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Choosing to Succeed as a Returning Student
Students who return to school after a long break from the classroom (high school or prior college experience) 
sometimes feel disconnected and out of place. The good news is that nontraditional students often do very well once 
they have made the initial adjustment to college. Here are some tips to help you connect and adjust.

1. Connect with Returning Adult Student Organization (RASO), a student club for returning adults. RASO 
provides information, mutual support and the opportunity for students to connect with one another. (See club 
descriptions in this handbook.)

2.  Make every effort to build a network of support with other returning students. You have a lot in common to 
talk about and share.

3. Become familiar with all the resources that are available to you, all designed to help you succeed. An extensive 
list is included in this handbook.

4. Start slowly. Many returning students find it helpful to take just one or two classes the first semester or two to 
ease back into the student role.

5. Get organized. Your life is going to be very different. Plan your week carefully. Decide how, when and where 
you will study. Use the library for study as much as possible to avoid interruptions.

6. Connect with your adviser. Your adviser will guide you through your program of study and is a very important 
contact for you. Keep in touch. Do not hesitate to ask questions or seek advice.

7. Review study strategies on pages 30-31.
8. Develop a network that meets your particular needs and helps you overcome a sense of isolation, increasing 

your chance of succeeding and staying in school. Make every effort to meet other students, join clubs and 
participate in campus activities.

9. Seek child care, if necessary. Returning to school often means looking for child care outside the home. One 
convenient source is the TCC Eagles’ Nest Child Care Center, 320 Appleyard Drive, 414-2512.
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Academic Advising 
•	Why Should Students See an Academic Adviser? 
Students who do not take advantage of the scheduled advising windows miss out on the best course selections and 
times. By working with an adviser, students are able to develop an academic plan that will help them achieve their 
goals. Academic advisers can help students select appropriate courses and find campus resources that help them be 
successful. However, TCC also believes that advising is a shared responsibility, so it is equally important that students 
be prepared for their advising sessions and follow through with the expectations provided below.

•	What Are the Goals of Academic Advising? 
Academic advising helps students do the following:  

•	 Develop educational and career plans consistent with life goals
•	 Obtain accurate information about academic progression and degree requirements
•	 Understand academic policies and procedures
•	 Access campus resources to promote academic success
•	 Develop personal interactions with faculty and staff, thereby enhancing retention and success 

•	How Do I Find Out Who My Adviser Is?  
Each semester students are assigned to either the Student Success Center or to a faculty adviser for advising. After the 
process of assigning students to advisers has been completed, letters and/or e-mail notices are sent. Students should check 
their TCC e-mail and the Tasks feature on TCC Passport regularly for updates and information.  Your correspondence 
will detail the MySuccess screens that you should complete in the TCC Passport Advising System before meeting with 
your adviser and will additionally provide your faculty adviser’s name and contact information. TCC encourages you to 
make an appointment for advising as soon as possible to have the best opportunity for course selection!

•	What Does a “Workshop Hold” Mean on My Advising Page? 
All first-time-in-college degree-seeking students at TCC are required to attend an advising workshop before meeting 
with their faculty adviser. A “Workshop Required” hold is placed on each of these students’ registration. One of the 
major goals of the workshop is to help you become aware of the importance of completing your individual learning 
plan through MySuccess on TCC Passport and to introduce you to the requirements for your degree and intended 
major. After the workshop has been completed, the Student Success Center will remove the workshop hold and you 
will then schedule an advising appointment with your assigned adviser.

•	What Does TCC Expect from Students? 
Students are expected to take an active role in their education and in the advising process by doing the following:

•	 Check TCC e-mail several times a week through TCC Passport for official communication from the College.
•	 Explore educational and career interests using available campus resources (e.g., Career Services, Student 

Success Center, FACTS.org) and be prepared to discuss those interests with assigned adviser.
•	 Complete MySuccess plan on TCC Passport prior to contacting assigned adviser  .
•	 Make an advising appointment with assigned adviser during the scheduled advising-time window. Distance 

learners can complete an advising appointment by phone or e-mail, at the discretion of the assigned adviser. 

•	What Can Students Expect from Faculty Advisers? 
The role of faculty advisers is to help students by doing the following:

•	 Reviewing TCC curriculum and proposed courses in the academic plan for the upcoming terms.
•	 Finding appropriate campus resources for help in achieving goals.
•	 Facilitating and encouraging independence in the advising process.

Please note that faculty advisers are not expected to serve in the role of a counselor. Students who need 
to explore educational and career goals, discuss specific university transfer requirements, learn about study 
strategies or discuss personal or social concerns should use available resources on the TCC Web site or 
contact the Student Success Center and the Career Services Center on the 2nd floor of the Student Union.

•	What Should Students Do Before the advising Session? 
Go to the MySuccess Tab in TCC Passport and complete the steps as outlined in your letters, e-mails or tasks.  
Students who need help in completing the MySuccess screens before meeting with an adviser should contact the 
Student Success Center, which will provide a peer mentor to assist them.   

Additional Advising Resources 
•	 Career Services Center (career testing, career exploration)
•	 Disability Support Services (services for students with documented disabilities)
•	 Enrollment Services (declare a secondary major, withdraw from courses, transcript issues)
•	 FACTS.org (university information, financial aid information, transient student form)
•	 Financial Aid (for information on Pell Grants, student loans, Bright Futures, scholarships)
•	 Student Success Center (graduation check, questions related to university transfer requirements)
•	 Student Success Web Resources (links to study skills information, mental health resources and more)
•	 TCC Passport (transfer manuals, registration, drop/add)
•	 Testing Center (CLAST, College Placement Test)
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Number 
of Credit 

Hours 

TCC Performance 
Indicator  

The student will . . .

