


What is College of the Air?

Through a partnership with the Correctional Education Association, the Wisconsin Department
of Corrections, and the Milwaukee Area Technical College, a process has been established to
provide college credit-bearing courses to subscribing facilities via the satellite services of the
Transforming Lives Network. Milwaukee Area Technical College is the largest two-year
community-based technical college in the Midwest, serving more than 56,000 students per year.
MATC is accredited by the North Central Association (NCA) of Colleges and Schools,
Commission on Institutions of Higher Education. MATC has received 10-year reaccreditations
from the NCA since 1958 and was the first two-year college in the country to earn NCA
accreditation. MATC is committed to developing and maintaining high standards of excellence.

College of the Air courses combine the viewing of video programs, readings from texts and
study guides, course activities and assessments.

Site Preparation

Space and schedule time is needed for:
e viewing broadcasts
studying course materials
researching for assignments
preparing papers and assignments (computer access preferred)
taking exams/tests

Set up space in your library, classrooms, or computer labs for class and coursework activities. A
television is necessary in the viewing area to watch class sessions; a DVD burner or VCR is
handy to record broadcasts. (See: Equipment section below for more information on the
necessary and/or optional equipment).

Communication among all personnel who will be affected by the COA program (library

personnel, education officers, unit staff, and security) is crucial. Every effort should be made to
promote open communication among all parties.

Equipment/Technology

TLN satellite system and television monitors are needed for broadcast to inmate cells or viewing
areas for weekly programs. VHS recorders or DVD burners are beneficial to record the
broadcasts for later viewing onto tapes, DVD-Rs or DVD-RWs. DVD players are helpful for
watching recorded broadcasts, and headphones with splitters allow more than one student to
watch on a DVD player at a time. Students will also need access to computers for word
processing class activities and using CD-ROM companions that come with text-books and
courses, and for certain courses that are CD-ROM based (specifically some math courses).



Staff

Essentially, only two people are needed to make the COA program work — a site coordinator and
a back-up site coordinator. But in reality, many people are involved helping to ensure the smooth
functioning and success of the program.

- Site Coordinator - necessary to coordinate the program logistics at each site

- Back-Up Coordinator - must be able to fill in when the coordinator is absent; aware of
site coordinator duties and assists however necessary. Their responsibilities include but
are not limited to:

Interviewing, selecting, advising, and registering students

Acting as liaisons between students and instructors

Record keeping of submitted assignments and grades received

Forwarding assignments/exams and questions to instructors

Distributing returned assignments/grades and answering questions to students

Creating a video viewing schedule for librarian

Proctoring tests

Recording (on DVD or VHS) course sessions broadcast on TLN

Ensuring TLN is functioning/broadcasting properly and troubleshooting instruction

delivery issues between the site and TLN

Keeping abreast of committee decisions affecting the program

e Reporting to Education director regarding the program

e Providing Education officer with schedule of when students are to report to school for
testing or other COA purposes

Depending on the security level of the institution and operating procedures, the following staff
may assist with the College of the Air Program:

- Teacher - monitors a student’s involvement, acts as a facilitator/counselor, answers
questions, and gives guidance. They also proctor tests when needed.

- Education Officer - keeps track of when students will be in school, calls them to school
if/when unscheduled meetings are held, and determines the location of any students who
do not show up for scheduled meetings.

- Librarian - oversees the showing of VHS/DVD’s via institution television and approves
student requests for extra library time so that they can view VHS/DVDs in the library at
times other than regular viewing times.

- Library Clerk (inmate) - selects the correct course session to be shown at the correct time,
keeping track of VHS/DVDs, and checking out VHS/DVDs to instructors who want to
show course sessions in their classrooms at specific times.

- Library officer - supervises inmate clerk who tracks VHS/DVDs. Some inmate clerks
operate the VHS/DVD players and must be supervised by the Library officer when doing
SO.

