


A Message From The President 

The motto of Montgomery Technical Institute is "Dedicated to the 
community we serve."· E1nbodied in this motto .is our realization of the 
supreme worth of: the individual. Philosophically, this.means that through 
the educational process, every individual should be given the opportunity to 
develop to his maximum potential. Practically, for the .. staff and faculty of 
MTI, this means providing low cost, quality education under an "open door" 
policy which denies no one. 

Foremost among the· educational objectives of. Montgomery Technical 
Institute is the express intenno prepare its students for life-long success. 
Our approach to this results in a<continual upgrading of technical and 
vocational . curricula to realistically prepare the student .for successful 
transition into our present industrial community. 

In the selection of our faculty and staff, we attempt to combine the best in 
academic, industrial and professional experience: Our facilities house 
equipment designed to prepare the student for an erawhich is characterized 
by rapid change and highly advanced technology. 

Montgomery Technical Institute is here to serve you, and in that spirit you 
are cordially invited to come in and plan a technical or vocational education 
designed to 1neet your specific needs. 

Cordially, 

Marvin G. Miles 
President 

"'An EqU!l.I Opportunity Education Institu..tion" 
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State Community College Open Door Policy 

The only valid philosophy for North Carolina is the philosophy of total 
education; a beliefln th!!Jncomp;1rable wo~th of all huma.n beings, whose 
claims UpQ!I! !:l!!!~tl\~i~,eq11alibef0I:11 the la~ lil!d equal;l~fore'the bar of 
public (!pini(!n ;. 'wJ¥ise•! tl\len!$, (however great or however limited or 
however.differentfrom the traditional), the state needs and must develop to 
the fullest possible degree. That is why the doors to the institutions in North 
Carolina's system of. CommJlnity Colleges must never be closed to anyone of 
suitable ag1:1who can learn what they teach. We must take the people where 
they are alld carry;them as far as they.can go within the assigned function of 
the.system, If they cannot read, then we will simply tea cl! them to read and 
make them proud .of.their achievement. If they did not finish high school, but 
have•a.mind·.to·do it, then we will offer them a high school education at a 
time and a place convenient to them and at a price within their reach. If 
their. talent. is· technical or vocational, then we .. will simply offer them 
instruction, whatever the field, however complex pr however simple, that 
will provide them with the knowledge and the skill they can sell in the 
market:places, of pur state, and thereby conttjbute to its scientific and 
lndustriah growth; If their needs ar.e in the great tradition .or liberal 
education, fuen•,we will.simply provide them.the.instruction, extending 
thriroghtwoyears9f standard college work, which.will enable them to go on 
to the University or to senior college and on into life in•numbers unhe11rd of 
before in North Carolina. If their needs are for cultural advancement, 
intellectual growth, or civic understanding, fuen, we will simply make 
available to them the wisdom of the ages and the enlightenment of our own 
times and help them on to maturity. 
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W.D. Herring, Chairman 
State Board of Education 

1964 

TABLE OF CONTENTS 

~DMINISTRATIVE 

Message from the President 
'Open.Door Policy 
i'Calendar 
General Information 
Areas of Study 

· Admissions to Full-Fime Curriculum Programs 
Student Responsibilities 
Student Government Association 
Financial Information 
Student Personnel Services 
Veterans Affairs 
Requirements for Graduation 

CURRICULUM PROGRAMS 

TECHNICAL EDUCATION 
.GENERAL INFORMATION 

Business Administration 
Executive Secretarial Science 
Early Childhood Specialist 
Educational Specialist 
Criminal Justice-Protective Service Technology 

VOCATIONAL PROGRAMS 

GENERAL INFORMATION 

Air Conditioning and Refrigeration 
Auto Body Repair 
Auto Mechanics 
Electrical Installation and Maintenance 
Industrial Maintenance 
Licensed Practical Nurse 
Light Construction 
Pottery Production 
Radio and Television 
Sheet Metal Specialist 
Small Engines and Equipment Repair 
Upholstery Introduction 
Welding 
Related Courses 

Page 

1 
2 
5 
6 
7 

8-9 
10-11 

12 
13-14 

15 
16 

17-19 

20-21 

21 
22 

23-30 
31-35 
36-42 
43-50 
51-57 

58 

59 

60-65 
66-70 
71-77 
78-81 
82-85 
86-90 
91-94 
95-97 

98-102 
103-106 
107-110 
111-114 
115-118 
119-122 

3 



.... 

c:n 

Registration 
Classes Begin 
Classes End 
Exams 

Registration 
Classes Begin 
Christmas 

Holidays 
Classes End 
Exams 

Registration 
Classes Begin 
Easter 

Holidays 
Classes End 
Exams 

>~t~==o>>,~zoob~=o~ 
'tl-~~""•~~~,,~·•-"o~­
'tl•N-·Sob""•o•ool~!o~ 
~w~~§.~~==f1,,51~~~5£ "~'<" "•=~Nmo __ "o"-• 
P: 0 " ~ 'tl • ;q· " . ., s ~ .,_. 0 ... 8' :=-: "" ~ oo =•'tl'"'"-~~-~~ ~Nao­o- ~·• -nmoM~ 0 mn~~~ 
-0 mO~ C/.l~ .... -~s.eo·~aN O~ ~~,, &~~.bO>'"'"'tl fl~i:;O 
N- -no · · o ,, 0 ms::~ 
d ::: ::: (1) c.. 0 .g 5· ~ c.. ~ c: g ·'::J (";) c-t: ~ 
~8' a• ~"--~~"o'tl'"'"a-~ 

A 2.~i ~is~2~.a:<3sS~ c (";)' fl) ::: - '-' .._. ·c-t: .......... e? ::: ~ 
~ tt-_(g a. !3 ::: Ci" t:rJ § :::· ro 
a· g~· !fro~a~ ~ 
::: ·'O §- c-!--Cll ~ '(JQ 

Q--*E ~~ g_g: a 0 m ·s,,.., a·~ 
ro .c-t: 0.. :::-,_...r ::: Pol N"-,,· w•l?J .,_ r,, ::;i. ::: :::\. o· 

1_0o CJQ,_.,::: 
l'f:l"" 0 
\·~ ~ (JQ 

E1 fl 

\i 

..... ..... 

.... "' 

~-

..... .... 
~ .............................. ~ .................... ~ ......................... ..... 
"'"'"'"'"'"'m"'"'"'"'"'"'"'"'"'"'"'~ ~~~~~~m~~oooo~~J.-&J.-11--11--10~ 

-;-~,.-- ·------ ---·o·;-~· ·- ·-c'::"_,,.,-.-,~-~-_,-·---~, 

CALENDAR 

1975-1976 1976-1977 

FALL QUARTER 
S_ep_teril_ber 9 

FALL QUARTER 
September 7 

September 11 
November 21 
NoVerrib6r 24-25-26 

WINTER QUARTER 
December 1 
December 2 
Deceniber 19 * 
January 5** 
Februfily 25 
Februiry 26-March 1 

SPRING QUARTER 
March 8 
Match 9 
April 15* 
April 26** 
May27 
MaY 28-3f.June 1 

SUMMER QUARTER 

September 9 
November 19 
NovemOer 22-23-24 

WINTER QUARTER·· 
Novemtier "29 
November 30 

. December ·17 * 
Januaiy 3** 
Februaiy 23 
February 24-25-28 

SPRING QUARTER 
March 7 . 
March 8 
April 7* 
April 18** 
May26 
May 27-30'31 

SUMMER QUARTER 
Registration June 4 
Classes Begin June 7 

June 3 

Independence July 2* 
Holidays July 12** 

Classes End j\ugust 24 
Exams August 25-26-27 
Graduation August 29 

*Last day of classes before holiday 
**First class day following hc:>liday 

June 6 
July 1 * 
July 11 ** 
August 23 
August 24-25-26 
August 28 

8 z 
-! z 
c z 
0 
m 
0 
c 
0 
> 
-! 
0 z 

~ 

~ 

c: ~ z 
'tl " " ~a~ 
E. o· \'D,. . " . it-> 
~ 00 {IJ a si· 

n £" 
... 0 ii ... 
a 
~ 

" n =. e. • ... 

