NHC CAMPUS FACILITIES AND SERVICES
NORTH HARRIS COLLEGE BOOKSTORE  
281.618.5699
The bookstore offers more than just required supplies and textbooks.  It carries reference, medical, test prep and general reading books.  A wide variety of educationally priced software, NHC clothing and gifts, Hallmark greeting cards and office supplies are also available.  Special orders can often be arranged.  The store accepts cash, checks and credit cards (Visa, Master Card, Discover and American Express).  The bookstore is traditionally open Monday through Thursday, 7:30 a.m. - 8:00 p.m.; Friday, 8:00 a.m. - 3:00 p. m.; and Saturday, 9:00 a.m. - 2:00 p.m.  Summer hours are traditionally Monday through Thursday, 8:00 a.m. – 8:00 p.m.  Hours may be adjusted at the beginning and ending of each semester.  Please advise your students to call 281.618.5699 to verify the current schedule.           Fall 2002
BUSINESS OFFICE  ACAD 103A

 
281.618.5430
Johanna Boley- Associate Business Officer: Financial Services

Payroll Specialist   281.618. 5432

The office is open Monday through Thursday 8:00 a.m. - 7:00 p.m. with limited services after 4:30 p.m., Friday 8:00 a.m. - 4:30 p.m. and Saturday 9 – 2:00 p.m.          Fall 2002
PRINT SERVICES  STSC 105 


281.618.5558 
Print Services is located in Student Center 105, next to the cafeteria.  One-sided copies requested two days in advance are 2¢ per copy and two-sided copies are .015 cents per side.  A rush order is 4¢ cents per copy for one-sided and .035 cents per side two-sided copies.  Walk-up copy service is available from 11 a.m. - 2 p.m. Monday through Friday.  One-sided copies are .025 cents per copy and 2¢ per side for two-sided copies.  Walk-up copy service is limited to 500 8½ x 11 copies per job on 20# white paper only.    Fall 2002 

Copy machines are located in the following campus areas:

Academic Building rooms 160 and 262 

Community Education Building room 212 

Student Center room 200 

Library Building rooms 210B, 209, and 302 

Winship Building rooms 111 and 174 

These machines require a magnetic card available in each division office.  Machines for personal and student use are located in the library.  (See Chapter 8 for duplicating at the off-site Centers.)          Fall 2002

FACULTY STAFF CENTER  LIBR 203  
281.618.5726

An expanding resource at the college, the Faculty Staff Center is a place where faculty and staff can go to get support and training for new initiatives from multimedia presentations to Office 2000, to photo and document scanning, etc.  For more information, contact Myrna Maurer at 281.618.5726.

FITNESS CENTER HPE/K Recreational Sports   

HPE 100







281.618.5651
The fitness center includes a gym, weight room, tennis and racquetball courts and shower facilities.  Each area has open recreation hours for faculty, staff and students.  These times are posted in each area.  Contact Shirley Ennis, Recreational Sports Coordinator and Facilities Manager, 281.618.5659 for further information.

May 2002

NHC FOOD SERVICE  STSC



281.618.5557 

Mary Anne Cardinal, R.D. - Food Service Director 

The North Harris Cafeteria is located on the first floor of the Student Center building.  The food service department offers a variety of dining options: traditional hot lunch style, fast-food grill, full-line soup and salad bar, grab-n-go pre-packaged sandwiches and salads, pizza, and much more.  The cafeteria is open Monday through Thursday, 7:00 a.m. - 8:00 p.m.; Friday, 7:00 a.m. - 1:30 p.m.; Saturday, 7:30 a.m. - 1:00 p.m.  Hours are adjusted during the summer and between semesters.  

The Guest Dining Room and the South Dining Room are reserved through the food service department, ext. 5557.  Catering services from coffee, lunches, dinner, and any other refreshments are available for meetings or special events.  A catering brochure can be obtained by calling ext. 5557, or via the NHC web site:

http://nhc.nhmccd.edu/students/life/nhccafe/index.htm
Coffeeology 101, located on the first floor of the Library building, offers cappuccino, fresh brewed coffee, smoothies, etc.  The shop’s hours are subject to change.  Fall 2002

LEARNING CENTER  ACAD 200


281.618.5445
The North Harris College Learning Center provides support to students and instructors by offering access to a variety of learning resources.  There are 100 plus computers loaded with Microsoft Windows, Microsoft office, e-mail, internet, and subject specific programs in the center.  Student assistants give help with software and the use of all lab facilities.  Learning Center policies are posted in the lab, and individual copies are also available.  Students may check out materials for in-lab use only with a library card.