- Unit Manager - fields questions from students on the unit, such as approving weekly
inmate-led study sessions. (In one situation, a student requested to be moved to another
unit where other COA students lived to get additional academic support. The Unit
Manager approved this move.)



- Unit Officer - volunteers to supervise inmate-led study sessions; notifies students of
unscheduled meetings, and helps them with their studying, if needed.

- Classroom Tutor - volunteers to sit in on inmate led-study sessions to assist as needed;
updates teachers on student attendance progress of study sessions.

- Security Supervisor, Deputy Warden, and Warden - approve special requests, (i.e. study
sessions and movies being shown as a part of the curriculum).

Student Selection

The Wisconsin Department of Corrections currently uses the *“Workplace and Community
Transition Training for Incarcerated Youth Offenders (IYO)” Grant for College of the Air
Programs for inmates. Each state will need to determine its own eligibility criteria for College of
the Air programming.

The following are considerations for selecting 1YO participants:
To be eligible for I'YO funding, a student must meet the following requirements:

Less than 26 years old

Eligible for release from prison in 5 years or less

Serving enough time in order to complete a vocational program or academic class
Has a high school Diploma or GED/HSED

Potential students are then interviewed by Site Coordinators to determine if they have the
motivation/orientation required for the program. Students chosen for the program by Site
Coordinators must be approved for behavioral/conduct issues, and once final approval is given
by the institution, students are able to register for classes.

Course Registration

All 3 Credit courses are $325. Course fees do not include textbooks.

Please complete the MATC Registration Form

PDF (http://coa.matc.edu/PDF_documents/registration.pdf)
http://coa.matc.edu/Word_Docs/registration_form.doc) and send with check, money order, or
purchase order to:

MATC COA
700 West State Street
Milwaukee, W1 53233

Institutions registering more than one student should send all registration forms together with a
Site Registration Summary form
http://coa.matc.edu/PDF_documents/Site Registration_Summary.pdf




Textbooks and other required materials for each course will be identified at
http://coa.matc.edu/Textbook.asp. Books may be ordered through MATC’s bookstore at
http://www.matc.edu/collegestore/collegestoremain.html, directly from the textbook publisher,
or from any online book seller.

When registrations are processed, student will receive a welcome letter via mail. Please ensure
that students use their Correctional Facility name and mailing address on the registration forms
as final grades will be mailed directly to them at the address indicated.

Note: Registration is not complete until payment is received.

Program Admission Procedures

Steps in applying for Admission to the Associate of Arts Program (A.A.) after 12 credits of COA
courses have been completed successfully

Step 1. Complete 12 credits in the A.A. course sequence (COA program).
Note: Do NOT apply until the semester when the twelfth credit will be completed.

Step 2. Complete the application.

http:/coa.matc.edu/PDF_documents/ADMIT_Program.pdf or
http://coa.matc.edu/Word_Docs/ADMIT_Program.doc

Step 3. Include official high school transcripts indicating graduation date, GED/HSED
certificate, and/or prior college transcripts (if applicable). Note: It is the student’s responsibility
to supply MATC with these items attached to his/her application. Once transcripts from other
institutions have been provided to MATC, they become the property of MATC, will not be
returned, and cannot be copied nor forwarded to other educational institutions. An unofficial
MATC transcript may be provided if student cannot exercise his/her rights under FERPA to
inspect and review his/her record. Transcripts from external institutions are shredded after three
years of inactivity.

Step 4. Return completed application, together with student’s transcripts and the nonrefundable
application fee, by mail. Apply as early as possible. Applications are processed in the order they
are received.

Step 5. After application is received and all materials are processed, student will be notified by
mail of acceptance. Student must meet program entrance requirements in order to be placed on
waiting lists for technical/clinical courses.



Admission Requirements

Applications for admission to programs are accepted throughout the year. The one time $30
application fee will be waived for students taking the classes via the Transforming Lives
Network.

Students following the Associate of Arts (200 series) program should be high school graduates or
have a GED certificate. Courses that have prerequisites are indicated with a star symbol after the
course name.