..... 
~ 

J.-&J.-&t 
~~~ 

..., "' c:n 

1977-1978 

-! 
m 
0 :c 
z 
n 
> ,.. 
Cl.I .,, 
m 
0 
); ,.. 
~ .,, 
;JJ 
0 
Gl 
;JJ 

> s: 
Cl.I 

~ 

l':l. 

FALL QUARTER 
September. s 
September 7 
Novymbef 17 
November 18-21-22 

WINTER QUARTER 
November 28 
Noventber 29 
December 16* 
January 2** 
February22** 
Febi-uary 23-24-27 

SPRING QUARTER 
March 6 
March 7 
March 23* 
April 3** 
May· 25 
~fay 26-29-30 

SUMMER QUARTER 
June I 
June2 
June 30* 
July 10** 
August 21 
August 22-23-24 
August 27 

j;? 
m 
r;; 
0 
"T1 

8 z 
-! 
m z 
Ci! 



GENERAL INFORMATION 

HISTORY 

The Montgomery Technical Institute was established in 1967. It is one of 
fifty-seven such institutes operated by the North .Carolina State Board of 
Education under the direction of the Department of Community Colleges m 
Raleigh, and is administered by a local Board of Trustees. Authority for the 
establishment and 0perationofthese institutions is foundin chapter 115A of 
the General Statutes ofNorth Carolina and the amendments thereto. 

PURPOSE 

The purpose of Montgomery Technical Institute is to serve the educational 
needs of those people in Montgomery County and the surrounding areas that 
are l8 years old and older. Offeringln the areas of Adult Basie Education, 
Adult High School Education, Degree Programs in Technical Education, 
Diploma ProgramsinVocationa!Education, varied programs of Continuing 
Education. and Special Programs for Special Needs are the primary concern 
of Montgomery Technical Institute. 

The aim of these programs is to aid the students to become more useful 
members of the industrial - business community and the Socio-Political 
society in which we live. This is to .be accomplished within· the assigned 
function of the North Carolina Community College System. · 

ACCREDITATION 

Montgomery Technical Institute is a <member of. the North Carolina 
Community. College System and operates,'wider the.authority of a local 
Board of Trustees and the State Board of Education, as specified in chapter 
115Aof the General Statutes of North Carolina and Amendment thereto. All 
programs offered by the Institute have been officially approved by the 
North Carolina State Board of Education, by the Veterans Administration 
an.d by the North Carolina Department of Vocational Rehabilitation. The 
Practical Nursing Program is fully approved by the North Carolina Board 
of Nursing. 
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AREAS OF STUl)Y 

A~~~ate.iii· Applied. Science• Degree Programs: 

', · .. '. ,:,B~iriess Administration 
, ~. '. E/Cecµtive .Secretarial Science 

,, Educational Specialist 
· Early· Childhood· Specialist 
Law Enforcement: Criminal Justice & Protective Services 

l)ipl0ma Programs: 

· ·· •Air Conditioning & Refrigeration 
• A)lt() Body Repair 
· Automotive Mechanics 

Electrical· Installation & Maintenance 
:Industrial. Maintenance 

.. ,l,j,censed Practical Nursing 
· · Light Construction 
. . )?Qttery Production 

.· Riidio & Television Servicing 
Sheet Metal Specialist 
Small Engines & Equipment Repair 
Upholstery . 

·.Welding 

'l)•chnical Speciality: 

Nurses' Assistant 
Structural Machinist 
Upholstery · · 

c.o~tinuing Education .Programs 

Individualized Instructional Center Program 

Human Resources Development Program 

Adult Basic Education Program 

Adult High School Diploma Program 
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ADMISSIONS TOFULL-TIMECURRICULUMPROGRAMS k ' 5; Personal Inrervi.ew-The .. •pel'.so11al .interview is beneficial t~ both}he 
:" !IPPlicanhand to school officials in that it a~fords an oppor_turuty to get 

This Institute follows the "Open Door" policy established by the State i'. acquainted." The applicant has an opporturuty to ask questions about the 
Board of Education to offer occupational and adWt education to all persons i';;:, schooland its programs while school officials make an effort to evaluate the 
able to profitfrom Instruction and who are 18 years old or older, or whose 0 applic~nt's interest in, and capability to pursue the program of study 
high .school class has graduated; The "Open Door" policy does not mean 1· · · applied'.foi\ 
there aren't restrictions on admissions 'to specific programs. Special r 
admission .requirements including educational·· qualification, physical ;, 
abilities and test scores may be required in certain curricWum to help ' 
increase .the probability of successfW completion. Applicants with 
educational deficiencies will be advised to consider alternate programs or to 

:'6, Out-Of-state and foreign students are admitted under the same 
regulation as others. Tuition and fees are established by the State Board of 
Education. 

eliminate deficiencies through additional preparational work. : See the curriculum section to obtain information for the admission 
' 

1. Application-Each applicant must submit a completed Montgomery 
Technical Institute Student Application form .to the. Institute's Student 
Services Office. iW application form is' included in the back lJf the catalogue. 
Additional applications are available from the .Institute or your guidance 

(· requirements of a specific curriculum. 
\-·,· 

counselor. · · i 
j,,: 

2; Previous Education-Each applicant shall request his or her high school " 
to submit a ti-anscript showing work complete,<!: Those who are high· school 
seniors shoWd have their school· submit a transcript showing work through 
the first semester of the seniotyear as soon as possible after the semester 
has ended, and a supplementary transcriptshowing graduation at the close 
of school. 

Applicants whohave the high school equivalency certificate shoWd 
submit a copy of the officialtranscript or certificate. Applicants wishing to 
transfer credits from another institution of higher education must submit a 
transcript of their work before any evaluation toward credit can be made. 
No grade less than a C will be acceptable for transfer credit. All courses will 
be evaluated on their own merit and relevance. 

3. Testing-Applicants to certain.curriculum programs may be required to 
take an admissions test to aid in determining his readiness to enter; 

Advanced placement tests are given for specific courses in certain 
curriculums. These tests are administered by,cthe• course instructor at the 
begir.•ning of the course .. Students.who drop below full-time .status .due. to 
advanced placement will be giverifull creditfortuition the followit1g quarter 
in the amount applicable. 

4. Health-A person must be in an acceptable condition of physical and 
mental health to be admitted. A medical checklist will be required. 
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SPECIAL STUDENTS 

<'Students who are not registered as full'time students in technical and 
vocational programs are classified as special students. Adm!ss!on 
requirements may differ from those of regular students. For admiss10n 
requirements, contact the Director of Student Services Office. 

RE-ADMISSION 

When a student withdraws in good standing, he may re-enter at the · 
beginning of a quarter which offers ~ourses ~or ~hich he is el.igi_ble. If a 
student is dismissed not in good standing, application for readm1ss1on must 
be made to the Director of Student Services. The decision for re-admission 
will be made by a committee composed of the advisor for the student and 
members of the administrative staff. 

REGISTRATION 

Students who have been admitted will register with the Director of 
Student Services on the dates set by the school for this purpose. 

ORIENTATION 

There will be an orientation session for all new full-time students during 
the first week of the fall quarter. 

CORRESPONDENCE 

All correspondence concerning enrollment or registration should be 
addressed to: Director of Student Services, Montgomery Technical 
Institute, P.O. Box 487, Troy, N.C. 27371. 
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STUDENT·RESPONSIBILITIES 

.CONDUCT 

Students will be expected to conduct themselves at all times as individuals 
of prudence and maturity. The rights and feelings of others will be 
respected. Students shall demonstrate a high regard for school facilities and 
property and for the personal property of others. 

ATTENDANCE 

Students are expected to attend all scheduled classes for which they are 
registered. Although special circumstances may cause a student to be 
absent, regular attendance is essential to satisfy regular course objectives. 

All .absences will be evalua.ted by the instructor of the class which the 
student has missed. Individual Instructors will determine whether absences i 
are excused or unexcused. · 

Studentswho•anticipate an absence should contact their instructor before 
the class meets. Should this prior notice to the instructor be impossible, the 
student should expect to explain hi.~ absence upon his return to class. 

All work missed during absences must be made up. Failure to make up 
workwhichismissed will adversely affect the student's final grade for the i 
course. To receive credit for a course, a student should attend 80 percent of ' 
class and .. so percent of lab hours. 

ACADEMIC PROBATION 

The probation policy is designed to. give the student every possible 
opportunity to be successful in his or her training program. 

Sub-minimilin.work in any quarter wjU result In pr0bationary attendance 
· in the next quarter: Sub-minimum work in two consecutive quarters will be 

cause .for possible re-alignmept 1of·. agademic work and may result in 
assignment· to· a developmental studies program. 
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,STU[IENT'RESPONSIBILITIES 

.WITHDRAWAL FROM ~CHOOL 

'.' ~hould it become necessary for a student to withdraw from school du~ing 
'the school year, a request to do so must be made to the Student Services 
Office. written permission will be issued from the Student Services Office 
'·and will protect the student's scholastic records and his right to re-enroll 
and'transfer credits. 

WITHDRAWAL FROM CLASS 

~. ,Should it become necessary to withdraw from a class, iiermiss.ion must be 
obtained from the Student's Advisor or the Student Services Office, and the 
necessary Drop-Add Form be completed. 

GRADING SYSTEM 

A.Jetter grade is used to indicate the quality of a student's work in_ a 
~ourse. Grade points are assigned for each letter so that a grade-pomt 
average can be calculated. The grading system is as follows: 

GRADE 

A (93-100) 
B (86-92) 
c (78-85) 
D(70"77l 

.;·F.(Below 70) 
I 
WP 
WF 
CR 

EXPLANATION 

Excellent 
Above Average 

Average 
Passing 

Failure 
Incomplete 

Withdrew Passing 
Withdrew Failing 

Credit-By Previous Training 
or Placement Exam 

GRADE POINTS 
PER CREDIT 

4 
3 
2 
1 
0 

Incomplete will be given when circumstances justify additional time to 
complete the course. Any Incomplete not removed by t~~ end .of t~e 
succeeding quarter will be changed to an F, unless additional time 1s 
granted by the instructor. If a student received an F in any particular 
course they must repeat that course and obtain a passing grade before the 
F can be removed from the transcript. Students wishing to retake a course 

. to r11.ise his grade may do so. The higher of the two marks will be recorded. 

REPORT CARDS 

Returning students' report cards may be picked up at the Student Services 
Office during registration or on the first day of classes the following quarter. 
Report cards will be mailed to all students not returning for another quarter 
or at the end of the school year. 
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STUDENT GOVERNMENT ASSOCIATION 

FINANCIALINFORMATION 

r 
1:l Wltepnly ~ostiiin addition to t~~:;,n:~~ident insurance, and the student 
!:\ ''!lCtjyi,tyJee are textbook ,and supplies which will vary in price with the 
I;; 'qi!~i:ter depe11dipg on the ,curriculum the student follows. 
f)/.: ;·. ' '•,•; "'• 

I
f,,',.!, ,> · , '. Tuition In-State d . '· npµt'~entlY, .tuition,Jor full-time North Carolina resident stu ents. in 
r , :~bp,icl!'tor vocati1mal programs.is $33.00 per quarter. Students taking less 
; : t!ia11:12:quarter hours credit will pay $2.75 per quarter hour credit. 

Tuition Out-of-State 

f :;' . 1 Ar1y ~,tudent whose legal residence is outside of North Carolina, or, in the 

l
··.li 'cas,e'of stllderits who are boardipg or living with relatives in the community, 

;\Yh\)S\!;Pareµts or guardians livipg outside the State, shall pay tuition fees as 
r.: .. · f~!Jpws; ,$550 per school year of twelve months, or $137.50 per quarter, or--if 
I :· a:part-time student--$11.45 per quarter credit hour. 
F ,' 
[, 
1: · Residence Status For Tuition Payment 

[/ >Tte· tuition charge for legal residents of North Carolina is less than for 
1, nonresidents. To qualify for in-state tuition, a legal resident must have 