Assistive Technology Lab
The Assistive Tech Lab, designed for students with disabilities, is located in ACAD-201.  Hours of operation are: Monday through Saturday: 8:00 a.m. – 4:00 p.m.; other times available by appointment.  Services include:

· Assistive/adaptive hardware and software for students to use while on campus

· Use of Comtek units, tape recorders, and other transportable equipment for check out to students on a semester or shorter-term loan program

· Readers/scribes, interpreters, and lab assistants are available in the lab for appointments

Computer Classrooms

Five computer classrooms are available for reservation to classroom instructors from any discipline.  To schedule a room in the Learning Center, contact 281.618.5531.

Open Computer Lab

The open computer lab is located in ACAD-200.  Computers are loaded with Windows 95, MS Office Package, Internet access, e-mail, DIWE, PassKey, Grammar Tools, ALA, and a variety of other tutorial programs.  Tip sheets for using MS Word, DIWE, and e-mail are available.  The computer lab is open to all students, faculty and staff at NHC.  No appointment is necessary.  Student assistants are available to answer questions about the Windows environment and Microsoft Word.  Small group training sessions on Word and e-mail are held throughout the semester.

Math Lab

Located in ACAD-200, the Math Lab hours of operation are; Monday through Thursday 8:30 a.m. – 10 p.m.; Friday 8:00 a.m. – 4:30 p.m.; Saturday 9:00 a.m. – 4:30 p.m.; Sunday 1:00 p.m. – 6:00 p.m.  Services include:

· Free tutoring in mathematics

· Videos, calculators, and textbooks available for in-lab use

· Math 0110 course materials

For more information, contact 281.618.5637 or 281.618.5689.

Writing Center:

Reading, Writing, Critical Thinking

Located in ACAD-204, the Writing Center is open the same hours as the Learning Center.  Support includes:

· Free tutoring in reading, writing, study skills, ESL, Spanish, and American sign language (check main desk for schedules)

· Computer programs, videos, audio tapes, textbooks and handouts on reading, composition, grammar, spelling, study skills, resumes, etc.

· HUMD 0100 course materials

· TASP sample tests and study materials

· GPE practice tests and study materials

· Grammar Hotline, 281.618.5483, available to students who need the answer to one quick grammar question

Additional Resources and Assistance

Additional study materials and tutorial support is available to students enrolled in accounting, office administration, computer science, biology, chemistry, and other science classes.  Services include:

· Free tutoring in accounting, office administration, introduction to computers, chemistry, A & P, microbiology, and general biology (check schedule at main desk)

· Variety of science textbooks, slides, microscopes and other materials available for in-lab use for preparing for lab practicals and tests

LIBRARY
Located on the second and third floors of the Library Building, the North Harris College library contains approximately 67,000 books, 26,000 electronic books, 71,000 government documents, and over 700 periodicals. The library provides access to 100 electronic databases with more than 7,000 full-text magazines titles, most of which can be accessed from anywhere on campus, or at the Centers @ http://nhclibrary.nhmccd.edu/periodicals/database.html or off campus with a valid library card @ http://library.nhmccd.edu/db_title.htm.  

General Information

	* Hours:
	
	Between Semesters:

	Monday through Thursday 

7:00 a.m. - 10:00 p.m.
	
	Monday through Friday 8:00 a.m. -4:30 p.m.

	Friday 7:00 a.m. – 4:30 p.m.
	
	

	Saturday 9:00 a.m. – 4:00 p.m.
	
	


Check the library’s web page for holiday hours or call 281.618.5491.


* Library Phone Numbers:






Library Director: 


281.618.5497

Reference:



281.618.5707 

Instruction:                                       281.618.5725 or 281.618.5487

Circulation: 



281.618.5491

Media Center:



281.765.7928

Reserves:



282.765.7873
Office Coordinator:


281.618.5489

* Library Web Addresses:
Library Home Page:               http://nhclibrary.nhmccd.edu/

Library Services to Faculty:   http://nhclibrary.nhmccd.edu/library/fsservices.html
Library Catalog:                    http://librarycatalog.nhmccd.edu/
Media Department:               http://nhclibrary.nhmccd.edu/media/        

* Circulation Policies

The Circulation Desk is located on the second floor.  Library cards, TexShare cards, intra-library loan requests, fine payments, check-out and return of library materials are handled at the Circulation Desk.   