Learning Outcomes Advising Activities

0 Acquire information 
that will promote 
success at TCC

After completing New Student Orientation, 
students will be able to:
•  Identify the appropriate degree program 

(A.A., A.S., A.A.S.) or certificate programs 
that match educational and/or career goal(s)

•  Identify where to find help in making a 
program choice

•  Explain the importance of attending all 
classes

•  Identify components of an academic plan
•  Classify a set of potential challenges 

(in areas related to school, work and 
family responsibilities) as controllable by 
students, moderately controllable or out of 
a student’s control

•  Identify campus and college-wide events 
and activities

•  Identify the services provided by 
academic and nonacademic resources

New Student Orientation

0-15 Make academic and 
social connections and 
successfully complete 
the first 15 hours of 
college credit at TCC

 After completing the Advising Workshop, 
students will be able to:
•  Describe the sequencing of English and 

math courses
•  Determine qualification to enroll in a 

particular course
•  Describe the general education 

requirements of selected associate’s 
degree (if applicable)

•  Research and select a career path
•  Interpret a degree audit
•  Complete the Steps for Success 

component of the individual learning plan 
•  Use the online advising system to 

complete a two-semester plan 

Advising Workshop (1st 
Semester)

Advising appointment 
with faculty adviser to 
review academic plan and 
MySuccess*

*  This may be face-to-face, 
by phone or by e-mail

16-30 Evaluate whether 
major and career 
choices match 
interests and abilities

Students will be able to:
•  Explore career opportunities within the 

major
•  Develop accurate expectations for 

selected major (or goal)
•  Make course decisions that will facilitate 

achievement of academic and career 
goals

•  Continue to develop an educational plan 
that guides course choices each semester

•  Register for courses that are included in 
the educational plan

•  Use the degree audit to assess progress 
in attaining academic goals

Use of  TCC Career 
Services Center to explore 
career opportunities

Advising appointment with 
faculty adviser to review 
educational plan and 
degree audit* 

*  This may be face-to-face, 
by phone, or by e-mail

•	TCC Advising Model
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Number 
of Credit 

Hours 

TCC Performance 
Indicator

The student will . . .

Learning Outcomes Advising Activities

31-45 Become increasingly 
self-sufficient in 
implementing career 
and educational goals

Students will be able to:
•  Define plans for continued education or 

employment after graduation
•  Meet the self-advisement guidelines 

(complete a general education 
requirement in each category, earn at 
least a 2.2 GPA, declare post graduation 
plans)

•  Identify options for continuing education or 
employment after graduation

•  Examine the relationship of course 
accomplishments to limited access 
programs (if appropriate) 

Use of online advising tools 
(e.g., transfer manuals, 
degree audits)

Use of FACTS.org

Speak with faculty member 
(optional)

Speak with a counselor 
in the Student Success 
Center (optional)

46-60 Make appropriate 
preparation to 
transition to the 
workplace or to 
transfer to an upper 
division college/
university

Students will be able to:
•   Assess different schools and programs to 

match abilities, financial commitment and 
geographical preference

•  Confirm institution-specific requirements 
and scholarships or career opportunities

•  Clarify career goals and test career 
choices

•  Complete application procedures for 
upper division college/university

•  Fulfill general education requirements, 
elective requirements and requirements 
for graduation

•  Apply for graduation

 Use of online transfer 
manuals and contact 
information for upper 
division college/university
Use of Career Services 
Center (if needed)
Use of FACTS.org to 
assess state college/
universities (if needed)
Use of degree audit tool 
and online application for 
graduation
Speak with faculty member 
(optional)
Speak with counselor 
in the Student Success 
Center (optional)

•	TCC Advising Model (continued)
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Associate in Arts Degree 
Course Options

COMMUNICATIONS
 ENC 1101 College Composition
 ENC 1102 Argument and Persuasion
 ENC 1141 Writing About Literature
 MMC 1100 Writing for Mass Communication

HUMANITIES
 AML 2600 Intro to African American Literature
 AML 2301 Major American Writers
 ARH 2050 Intro to Art History and Art Criticism I
 ARH 2051 Intro to Art History and Art Criticism II
 ARH 2500 Non-Western Art History
 ENL 2000 British Literature
 HUM 2210 & HUM 2230 
  Humanities of the World I & II
 HUM 2740 & HUM 2741 
  Humanities Abroad I & II
 HUM 2525 The American Music Tradition: Jazz
 HUM 2529 The American Music Tradition: 
  Popular Music
 LIT 2100 Masterpieces of World Literature
 MUH 2011 Intro to Music History
 MUH 2120 Music of the World
 PHI 2010 Philosophy
 PHI 2100 Introductory Logic
 PHI 2600 Ethics
 REL 2200 Intro to Biblical Studies
 REL 2300 Intro to World Religions
 THE 2100 Intro to Theatre History

SCIENCE
Biological:
 BOT 1000 Plant Science
 BSC 1020 Intro to Human Biological Sciences
 BSC 1050 Environmental Systems
 BSC 1005 Intro to the Biological Sciences
 BSC 2010 Biology for Science Majors I
 MCB 2004 Microbiology
Earth:
 ESC 1000 Earth and its Environment
 GLY 1030 Environmental Geology
 GLY 2010 Physical Geology
 GLY 2160 Geology of  the National Parks
 MET 1010 Meteorology
 OCE 1001 Introductory Oceanography
Physical:
 AST 1002 Intro to Astronomy
 CHM 1020 Chemistry for General Education
 CHM 1030 General Chemistry for Allied Health
 CHM 1045 General Chemistry I
 PHY 1020 Energy and Its Environmental Effects
 PHY 1053 Elementary College Physics I
 PHY 2048 General Physics I
 PSC 1121 Intro  to the Physical Sciences

MATHEMATICS
 MAC 1105 College Algebra
 MAC 2114 Trigonometry
 MAC 2140 Precalculus Mathematics
 MAC 2311 Calculus with Analytic Geometry I
 MAC 2312 Calculus with Analytic Geometry II
 MAC 2313 Calculus with Analytic Geometry III
 MAC 2233 Calculus for Management and the  
  Non Physical Sciences

 MAP 2302 Differential Equation I
 MGF 1106 Mathematics I for Liberal Arts
 MGF 1107 Mathematics II for Liberal Arts
 STA 2023 Intro Statistics I
 STA 2122 Intro to Applied Statistics