:· · maintained his domicile in North Carolina for at least the twelve months 
[: next preceding the date of first enrollment or re-enrollment in an institution 
I of,higher education in this state. 
!. 

Insurance 
The Student Government Association of Montgomery Technical Institute i, 

is the official governing agency representing the students. S.G.A. objectives i' 
are: [,, 

! 

All, students are expected to purchase accident insurance; this insurance 
presently costs $3.00 per year. 

A. To promote mutual goodwill 'and understanding between the student t, , 
body and the officials ,of Montgomery TechnicaUnstitute. : 

B. To further, support, and protect the.interests of Montgomery Technical f" 
Institute. , i' 

C. To act as representatives of a11d ambassadors for Montgomery :, 
Technical Institute from the studentbody. ' 

D. To encourage student participation in school functions, both formal and 
i!lformal. 

Election ,of officers of the S.G.A. takes place not iater than twenty (20) 
academic days of the first full school day of the fall quarter. All officers of 
the Executive Council of the S.G.A. are elected by the student body. All 
officers hold office from inauguration to inauguration. 
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Activity Fee 

Eachfull-time student shall pay a $2.00 per quarter activity fee which will 
be usedc!o support the Student Activities Program. Payment of the activity 
fee is· optional for part-time students who have successfully completed 9 
credit hours. 

Graduation Fee 

A mandatory graduation fee of $10.00 is charged to all graduating 
students. This fee is payable when the student registers for his last quarter. 

PayJl!ents 

All tuition charges shall be paid in full on registration day. In hardship 
cases, monthly payments may be permitted when approved by the Business 
Manager. 
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No student will be permittedcto graduate, nor will a transcript be issued ['.' . · . 
until all financial obligations to. the Institute are satisfied. r: · 

STUDENT PERSONNEL SERVICES 

COUNSELING 

Refunds [ i,·\T~e h~lln~elfug service provides professional as~istance to help stude~ts 
Tw. ti· on refund for students.shall ·not be made ·unless the student i·s, m' .the '··.· .. ·. •as~ess'aµd uµderstand their abilities, aptitudes, mterest, and personahty 

characteristics. Inform11tion is made available concerning local, state, and 
judgment of the institution, compelled to withdraw for unavoidable reasons. ii 'ni!~onafjob OPJl!lrtunities, and assistance is provided to help students utilize 
In such cases, two-thirds (2/3) of the student's tuition may be refunded if the :· 'this iriformation in making career decisions. As tentative career goals are 
student withdraws within ten (10) calendar days after the first day of \ established the counselor is able to help students plan courses of study 
classes as published in the school calendar. Tuition refunds will not be ·wbicll• wilFfacilitate the achievement of long-range goals. In addition to 
considered after that time. Tuition refunds will not be considered for tuition , vocational and educational counseling, the counselor is prepared to assist 
of five dollars ($5.00) or less, except if a course or curriculum fails to students in working through personal and social concerns. 
materialize, all the students' tuitions shall be refunded. 

SPECIAL PROGRAM EXPENSES 
The following expenses are mandatory for all nursing assistant students: 
.Shoes $20 (approximately) 
Uniform 20 (approximately) 
Watch with secondhand 15 (approximately) 
Name tag 2 (approximately) 
Scissors 4 (approximately) 
The following expenses are mandatory for all Licensed Practical Nurse 
students: 
Shoes 
Uniform 
Watch with second hand 
Nametag 
Scissors 
Nurse's Pin 
State Board Exam 

$20 
20 
15 
2 
4 

20 
20 

The following items are optional for Vocational students to purchase: 

Air Conditioning & Refrigeration 
supplies & tools 

Automotive .Body. Repair 
supplies & tools . 

Automotive Mechanics 
supplies & tools 

Electrical Installation & Maintenance 
supplies & tools 

·Carpentry supplies & tools 
Radi.o &.TV Servicing supplies & tools 
Sheet Metal Specialist 

supplies & tools 
Small Engines & Equipment Repair 

supplies & tools 
Upholstery;supplies & tools 
Welding supplies & tools 

.14 

. $150 

150 

150 

90 
150 
150 

150 

150 
150 
150 

DEVELOPMENTAL EDUCATION 

. ' Developmental education is a service to those students at Montgomery 
TechnicaUnstitute who need academic aid. This aid will be provided on an 
illdivi.d1lalized basis. Content areas will be determined by student need. 

students may be referred' to this service by the instructor or counselor; 
however· students are encouraged to initiate requests. Requests or referrals 
should b~ directed to the Supervisor of the Individualized Instructional 
Center. 

PLACEMENT SERVICES 

••..... :Eve;ryeffort is made by school officials to help studen~ find employment, 
and to secure employees from graduates of the. Institute for interested 
employers. This is not to imply that the school guarantees employment to 

. a.llY student or employees to a!ly employer. The~e shall be no charge to 
i}Jfl~~.try nor to students for this placement service. 

FINANCIAL AID 

... Limited financial aid is available through gifts .or loan funds provided by 
in!llvi~ilals,or civic groups. Also, some aid is available through the state and 
fild!ll'~l programs. Inquiries concerning financial aid should be addressed to 
,tlte;,Director of Student Services. 

TYPES OF AID AVAILABLE 
VETERANS 

SCHOLARSHIPS 
VOCATIONAL REHABILITATION 

GRANTS 
STUDENT EMPLOYMENT 
INTEREST FREE LOANS 

CETA 
SOCIAL SECURITY 

COLLEGE WORK STUDY 
ADULT WORK EXPERIENCE 
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VETERANS AFFAIRS 

j. 

' ;-:»_ 
f 

,,, REQUIREMENTS FOR GRADUATION 
L',/,_::-,i_;_;·::.:::_'\<-<::.·;;<t:';_->-- -· . · . 

All programs being offered by the Institute at this time are approved for;,:;. ,:rlt:ordilr:tc.'.~ualify for graduation .from .Montgomery Technical Institute a 
training under the so-called"Cold War G.I.. Bill." Veterans desiring to train V:s~<l~t must. 
under .the ben~its ofthis bill m~t first e.s.tablish their. eligibility with .the('< '1 .. · ·· ·.··· · ·· · . . . . 
VeteralJS ,\dministration. In general, . 'Veterans who served in the Arme(f '.> G,Jl,c,C.O!lJPlE:!e the prescnbe<I co~es to meet the. f!IUUmum number of credit 
Forces since January 31, 1955, and ,who were discharged under conditionshhoµrs,reqwred _fora de~, <;Hploma, or certificate; 
o.ther than dishonorable, qualify for. training under .the bill. The amount oft;~~) _Have su(fic1e~t qlJ~lity ~mt;; for an overall 2.0 average ( C) ; 
training permitted Is determined by the number of months .of service. !'\f.~) Relllf>ve all fmanc1al obligations to MTI. 
Certain servicemen on active duty are also eligible for schooling under this i/1

·' • ,. , • • · • . • . • • 

bill. Interested servicemen should contact their Education Officer. i _,,T_h17 m1rum~ quar~r credit hours required for graduation from each 
j'mdiv1dual curnculum 1s as follows: 

Veterans are· admitted under the same admission requirements as other !· 
students. They pay tuition and attend school under the same regulations as t. 
others. The Institute maintains a written record of previous education ( Quarter 
and. training of veterans and clearly indicates that appropriate credit has ( Hours 
been given by the .Insti.tute for previous education and training, with the\. _T,.,e...,c_h_n_ic_a_l _C_u_r_ri_c_u_la _________________ ~C'..'.:re::;d:::ie!t_ 
training period shortene(f proportionately and the Veterans Administration t B~~iness Administration Required courses 68 
so notified. The only difference between Veterans and other students is that r' General education courses 34 
they are, paid monthly by the Veterans Administration, an amount~ 
determined by the hours attende<I and the number of dependents. i 102 

1' E'Xecutlve Secretarial Science Required courses 75 
General education courses 25 To be classified as a full-time student, a veteran must be attempting 12 !1 

credit hours per quarter.in a technical program, or 30 clock hours per week C 
in a trade program. · ;·.,,,.,~----~----------~---------

, 1 Educational Specialist 

100 

Full details on Veterans training programs may be obtained from any ( 
Veterans Service Office, . i' . 

i 

Required courses 76 
General education courses 37 

113 
The contact hours shown in the catalog are minimal. It is a policy of .this l.'°''"'' ·"'"' -~--~--------------------­

institution to permit students to enroll in additional subjects and laboratory ' J!:a,rly C~ildhood Specialist Required courses 72 
work beyond those shown in the catalog. i 

;_:· ... 
General education courses 28 

100' 
When in any quarter the hours listed are fewer than 12 credit hours per !': -::::-::--:-::---::-:--:--------------~---'-------­

quarter in a technical curricU!um lflnd fewer thari thirty clock hours per f .Ql>Hd Care Diploma Required courses 30 
General education courses 24 week in a vocational trade crirriculum, a stud~nt may enroll on request for / 

additional instructional hours deemed by the institution to be consistent with :" 
the program and appropriate. to the student.to. make up thirty hours per r ...,,;.~-,-------------------------­
week in a vocational trade curriculu.m or 12 credit hours per week in a ! · La11, ... Enforcement: 

54 

Required courses 70 
technical curriculum, i · Criminal Justice 

Protective Custody 
General education courses 32 

102 

16 

!:'(#he requirements .listed are. relevant for the present circumstances in 
1:'e!(c;l) cµrriculum area. However, the faculty and administration of the 
;:Tristitute re8erve the right to modify current courses or to <levelop new 
;.,'courses as the need arises. These changes may alter total credit hours for 
:,graduation. 
,,- ' 

! 
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k:/_-,:-,,:·. __ -::.-·:·--_-·,:.· _· ___ · 
Quarter +, 'Jl\:~holsfai'~ < \ .·. , / 

_v_C>'-c-'a-'ti_e>_n_a_l -'C'-u-'-r_r_1c_u_1a_. -'-. ----'-'-'------'------H--'o-u'-rs_c_re_d-'.-it !•1;;,.{1g:1;r. •!1/' 'L /'':: <; , 
Air Conditioning and Required courses .5Q i( .;;;.:' :;.:.;: ·· · \ . 

,:Ya,eq~ired Cqul~es 
Related courses· 

4o• 
.. 23 

63 
Refrigeration Related courses 23 I · 1 .... , : , 

----------------------------· ~7_3 i':i ·'j:Velding . Required.courses 43 
Auto Body Repair Required courses· 48 f.' 'Related courses 23 

Related courses 23 i' 66 7il----.,,_;.,c..-___________________ _ 
-----------------------------[ 
Auto Mechanics I Required courses 

Refated courses 
49 le 
23 !. -r 721: 

---=~~--=---------.,~-~~---------=],'> 
Auto.l\1echanics II Required courses 96 ~. T~chnical Spe·~;alties 

Related courses 23 P'----'-------'------'---------------
119 fr.Nurses' Assistant 

---------------------------4,.,,.~ [,.J:>r?ctical Structural Machinist 
Electrical Installation Required courses j:.,;Up!.le>lste~y. , :: · 

and Maintenance Related courses 23 ;::·' ' ' · ',., :' 
Tak•.:, .. :•:''.•:\ 

----------------------[/ 
Industrial Maintenance Required courses 50 , , 

Related courses 2.3 i _, 
73 ! 

----------~------------------ r·.· I Light Construction Required courses 
Related courses ~~ L 

l ,-,, , 

_ 73. t,::>-'. 

---------~-~----------------- ~ "';°'.•"-':~~i>,c-'-,, 
Licensed Practical Nurse Required courses 86 f('.: "" ,,,,. r . .-. ·- ' 

-----------------------------! Pottery Production , Required courses 60 i ;:, < 
-R~.-ad-io-an-d-.-T-.e-.l-ev-,-.s-io-n-.-S-e-rv_)_c_in-g-.. --R-.e-q-u-ir_e_d_c_o_u_r_s_e_s _______ 5_6 1. ' 

Related courses 23 i 
-f:: 
79: 

I _S_h_e_e_t_M_e_t_a_l _S_p-ec_i_a_lis_t ______ R_e_q_u-ire_d_c_o_u-rs_e_s ______ 4_2 f 
Related courses 23 I.·, 

I 
65J 

-----------------------------/:·,_. 
Small Engines and 

' ; Equipment Repair 

18 

Required courses 
Related courses 

51 r:· 
io ! 
fil::'r 
' :i 

Required contact hours 330 

19 



.CURRlCULU,M PROGRAMS 
LEADING TO DEGREES, 

DIPLOMAS, 
AND CERTIFICATES 

.TECHNICAL PROGRAMS 
Business Administration 
Executive Secretarial Science 
Early Childhood Specialist 
Education Specialist 
Law Enforcement: Criminal Justice·. 

and Protective Services 

VOCATIONAL PROGRAMS 
Air Conditioning and Refrigeration·· 

20 

Automotive Body Repair 
Automotive Mechanics 
Electrical Installation - Maintenance 
Industrial Maintenance 
licensed Practical Nursing 
light Construction 
Pottery Production 
Radio and Television Repair 
Sheet Metal Specialist 
Small Engines and Equipment Repair 

Upholstery 
Welding 

.~ECHMICAl SPECIAL TIES 
Nurses' Assistant 
Structural Machinist 
·Upholstery 

TECHNlCAL 
EDUCATION 