The following is a list of borrowing periods for library materials:

* Faculty, Staff, and Administration
	Books
	4 weeks, 1 renewal only (requested)

	Instructional A/V
	1 week

	Periodicals
	24 hours

	Reference
	See Reference Librarian for approval

	Government Documents
	See Reference Librarian for approval


* Students and other Patrons:
	Books
	2 weeks, 2 renewals only

	Circulating A/V
	1 week

	Government Documents
	See Reference Librarian for approval

	*Reserves
	(see section listed under Library Materials and Services)


* Confidentiality of Library Circulation Records

Circulation records and other records identifying the names of library users with specific materials are confidential.  Such information will only be released to individuals with the patron's permission.

LIBRARY SERVICES
Audiovisual Equipment and Materials

Media services office is located on the second floor of the library in room 202.  

*AV Equipment Reservations  

281.765.7928 or at http://nhclibrary.nhmccd.edu/media/equipment.html
Equipment for instructional use include TV’s, VCR’s, laptops, data projectors, cameras, slide

projectors, tape recorders etc.

Guidelines For Use
a.
All equipment must be scheduled in advance.

b.
Instructors assume responsibility for the operation of equipment within the classroom, as no staff or student operators will be provided.

c.
Instructors are urged to seek assistance from the media staff in learning how to operate all equipment to be used in the class

d.
All semester-loan equipment must be returned at the end of each semester to the media department.

* Media Production 

281.618.5498 or 281.618.5488

Media production services include creation and production of signs, transparencies, posters, brochures, and audiovisual materials, lamination and audiovisual duplication.

Send explicit instructions by e-mail (e.g. dimensions, format, date needed, etc.) to Drew Hazzlerigg or Reina Peleaz with a contact phone number or complete a production request form available in LIBR-202.  All originals must be sent by inter-office mail or delivered to LIBR-202.

Audiovisual production requests require a consultation meeting.

* Audiovisual Materials Rental, Preview, or Purchase  

281.618.5492 or e-mail Deidre Taylor

* Duplicating Foreign Language Audio Tapes  

Foreign language instructors should direct students to request tape duplication at the second floor circulation desk.  Students must provide their own tapes and complete an order form.  Only three tapes (without plastic cases) will be accepted at a time.  Students may retrieve duplicated tapes at the circulation desk.  Please allow two to three days for duplication.

* Searching for audiotapes, videocassettes, and other AV materials

These materials can be located by subject and/or title using the library’s online catalog.  The catalog can be accessed in the library or remotely through the Internet using the web address: http://librarycatalog.nhmccd.edu/
*Satellite Teleconferences

The media department has satellite down-linking capabilities.  Faculty may request educational programming to be recorded off-air or to be broadcast live by calling Drew Hazzlerigg at 281.618.5498.  The payment of any fees associated with the downlink is the responsibility of the requestor.  All copyright considerations apply.

Library Materials and Services
* Reference and Circulating Books

The reference and circulating book collections are located on the second and third floors of the library building.  Books not designated as reference may be borrowed by students, faculty, staff, and community patrons.  Books and audiovisual items may be requested from Kingwood, Tomball, Montgomery College or Montgomery Public libraries.  Allow two days to three days for an item to arrive at NHC if it is currently available at one of the other colleges or from Montgomery County Public Library. Materials from an NHMCCD Library or the Montgomery County Public Library may be returned to any NHMCCD campus library or to any Montgomery County Public Library.   
* Interlibrary Loan

281.618.5707 or 281.618.5725
Interlibrary loan is available to the faculty, staff, administration, and students of NHMCCD and its affiliates.  Please prioritize interlibrary loan requests and limit them to 5 requests at a time.  Interlibrary loan borrowers must have a valid NHMCCD library card and no overdue library books.