HISTORY AND SOCIAL SCIENCES
Category A History
 AMH 1041 & AMH 1050 
  American Experience I & II
 AMH 2010 & AMH 2020 
  US. History (Colonial to 1865) 
  & US History (1865 to Present)
 EUH 1000 & EUH 1001 
  History of Western Civilization I & II
 WOH 1012 & WOH 1022 
  History of Civilization I & II
Category B Social Sciences
 ANT 2140 Introduction to Archaeology
 ANT 2211 Peoples of the World
 ANT 2410 Introduction to Cultural Anthropology
 ANT 2511 Introduction to Physical Anthropology
 CHD 2220 Child Development
 CHD 2240 Adolescent Development
 CPO 2001 Introduction to Comparative Politics
 DEP 2004 Human Development
 ECO 2013 Principles of Economics (Macro)
 ECO 2023 Principles of Economics (Micro)
 GEA 2000 World Regional Geography
 GEO 1400 Introduction to Human Geography
 INR 2002 International Relations
 POS 2001 Introduction to Political Science
 POS 1041 National Government
 POS 1112 State and Local Government
 PSY 2012 General Psychology
 SOP 2002 Social Psychology
 SOP 2740 Psychology of Women
 SYG 1000 Principles of Sociology
 SYG 2010 Contemporary Social Problems
 SYG 2230 Race and Minority Group Relations
 SYG 2340 Human Sexuality
 SYG 2361 Thanatology: Dying and Death
 SYG 2430 Marriage and Family
Category C Personal Development
 CLP 1001 Psychology of Personal and 
  Social Adjustment
 HSC 1100 Concepts of Positive Living
 HSC 2200 Principles of Contemporary Health

ADDITIONAL REQUIREMENTS FOR THE
A.A. DEGREE:
INSTRUCTION IN THE U.S. CONSTITUTION
 CPO 2001 Intro to Comparative Politics
 POS 1601 Foundations of the U. S. Constitution
 POS 1041 National Government
 POS 1112 State and Local Government
 POS 2001 Intro to Political Science

COMPUTER PROFICIENCY SELECTION
See the Tallahassee Community College Catalog
for further information. 

Updated 2/2009
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Associate in Arts 
Planning Guide

36 hours of General Education:
1. Communications – 6 semester hours 
    A. ___ ENC 1101 

 and (3) hours from:
    B. ___ ENC 1102 ___ MMC 1100
  ___ ENC 1141

Communications courses are prerequisites for
2. Humanities – 6 semester hours –

    A.___ HUM 2210 and ___ HUM 2230
 OR

    B. ___ HUM 2740 and ___ HUM 2741
 OR

    C. Six (6) hours from two of the following categories:
 Art History 
 ___ ARH 2050 ___ ARH 2500Y

 ___ ARH 2051

 Literature 
 ___ AML 2600Y ___ LIT 2100X

 ___ AML 2301 ___ THE 2100
 ___ ENL 2000

 Music
 ___ HUM 2525Y ___ MUH 2011
 ___ HUM 2529 ___ MUH 2120X

 Philosophy and Religion
 ___ PHI 2010 ___ REL 2200
 ___ PHI 2100 ___ REL 2300X

 ___ PHI 2600

3. Mathematics – 6 semester hours
 ___ MAC 1105 ___ MAC 2313
 ___ MAC 2114 ___ MAP 2302
 ___ MAC 2140 ___ MGF 1106
 ___ MAC 2233 ___ MGF 1107
 ___ MAC 2311 ___ STA 2023
 ___ MAC 2312 ___ STA 2122

4. Sciences – 6 semester hours
    Total from two different categories of science. 
   A. Biological Science
 ___ BOT 1000 ___ BSC 1050
 ___ BSC 1005 ___ BSC 2010
 ___ BSC 1020 ___ MCB 2004

   B. Earth Science
 ___ ESC 1000 ___ GLY 2160
 ___ GLY 1030 ___ MET 1010
 ___ GLY2010 ___ OCE 1001

   C. Physical Science
 ___ AST 1002 ___ PHY 1020
 ___ CHM 1020 ___ PHY 1053
 ___ CHM 1030 ___ PHY 2048
 ___ CHM 1045 ___ PSC 1121

5. History and Social Sciences – 12 semester hours
    Choose from the following categories.

 A. History –
 6 hours from options 1, 2, 3, 4, 5, or 6
 1) ___ AMH 1041 and ___ AMH 1050
 2) ___ AMH 2010  and ___ AMH 2020
 3) ___ EUH 1000  and ___ EUH 1001
 4) ___ WOH 1012  and ___ WOH 1022
 5) ___ EUH 1000  and ___ WOH 1022
 6) ___ WOH 1012  and  ___ EUH 1001

   

B. Social Sciences – 3 hours
 ___ ANT 2140 ___ POS 1041
 ___ ANT 2211X ___ POS 1112
 ___ ANT 2410X ___ POS 2001
 ___ ANT 2511X ___ PSY2012
 ___ CHD 2220 ___ SOP2002
 ___ CHD 2240 ___ SOP2740Y

 ___ CPO 2001 ___ SYG 1000
 ___ DEP 2004 ___ SYG 2010Y

 ___ ECO 2013 ___ SYG 2230Y

 ___ ECO 2023 ___ SYG 2340
 ___ GEA 2000X ___ SYG 2361
 ___ GEO 1400X ___ SYG 2430
 ___ INR 2002 

C. Personal Development – 3 hours from:
 ___ CLP 1001 ___ HSC 1100
 ___ HSC 2200

ADDITIONAL REQUIREMENTS FOR THE 
ASSOCIATE IN ARTS DEGREE

A. Elective Courses – 24 semester hours.
Electives are courses which are not being used 
to satisfy the 36 hours of general education.  
Use FACTS.org to produce a 2+2 Transfer 
Evaluation to identify completed prerequisite 
courses for your major and those that may 
be taken as electives. Courses completed 
to satisfy categories B, and C below and 
*foreign language for university admissions 
requirements could also be part of the 24 
hours of electives required.