Minimum Age Requirement — In compliance with state statues, MATC will not enroll any
person who has not attained the age of 16 years by the starting date of the class for which s/he
has made application.

Course Instruction

Course instruction is done through the broadcasts and by the instructor from MATC, who
communicates with students through written comments on assignments, introduction videos, and
companion CDs. Teachers and tutors should be available at each local site for additional support
beyond the given instruction as needed. Students can contact the course instructor with questions
via phone, email or fax through the site coordinator.



Typical Course Delivery

Most courses include a textbook, televised (and/or recorded) course broadcast, workbooks, and
CD-ROMs. Courses are presented at a standard college freshman/sophomore level. Students
watch 2 30-minute broadcasts per week for approximately 13 weeks on the Transforming Lives
Network. Papers and projects are assigned as in a normal class, but with the understanding that
research materials are limited at most institutions. Essays and multiple choice exams are included
in the course curricula, and all tests and assignments are sent to the instructor at MATC who
does all grading.

Each semester a certain subset of the courses will be offered. Not all courses in a Certificate are
offered during any given semester. Please refer to the web site for further information about that
semester’s offerings http://coa.matc.edu/schedule.asp.

Course descriptions for the first 8 courses, which comprise the first General Education
Certificate offered in the program, are as follows:

ENG 201: English 1 (3 Credits) - This is an introductory course emphasizing thinking processes and practice in
organizing ideas, documenting sources and developing clear expository and persuasive writing. Examination of
content and structure of essays will provide background for writing. Instruction is provided for the improvement of
sentence structure and usage.

SPEECH 201: Elements of Speech 1 (3 Credits) - The purpose of this course is the development of speaking skills.
Stress is placed upon speech content, organization and delivery. Growth in poise and confidence is a major goal of
this course.

HIST 211: America Through 1877 (3 Credits) - A survey of the history of the United States from 1500 to 1877.
Emphasis is placed on colonial development, the movement for independence, and the establishment of government
under the Constitution. Special attention is devoted to the evolution of political democracy, economic developments,
the emergence of the sectional controversy leading to the Civil War, and the period of Reconstruction that followed.

MATH 113: Applied Algebra (3 Credits) - Topics include the real number system; solving linear, quadratic, rational
and radical equations; formula rearrangement; graphs; systems of equations; applied general and technical problems;
and an introduction to the graphing calculator.

ECON 201: Principles of Microeconomics (3 Credits) - This course covers the following topics: price mechanisms,
price determination in the products and factors markets, analysis of market structures, business decisions with regard
to cost analysis, output determinations, and employing factors of production. Other topics such as regulation vs.
deregulation, international trade, and economic development will also be discussed.

PSYCH 231: Introductory Psychology (3 Credits) - This contemporary survey course presents the basic theory,
concepts and methods being used in scientific psychology today. Selected topics include methodology, physiological
psychology, development, motivation and emotion.

SOC SCI 217: Valuing Diversity (3 Credits) - Emphasis is placed on common elements among individuals and
groups of people. Programs provide sociological lessons dealing with race, social class, age, gender, sexual
orientation and the sociology of minorities.

MATH 200: Intermediate Algebra (4 Credits) - Topics include set operations, properties of real numbers, order of
operations, linear equations and inequalities, algebraic solution for systems of linear equations and inequalities,
relations, functions and their graphs, operations with polynomial and rational expressions, operations with rational
exponents and radicals, algebra of functions, inverse functions, logarithmic and exponential functions and equations,
conic sections, and a wide variety of applications in all topic areas.




Grades

At the
mailed

end of each semester, grades will be sent out in two ways: “Official” grades will be
to students at the institution mailing address (as designated on MATC registration form),

and “unofficial” grades will be sent out on a class roster to the Site Coordinators at each
individual site. Site Coordinators can inform students of their grades received, but “official”
grades will not be received until later via mail.