* TexShare

Through the library’s membership in TexShare, NHMCCD full-time and adjunct faculty and students may request a TexShare card in order to request borrowing privileges at other Texas college and university libraries.  Apply for a TexShare card at the Circulation Desk.  Privileges associated with these cards are determined by each participating library and may vary between libraries.

* Government Documents Collection 
The library serves as a selective United States government depository, receiving approximately twenty-five percent of the items available to depository libraries.  Also, a collection of selected Texas documents is available in microfiche and paper.  Most of the documents appear in the library catalog by subject or title.  Federal documents are available in paper, microfiche and CD-ROM.  Many popular government publications are available electronically from the library’s Government Information web page at http://nhclibrary.nhmccd.edu/govinfo/index.html.  The government documents collection is located on the third floor of the library.

* Periodicals

Most paper and microform magazines, journals, and newspapers are located on the second floor of the library (exceptions are U.S. document and reference periodicals). Check the Periodicals Holdings List for titles available in the district libraries.  Electronic full text magazines and newspapers are available in the library’s online databases through the library’s web page http://nhclibrary.nhmccd.edu/.

* Online Databases 

More than 100 periodical and book databases are available for searching from home, office and lab computers at North Harris, Parkway, and Carver Centers as well as in the library. These databases can be accessed by choosing Online Databases on the library’s web page at: http://nhclibrary.nhmccd.edu.

Several additional comprehensive electronic databases are available in the library only. 

These include First Search and WESTLAW.  First Search is a collection of online databases on various subjects. It may be used when other library resources do not contain sufficient information on a topic.  First Search is available for use by faculty and students with a librarian's assistance.  WESTLAW is a comprehensive database of primarily legal materials such as federal and state statutes, caselaw as well as full-text legal, and general interest periodicals.

 * Reserves   

To provide students with equal access, please consider placing high demand course-related materials on reserve for use in the library for limited periods. If you have one or several short stories, novels, or other topics that classes are researching simultaneously, please visit the library to collect and/or deposit the supplementary materials that students will need to use.   

The library complies with U.S. Copyright Law with regard to Reserve items.  According to Fair Use Guidelines and U.S. Code 17, the following items may not be placed on Reserve without first gaining permission from the copyright holder:

1.
Copies of the same article or book chapters on Reserve for more than one semester

2.
Copies of several articles on the same topic so that they form a course packet

Copies of “consumable” items such as workbooks, exercises, standardized tests, test booklets, or answer sheets may not be put on Reserve or copied for classroom use. 

District copyright policies are covered in the NHMCCD Policy Manual, Section EDD and can be found on the web at: http://www.nhmccd.edu/DistrictOffice/Publications/policy/E/edd.html.  
Students can locate the reserve materials in the library’s online catalog (Reserve items may be borrowed at the second floor Reserve Desk.

Circulation Options for Reserves:  2 hour, 1-day, 2-day, 3-day, or 28-days

Fines for Overdue Reserves: 50 cents per hr for hourly reserves,  $1.00 per day for daily reserves
* Library Hours and Events

Special (holiday) hours of operation and/or events listings are available on the library’s web page: http://nhclibrary.nhmccd.edu/
Library Instructional Services
* Library Class or Tour Requests 

http://nhclibrary.nhmccd.edu/library/instruction/request.html 

or 281.618.5725 or 281.618.5487

Hands-on library classes can be tailored to the needs of your students, upon request. With sufficient advance time, handouts or worksheets or webpages can be created to meet the particular needs of your class.  

To schedule a class session for library instruction, faculty may place an online request or e-mail Olia Palmer or Carolyn Jacobs.  Please provide a description of the assignment or subject/topics; type (tour or class), date, and time of session preferred; and your daytime phone number.  Allow sufficient time for preparation of special topics classes.

A library web page targeting independent Internet research also includes selected Internet research sources and a World Wide Web Class outline: http://nhclibrary.nhmccd.edu/research/class/netclass.html 
*Reference Assistance  

All reference librarians are able to assist with Internet search strategy and location of specific items for faculty, staff, students, and administration. 

The librarians offer an electronic Chat with a Librarian service during all hours that the library is open. The service is available from the library’s home page and from the online database page.

*Distance Learning

Distance learners may access several of the library’s online databases remotely at http://library.nhmccd.edu/db_title.htm.  Students may also contact a reference librarian for assistance at nhc.libweb@nhmccd.edu.  In addition, over 26,000 electronic books are remotely accessible through the library’s netLibrary database, after the student has registered for the service at the netLibrary website.