B. Instruction in the US Constitution – 
    One course from the following:
 ___ CPO 2001  ___ POS 1601
 ___ POS 1041  ___ POS 2001
 ___ POS 1112

C. Computer Proficiency Requirement: 
 ___ Completed TCC Course with “CC” Designator
 ___ Completed approved high school course
 ___ Achieved passing score on TCC exemption 
     exam

D. CLAST
___ Passed all subtests of CLAST
___ CLAST Exempt based on SAT/ACT scores
___ CLAST Exempt based on English & Math GPA

E. A minimum 2.00 TCC GPA and a minimum 
    2.00 Overall GPA. 

X/Y = TCC courses that satisfy FSU’s 
Multicultural Requirement.  
Also: AMH 2091Y, IDS 2900Y  and LIT 2380Y.

*Note: Florida state universities require two 
credits of high school sequential foreign 
language or 8-12 hours at the college-
level for admission.
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Prerequisite/Corequisite 
Flowchart

COLLEGE PREP READING AND ENGLISH COURSES
Placement based upon CPT test scores

REA 0001 
CPT reading score = 0-59

ENC 0010 (4 hours)
EAP 0384 (4 hours)

CPT sentence skils score = 0-65

ENC 0020 (4 hours)
EAP 0440 (4 hours)

CPT sentence skils score = 66-82

ENC 1101 (3 hours)
CPT sentence skils score = 83-120

Students in 
REA 0001 and 

ENC 0010
must take SLS 0001 
their 1st semester

REA 0002 (4 hours)
CPT reading score = 60-82

Students who place into 2 or more college prep courses 
(ENC, REA or MAT) must take SLS1510, but must first 

complete SLS 0001 if required
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Prerequisite/Corequisite 
Flowchart

ENGLISH/HUMANITIES
solid arrows = required, dashed arrows = recommended

ENC 1101

ENC 1102 or ENC 1141 or MMC 1100

HUM 2210
and

HUM 2230

HUM 2740
and

HUM 2741
(Humanities Abroad)

Select Two 
Courses

from two different 
categories

(A - D)

ARH 2500,  ARH 2050,  ARH 2051

AML 2301,  AML 2600,  ENL 2000,
LIT 2100,  THE 2100

A

B

HUM 2525,  HUM 2529,  MUH 2011, MUH 2120C

PHI 2010,  PHI2600,  REL 2200,  
REL 2300,  PHI 2100

D

ENC 0010

ENC 0020

REA 0001

REA 0002
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What Follows MAT 1033

MAT 0012
Basic Math

MAT 1033
Intermediate Algebra
College Elective Credit

MAT 0024
Elementary Algebra

COLLEGE PREP MATH COURSES
Placement based upon CPT, ALEKS, ACT, SAT, or CLM test scores.

BUSINESS MAJORS

NON MATH • NON SCIENCE • NON BUSINESS MAJORS*

COLLEGE
ALGEBRA
MAC 1105

COLLEGE ALGEBRA
MAC 1105

TRIGONOMETRY
MAC 2114

PRECALCULUS
MAC 2140

CALCULUS
MAC 2311PRECALCULUS

MAC 2140
TRIGONOMETRY

MAC 2114

CALCULUS
MAC 2233

STATISTICS*
STA 2023

or
(Choose one 
of these two

options) 

Any two of the following, in any order, will satisfy your A.A. requirement:

MGF 1106: MATH I FOR LIBERAL ARTS                   MAC 1105: COLLEGE ALGEBRA
MGF 1107: MATH II FOR LIBERAL ARTS   

STA 2023: STATISTICS   or   ** STA 2122: INTRODUCTION TO APPLIED STATISTICS

*Some majors require MAC 1105 and/or STA 2023 or STA 2122.  Check College transfer manual.
**  Please note that MAC 1105 is a prerequisite to STA 2122

MATH • SCIENCE • ENGINEERING MAJORS

*Statistics may be taken as the 1st, 2nd or 3rd math.

Prerequisite/Corequisite 
Flowchart
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BIOLOGY FOR ALLIED HEALTH

BSC 2085 
(Anatomy and
Physiology I)
F, SP, SM-C

BSC 2085L 
(Anatomy and

Physiology I Lab)
F, SP, SM-C

BSC 2086 
(Anatomy and
Physiology II)

F, SP, SM-C

BSC 2086L 
(Anatomy and

Physiology II Lab)
F, SP, SM-C

MCB 2004L 
(Microbiology Lab)

F, SP, SM-C

MCB 2004 
(Microbiology)

F, SP, SM-C

PREREQUISITE/COREQUISITE 

F L O W  C H A R T S

CHEMISTRY: 
CHM 1030 or

CHM1045

ENC 0020 and REA 0002
or appropriate placement score(s)

MAT 0024 or 
placement message

for MAT 1033

Recommended corequisites

Prerequisite

Note: Recommended that courses be taken simultaneously.

or

or

or

Prerequisite/Corequisite 
Flowchart
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CHEMISTRY

MAC 1105 

ENC 0020 and

REA 0002
or appropriate

placement score(s)

MAT 0024

CHM 1045 and 

CHM 1045L
(corequisites)
F, Sp, Sm-C

CHM 2210 and

CHM 2210L 
(corequisites)

F, Sp

CHM 1046 and 

CHM 1046L 
(corequisites)
F, Sp, Sm-C

CHM 2211 and 

CHM 2211L 
(corequisites)

Sp, Sm-C

prerequisite (C or better)

prerequisite (C or better)

prerequisite (C or better)

SCIENCE &
ENGINEERING
MAJORS

CHM 1030
(F, Sp, Sm)

CHM 1020
F, Sp

(not a prerequisite
for CHM 1030 or

CHM 1045)

CHM 1030L
(F, Sp, Sm)

prerequisite

optional 
laboratory

optional 
laboratoryALLIED

HEALTH
MAJORS

LIBERAL
ARTS   

MAJORS

prerequisite

prerequisite
MAT 1033 

prerequisite

solid arrows = required, dashed arrows = recommended

Prerequisite/Corequisite 
Flowchart



www.tcc.fl.edu  |  43   

Career Education 
Programs 

Health Care Professions Division
The Division of Health Care Professions offers programs that prepare students for high-demand careers in the 
following areas: Dental Assisting, Dental Hygiene, Diagnostic Medical Sonography, Emergency Medical Technician, 
Nursing (R.N.), Paramedic, Radiologic Technology and Respiratory Care.