Grades are based upon quality and quantity of achievement of the course objectives as defined in
the course syllabus. Letter graders are given the following grade-point values:

Grading System Information
Grades/Grade-Points

A 4.00 Superior
A- 3.75
B+ 3.25 Above Average
B 3.00
B- 2.75
C+ 2.25 Average
C 2.00
C- 1.75
D+ 1.25 Below Average
D 1.00
D- 0.75
U 0.00 Unsatisfactory/Failing
P Pass
I* Incomplete
W Withdrawal (Courses a student withdraws from
during the refund period do not appear on transcripts)
CE Credit by exam or experiential learning
WE Work experience
AU** Audit
TE Transfer Courses

**

An Incomplete (1) may be given if student has satisfactorily carried a course until near
the end of the semester and has made arrangements to complete the course requirements
prior to the end of the following semester. An | that is not removed from transcript within
one semester will become a U for scholarship purposes.

Students may audit a course if they do not want to receive credits or an achievement
grade.



MATC Course Policies

Advanced Standing:

Transfer Credit

MATC will award transfer of credit from accredited technical colleges, colleges, and
universities. This applies to those institutions listed in the “Transfer of Credits Practices of
Designated Educational Institutions,” American Association of Collegiate Registrars and
Admissions Officers. Credits are accepted with the provision that they will apply to courses at
MATC as either required or elective courses. There is no fee for advanced standing by transfer of
credit.

Credit for military service school may be allowed in conformity with the ACE Office of
Educational Credits as outlined in “A Guide to the Evaluation of Educational Experiences in the
Services.” Credit for non-collegiate courses offered by business, industry, and government
agencies may be allowed in conformity with the ACE Office of Educational Credits as outlined
in the “National Guide to Credit Recommendations for Non-collegiate Course” and “Defense
Activity for Nontraditional Educational Support” (DANTES).

Credit by Examination / Challenging a Course

Students may earn advanced standing by demonstrating ability in a specific subject through
credit by examination. Subject examinations may be written, verbal, practical, or any
combination. There is a nonrefundable fee for each examination. The fee does not apply to
course fees. The most common examinations include the College Level Examination Program
(CLEP), Scholastic Aptitude Test (SAT) Il, and Advanced Placement (AP) exams.

Credit for the CLEP general or subject examinations will be granted for advanced standing.

Substitution
One or more MATC course(s) may replace another MATC course. Students will earn the grade
and credit of the course taken. There is no fee for substitution.

Work Experience Evaluation

Students may receive credit for work experience. Evaluation of work experience will be
conducted by the instructional dean. A list of the course requirements will be provided to the
applicant by the instructional dean/associate dean. These requirements may be verified by one or
a combination of the following: oral interview, employer’s verification of work experience,
written documentation and/or work sample, and/or skills demonstrated to an instructor or dean.
There is a nonrefundable per credit fee for each evaluation. The fee will not apply to course fees.

Course Withdrawal:

Students who choose to drop a class must fill out an official MATC form to do so. Classes
dropped before the beginning of the class will be fully refunded when students submit a Course
Change Form http://coa.matc.edu/PDF_documents/Course_Change_Form.pdf or




http://coa.matc.edu/Word_Docs/Course_Change_Form.doc. Students who drop classes after the
beginning of the class will receive a “W” on their transcript, but will not be refunded for the
course. Students may withdraw from a course until two weeks before the last day of the semester
(or one week before the end of the session during the summer semester) without affecting their
grade-point average. Students must officially withdrawal by completing the official Course
Change Form.

If a student cannot complete a course in the current semester but doesn’t wish to drop it
completely, they may request a 1-semester extension and receive an “I” on their transcript that
semester for the incomplete course. The student then has until the end of the following semester
to complete the course (not including the summer semester; therefore, if a student requests an
extension in the spring semester, they have until the end of the following fall semester to
complete the course).