A web page devoted to the needs of distance learners can be found on the library’s homepage: http://nhclibrary.nhmccd.edu. Contact Pradeep Lele, 281.618.7123, for more information about services to distance learners.       
* Special Assignments

If you revise or add new assignments to your syllabus, please visit or telephone the reference librarians at 281.618.5707 to determine if materials are available in the library to support the assignment.  Upon request, the librarians will attempt to secure supplementary materials through interlibrary loan or new acquisitions.

Collection Development and Maintenance
* Division Librarians 

	Sarah Naper                  
	281.618.5490     
	Government Documents, Business & Social Sciences

	Pradeep Lele
	281.618.7123
	Math & Natural Science, Computers  & Technology

	Monica Norem
	281.618.5484
	Visual, Applied & Performing Arts

	Olia Palmer
	281.618.5725
	Nursing, Allied Health & Kinesiology, Parkway and Carver Centers

	Carolyn Jacobs
	281.618.5487
	Languages & Communications, Our Lady of the Lake University


* Existing Collection Review

To provide a balanced, up-to-date collection, please review the current library holdings in your subject area by searching our online catalog.

 @ http://librarycatalog.nhmccd.edu 

or viewing the collection in the library.  Make note of needs for new editions or supplementary titles to improve a subject area.  Notify your division librarian (see list above) about titles that should be withdrawn from a collection. 

* New Book Requests

A librarian (see list above) is assigned to coordinate various library functions with each division.  Each division is allotted a portion of the library materials budget for new acquisitions.  The ordering cycle begins in September and ends at the end of February.  Please request books as soon as the need arises, so that they may be ordered and processed as quickly as possible. Requests made after February may be held until funds become available at the beginning of the next academic year.

The library receives CHOICE book review cards that are distributed to Divisions for review and purchase.  Librarians will refer other items of interest from review journals or publishers catalogs to specific faculty members.  Please return faculty book selection cards and other purchase suggestions to the librarian assigned to your division.  Books are ordered on a regular basis.  After book orders are processed, please allow several weeks for receipt of new books. Currently, a new book section is provided for patron review in the leisure reading area on the 2nd floor.  Also, a selected new library materials list is distributed each month online .

 @ http://nhclibrary.nhmccd.edu/new/newmaterials.html
*Instructional Video Requests
Each division is allotted a portion of the library’s audiovisual budget for purchase of non-print, supplemental classroom material.  These materials may be requested through Deidre Taylor, 281.618.5492.  Catalogs are available in the media department and Deidre Taylor can assist with locating non-print titles.

Copyright Laws

Employees of the District must comply with provisions of the United States Copyright Law.  District copyright policies are covered in the NHMCCD Policy Manual, Section EDD and can be found on the web at: http://www.nhmccd.edu/DistrictOffice/Publications/policy/E/edd.html.  These policies are based on the 1976 Copyright Law (17 U.S.C.) and are followed by the District libraries.   (For further information see Chapter 6, 6-10.) 

6/2002
MAIL ROOM   Physical Plant  


281.618.5553
The District maintains an inter-district courier service that facilitates timely correspondence between the colleges and the district office.  On the campuses, items sent via interoffice mail receive next day service if mailed by 9:30 a.m.  Place mail in mail folders found in division offices.  The inter-district courier delivers U. S. mail to the central facility for sorting and stamping.  For school business, postage is charged to department and division accounts.        Fall 2001

STUDENT SERVICES LIBR 105


281.618.5416
Vice President of Student Organization and Development: 

 Dr. Bennie Lambert

Student Services is home to:

	Admissions
	Career Services
	Disability Services

	Advising Center
	Counseling Services
	Financial Aid

	Assessment Center
	Counseling Speaker List
	Lost and Found

	Multicultural Services
	Student Organizations
	Student Success Center

	
	
	


Each area is unique in the services performed for our students:

Admissions  ACAD-105,  281.618.5412
This office does the necessary paperwork to admit students to North Harris College and keep their records up to date, including but not limited to:

1) Mailing and receipt of applications

2) Receipt of all transcripts from other colleges

3) Changes in address, major, and TASP status

4) Distribution and receipt of applications for graduation

Advising Center ACAD-105E,  281.618.7125

1) Processes Registration forms, Add/Drop forms, Excessive Absence forms

2) Provides academic and TASP advising

4) Evaluates transcripts and transferability of North Harris College courses

5) Acts as problems solving center for all

6) Assists in formulating degree plans

Each student is encouraged to file a degree plan after completing 30 semester hours.  Students will follow the degree plan under the catalog of the year they enrolled or under any subsequent catalog provided the program and requisite courses are still being offered.  If a student fails to complete within five years all requirements of the catalog in effect at the time of initial enrollment, the student will be required to graduate under a catalog not older than five years.