•	Frequent Questions and Answers
1. How long before I hear back about my application?

It may take up to six to eight weeks to receive the admission decision after the published application deadline. 
You will need to submit a separate application form to the program.  Submitting a college application does not 
serve as a health care program admission application.

2. What programs do you offer?
We offer Associate in Science degrees in:

•	 Dental Hygiene 
•	 Emergency Medical Services 
•	 Radiologic Technology 
•	 Nursing (Registered Nurse)
•	 Respiratory Care 

We offer certificate programs in:
•	 Dental Assisting 
•	 Diagnostic Medical Sonography (post-degree)
•	 Emergency Medical Technician  (Applied Technology Diploma) 
•	 Paramedic 

3. How long are the programs?
•	 Dental Hygiene: Once the prerequisites are completed, the program can be completed in 5 semesters. 
•	 Dental Assisting Certificate: Requires one year (3 semesters) to complete. 
•	 Emergency Medical Technology (EMT) Certificate: 2 semesters.
•	 Paramedic Certificate: 4 semesters (after obtaining the EMT certificate). 
•	 Associate degree in EMS: the 6 semesters of EMT and Paramedic, plus the time it takes to complete the 

remaining general studies courses.
•	 Radiologic Technology: After prerequisites are completed, 6 semesters.
•	 Registered Nurse: After prerequisites are completed, full-time, 5 semesters; evening-weekend tract,  

8 semesters.
•	 Respiratory Care: 6 semesters.

4. Is there a waiting list? 
No, the programs do not keep a waiting list as the programs receive more applications than can be accepted. 
Students that are not accepted must reapply.

5. What does limited access or selective admission mean? 
There is a limited number of students that may be accepted into each health care program. The Health Care 
Professions programs require applicants of its programs to meet additional “selective admission” conditions. 
These conditions include the submission of a Health Care Professions Program application and appropriate 
academic preparation. Students must also pass criminal background checks and drug screening, submit records 
of specific immunizations and obtain Basic Life Support certificate before being admitted to the program.

6. What are the deadlines to apply?
Deadlines are printed in the current catalog and are announced on each program’s Web page.  

7. What are the prerequisite courses? 
Prerequisite courses are courses that must be successfully completed prior to admission into a health care 
program.  Successful completion means that you must earn a grade of “C” or better.  Most programs also 
require a cumulative grade point average of 2.5 or better on the prerequisite courses.  Each specific program’s 
prerequisite courses can be found in the catalog and on the Web site under the academic program of study.
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•	About the Simulation Center
We have two simulation labs that collectively house 20 simulators. Each simulator is unique. Our labs contain:

•	 3 LaerdalSimMan
•	 1 METI HPS Adult 
•	 1METI HPS Child
•	 1 METI ECS Adult 
•	 2 METI ECS Children
•	 2 METI ECS Babies
•	 1 Gaumard HAL 9000 
•	 1 Gaumard Noel Maternal and Neonatal Birthing System. 
•	 Gaumard baby, 1-year-old and 5-year-old children

Each simulation lab has a control room equipped with state of the art audio visual equipment. 
 Our Paramedic and EMT labs are equipped with two ambulance “shells.” They are the same height and dimensions 
as a real ambulance and are used during simulations for loading and unloading pre-hospital patients. 
 TCC also has 4 Laerdal AHA approved Heart Code Systems.

Contact Information 
Health Programs Student Specialist . . . . . . . . . . . . . . . . . . . . . . . . . . . 201-8441
Division Location  . . . . . . . . . . . Technology & Professional Programs Building, Room 141
Office Hours .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .Monday-Friday 8 a.m.- 5 p.m.
Mailing address .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 444 Appleyard Drive, Tallahassee, FL 32304
Phone . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . (850) 201-8333
Fax .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . (850) 201-8329
Email . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . healthedu@tcc.fl.edu

Web sites
Dental Programs .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . www.tcc.fl.edu/dental
EMS Programs . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . www.tcc.fl.edu/ems
Nursing  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  www.tcc.fl.edu/nursing
Radiologic Technology .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . www.tcc.fl.edu/radtech
Respiratory Care.  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .   www.tcc.fl.edu/respiratorycare
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Technology & Professional Programs Division 
The certificate, A.S. and A.A.S. degree options provide training for current economic demands as well as future career 
and education goals. Consider enhancing your marketability by including a certificate, A.A.S. or A.S. degree in your 
college credit portfolio by or exploring an area of interest. 

•	Business 
Business Administration A.A.S. Degree – 64 credits   

1. Business Specialist Certificate – 12 credits 
2. Business Operations Certificate – 18 credits
3. Business Management Certificate – 24 credits

Business Management A.S. Degree – 64 credits 
1. Accounting Technology Specialist Certificate –12 credits 
2. Accounting Technology Operations Certificate – 18 credits
3. Accounting Technology Management Certificate – 27 credits 

•	Office Systems Technology
Office Administration A.S. Degree – 63 credits 

1. Office Support Certificate – 12 credits 
2. Office Specialist Certificate – 18 credits 
3. Office Management Certificate – 27 credits 

•	Computer Technology
1. Computer Programming Specialist Certificate –18 credits 
2. Computer Programmer Certificate – 33 credits

•	Networking Services Technology A.S. Degree – 63 credits
1. Information Technology Technician Certificate – 21 credits
2. Information Technology Management Certificate – 30 credits
3. A+ Certification – 3 credits 
4. CCNA  (CiSCO) Certification – 6 credits   