Records Kept

MATC Academic Records are kept on permanent file in the Registration and Records office at
the downtown Milwaukee Campus. All requests for transcripts must be submitted in writing, in
person, or by mail; telephone requests will not be honored. The current charge for each official
transcript of record is $7.50; same-day service is $10 for the first copy, $7.50 each for additional
copies. Financial obligations to the college must be cleared before a transcript will be issued.

Include with transcript request: name (when you attended MATC), student ID or Social Security
number, birthday, first and last years of attendance, complete mailing address, and appropriate
fee. Payment can be made by check, MasterCard, Visa, Discover card, or money order.
Transcripts may also be requested via fax. Call 414-297-6416 for an information recording.

Certificates/Degrees

Through the COA program, students can earn three general education certificates, leading up to a
full 2-year Associate of Arts degree. As each student progresses through the courses, a certificate
is earned after 22 credits. At 12 credits a year, it would take about 5 %2 years to earn the
Associates degree while incarcerated.

The following courses comprise the Associates of Art Degree. Upon meeting the requirements of
each “Certificate”, students will receive an official college “Certificate of Completion”. Upon
completion of all three “Certificates”, students will be awarded an Associate of Arts Degree. All
courses offered in this degree program are “University Level” and are “College Transferable”
except for MATH-141.

The following is the course breakdown for each certificate earned

General Education Certificate 1 - 22 Credits
(See “Typical Course Delivery” for descriptions of following 8 courses)

Eng 201 3 Credits
Speech 201 3 Credits
Hist 211 3 Credits
Math 113 (Pre-Algebra) 3 Credits
Econ 201 3 Credits
Psych 231 3 Credits
SocSci 217 3 Credits
Math 200 4 Credits
General Education Certificate 2 - 22 Credits
Eng 202 3 Credits
Eng 215 3 Credits
Hist 212 3 Credits
SocSci 203 3 Credits
Flang 211 4 Credits
NatSci 242 3 Credits

Humanities (TBA) 3 Credits



General Education Certificate 3 - 22 Credits

Eng 240 3 Credits
NatSci 225 3 Credits
NatSci 226 1 Credit

PhyEd 210 3 Credits
NatSci 220 3 Credits
Humanities (TBA) 3 Credits
Econ 202 3 Credits
Psych 232 3 Credits

*Math 113 is a prerequisite for Math 200. Equivalent course completion or satisfactory test scores may waive this
requirement.

Associate of Arts (A.A.) Degree

Even if a student’s ultimate goal is to earn a baccalaureate (bachelor’s) degree, they can begin
their studies at MATC. By enrolling in MATC’s Liberal Arts and Sciences degree program or a
program that is designed with four-year college transfer in mind, one can earn credits that will
transfer to other colleges and universities. These transferable courses begin with a 200-series
number. As not all 200-series courses transfer, the final decision as to whether a given course is
transferable is made by the receiving institution. For this reason, when planning a particular
program, MATC recommends verifying the transferability of credits with the four-year college
in mind. For current transfer information, visit www.matc.edu, click on “Student”, then “Credit
Transfer”.

Milwaukee Area Technical College Liberal Arts and Sciences students who maintain a 3.0 grade
point average and earn 54 prescribed credits are eligible for guaranteed admission to the
University of Wisconsin-Madison. “Badger Track” — the UW-Madison Transfer Contract
Program — also guarantees special consideration for MATC students with GPAs of 2.6 to 2.99. If
interested in “Badger Track,” contact MATC for further details.

Associate in Arts (A.A.) degree is designed to prepare students to transfer to four-year colleges
and universities by providing a broad background in Liberal Studies. The degree is designed to
provide the flexibility necessary to meet the needs of students regardless of their future academic
plans. For students who have not yet decided on a future major, the degrees provide exposure to
subject areas common to all majors at all colleges and universities. For students who have
already selected a major, the degrees can be tailored to meet their general education
requirements.

The A.A. degree is designed to build skills and knowledge in the methods of idea analysis and
synthesis necessary to develop and apply critical thinking techniques in the study of
communications, humanities, fine arts and social sciences. It is the appropriate choice for those
who wish to study law, education, and business, any of the social sciences, history, English,
communication, or any of the humanities.