Assessment Center  ACAD-102,  218.618.5744 (see appendix Referral Form)

The Assessment Center administers assessment, make-up, flex-study, and distance learning tests.  The Assessment Center is located in the Academic Building in room 102.  We have made a couple of changes for the 2002-2003 year to make the center more effective for both the faculty and students.  The schedule and guidelines are as follows:

	Monday
	7:00 AM - 9:30 PM

	Tuesday
	8:30 AM - 8:00 PM

	Wednesday
	8:30 AM - 8:00 PM

	Thursday
	7:00 AM - 9:30 PM

	Friday
	8:30 AM - 4:30 PM

	Saturday
	9:00 AM - 3:00 PM

	Sunday
	Closed


Faculty Guidelines
1. All tests should be delivered in person or by interoffice mail, no faxed test will be accepted.

2. Instructors must complete a Referral Form specifying the students permitted to take the test, the number of tests sent to the center, test guidelines, materials allowed, and special services.

3. The assessment center will not administer any test without a completed referral form, class roster on file or the name of the students permitted to take the test listed on the referral form.

4. Instructors must indicate on the referral form what they would like us to do with the completed test (interoffice mail it to their office or hold in the center for pickup).  The week of finals (fall & spring only) all test will be held in the Assessment Center for pick up.   

5. Instructors must make special arrangements for any (taken or untaken) test which are not picked up by the end of the semester; otherwise the Assessment Center will return all test to the instructor’s mail box via interoffice mail.

6. The Assessment Center does not accept or issue any non-testing materials such as syllabi, projects, take-home test, or homework.

7. There will be no entire class testing in the Assessment center for any classes that are not flex-study or distance learning classes.  

8. There will be no “anyone requesting” accepted.   

9. The Assessment Center will provide the instructor with an incident form stating any problems or special concerns.    

For more information contact Anabell Hernandez at 281.618.5744. 

fall 2002

Financial Aid Office  ACAD-101; 281.618.5464
This office handles all forms and information to assist students with applying for and receiving all available financial assistance.  North Harris College participates in programs that provide aid through government grants, scholarships, part-time employment on-campus, and loans.  Students choosing to apply for these programs should contact the Financial Aid Office well in advance of registration.  Faculty members who are faced with students who have financial problems in their class are encouraged to contact Ken Feld ext. 5460 to determine if a temporary or permanent solution can be found.

The Financial Aid office is located in ACAD-101 and is open Monday through Thursday 8:00 a.m. - 7:00 p.m. and Friday 8:00 a.m. - 4:30 p.m.  Priority is given to those students who apply and complete the process prior to April 1.

Lost and Found  LIBR- 105, 281.618.5416
The lost and found area is located in the office of the Vice President, Student and Organizational Development.   Fall 2002

Student Success Center  ACAD- 104, 281.618.5481

A variety of services are offered through the Student Success Center:

· Career Services

· Counseling Services

· Disability Services

· Multicultural Services
· New Student Information Session (NSIS)
Career Services  ACAD-104,  281.618.5691
The Career Services Office contains excellent printed, computerized, and video career information designed to familiarize students with careers or majors they are considering. The Center provides career counseling and testing, resume writing, interviewing assistance, and career exploration classes that help students learn how to choose a career. Our career library contains over 400 books describing over 12,000 different career fields. 

Career Services staff is available for class presentations, can work with you to develop assignments that incorporate career choice activities with your class objectives, or give tours of the Center. They would be happy to talk to you about ways they can better inform your students about the career options available to them.

Research tells us that one of the main reasons students drop out is that they do not have a career goal. You can help our students by taking a minute out of your class time to tell them about the Center.