•	Criminal Justice Technology
1. Criminal Justice Technology A.S. Degree – 64 credits
2. Criminal Justice Technology A.S. Degree to transfer to Saint Leo University – 64 credits
3. Criminal Justice Technology A.S. Degree to transfer to Florida Gulf Coast University – 64 credits (up to 72 

credits to earn A.A. at the same time for transfer)
Criminal Justice Technology A.A.S Degree with three (3) tracks: 

•	 Corrections Track – 64 credits
•	 Crime Scene Investigation Track – 64 credits
•	 Law Enforcement Track – 64 credits

           (Earned credit from Academy training)
•	 Crime Scene Investigation Certificate – 28 credits

•	Early Childhood Education
Early Childhood Education A.S.  Degree – 63 credits 
Credentials through DCF

1.  Florida Child Care Professional Credential 
2.  Director’s Credential Course 
3.  Advanced Director’s Credential Course 

•	Engineering 
1. CAD Technology Certificate – 33 credits
2. GIS Technology Certificate – 33 credits
3. Civil Engineering Technology A.S. Degree – 63 credits
4. Construction Technology A.A.S. Degree – 64 credits 
5. Drafting and Design Technology A.S. Degree – 62 credits     
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Contact Information
TPP Divison
The TPP division office is located on the 2nd floor of the Technology & Professional Programs (TPP) Building, 
room 233. 

Office Hours .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . Monday – Thursday, 8:00 a.m.  – 7:00 p.m.
  Friday, 8:00 a.m. – 5:00 p.m. 

Division Office Phone . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . (850) 201-8352

Fax .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . (850) 201-8332

Computer Technology Office
The Computer Technology office is located on the 2nd floor of the Computer Technology (CT) Building.

Phone . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . (850) 201-8495

Academic Counselors . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . (850) 201-8440
  Student Success Center, Student Union Building

Perkins IV Coordinator . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . (850) 201-8966
                        kocha@tcc.fl.edu
  TPP Building, Room 235

•	Graphic Design and Multimedia
Graphic Design A.S. Degree 

1. Graphic Design Support Certificate – 15 credits
2. Interactive Media Support Certificate – 15 credits
3. Graphic Design Production Certificate – 24 credits
4. Interactive Media Production Certificate – 24 credits

•	 Paralegal and Legal Studies
Paralegal and Legal Studies A.S. Degree  – 64 credits

•	 Physical Education and Recreation
1. Recreation Technology A.S. Degree – 63 credits
2. Personal Training Certificate – 15 semester hours  
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TCC Passport
TCC Is Proud to Offer Exciting Technology for Our Students 

•	 Access e-mail, Blackboard and advising and registration with just one sign-on 
•	 Access up-to-date information on your grades, records and available resources 
•	 Access important announcements about campus activities
•	 Plus much more

•	How You Can Sign-on 
•	 Look for the TCC Passport link under the Resources section [lower right corner] of the TCC Homepage 

(www.tcc.fl.edu)
•	 Once on the TCC Passport homepage, click “Sign In” on the left, under Navigation
•	 To access TCC Passport, you must enter your eAccount user name and password
•	 If you do not know your eAccount information, click the link under TCC Passport Logon Instructions and then 

follow the instructions.

•	What You Can Do – TCC Passport Functions
•	 Notice the tabs across the top of your TCC Passport page
•	 TCC Passport – Read announcements, strategies, TCC news articles
•	 My Schedule – Register for classes, view your schedule, view early alert reports and pay for classes
•	 My Success – Complete My Success modules, view advising information, access university transfer manuals and 

view holds on your registration
•	 My Blackboard – Access the TCC Blackboard system – view course updates and share information with your 

instructors 
•	 My Mail – Your student e-mail, calendar and contacts
•	 My Files – View documents saved on the TCC network drive 
•	 My Account- View information related to your TCC finances including tuition and fees and your financial aid 

award status
•	 My Records – View your grades, transcript, degree audit, and placement scores; update your contact 

information, graduation status and eAccount information; update your degree program (program objective)
•	 My Resources – Access TCC and community resources such as the Learning Commons, the library, computing 

labs, health services, the Campus Life office and student services
•	 Groups/Clubs – View TCC club and organization Web pages to learn more about campus involvement, fitness 

opportunities, and student volunteer activities
•	 News – View the archive of TCC news articles

Class Registration Information
•	What classes should I take?
Registering for the correct classes is a critical step toward completing your TCC degree on time. Students who are 
unaware of requirements may find themselves registering for courses not required for their degree or certificate 
program. 

To stay on track with your degree requirements, we recommend a few proven methods:
1. Meet with your academic adviser regularly.
2. Use your degree audit to keep track of your academic progress. You can access your degree audit through TCC 

Passport. The degree audit plugs all of your completed classes into your degree program so that you can see 
what requirements have been satisfied and what requirements you have left to complete. This is an excellent 
resource when planning your schedule. You may also access a transfer evaluation through FACTS.org that will 
show you the courses required for your university major. Go to FACTS.org and select the College Advising 
Tools link on the left side and then choose 2+2 University Transfer Evaluation. 

3. Read your Catalog! Simply find the page where your degree is listed, and you can view a list of all required 
courses for that specific program. From there, you can develop a list of possible classes for the semester.
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•	Tips for Building a Schedule
When building a schedule, remember to give yourself as much balance as possible. If you are taking three very 
challenging courses, you might want to opt for an elective as your fourth class. This will help make sure you don’t 
find yourself too overwhelmed or burned out at the end of the semester. If you’ll be working many hours throughout 
the term, you may decide to take four classes instead of five, as many students find that work and school can be an 
exhausting combination. By taking a minimum number of classes, you can make sure that work will not interfere with 
your progress toward your college degree.

Another good tip is to make sure you select classes that are offered on different days throughout the week. Many 
students begin the semester with an ambitious mind-set, thinking they’ll get all of their classes out of the way on 
Tuesdays and Thursdays. The problem with this plan is that being in class all day becomes quite exhausting. Many 
students in this situation find that by their fourth class, they are missing much of the material. We would suggest 
balancing your classes throughout the week, taking two on Monday, Wednesday, and Friday and two on Tuesday, 
Thursday, for instance. This plan will allow you more flexibility in your study schedule and will prevent you from having 
too many difficult exams on the same day!