BUSINESS ADMINISTRATION 
EXECUTIVE 

SECRET ARIAL SCIENCE 
EARLY CHILDHOOD SPECIALIST 

EDUCATIONAL SPECIALIST 

LAW ENFORC.EMENT: 
CRIMINAL JUSTICE 

AND 
PROTECTIVE SERVICES 

21 



GENERAL 1:NF;GRM~IDrl:ON 
for 

TECHNICAL PROGRJ\!MS 

Degree: 

Assodafe Of Applied Science 

Admission: 
To Enter The rechnic~\pegr~e Prpgram, The 

Prospective Student Must Be A Aigh school Gradu~te 
Or Hold A GED Certificate That MeetsNprth Carolina 

Standards. 

Additiona Hy, TnePro~pective .stu~ent Must Co'.11plete 
A School Administered Admissions Examination. 

22 

BUSINESS ADMINISTRATION 

"In North Carolina the opportunities in business are increasing. With the 
increasing population and industrial development in this State, business has 
become more competitive and automated. Better opportunities in business 
will be filled by students with specialized education beyond the high school 
level. The Business Administration Curriculum is designed to prepare the 
student for employment in one of many occupations common to business. 
Training is aimed at preparing the studentin many phases of adminstrative 
work that might be encountered in the average business. 

The graduate of the Business Administration Curriculum may enter a 
variety of career opportunities from beginning sales person or office clerk to 
manager trainee. The duties and responsibilities. of this graduate vary in 
different firms. These encompassments might include: making up .and 
filing repor.ts, tabulating and posting data. in various books, sending out 
bills, checking calculations, adjusting complaints, operating various office 
machines, and assisting managers in supervision. Positions are available in 
~usinesses such as advertising, banking, credit, finance, ·retailing, 
o,ybolesale, hotel, tourist and travel industry, insurance, transportation and 
communications. 

. Other options in Business Administration are available to students who 
\Yi,sh to specialize in industrial or textile management. 

i'A degree in Business Administration may be obtained by attending 
classes full time during the day or in the evening. 

23 



BUSINESS. ADMINISTR:ATION (DAYJ' 

FIRST QUARTER 

*T-ENG 101 
T-BUS 101 

*T-MA.T 110 
T-BUS 102 

Grammar & ·Composition 
Introduction to Business 
Busiiless Math 
Beginning Typing 

SECOND QUARTEf! < . . . 
T-EDP 104 Introf!uctionto Data.Processing 

*E'J\NG 204 Effe~tlve Speaking 
T-BUS · 115 Business I:.awl 

*T-ECO 102 E9ono!llics I 
TC BUS 103 I~te~mediate Typing 

THIRD QUARTER 

T-BUS 110 
T-BUS 116 

*T-ECO 104 
T-BUS 272 

B.~~i~:e~.~ .M~o~in.es · 
Busiiless Law II · 
Economics II 
Prin. of Supervision 

FOURTH QUARTER 

T-BUS 120 
T-BUS 233 
T-BUS 229 

*T-PSY 206 

Begiilning Accountiilg 
Personnel Management 
.Taxes 
Applied Psychology 

Fl FTH QUARTER 

T-BUS 121 
T-BUS 239 
T-BUS 247 
T-BUS. 123 

Intermediate Accounting 
Marketing 
Busine·ss·Insurlince 
Business Finance 

SIXTH QUARTER 

T'BUS 122 
T-ISC 213 

*T,MAT 115 
T-BUS 206 

* 

Advanced Accounting 
Production Planning 
Metric System 
BuSiness Communi.cation 
Elective 

* General Education Course 
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c)ass 
Credit 

Lab HrS. 

5 0 5 
5 0 5 
5 6' 5 
2 3, 3 

17 3 18 

3 0 3 
..,,5·, • .. 0 5 
:3 0 3 
5 0 5 
2 :'3 3 

18 3 19 

2< ' 
•·3;:; •. 3 

3 •·o 3 
5 0 5 
3 0 3 

I3 3 14 

5 0 5 
3 0 3 
5 .. o 5 
3 0 3 

16 0 16 

5 0 5 
fr· I 0 5 
3 :·· 'o 3 
3 .0 3 

16 """'Ci .16 

,·,5 o, 5 
3· 0 3 
3, 0 3 
5 0 5 
3 0 3 

19: 0 19 

BUSINESS ADMINISTRATION (NIGHT) 

Credit 
FIRST QUARTER Class Lab Hrs. 

T'BUS 102 Beginniilg Typing 2 3 3 
T-BUS 101 Introduction to Busiiless 5 0 5 

*T,ENG 101 Grammar & Composition 5 0 5 
12 3 13 

SECOND QUARTER 
T-BUS 103 Intermediate Typing 2 3 3 

*T-ENG 204 Effective Speaking 5 0 5 
*T-ECO 102 Economics I 5 0 5 

12 3 la 
THIRD QUARTER 
*T-ECO 104 Economics II 5 0 5 
T-BUS 110 Business Machines 2 3 3 

*T-MAT 110 Business Math 5 0 5 
12 3 13 

FOURTH QUARTER 
T-BUS 120 Begiilning Accounting 5 0 5 
T'BUS 229 Taxes 5 0 5 

*T-MAT 115 Metric System 3 0 3 
13 0 13 

FIFTH QUARTER 
T-BUS 121 Intermediate Accounting 5 0 5 
T-BUS 239 Marketing 5 0 5 
T-BUS 115 Business Law I 3 0 3 

13 0 13 
SIXTH QUARTER 

'!'"BUS 122 Advanced Accounting 5 0 5 
T-BUS 206 Business Communications 5 0 5 
T-BUS 116 Busiiless Law II 3 0 3 

13 """'Ci 13 
SEVENTH QUARTER 

T-BUS 272 Principles of Supervision 3 0 3 
T-EDP 204 Intro. to Data Processing 3 0 3 

*T-PSY 206 Applied Psychology 3 0 3 
T-BUS 247 Business Insurance 3 0 3 

12 0 12 
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BUSINESS ADMINISTRATION 

(continued) 

EIGHTH QUARTER 
T-ISC 213 Production Planning 
T-BUS 233 Personnel Management 
T-BUS 123 Business Finance 

* Elective 

*General Education Course 

26 

Class 

3 
3 
3 
3 

12 

Credit 
Lab Hrs. 

0 3 
0 3 
0 3 
0 3· 

0 12 . 

BUSINESS ADMINISTRATION 

'··;· 
Course Descriptions 

~~i;f ]1\11 ·G~~D\D\!lF and Composition .. 
".igp.~<!.tO!l!id •.1;1le student in the improvement of self.,expression in 

·.J!'lar .. The approach is functional with emphasis on grammar; diction, 
)!Ce structure, punctuation, and spelling. Intended to stimulate 
· ts in applying the basic principles of English grammar in their 

iday situations in industry and social life. 
!ljlµisite: None 

•"\TiB1J$"101 Introdnction to Business 
· ·· ·. )~)ifvey of the. business world with. particular ·attention devoted to the 

· · µ~tili-e of the various types of business organization, methods of 
"ari~iµg, internal organization, and management . 

. Jti-;~~+·· .. '.':::' '. . ' 
? 'lll~MA'I' :110 .Business Math 
:,;J'PJi~.¢'~!lfS!l stresses the. fundamental operations and their. application to 
··· )!$f9~ss.problems. Topics covered include payrolls, price markipg, interest 

1,a!).<!\~scou'\t commission, taxes, and pertinent uses of mathematics in the 
•.of busmess. · 

·AAti,isite: None 
tr:-~·' .·.·, 

.. •. . ..... ~S'l02 Beginning. Typing 
i•li\tt'</du(ition to the touch typewriting system with emphasis on correct 
"iteclUtil!\ies, mastery of the keyboard, simple business correspondence, 
1\talili!ation, and manuscripts. 

'i':g)ifii-eqiiisite: None 

FEDP 104 Introduction to Data Processing 
...•. <!a mental concepts and operational principles of data processipg 

~Y,~J~111s, as an aid in developing a basic knowledge of computers, 
,~r,~recjuisite to the detail study of particular computer problems. This 
'0.\IJ:se is a prerequisite for all programming courses. 
J:lrerequisite: None 

:i!:;2:f:\/:'''./·" ' 
!01~i~N(> 204 Effective Speaking , . 
. 'fA',,~t11dy,of,basic concepts and principles of oral communications to enable 
!•,:tile> student to communicate with others. Emphasis is. placed on the 
· 'eaker's attitude, improvipg diction, voice, and the application of 

, rticular techniques of theory to correct speaking habits and to produce 
Jfl!f!tive oral presentation. Particular attention given to conducting 

)!Jleetjpgs, .conferences, and interviews. 
~equisite: 

.'.:· ,US 115 Business Law I 
}~W\g\'.neral·· ·course, designed to· acquaint the student with certain 
.~fl!!)\lamentals and principles of business Jaw, including contract, negotiable 
•:'in~t~uments, and agencies. · 

.~;t~~erequisite: None 

~;;J'.:J .. 
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T-ECO 102 Economics· I · 
The fundamental principles of econo111ic~ including the institutions and 
practices by which people gain a liveli/'ood.Included is a study ofthe laws of 
supply and demand and the principles bearing t1pon pr~dµction ~change, 
distribt1tion, arid 'consUlllption both· in relation to the individual enterprise 
and''to society atlarge.' · · · · ·· · 
Prerequisite:· None 
T-BUS 103 Intermediate Typing . . 
Instruction emphasizes the development of speed and accuracy with further 
mastery of correct typewriting techniques. These skills and techniques are 
applied in tabulation, manuscripts, correspondence;:.and business forms. 
Prerequisite: T-BUS 102 or the equivalent. Speed requirement, 25 words per 
minute for five minutes. 
T-BUS 110 Business Machines 
A general survey of the business and office machines. Students will receive 
training in techniques, processes, operation and applkation of the ten-key 
adding machines, full keyboard adding machines, a11d ·~alculator. 
Prerequisite: None · · · 

T-PSY 206 Applied Psychology . 
A study of the principles of psychology that will be of assistance in. the 
understanding of inter,personal relations on the job. Motivation, feelin~s, 
and emotions are considered with particular ref~rence to on-the-Job 
problems. Other topics investigated are employee selection, .supervision, 
job satisfaction, and industrial conflicts. Atten\ion is alsogiven t? p7rsonal 
and group dynamics so that the student may learn to apply the. prmc1ples .of 
mental hygiene to his adjustment problems as a worker and a member of. 
the general community. 
Prerequisite: None 

T-BUS 116 Business Law 
Includes. the study of Jaws pertaining to bailments, sales, risk-bearing, 
partnership-corporation,. mortgages, and propercy rights. . 

T-ECO 104 Economics II 
Greater depth in principles of economics, including a penetration into the 
composition and pricing of national output, 'dist;ibution . of income 

·international trade and finance, and current economic problems; 
Prerequisite: T-ECO 102 

T-BUS 123 Business Finance 
Financing of business units, as individuals,•partnerships, corporations, and 
trusts. A detailed study is made of short-term, long'term,c and consumer 
financing. 

T'BUS 120 Beginning Accounting . . 
Principles,. techniques and tools of accounting, f9r,. understarnjjng of the 
mechanics . of accounting. - collecting,. summarizing;, ·analyzing, , and 
reporting information about service and merchantile enterprises,to include 
practical application of the principles learned. 
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·T~J;IU~ 233 Personnel Management 
·. , Prmc1ples of human relationships; selection of personnel by interviewing 

and .testing; and training of personnel. 

i'.Bus 229 Taxes 
Appl!c.ation of federal and state taxes to various businesses and business 
conditions .. A study of the following taxes: income, intangible personal 
property, l~cense taxes, sales and use, excise estate and inheritance gift 
and franchise. ' ' 

. T-ENG 206 Business Communications 
Develop~ .•kills in techniques in writing business communications 
:111phas1s 1s placed on writi?g action-getting sales letters and prospectuses: 
c:tess fJeP~;ts, summad r1es of business conferences, letters involving 

. , co ec 10ns! a justments, complaints, orders, acknowledgements 
remittances, and mquiry. ' 
Prerequisite: T-ENG 102,,T-BUS 102 

:T-BUS 247 Business Insurance 
An inve~tigation of fundamentals of risk and its application with particular 
emph~sis upon the ~posures faced by the consumer and the insurance 
techmques to cope with these exposures. Offered to the individual who will 
b~ a purchaser of insurance and as an• introductory course to. those who 
m1ght want further study in insurance preliminary to employment. 

T-BUS 121. ~ntermediate Accounting 
~artnersh1p and corporation accounting including a study of payrolls 

ederal. ~nd S~te taxes. Emphasis is placed on the recording' 
summar1~mg a?d mterpreting data for management control rather than 0~ bookke~!lmg skills. A~counting services are shown as they contribute to the 
recogm~o~ and solut10n of management problems. 
Prereqws1te: T-BUS 120 

l'-BUS 239 Marketing 
4- gei;ieral sm:v~Y of the. fie!d of marketing, with a detailed study of the 
.Prfunctio~, ,policies, and mstitutions involved in the marketing process 
.. ereqws1te: None · 

T-BUS 272 Principles of Supervision 
~~r~uchl the basic responsibilities and duties of the supervisor and his 

. r ... I! ?0 s P to s~periors, subordinates, and associates. Em basis on 
seclll'I~g. an effective work force and the role of the supervisor Jlethods of 

. superv1s10n are stressed. · 
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.;L ,, . 

T-lCS 213 Prod11<;tlon Pla~ning . . tli . ~oductio~:,f~ti~n .pf thi\ 
The•·.·colll'se .. ·.provides .·a~i:~od~;~: ~an:rictunllg· .. process:,FlUnctions 
~:~;!Jora:~d:.~a'iti~g, p~~uct planning and control,, s~eduli~g, 
dispatching, and routing. 

T,M~~ iis Met;ic;Sy~te;.. . . . ·. t · .... ·AIL of ·th~ ··varlous 
This ·wilkhll··a thorpugh study of .thi\ m~tric sys em.. ..· .. · ..... ; will·be 
s~bols and terms as well as weights, sizes, and measuremenµi .. · 
taught. 
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EXECUTIVE SECRETARIAL SCIENCE 

:~···;:l/fhe demand for better qualified secretaries. to work with professional 
':··~r~ons;,continues to increase. These curricula are designed to produce 

. ;cindividuals who will be well-versed in the accepted procedures they will 