If you are interested in finding out how Career Services can best assist you or your students, please contact Linda Gooding at ext. 7197, Gloria Mallett, ext. 7147.

Counseling   ACAD-104,  281.618.5428
The counseling center provides individual attention to all students enrolled in the college.  Faculty members are encouraged to refer students to Counseling if these services will be of benefit to the student.  The hours are Monday - Thursday 8:00 a.m. - 8:30 p.m. and Friday 8:00 a.m. - 4:30 p.m.  Services include:

1.
pre‑enrollment counseling 

2.
educational counseling 

3.
academic advising/academic performance 

4.
career advising/goal-setting

5.
transfer information

6.
short-term personal counseling 

7.
referrals

8.
testing

For security purposes all counseling measurements (personality, aptitude, achievement, interest, etc.) must be administered by members of the NHMCCD counseling staff.  This policy includes individual and group testing.


Counselors’ Speaker List  
Counselors are available to present lectures and workshops on a variety of subjects related to their fields of expertise to enhance classroom instruction.  Some possible topics include identification of personality type, learning styles, study skills, stress management, conflict resolution, self-esteem, and career planning.  

Workshops

The Counseling Office offers a variety of workshops led by a counselor or faculty member on topics that are commonly problematic for college students.  Students can check the counseling office for this semester's schedule of workshops. 

Recent topics have included



Test Anxiety



Memory Techniques



How to Write a College Paper



Time Management



Procrastination



Undecided Majors



Note Taking



Self-esteem

DISABILITY SERVICES OFFICE

North Harris College is committed to providing accessible educational opportunities to students with disabilities.  Both the Americans with Disabilities Act and Section 504 of the Rehabilitation Act require postsecondary institutions to assure equal access for students with disabilities to all classes, labs, and activities.  The Disability Services Office, located in A-104, is available to assist the students and the faculty in working towards equitable access for all.   If a student reveals special needs due to a disability to his/her professor, the faculty member should refer that student to the Disability Services Office so that accommodations can be coordinated.

The Disability Services Office includes counselors Theresa Johnson, Sandi Patton, and Sally Cravey who specialize in working with students with disabilities, Interpreting/Captioning Services, The Assistive Technology Lab, and the Postsecondary Education Consortium Statewide Outreach and Technical Assistance Center.  The counselors within the office coordinate accommodations for students with disabilities.  Students are provided a checklist of accommodations to share with each professor.  Accommodations may include services, such as interpreters or captionists for the deaf/hard of hearing (coordinated through Interpreter/Captioning Services), readers, scribes, or student assistants.  Frequently, accommodations may include modification of the testing process.  These modifications may include, but are not limited to, extended time for testing; tests in a separate room (usually the Assessment Center); or tests in an alternate format such as Braille, large print, taped.  The counselors in the Disability Services Office are also available to provide support and assistance to faculty members in meeting the needs of students with disabilities and may be contacted at  281.618.5428, ACAD-104.

The Assistive Technology Lab, located in the Learning Center, ACAD-200, 281.618.5745, provides students with disabilities access to assistive technology and equipment. Through the lab, students are trained in the use of this equipment, promoting accessibility of classes and labs. The lab also assists faculty in converting standard print materials to alternate formats (Braille, large print, taped) for tests, handouts, syllabi, etc. 
Registrar’s Office ACAD-105,  281.618.5412
The Registrar office is responsible for all computer-generated reports that instructors receive throughout the semester (i.e., class rolls, grade summaries, grade changes, notification of student drops) and state reports as needed for the district.

Student Organizations
Students taking courses that particularly interest them can enrich their knowledge and appreciation of the subject by joining a related school‑sponsored organization.  Check the NHMCCD Bulletin for a list of these organizations and see the Vice President Student and Organizational Development, LIBR-105, for details on which organizations are active.       Fall 2002

Support Groups
NHMCCD serves a broad range of populations.  Many have special needs that can be addressed in a support group setting.  Check NHC counseling office for the support groups that are active.  Displaced homemakers, disabled students, single parents, and international students have benefited from knowing that they do not face their problems alone.

W.I.N.G.S.  ACAD-106; 281.618.7110       

Women’s Information Network for Growth and Support:  Junior League of North Harris County volunteers act as mentors and provide support and encouragement to women in transition and to facilitate opportunities for participants to network.
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