•	How do I know if a class is offered?
You can search for available classes through TCC Passport under the My Schedule tab. TCC Passport provides 
students a list of available classes for the term and is instantly updated as class registration takes place. Once a class 
becomes full, it will no longer be displayed as a possible class. This allows students to plan their semester schedule 
based on the classes that are currently available. 

•	What is a registration hold?
A registration hold is a block that has been placed on your record that prevents registration until the issue is resolved 
with the appropriate department.

•	Who can put a registration hold on my record?
Some of the departments that can place registration holds on a student’s record include Campus Life, Cashiers Office, 
Student Success Center, Enrollment Services and Testing, Financial Aid, International Advising, Library and Campus 
Police.

•	How can I get a registration hold removed?
Contact the department who placed the hold on your record. Be sure to do this as soon as possible so you do not 
delay your class registration.

•	How do I register for classes?
TCC students register for classes through TCC Passport. Upon completing the registration process, be sure to print 
a copy of your schedule and fee slip to confirm that you have registered for the correct courses.

1. Go to www.tcc.fl.edu and click on TCC Passport (under Resources Section) and sign in using your eAccount 
username and password.

2. Click on MySchedule tab and then on the Registration Holds radio button (on the right hand side). Select the 
appropriate term to see any registration holds that may stop you from registering. 

3.  Assuming there are no holds on your registration or that the holds have been taken care of, click on the Credit 
Registration radio button to proceed with your class registration.

4.  Select the term for which you want to register for classes.
5.  Use the schedule of classes search engine to view open sections of the class you wish to register for or enter 

the course reference number of the class.
6.  Add selected courses to your schedule.
7.  When finished, click on Save Changes to complete your registration.
8. Online credit card payment can be made by clicking on Payment Info. Retain the confirmation number when 

payment is complete.
9. You may also drop and add courses to your schedule on TCC Passport during the published drop/add period. 

(See the academic calendar for drop/add dates.)

If you encounter any problems registering for classes or have any questions about how to get started, 
call the Student Success Center at 201-8440 or e-mail studentsuccess@tcc.fl.edu.
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Other Frequently Asked Questions
•	How does withdrawing from a class affect me?

•	 If you withdraw from a class after the refund deadline you cannot get your tuition and fees back, and it counts 
as a course attempt. 

•	 If you take a class for the third time you have to pay the equivalent of out-of-state tuition. You only get three 
attempts to take a class. A fourth attempt is only allowed through an academic appeals process for major 
extenuating circumstances.

•	 For financial aid, you need to maintain a 67% completion rate as well as a minimum GPA of a 2.0.  
•	 Make sure to check with your adviser before withdrawing to discuss the full impact of your decision. 
•	 Be aware that TCC does not automatically withdraw students who stop attending classes. Students who stop 

attending without withdrawing will receive a grade of F, unless the instructor has issued an administrative 
withdrawal (AW). Students should always read their course syllabi for instructors’ policies on administrative 
withdrawals.

•	 If you find that personal circumstances cause you to stop attending classes, seek the advice of a personal 
counselor in the Student Success Center as soon as possible. 

•	What are the requirements to receive an Associate in Arts degree?
•	 You must satisfy the CLAST test. Make sure to ask your adviser how this requirement can be met. 
•	 You must have a TCC GPA of a 2.0 and an overall GPA of a 2.0.
•	 You must complete 60 hours of coursework as outlined in the program of study in the college catalog, the 

Associate in Arts degree checklist, and the degree audit.
•	 A minimum of 25% of the degree must be completed at TCC. Since the A.A. degree is 60 hours, a minimum 

of 15 hours must be taken at TCC.

•	What do I need to do to make sure I can transfer to a university?
To be accepted at most universities, you need to satisfy a foreign language requirement. Although this is not 
a requirement for an AA degree, talk with an adviser to make sure you have satisfied the university admission 
requirements. Remember some majors require that you complete a college-level foreign language requirement in 
addition to the admissions requirement.

•	Can I get financial aid in the summer?
Most summer awards are made in the form of student loans. Students interested in summer financial aid should access 
the online summer financial aid application form via their TCC Passport account. This form does not replace the need 
for a FAFSA and for TCC to have a valid ISIR or SAR.

Student Identification (ID)
Your student ID is an automatic number generated for you at the point of admission. This ID number will appear 
along with your name once you login to the TCC Passport at the top of the page. Your Student ID will look like this: 
T00-11-2233. It is important to memorize your student ID number, as it appears on all TCC records and will be used 
to access your records in various TCC offices.
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Course Options
The College makes every effort to make it convenient for students to connect with a “classroom” that best suits their 
needs, providing a variety of opportunities for students to achieve an education.

Express Sessions
Accelerated sections of courses are offered each semester. These classes give students more availability and 
opportunities to take courses. 

Fall/Spring terms: Main Session-16 weeks; Session A-8 weeks; Session B-8 weeks; Session C-12 weeks of class.
Summer term: Session A-6 weeks; Session B-6 weeks; Session C-10 weeks of class.

Inter-institutional Classes with FAMU and FSU
Policies concerning inter-institutional registration have been agreed upon by TCC, FSU and FAMU. Degree-seeking 
students who have completed at least 50 semester hours and have a minimum 2.0 GPA are eligible for this program. 
Students are limited to six hours of inter-institutional course work per semester. For more information, contact the 
Enrollment Services office, 201-8555.

SPI Classes
Self-paced instruction (SPI) courses are independent study courses that allow a student a maximum of 20 weeks 
to complete each course. Students are not required to attend on-campus classes and are allowed to work at their 
own pace. Each SPI course student will purchase a guidebook, available in the TCC bookstore, written by a faculty 
member to help the student complete the appropriate work and readings for the course. SPI courses may require 
textbooks and other materials. Students are required to take tests on campus at the Testing Center. SPI students 
should be highly motivated and self-disciplined, and they must have a cumulative GPA of 2.0 or higher to qualify for SPI 
coursework. Students who wish to enroll in a SPI course must first go to the Student Success Center for advisement 
and sign a course contract. SU 2nd floor, 201-8440.