'.·:~"counter on the job. · ' · 
, :'?;•The graduate oL the· Executive Secretary program can expect 

, /.'·employment as a stenographer or secretary in organizations such as 
/'''>insurance companies, banks, industrial plants, and state government. 
)'o"{·''J'he student in the Secretarial curriculum will receive instruction in 
>:JYPing, beginning with an introduction to the touch typewriting system. 
, ";',~!ruction emphasizes the development of speed and accuracy, production 
· · '':\yping . problems, and. development of individual production ·rates. The 

: $\uden~ learn the techniques needed in planningtyping projects that closely 
· ·"-~proximate the work appropriate to their major field of study. 
}\)Jlach student must take courses in dictation beginning with a course in the 
#i~.ory ·and practice of reading and writing shorthand. Students who 
•.d~mPnstrate proficiency are exempted from the first course. 

, , ,:;,.Office.style dictation with the emphasis on development of speed and 
··.· ;~ccuracy in transcription of material appropriate to the major course of 
:,:.~~dy is .the culmination of this phase of the curriculum; 
;.';('.Fhe students also receive instruction in. accounting, business law, 

:ii•: !PJ'lrsoniility development, terminology and vocabulary. In addition students 
<~e relllted courses in the field of mathematics, psychology and English. 
: •;;">Advanced placement is offered for those students who already possess the 

,;;'.'' : 'knowledge and skill required in any given course. 
,, 
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~ : SECRETARIAL SCIENCE 

Suggested Curriculum By Quarters 

;''' 

FIRST QUARTER 

T-BUS 101 Introduction to Business 

*T-ENG 101 Grammar & Composition 
T-BUS 102 Beginning Typing 
T-BUS 106 Beginning Shorthand 

t ,, SECOND QUARTER 
!{- 103 Intermediate Typing :f T-BUS 

*T-MAT 110 Business Math 
T-BUS 112 Filing , , 
T-BUS 107 Intermediate Shorthand 

THIRD QUARTER 

T-BUS 206E Advanced Shorthand, 
T-BUS 221 Principles of Bookkeeping 

T-BUS 110 Business Machines 
TcBUS 104 Advanced Typing 

FOURTH QUARTER 
Secretarial Procedures & .Practicum T-BUS 214 

T-BUS 211 Office Machines 
T-ENG 206 Business Conimunicatiotis 

FIFTH QUARTER 
104 Introduction to Data, Processing T-ECP 

Effective Speaking. *T-ENG 204 
*T-ECO 102 Econoµiics .t 

T-BUS 115 Business Law 

SIXTH QUARTER 

*T-PSY 206 Applied Psycho)ogy 
T-BUS 271 Office Management 

*T-MAT 272 Metric System 
Elective 

* General Education Course 
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.etas.a Lab Credit 
Hrs. 

5 0 5 
5 0 5 
2 3 3 

..§. 2 6 
17 ''.'5 I9 

2 3 3 
5 o: 5 
3 0 3 
5 2 6 

E 5 T7 

5 0 5 
5 0 5 
2 3 '3 
2 3 3 

IT 6 I6 

5 3 6 
2 2 3 
5 0 5 

12 5 14 

3 0 3 
5 0 5 
5 0 5 
3 0 3 

1.6 0 16 

5 0 5 
,5 0 5 
3 0 3 
5 0 5 

18 0 18 

SECRETARIAL SCIENCE 
Course Descriptions 

T-BUS 101 Introduction to Business 
A.survey of the business world with particular attention devoted to the 
structure of the various types of business organizations, meth~ of 
financing, internal organization, and management. 
~erequisite: None 

T'ENG 101 Grammar and Composition 
Designed to aid the student in the improvement of self-<!xpression in 
grammar. The approach is functional with emphasis on grammar, diction, 
sentence structure, punctuation, and spelling. Intended to stimulate 
iltl!dents in applying the basic principles of English grammar in their 
day-to-day s.ituations in industry and social life. 
Prerequisite: None 

T-BUS 102 Beginning Typing 
:Introduction to the touch typewriting system with emphasis on correct 
techniques, mastery of the keyboard, simple business correspondence, 
tabulation, and manuscripts, 
Prerequisite: None 

T:Bus 106 Beginning Shorthand 
A beginning course in the theory and practice of reading and writing 
sllorthand. Emphasis on phonetics, penmanship, word families, brief forms, 
and phrases. 
Prerequisite: None 

T'BUS 103 Intermediate Typing 
Instruction emphasizes the development of speed and accuracy with further 
mastery of correct typewriting techniques. These skills and techniques are 
applied in tabulation, manuscript, correspondence, and business forms. 
Prerequisite: T-BUS 102 or the equivalent. Speed requirement, 25 words per 
minute for five minutes, 

T-MAT no Business Mathematics 
This course stresses the fundamental operations and their application to 
business problems. Topics covered include payrolls, price marking, interest 
and discount commission, taxes, and pertinent uses of mathematics in the 
·field of business. 
Prerequisite:· None 
T:BUS'll2 Filing 
Fundamentals of indexing and filing, combining theory and practice by the 
use of minature letters, filing boxes and guides. Alphabetic, Triple Check, 
Automatic, Geographic, Subject, Soundex, and Dewey Decimal Filing. 
Prerequisite: None 

T-BUS 107 Intermediate Shorthand 
Continues study of theory with greater emphasis on dictation and 
elementary transcription. 
Prerequisite: T-BUS 106 or the equivalent 
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T-BUS 206 E Advanced·.Shorthand 
Theory and speedbuilding. Introduction to office style dictation. Emphasis 
on development of speed in dictation and accuracy in tr;mscription. 
Prerequisite: T-BUS 107 

T-BUS 221 Principles of Bookkeeping 
Emphasis is primarily on the techniques of accurate record-keeping. Most 
work will be in the practice of managing financial information within a set of 
ledgers. Definitions of the basic terminology of accounting but with 
emphasis on the mechanics of keeping records. 

T-BUS 110 Business Machines 
A general survey of the business and office machines. Students will receive 
training in techniques, processes, operation and application of the. ten-key 
adding machines, full keyboard adding machines, and calculator. 

T-BUS 104 Advanced Typing 
Emphasis on production typing problems and speedbuilding. Attention to 
the development of the student's ability to function as an expert typist, 
producing mailable copies. The production units are tabulation, 
manuscripts, correspondence and business forms. 
Prerequisite: T-BUS 103 or the equivalent. Speed requirement, 40 words per 
minute for five minutes. · · · 

T-BUS 214 Secretarial Procedures · .. : . 
Designed to acquaint the student with the responsibilities encowitered by.a 
secretary during the workday. These include the follO\ying: . receptionist 
duties, handling the mail, telephone techniques, tr11vel information, 
tel~grams, office records, purchasing of supplies, office organization, and 
insurance claims. · 
Prerequisite: None 

T-BUS 211 Office Machines 
Instructions in the operation of the bookkeeping..accounting machines, 
duplicating equipment, and the dictating and transcribing machines. 
Prerequisite: T-BUS 110 · · ' · · 

T-ENG 206 Business Communications: 
Develops skills in. techniques<in .writing ·business .·communications. 
Emphasis is placed on writing action--getting sales letters and 
prospectuses. Business reports, summaries ofbusiness:conferences; letters 
involving credit, collections, adjustments, complai11ts, : orders, 
acknowledgements, remittances,and inquiry. . · 
Prerequisite: T-ENG .. 102 ··· · . ,, 

T-ECP 104 Introduction to Data·Processiitg . .. 
Fundamental concepts and operational principles of' data ··processing 
systems, as an aid in developing a .. 'b11~c •. :Jmowle<lge, of :computers, 
prerequisite. to .the detail study. of particular cgmputer ·problems. This 
course is a prerequisite for all programming coµrses;. 
Prerequisite: None 
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T-ENG 204 Effective Speaking 
~study of basic concepts. and pr~nciples of oral communications to enable 
• . e student to .commumcate \Vlth others. Emphasis is placed on the 
spea.ker's atti.twle, improving diction, voice, · and the application of 
:rtiiiular techniques of theory to correct speaking habits and to produce 

ec. ve oral presentation. Particular attention is given to conducting 
meetings, conferences, and interviews 
Prerequisite: T;ENG 101 . 

T-ECO 102 Economics I 
The f.undamen~l principles of economics including the institutions and 
practices by which people gain~ liyelihood. l.ncluded is a study ofthe laws of 
S~PP!Y a!'d demand and the prmc1ples bearmg upon production exchan e 
distr1bubo!', and consumption both in relation to the individual enternrfs~ 
and to society at large. .,. 
Prerequisite: None 

T,BUS 115 Business Law 
A general course designed to acquaint 
fundamentals and principles of business 
negotiab_le instruments, and agencies. 
Prereqwsite: None 

the student with certain 
law, including contracts, 

T-PSY 206 Applied Psychology 
A study of .the P'!nciples of psychology that will be of assistance in the 
un~erstan?ing of mter-p~rsonal re.lations on the job. Motivation, feelings 
an . emotions are considered with particular reference to on-the- ·ob 
pr~ble~;· ~ther top~cs inv~stigated are employee selection, supervisi~n 
JO sa s ac on, ~nd mdustrial conflicts. Attention is also given to ersonai 
and tnp dynamics. so t~at the student may learn to apply the prirfciples of 
mthen yg1ene to his adJustment problems as a worker and a member of 

e general community. 
Prerequisite: None 

T-BUS 271 Office Management 
:;;-ese~ts :e f~undamental princ!ples of office management. Emphasis on 

e r~ e o ice management mcluding its functions office automation 
PPrlanmn~, _controlling, organizing and actuating office'problems ' 

ereqws1te: None · 

T-MAT 115 Metric System 
This will be a thorough stiidy of the metric system. An of the various 
:::Ji~~s and terms as well as weights, sizes, and measurements will be 
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EARLY CHILDHOOD SPECIALIST 

The Early Childhood Specialist curriculum is a program developed to 
train people in all phases of child growth and c!evelopment .. Through· MTI's 
class-room and laboratory exPeriences, studen.ts develop a knowledge· and 
understanding of early childhood. .. .· . 

In order to work in a controlled environment, .MTI has developed a model 
child development center which exceeds all state and.local requirements. A 
studenfs training consists of.eight quarters qf cla.~~room 11,~tivities' During 
the. two,year period, students participate,.in oPerl!ting. :.!'n~ observing 
conditions at the child development center. MTI's operational·c!~velopment 
center is a self-sufficient system operated bystudents :andcin~trµctors. 

Through MTI's academic training and practical experience students 
achieve a thorough knowledge of young children. · 

Three exit levels are possible within the curricul.um: 

(1) Child .care worker certificate · .· • · • . : , · 
Completion of one to thre.e quarters of the Earl)' CJ;iil®ood .Specialist 

curriculum · · · 

(2) Child Care Diploma .. . · 
Completion of aUeast one year or four quarters of\vork in the Early 

CJ;iildhood SPecialist curriculum,· 

(3) Early Childhood Specialist Degree 
Completion of .two years or eight required quarters 

Numerousjob opportunities exist for graduates ranging from working in a 
day care center to owning and operating a day care center. 
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EARLY CHILDHOOD SPECIALIST 

Suggested Curriculum By Quarters 

FIRST QUARTER 
NUT 102 Nutrition for Young Children 
PSY 109 Basic Human Relations 
PSY 105 Human Growth & Development 
EDU 176 Practicum 

SECOND QUARTER 

* ENG 201 Reading Improvement 
T-PSY 121 Developmental Group Processes 
T-PSY 122' Child Psychology 

* soc 104 Family: A Cross Culture Survey 
EDU 177 Practicum 

THIRD QUARTER 

* ENG 212 Oral Communications 
•T-.PSY 123 Educational Psychology 
T-EDU 122 Principles of Day Care . 

*T-EDU 123 *Elective - History & Philosophy 
EDU 178 Practicum 

FOURTH QUARTER 
•T-MAT 123 Applied Math 
•T-HEA 101 Personal Health & Hygiene 
T-EDU 124 Day Care of Infants 

* ENG 107 Written Communications 
EDU 179 Practicum 

FIFTH QUARTER 
ENG 217 *Children's Literature 

T-EDU 217 Day Care of Preschool Child 
T-EDU 218 Early Childhood Curriculum 

EDU 280 Practicu·m 

* General Education Course 

Credit 
Class Lab Hrs, 

2 3 3 
3 0 3 
4 0 4 
0 18 ~ 

9 21 12 

3 0 3 
3 0 3 
3 0 3 
3 0 3 
0 ~ 2 

12 18 14 

3 0 3 
3 0 3 
3 0 3 
3 0 3 
0 18 2 

12 18 14 

3 0 3 
3 0 3 
3 0 3 
3 0 3 
0 18 2 

12 18 14 

3 2 4 
3 0 3 
3 0 3 

__Q 19 2 
9 21 12 
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EARLY CHI LO HOOD SPECIALIST 

(continued) 

SIXTH QUARTER 

* EDU 114 Audio-Visual Instruction 
PED 110 Day Care Health Services 

T-EDU 219 staff Training for Day Care 
EDU 281 Practicum 

SEVENTH QUARTER . .. 

EDU 210 Organization & Administration of 
Child Development Centers. 

EDU 151 Creative Activities for Young 
Children 

EDU 204 Parent Education 