The liberal arts core provides the student a well-rounded academic background including written
and verbal communication skill, broad based problem solving abilities, critical thinking abilities
and knowledge of diverse cultures — skills required to succeed in getting a bachelor’s degree and
critical in the workplace. The degree is a valuable intermediate goal on the road to a four-year
degree, and provides the preparation necessary to enter or advance in the workplace and
demonstrate academic accomplishment.

Successful completion of this degree requires a grade-point average of 2.0 (C), with 25% of the
credits taken at MATC.



Security Issues

Students should be supervised during their classes and study sessions. Computer access is
limited, if available at all. Some institutions won’t allow such items as hard-covered textbooks or
wire/spiral bound books, requiring creativity and extra effort on the part of the Site Coordinator.
Cooperation, support, and sometimes flexibility by the entire institution are needed to make this
program work. Site coordinators are encouraged to meet often with security prior to and during
classes to work out issues that could arise out of the College of the Air program.

Academic Integrity

Cheating
Please stress to inmate students that cheating on tests/assignments and abuse of equipment,

study/library time, or any sort of program participation will not be tolerated. Further detail on
expectations for the students, review the Student Code of Conduct at
http://www.matc.edu/student/studentlife/codeofconduct.html

Academic Expectations and Procedures Related to Student Conduct

In order to encourage and foster academic excellence, the college expects students to conduct
themselves in accordance with certain generally accepted norms of scholarship and professional
behavior. Because of this expectation, the college does not condone any form of academic
misconduct.

Academic misconduct is an unacceptable activity in scholarship and is in conflict with academic
and professional ethics and morals, consequently, students who are judged to have engaged in
some form of academic misconduct shall be subject to: (1) academic penalties as outlined in the
instructor's syllabus or department handbook, (2) disciplinary action as outlined in the Student
Code of conduct, or (3) any combination thereof.

When an instructor suspects academic dishonesty, he or she must inform the student in a timely
fashion of the general facts or conduct upon which the allegation is based, including (as
appropriate) the date, time, and place when alleged conduct took place. If the instructor
determines that academic dishonesty did not occur, no further action is necessary.

When an instructor believes an act of academic dishonesty occurred, the instructor will contact
the student in writing stating the charge(s) made and resulting action (scheduling a conference if
appropriate).

The instructor may choose to (1) warn the student of unacceptable behavior, (2) reprimand the
student, and issue an alternative assignment/test, (3) reduce the grade for the project or
examination, (4) remove the student from the course and submit a Withdrawal (W), or (5) assign
a failing grade for the course.

Disciplinary Procedures

Students adjudged to have violated the Student Code of Conduct are subject to disciplinary
sanctions, including possible expulsion. Refer to the Student Code of Conduct, available in the
Office of Student Life, for further details on disciplinary sanctions and appellate processes. The



Student Code of Conduct is the definitive document on student conduct, the appellate process,
and the judicial system.

Tips/Hints for Program Success

It is recommended to start with a small number of students in the College of the Air program the
first semester, and have a committee at the institution or DOC central office, representing all
affected areas of the institution or Department to oversee the initial launch of the program and
work out issues at the beginning. To avoid tension later, make sure all staff who will be involved
in the program in any way are included in the planning and communication from the start. Keep
all program materials, forms, and information in a central location at the site accessible for the
Back-up Site Coordinator in the event that the Site Coordinator is unavailable. Create a calendar
of events to post in a central location for the students to check their progress, assignment due
dates, and exam timelines. Establish a textbook distribution procedure before the semester starts
so that courses can start on time.

The most important things to remember as a Site Coordinator of the College of the Air program
are to be flexible and have patience, and remind students to do the same.

Starting the program can be frustrating, but as one Site Coordinator said, “Things get better after
the first week.” Problems will come up and procedures may have to be changed, but after a little
while the process will begin to run smoothly and successfully.