Study Abroad Program
Students wishing to study abroad can select one of two programs, or both.

1. Humanities Study Abroad. Students can choose elective credit, credit to meet their humanities requirement for 
the A.A. degree or audit. Tour itineraries vary, but past tours have included England, France, Italy and Greece. 
Contact the Communications and Humanities Division at 201-6070 or e-mail cohu@tcc.fl.edu.

2. Spain Study Abroad. This program, for credit or audit, provides students with an opportunity to study the 
Spanish language and culture while residing at and attending a major Spanish University in Madrid with TCC 
professors. Tours vary, but in the past have included such cities as Barcelona, Seville, Granada, Toledo and 
Cordova. Contact Dr. Rosalinda Wright at 201-8357 or e-mail wrightr@tcc.fl.edu.

Telecourses
Telecourses are offered via Comcast Cable channel 22. Telecourses consist of two 30-minute lessons each week. 
Students may watch the class at the scheduled time, record the class lectures for viewing at an alternative time and/
or view the lectures on tape in the TCC Library. Telecourses often involve on-campus group sessions, including a 
mandatory orientation meeting. Most telecourses include help sessions and scheduled examinations. Each course may 
also require a textbook and additional materials.

Students considering a telecourse must be sure they have the motivation and discipline to work in an independent 
environment. The pace of the course will be consistent with on-campus courses. Each telecourse is offered by a TCC 
faculty member who is available by appointment for additional assistance.

Registration for telecourses occurs during regular registration periods.

Traditional Classrooms
Most students attend conventional on-campus classrooms where they can interact with instructors and fellow 
students and enjoy the collegiate environment.

Web-Based Courses
Web-based courses are delivered via the Internet. Lecture material, assignments and other course materials are 
available online. Students will have access to the class instructor and other class members through e-mail and class 
discussion boards. Students considering a Web-based course must be disciplined and motivated and must have good 
time management skills. Adequate computer hardware and software is also required.

Registration for Web-based courses should be completed online during regular registration periods.
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University Partners
TCC has partnerships with the following institutions, making it possible to obtain a four-year degree or higher on 
TCC’s campus. 

•	Barry University
Barry University has had a long history of providing quality education to the south Florida community and now brings 
that same focus on scholarship and service to the TCC Campus. Barry University specializes in degree completion 
for all students with an A.S. or A.A. degree. Classes are structured to assist both older working adults and younger 
students to meet their academic goals. Degree programs of study include professional administration, public 
administration, legal studies and information technology (information systems administration). For more information 
call Dr. John Rushing, 201-2279, or visit the Barry office in the University Center.

•	Embry-Riddle Aeronautical University
Embry-Riddle Aeronautical University’s history dates back to the early days of aviation. It serves culturally diverse 
students motivated toward careers in aviation and aerospace. Its residential campuses in Daytona Beach, FL, and 
Prescott, AZ, provide education in a traditional setting, with a network of extended campuses throughout the U.S. 
and abroad serving civilian and military personnel. Its Tallahassee Teaching Site (TTS) on the TCC campus opened 
in 2001, offering associate and bachelor degrees in professional aeronautics, technical management and aircraft 
maintenance; certificate programs in aviation maintenance, aviation safety, logistics, occupational safety and health and 
supply chain management; and graduate programs. For more information call Rebecca Harrison, 201-8330, or visit 
the University Center.

•	Flagler College
Flagler College began offering bachelor’s degrees on the TCC campus in 2000. Students can earn degrees in Elementary 
Education, Accounting and Business, as well as a degree in the only dual Exceptional Student/Elementary Education 
certification in the region. Nearly 1,000 students have graduated, and approximately 425 students are enrolled each 
year. Day and evening classes are offered, making it possible to complete the degree in 4 or 5 semesters. The evening 
classes are designed to accommodate students who work during the day. Come join the Flagler-Tallahassee family. 
For more information call Dr. John Bruno, Dean, 201-8070, or visit the University Center.

•	Saint Leo University
Throughout its history, Saint Leo University has provided a solid liberal arts education grounded on the 1,500-year-old 
tradition of Benedictine values. By reaching out to students both near and far, Saint Leo lives up to its mission to be 
“a leading Catholic teaching university of international consequence for the twenty-first century.” The opportunities 
at Saint Leo are as diverse as its student population. As Florida’s first Catholic institution of higher learning, it offers 
academic programs that meet the academic, spiritual and professional goals of more than 14,000 traditional campus 
and adult continuing education students. For more information call Matt Hollern, Director, 201-8655, or visit the Saint 
Leo office in the University Center, Suite 136.

I’ve Registered for Classes . . . What’s Next?
1. Pay tuition and fees – tuition and fees can be paid on-line using TCC Passport. Go to TCC Passport, Click 

“My Account” and then on the My Account page the options are listed on the right. All online payments are 
credit card only. To pay fees in person, take a copy of your printed schedule to the Cashier’s Office located on 
the 2nd floor of the Student Union Building. 

2. Obtain your TCC Student Access Card – take a paid fee slip and a photo ID to the Access Card Center 
located on the 2nd floor of the Student Union Building. 

3. Obtain your TCC Parking Decal – take your TCC Access Card, your vehicle tag number and the make/
model of your car to the Access Card Center located on the 2nd floor of the Student Union Building.

4. Buy your books – Take a copy of your schedule to the TCC Bookstore located on the 1st floor of the Student 
Union Building. You can also purchase your books online through the TCC Bookstore website: www.efollett.
com. Under the “Find Your Bookstore” box, select “Florida” and click “go”. Then, in the same box, select 
Tallahassee Community College and click “go”. This will allow you to access the text book data base for TCC.

5. Check your student e-mail – periodically check your student e-mail account for updates or announcements 
from your instructors or college departments like the Cashier’s Office, the Student Success Center, or Financial 
Aid.  
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