EDU Practieum 

EIGHTH QUARTER 

EDU 211 Fiscal Operations of a Day 
Care Center 

T-EDU 221 Seminar on Day Care 
EDU 283 Practicum 

* General Education Course 
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Class 

3 
3 
3 
0 

9 

3 

3 

3 
0 

9 

3 

5 
0 

8 

Lab 

2 
0 
0 

19 
21 

0. 

2 

0 
19 
21 

0 

0 
22 
22 

Credit 
Hrs, 

4 
3 
3 
2 

12 

3 

4 

3 
2 

IT 

3 

5 
2 
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EARLY CHILDHOOD SPECIALIST 

Course Descriptions 

NUT.102 Nutrition for Young Children 
Study of basic nutrition, with emphasis on (1) methods of helping your 
children and their families learn nutritional concepts, and (2) planning 
balanced diets for pre-school children. 

PSY 105 Human Growth & Development 
A detailed study of the developmental sequence of the prenatal and infant 
periods, with emphasis on developmental influences and conditions 
necessary for optimal development of individuals. 

EDU 176 Practicum 
Beginning of internship will include as much observation time as anything 
else. Students will observe children's activities and will be assigned simple 
tasks which aid the activities of their particular job assignment. 

SOC 104 Family: A Cross-Culture Survey 
Study of the family as a social unit, with primary focus on the influence of 
family relationships during infancy and childhood. Historical patterns and 
the evolution of· family roles in various types of cultures provide 
opportunities to analyze and interpret the influence of the culture and the 
family in relation to the larger society. 

EDU 177 Practicum 
Students to be on the job 20 hours per week and to increase their observation 
of coordinating principles learned in class. Interviews with individuals 
continued. 
ENG 212 Oral Communications · 
A study of basic concepts and principles of oral communications over a 
broa.d range of application. Emphasis is focused on those factors which a 
speaker can control: his attitude, his diction, his voice control, his thought 
patterns, and his purposes for communicating. Particular attention is given 
to flexibility in communicating with different persons and different groups. 
EDU 178 Practicum 
Students will maintain previous work assignment for 20 hours per week. 
Evaluation and upgrading will continue. 

T-MAT 123 Applied Math 
A study of the basic principles of mathematics as they apply to everyday use 
and as they apply to tutoring children in areas of difficulty. Emphasis is on 
arithmetic skills and ba.sic geometric relatiomihips as they occur in 
everyday life. 

T-HEA 101 Personal Hygiene & Health 
Study of influences on physical and mental health, individual practices 
which aid in maintaining good physical and mental health throughout the 
life span, and responsibilities of those working with young children to. 

·maintain personal health and to serve as models for health practices. 
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ENG 107 Written Communications 
A highly practical course including classroom participation for .solid 
reinforcement of principles. Practice' will inclu~e writings of all ~ds; 
observations.of professional nature, personal feelings, reports1 and i:~r101;1s 
assigned materials. Emphasis consistently on clear and effective writing m 
a variety of situations. 

EDU 179 Practicum 
Continued 20 hours per week on the job with periodic evaluation. 

ENG 217 Children's Literature 
An overview of children's literature from pre-school to grade six. Speaking, 
listening, reading, and role playing will be emphasized through the study of 
the multi-media approach to children's literature. 

EDU 280 Practicum 
Continued 20 hours per week on the job with periodic evaluation. 

EDU 281 Practicum 
Continued 20 hours per week. on the job with periodic evaluation. 

EDU 210 ()rganization & Administration of Child Develol.'ment Centers 
To acquaint potential administrators of Day Ca~e and Ch!ld De"'.elop~ent 
Centers with the various aspects of the profession. Readings, discussion, 
films, specialists, and trips to centers to study facilities are utilized. 

EDU 151 Creative Activities for Young Children · . 
Individual and group exploration of activities and media for promoti!lg 
optimal overall development of children, with special emphasis on ~us1c, 
art science and oral language development. Laboratory experien~es 
prdvide opportunities . to plan and implement a. P.rogram .which 
demonstrates the adaptability of specific activities and media to a variety of 
age levels. 

EDU 204 Parent· Education . 
Study of ways parents can be involved in the child development center'. of 
the purposes and value of home visitation, and of techniques for reporting 
child progress to parents. The role of the early childhood specialist in aiding 
parents in guidance of the child's developmen~ is emphasized. Ea.ch student 
will develop a series of programs appropriate for presentation to the 
parents of pre-school children. 
Prerequisite: 

EDU.282 Practicum . 
Student's work hours increased to 30 per week comm~at7 with. the 
increased level of skills and understandings. Ev.aluation mterviews 
continued. 

EDU·28a·Practicum 
Continued 30 hours per week on the job with evaluation interviews 
continued. 
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1
' EDU. 211 Fiscal Operation of a Child Care Center , . 

,., ,; 4. Stl.ldY .of fiscal ChildcCa.re · Center . management. Record keeping , , cost 
~lff.i •. >~nl!lysis;and auditing procedures will be stressed. Federal and State tax 

1,,. ,pro~edures andL".mpl~ers' df!scal responsibility to employees will be a 
;;•, maior concern. 1censmg an certification requirements will be related to 

. :!::• capital construction. 
PSY 109 Basic Human Relations 
This course is designed to aid the student in studying the basic principles of 
individual and group behavior; to help the student gain insight that will 
foster a healthier personality; to help the student to better understand 
himself and others as well as learning to accept individual differences 
t~ough group therapy. 

ENG 201 Reading Improvement 
Designed to improve the students' ability to read rapidly and accurately 
with maximum comprehension of material and to expand the individual's 
vi>eabulary for practical use. 

T-PSY 121 Developmental Group Processes 
Study of human behavior, with emphasis on developmental aspects, 
motivations, common behavioral patterns, and the role. of defense 
mechanisms in human behavior. Laboratory experiences will demonstrate 
a variety of related theories to human behavior. 

T-EDU 122 Principles of Day Care 
A basic background course in Child Development designed to bring 
questions of methods and goals of quality day care services for children into 
perspective. 

T-EDU 123 History of Philosophy 
Deals with the history of education in the United States throughout the 
centuries and basic associated philosophies of our educational system. A 
study of noted philosophers and their educational theories will also be 
surveyed. 
.T-EDU 218 Early Childhood Curriculum 
Aspecialty course designed to help students become more familiar with all 
major areas of a good Early Childhood Curriculum and gain insight into 
various constructions which would lend way for a young child's optimum 

it'.' development in these areas. 
EDU 114 Audio-Visual Instruction 
An introduction to the nature and use of audio-visual materials. Emphasis is 
on the operation of equipment allowing the student to become more 
knowledgeable in operating the following: tape recorder, motion picture 
projector and camera, filmstrip, slide, opaque and overhead projectors. 

PED 110 Day Care Health Services 
A study of community health services and responsibilities to children in day 
care. The function of the family, the school, and governmental agencies will 
be emphasized. A major objective will be the developing of skills required 
for screening, referrals and follow-up. 
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T-EDU 221 Seminar. on Day Care 
Ageneral wrap-up and tying .together of .all knowledge ·gained ·over a ·2 
year-academic.periodin Child Development for Specialist II students. 

ENG 217 Children's Literature 
Designed to familiarize the student with children's books, assist the student 
in selecting books for young children, introduce the student to methods and 
techniques used in story telling and provide them with the opportunity to use 
these methods. 

T-PSY 122 Child Psychology 
A course designed to introduce students to the basic concepts and principles 
of child Psychology, and give them a working knowledge of techniques 
employed in behavior change and reorganization. 

T-PSY 123 Educational Psychology 
An introductory course in how and why young children learn. The basic 
learning theories will be explored as they relate to curriculum and 
environmental design for young children. 

T-EDU 219 Staff Training for Day Care 
Day Care Training Course. in the principles and practices.of in-service and 
pre-service training for day care staff. The Workshop Approach will be· 
used; student will utilize skills and knowledge acquired through 
practicum and courses to build foundations for workshop production. 

EDU 217 Day Care Of Pre-School Children 
A study of the methods, principles and philosophy of Day Cartl as they relate 
to planning a program for the young childrell who are in Day Care Centers. 
Requirements for Certification and Licensing in North Carolina will be. one 
of the primary focuses' of the course. 

T-EDU 124 Day Care of Infants 
The teaching of and care of infants when placed·ingroups. The method, 
principles andactual practices of infant care. Students will study existing 
infant care program, design materials and make plans for an infant care 
center which would meet federal, local and state guidelines: 
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EDUCATIONAL SPECIALIST 

The shiftin_g of .our labor mar~et is largely in the area of increased 
num~ers of Jobs m human services. And further the •kinds of human 
serv~ces are. multiplying rapidly. More and more: the areas of human 
service reqwre para-professional persons to assist the professionals with 
the work l~d at hand. And, frequently, that work load requires of the 
par~-profesSional, knowledge, and insights into the best information 
available on how to help people more effectively. 

The Jl!ducation~l Specialist curriculum is designed to prepare people for a 
car_eo:r m education. Through classroom instructibn and actual on-the-job 
trammg, a. student W!ll acquire the knowledge and experience necessary for 
a ca.re~r m education as a school secretary teacher's aid or media 
specialist. ' ' 

An A~sociate Degree in Applied Science is awarded upon successful 
completion of the two-year program. 
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EDUCATIONAL SPECIALIST EDUCATIONAL SPECIAllST 

Suggested Curriculum By Quarters 
(continued) 

Credit 
FIRST QUARTER Class· Lab )-trs. 

* ENG 100 Grammar & Composition 5 0 5 
T-BUS 102 Beginning Typing 2 3 3 

* PSY 111 Seminar in Personal Development 4 0 4 
EDU 176 Practicum __Q 26 --2. 

11 29 15 
SECOND QUARTER 

LIB 103 Library Reference 3 0 3 
T-BUS 103 Intermediate Typing 2 3 3 
T-BUS 112 Filing .3 0 3 

* soc 107 Introduction to Sociology 3 0 3 
EDU 177 Practicum 0 26 3 

11 29 15 
THIRD QUARTER 

•T-BUS 110 BuSiness· Machines ·-, 2 3 3 
PSY 105 Human Growth & Development I 5 0 5 
soc 202 Social Problems 3 0 3 
EDU 178 Practicum 0 27 3 

10 30 14 
FOURTH QUARTER 

* MAT 122 Applied Math 5 0 5 

* HEA 101 Personal Health & Hygiene 3 0 3 
T-BUS 211 Office Machines 2 2 3 

PSY 106 Human Growth & Development II 3 0 3 
EDU 179 Practicum 0 25 2 

13 27 16 
FIFTH QUARTER 

EDU 203 The Exceptional Child 3 0 3 
*1'-BUS 110 Business Math · 5 0 5 
T-ENG 206 Business Communications 5 0 5 

EDU 180 Practicum 0 27 3 
13 27 16 

SIXTH QUARTER 
ENG 204 Effective Speaking 5 0 5 
EDU 131 School Record & Reports 2 0 3 

* soc 104 Family: A Cross Culture Survey 3 0 3 
EDU 181 Practicum _Q 30 3 

y' 
10 30 14 ;;i· 

* General Education Course 
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EDUCATIONAL SPECIALIST 

Course Descriptions 

ENG 100 Grammar & Composition 
A study of basic grammar requirements for effective oral and written 
communications. The approach is a functional, composition and grammar 
and combination speaking and grammar to reinforce application in 
day-to-day situations. 

T-BUS 102 Beginning Typing 
An introduction to the touch typewriting system with emphasis on correct 
techniques, mastery of the keyboard, simple business correspondence, 
tabulation, and manuscripts. . 

PSY 111 Seminar in Personlll Development 
An ovefrlding purpose governs tbis course: .An Auxiliary Education 
Specialist must have a• thorough kn()wledge of self and his self-concept 
before his actions can be effective in helping other people. The seminar in 
Personal Development will include ins~ctional activitiE'.8 w~ich bring 
about self-awareness: (1) in communications, (2) of. self-identity, (3) of 
group identity, (4) of self-behavior, and (5! of group behavior. The majority 
of instruction is in form of group activities. 

EJ)U 176 Practicum 
Beginning of internship will include as much observation time as anything 
else. Students will observe children's activities and will be assigned simple 
tasks which aid the activities of their particular job assignment. 

LIB 103 Library Reference 
Study of general encyclopedia, special reference books, and other basic 
sources used. in reference work. Also practice in preparation of simple 
bibliographies, emphasizing correct form. 

T-BUS 103 lntermedjate Typing 
Instruction emphasizes the development of speed and accuracy with further 
mastery of correct typewriting techniques. These skills and techniques are 
applied in tabulation, manuscript, correspondence, and business forms. 
Prerequisite: T-BUS 102 or the equivalent. Speed requirement, 25 words per 
minute for five minutes. 

T-BUS 112 Filing · 
Fundamentals of indexing and filing, combining theory and practice by the 
use of miniature letters, filing boxes and guides. Alphabetic, Triple Check, 
Automatic, Geographic, Subject, Soundex, and Dewey Decimal. filing. 
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SOC 107 Introduction to Sociology 
Alt .. ?verview .·course· designed to follow up fundamentals . introduced in 
Semmar on Perso_nal Deve~opment. An attempt to provide an understanding 
of culture, collective behavior, community life, social institutions and social 
change. Presents the.scientific study of man's behavior in relation to other 
men, the general laws affecting the organization of such relationships and 
the effects of social life on human personality and behavior. 

EDU 177. Practicum 
Students to be on the job 20 hours per week and to increase their observation 
of c?Ordinating principles learned in class. Iriterviews with individuals 
continued. 

T·B{JS 110 Business Machines 
A general survey of the business and office machines. Students will receive 
trai!ling in te~hniques, processes, operation and application of the ten-key 
adding machmes, full keyboard adding machines, and calculator. 

PSY 105 Human Growth & Development I 
A d~tailed ~tudy of the ~evelopmental sequence of the prenatal and infant 
periods, wrth emphasis on developmental influences and conditions 
necessary for optimal development of individuals. 
Prerequisite: SOC 104 

EDU 178 Practicum 
Students will maintain previous work assignment for 20 hours per week 
Evaluation and upgrading will continue. · 

MAT 122 Applied Math 
A study of th.e basic principles of mathematics as they apply to everyday use 
an.d as th.ey apply to tutoring children in areas of difficulty. Emphasis ls on 
arithmetic . skills and basic geometric relationships as they occur in 
everyday life. 

BEA 101 Personal Health & Hygiene 
Stu.dy of i~uen~es .o'! physical and mental health, individual practices 
'Yhich aid m mamtam1~g · ~~ physical and mental health throughout the 
life. sp~n, and respons1bil1tles of those working with young children to 
mamtam personal health and to serve as models for health practices. 

T-BUS 211 Office Machines 
Instz:uctions in . the operation of . the bookkeeping-accounting machines, 
duphcat~n~ eqwpment, and the dictating and transcribing machines. 
Prereqws1te: T-BUS llO 
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PSY 106 Human Growth & Development .II 
A detailed study· of the developmental sequence during the pre-school 
period, ages•2 to6. Emphasis'.is·given·tofactors influencing development: 
the importance of experiences in establishing patterns of behavior, 
attitudes, interpersonal skills, language usage, and the relationship of early 
childhood to later realization of potential. 
Prerequisite: PSY 105 
EDU 179 Practicum 
Continued 20 hours per week on the job with periodic evaluation. 

EDU 203 The Exceptional Child 
Study of children with developmental variations requiring modification in 
activities. Consideration is given to recognition of problems, community 
resources, and appropriate activities for the child with exceptional 
deviations in personality or physical development. 
Prerequisite: 

T-BUS UO Business Math 
This course stresses the fundamental operations and their application to 
business problems. Topics covered include payrolls, price marking, interest 
and discount commission, taxes, and pertinent use of mathematics in the 
field of business. 
Prerequisite: None 

T-ENG 206 Business Communications . 
Develops skills in techniques in writing . business communications. 
Emphasis is placed on writing action-getting sales letters · and · 
prospectuses. Business reports, summaries of business conferences, letters 
involving credit collections, adjustments, complaints, orders, 
acknowledgements, remittances, and inquiry. 
Prerequisite: 

EDU 180 Practicum 
Continued 20 hours per week on the job with periodic evaluation. 

ENG 204 Effective Speaking 
A study of basic concepts and principles of oral communications to enable 
the student to communicate with others. Emphasis is placed on the 
speaker's attitude, improving diction, voice, i:tnd the application of 
particular techniques of theory to correct speaking habits and to produce 
effective oral presentation. Particular attention is given to conducting 
meetings, conferences, and-interviews. 
Prerequisite: 

EDU 131 School Records and Reports 
The preparation of school records and reports. The course will include the 
procedures for general reports, the procedures for special. reports and 
records, and the management of records. 
Prerequisite: None 
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SOC 104 Family: A Cross-Culture Survey 
Stu~y of the family as a social unit, with primary focus on.theinfluence of 
family relationships during infancy and childhood. Historical patterns·anil 
the evol~~on of family ro!es in various types of cultures provide 
OPP?~ties t? analyze and mterpret the influence of the culture and the 
family m relation to the J11rger society. 
EDU 181 ·Practicum 
Continued 20 hours per week on the job with periodic evaluation. 

SOC 213 Marriage and Family 
Stu~y of the .fami~y as a ~oci~l unit, with primary focus on the influences of 
family relationships durmg infancy and childhood. Historical patterns and 
the evol~~on of family roles in various types of cultures provide 
opp?rtu.mties t? analyze and interpret the influence of the culture and the 
family m relat10n. to the larger society. 

POL 104 Introduction to Government Structure 
A.serious ~tudy of negotiating social organizations and their bureaucracies 
with sp~c1a! emphasis ?n . obtaining services for clients. Study will 
necessarlly mcl~de .a basic mtroduction to management of organizations 
and how those prmc1ples relate to the sociology of governmental structure. 

EDU 182 Practicum 
~tudent's work hours increased to 30 per week commensurate with the 
mcrc;ased level of skills and understandings. Evaluation interviews 
contmued. 

ED~ .151 Games for Elementary Schools 
lnd!v1dual al)d group exploration of activities and media for promoting 
optima! overall development of children, with special emphasis on music, 
art, .science, and . ~ral language development. Laboratory experiences 
provide opportumties to plan and implement a program which 
demonstrates the adaptability of specific activities and media to a variety of 
age levels. 

GEO 201 Geography 
~ stu.dy ,,of th.e child's immediate environment as it is related to his 

outside. world .. T~c; SCOP<; and.sequence of geography in grades K~ and 
the readiness actmties whic_h .will prepare the child for an appreciation of 
~eograph,v. The use of telev1s10n and other media and their effectiveness 
m !•aching space, place, time, and management of the physical 
environment. 

EDU 112 Audio Visual Equipment & Machines 
An introduction to the. n~ture and use of audiovisual materials. 
(AV-ITV: VT~). EmphaSJ~ ~s on the operation of equipment and the 
commun!cat10n characteristics of the various news print media. Includes 
preparation of "soft-ware" for various audiovisual media. 
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EDU 183 Practicum · · t · Continued. 30 hours per week on the job with evaluation m erv1ews 
continued. 

PSY 206 Applied Psychology . ta · the 
A stud of the principles of psychology that ~ be of ~ss1~ nee 1~ 
undersknding of inter-personal relations on the JOb. Motiva~on, fe~m~6 
and emotions are considered with particular referen~e o on- .e:io 
problems. Other topics investigated are empl?ye~ selecti?n, superv1s10nj 
job satisfaction and industrial conflicts. Attention 1s also g~en t<;> p~r~on~ 
and group dynainics so that the student may learn to apply e prmc1b es f 
mental hygiene to his adjustment problems as a worker and a mem er o 
the general community. 

SOC 202 Social Problems . · t' Course 
A stud of the fundamental principles of social o'!!amza .ion. 
attempfs to link sociological concepts and theori~s to soc:al realityh. In1clu.de~ American social institutions m relation to tee no og1ca 
~i!~~~~~::Ji!'Kon growth, urbanization, and other issues that result in 
social conflict. 
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Criminal Justice-Protective Service Technology 

INTRODUCTION 

Purpose of Curriculum 

Criminal Justice-Protective Service Technology is a program that covers 
law enforcement, security services, and correction. In the last decade these 
specialty areas have evolved into highly complex professions requiring a 
variety of skills and special knowledge in criminal law, counseling, 
surveillance, crimlnalistics, psychology, and sociology. 

This curriculum is designed with a core of courses to afford the student the 
opportunity to acquire basic skills and knowledge and then to specialize in 
one of three areas. The law enforcement option provides an opportunity for 
specialized study in such areas as criminal law, criminalistics, criminal 
investigation, and traffic enforcement. The security services option 
provides an opportunity for specialized study in such arts as surveillance, 
security systems, accident investigation, fire prevention, and common 
carrier protection. The correction option provides an opportunity for 
specialized study in such areas as. counseling, administration of 
confinement facilities, correction law, rehabilitation, paroles, probation, 
and pardons. 
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Career Opportunities 

The Ct'iminafJustice,Protective Service Technology program of study 
enables·. a graduate to acquire a position in the field of law enforcement, 
security services, or correctjon. Currently there is a demand for dedicated 
men and women in all of these areas. 

Law . enforcement agencies are in need of lrained ·professionals. A law 
enforcement graduate can find employment with law enforcement .a·gencies 
as an officer, administrator, special investigator, laboratory technician, 
communication expert, or in research. 

Business and industry are 10o!ring for professionals to provide security. A 
security services ~aduate can find employment with business and industry 
as a guard, surveillance officer,· transportation officer, or security 
administrator. 

Correction is in need of highly trained individuals to bring about the changes 
nee.ded in correction institu.tions. A correction graduate can find 
employment with a penal.institutions, a probation board, or with a board of 
parole as a counselor, administrator, or consultant. 

FOURTH QUARTER 
*ENG 204 Oral Communications 
*POL 103 Local and State Government 
•soc 108 Current Social Problems 
PSC 104 Legal Court and Procedure 

FIFTH QUARTER 
CJC 125 Due Process 
CJC 102 Criminology 
PSC 202 Community Relations 

SIXTH QUARTER 
CJC 110 Juvenile Delinquency 
CJC 201 Motor Vehicle Law 
PSC 210 Arms Identification Care & Training 

SEVENTH QUARTER 
CJC 202 Traffic Enforcement 
CJC 208 Crime Scenes,·Collection & 

Preservation of Evidence 
CJC 210 Criminal Investigation 

EIGHTH QUARTER 
CJC 220 Police Organization & Administration 
CJC 209 correction· LaW 
CJC 240 Security Systems 

* General Education Courses 

3 0 3 
3 0 3 
3 0 3 
3 0 3 

12 0 12 

5 0 5 
5 0 5 
2 0 2 

12 0 12 

5 0 5 
3 0 3 
3 2 4 

TI 2 I2 

3 0 3 

3 2 4 
5 0 5 

11 2 12 

5 0 5 
3 0 3 
5 0 5 

13 0 13 

53 



CRIMINAL JUSTICE AND LAW ENFORCEMENT 

COURSE DESCRIPTION 

FIRST QUARTER 

Eng 101 Grammar 
Designed to aid the student in the improvement of self-expression in 
grammar. The approach is functional with emphasis on grammar, diction, 
sentence structure, punctuation, and spelling. Intended to stimulate 
students in applying the basic principles of English grammar in their 
day-to-day situations in industry and social life. 

Mat 101 Technical Math 
This course is designed to bring the. Law Enforcement students the 
mathematical principles needed in their field. Topics studied are formulas, 
logarithms, right triangle, trigonometry, graphing . and statistics as they 
relate to VASCAR, breathalizer, ra.dar and other such devices. 

Psc 101 Police Science I 
Topics to be included in this course are: 

HiStory and Constitutional Law, Instruction to Criminal Law, First·Aid, 
Communications for the Law Enforcement Officer, How to Recognize and 
Handle Abnormal People, and Laws of Arrest. 

SECOND QUARTER 

Eng 102 Composition 
Designed to aid the student in the improvement of self-expression in 
business and technical composition. Emphasis· ls on the sentence, 
paragraph, and whole composition; 

Mat 102 The Metric System 
ThiS will be a thorough study of the metric system. All of the various 
symbols and terms as well as weights, sizes and measurements will be 
taught. 

CJC 101 Introduction to Criminal Justice 
ThiS course is designed to familiarize the student with a philosophy and 
history of law enforcement, its legal limitation in our society, the primary 
duties and responsibilities of the various agencies in the criminal justice 
field, the basic processes of justice, an evaluation of law enforcement's 
current position, and an orientation relative to the profession as a career. 

Psc 102 Police Science II 
Topics to be included in this course are: 

Laws of Search and Seizure, Laws and Rules of Evidence, General 
Criminal Investigation, Motor Vehicle Accident Investigation Reporting, 
Motor Vehicle Laws, North Carolina Alcoholic Beverage Control Laws. 
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THIRD QUARTER 

Eng 103 Report Writing 
The ~d.amentals of ~nglisb are utilized as a background for the 
orgaruzation and techniques of modern report writing. Exercises in 
developing typical reports, using writing techniques, and graphic devices 
are completed by the students. Practical application in the preparation of a 
full-length report is required of each student at the end of the term. This 
report must have to do with something in his chosen curriculum. 

Pol 104 The National Government 
English and colonial background, the articles of confederation and the 
framing of the federal constitution. The nature of the federal union 
national, federal powers, and political parties. The general organization and 
functioning of national government. 

Psy 150 Interpersonal Relationships 
A framework for understanding the self, other people and communications 
or tr~nsactions between people, including those 'manifesting deviant 
behavior. J'!ach student will do a self-analysis and, if he wiShes, set up a goal 
~o accomplish for himself during the course. The primary focus of the course 
1s personal growth with some attention given to communication between 
the student and his clients. 

Psc 103 Police Science III 
Topics to be included in this course are: 

Reco~ition and Identification of Drugs - Drug Abuse, Laws Related 
to .Riot and Crowd Control, Crowd Control, Court Structure and 
Proc~dure, R~port Writing and Note Taking, Juveniles, Defensive 
Tactics and Firearms, Patrol Operations, Public Relations Use and 
Care of Fire Arms. ' 

FOURTH QUARTER 

Eng 204 Oral Communications 
A study of basic concepts and principles of oral communications to enable 
the student to communicate with others. Emphasis is placed on the 
spea.ker's attitude, improving diction, voice, and the application of 
particular techniques· of theory to correct speaking habits and to produce 
effective oral presentation. Particular attention given to conducting 
meetings, conferences, and interviews. 
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Pol 103 Local and S,tate Government . . . . 
A study of state and local government, state-federal mterrelatio~hips, _the 
functions and prerogatives of the branches. Problems of adm1rustration, 
legal <procedures, Jaw enforcei;nent, .Police pawer, taxation, rm:enues, and 
appropriations. Special attention will be given to North Carolina. 

Soc 108 Current Social Problems . . . . 
A study of special problem-situationalareas in human life that 1s ~es1~ned to 
increase student sensitivity toward the problems and conflicts m the 
American Social Structure. 

Psy 104 Legal Court and Procedure . . . 
This course is designed to. provide the s~dent. with. ~ rev1~ ?f court 
systems· procedures from incident to fmal disposition; pnnc1ples of 
constitutional, federal, state, and civil laws as they apply to and affect law 
enforcement. 

FIFTH QUARTER 

CJC 125 Due Process . . . . 
This course is designed to provide the student . with .. ~ revie~ ?f court 
systems· procedures from incident to final disposition; pnnc1ples of 
constitutional, federal, state, and civil laws as they apply to and affect law 
enforcement. 

CJC 102 Criminology . 
A general course designed to introduce the student to the causation .of crrme 
and delinquency. The historical and contemporary a~~ts ~f crim~, law 
enforcement, punishment, and correctional admtmstration will be 
discussed. 

PSC 202 Community Relations . 
This course will provide the student with an understanding of ~ommun1~y 
structures as they relate to minority groups, peer groups, soc1oeconoI01c 
groups, leader. groups, and group relations. Emphasis will be placed ~n the 
organization and function of these groups as they relate to the profession of 
criminal justice-protective service. 

SIXTH QUARTER 

CJC 110 Juvenile Delinquency 
General Survey of juvenile delinquency as an individual and social ~roblem, 
theories of. delinquency, causation, and meth?<15 of C?rrec~10n and 
prevention. The course will present a general overview of the JUVemle court. 

CJC 201 Motor Vehicle Law 
A study of the traffic enforcement codes with p~imary emphasis placed on 
North Carolina Jaw as it relates to motor vehicles. 
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PSC 210 .Arms Identification .. Care. & . training 
The stud.ent will be,exposed to the many different kinds of arms that he 
might encounter and also to properly care for and use the equipment he 
needs to do his job. 

SEVENTH QUARTER 

CJC 202 traffic Enforcement 
A study which covers the history of the traffic enforcement problems and 

. gives an overview of the problem as it exists today. Attention will be given to 
the three E's (enforcement, evaluation, effectiveness).and legislation, the 
organization of the traffic unit, the responsibilities to the traffic function of 
the various units within the law enforcement agency, enforcement tactics, 
evaluation of the traffic program effectiveness and the allocation of men 
and materials. Accident investigation is stressed. 

CJC 208 Crime Scenes - Collection & Preservation of Evidence 
This course is. designed to familiarize the student with the importance of 
identifying types of evidence at a crime scene, to teach him to properly 
mark the evidence, and how to establish a legal chain of evidence. The 
student is instructed in the various ways of preserving and packaging 
evidence for shipment to a crime lab. 

CJC 210 Criminal Investigation 
Introduction to the fundamentals of investigation; crime scene research; 
recording, collection and preservation of evidence; sources of information; 
interview and interrogation; case preparation and court presentation; and 
the investigation of specific offenses such. as arson, narcotics, sex, larceny, 
burglary, robbery and homicide. 

EIGHTH QUARTER 

CJC 220 Police Organization & Administration 
Introduction to principles of organization and administration, discussion of 
the service functions, e.g., personnel management, police management, 
training, communications, records, property maintenance, and 
miscellaneous services. · 

CJC 209 Correction Law 
This course is designed to familiarize the student with the specific laws as 
they pertain to correction, care, custody, and control. 

CJC 240 Security Systems 
This course is designed to introduce the student to an overview of the total 
security concept. The topic is broken down into industrial, commercial, and 
retail security. 
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l1' VOCATIONAL 

PROGRAMS 
AIR CONDITIONING 

AND REFRIGERATION 
AUTOMOTIVE BODY REPAIR 
AUTOMOTIVE MECHANICS 
ELECTRICAL INSTALLATION · 

AND MAINTENANCE 
INDUSTRIAL MAINTENANCE 

LICENSED PRACTICAL NURSING 
LIGHT CONSTRUCTION 
POTTERY PRODUCTION 
RADIO AND TELEVISION 
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SERVICING 
SHEET METAL SPECIALIST 

SMALL ENGINES 
AND EQUIPMENT REPAIR 

UPHOLSTERY 
WELDING 

GENERAL . .lNFORMATIO·N 
for 

VOCATIONAL 
PROGRAMS 

Diploma: 
Upon Completion Of The Curriculum Work, 

The Vocational Diploma Is Awarded To The Indi­

vidual To Certify That Professional Training Require-
ments Have Been Met. • 

Admission Requirements: 
To Enter The Vocational Program, The lndi· 

vidual Must Be At Least 18 Years Old Or Hold A 

High School Diploma Or Certified Equivalent. If 

The Individual Is 18 Or Over, The High School Di­

plo~a Is Not Required For Entrance Into The Vo­
cational Program. 

Additional Requirements For 
licensed Practical Nurse: 

The Applicant Must Be A High School Grad· 

uate Or The Certified Equivalent And Must Take The 

' Appropriate Admissions Test Given By The School. 
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AIR CONDITIONING AND REFRIGERATION 

Purpose of Curriculum 

In recent years the use of air conditioning and refrigeration equipment 
has increased trem!!ndously. Practically all Il!lW bµilding construction for 
business and commercial use have "all year" .comfort systems. Many 

. homes now have air conditioning and the trend is toward greater use of "all 
year" systems of cooling and heating. The food industry is requiring greater 
use of refi'igeration systems in freezing, storage, and display of products. 
With this great upswing in the use of air conditioning .and refrigeration 
equipment, a greater demand is made on trained personnel to install, 
aperate, maintain and service this equipment. 

This curriculum is designed to give the students practical knowledge that 
will enable them ·to become capable service. men in the industry. The 
principle objective has been to outline. the reguired tecbnical and• related 
instruction to enable themto understand the basic principles 'involved in the 
construction operation, and maintenance of equipment. Job opportunities 
exist with co~panies that specialize inair conditioning, automatic heating, 
sheet .metal a.nd commercial . refrigeration installation and .service. The 
service inan is employable in areas of sales, maintenance, installation and 
in the growing fields of truck and trailer refrigeration. 
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AIR CONDITIONING.AND REFRIGERATION 

Day Curriculum By Quarters 
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AIR CONDITIONING & REFRIGERATION 

Evening Curriculum By Quarters 

AIR CONDITIONING & REFRIGERATION 

(continued} 

EVENING 
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Affi CONDITIONINGAND REFRIGERATION 

Course Descriptions 

AHR 1121 Principles of Refrigeration 
An introduction to the principles of refrigeration, terminology, the use and 
care of tools and equipment, and the identification and the function of the 
component parts of a system. Other topics to be included will be the basic 
laws of refrigeration; characteristics and comparison of the various 
refrigerants; the use and construction of valves, fittings, and basic controls. 
Practical work includes tube bending, flaring and soldering. Standard 
procedures and safety measures are stressed in the use of special 
refrigeration service equipment and the handling of refrigerants. 
Prerequisite: None 

DFT 1104 Blueprint Reading: Mechanical 
Interpretation and reading of blueprints. Information of the basic principles 
of the blueprint; lines, views, dimensioning procedures and notes. 
Prerequisite: none 
DFT 1116 Blueprint Reading: Air Conditioning 
A specialized course in drafting for the heating, air conditioning, and 
refrigeration student. Emphasis will be placed on reading of blueprints that 
are common to the trade; blueprints of mechanical components, assembly 
drawings, wiring diagrams and schematics, floor plans, heating system 
plans including duct and equipment layout plans, and shop sketches. The 
student will make tracings of floor plans and layout air conditioning 
systems. 
Prerequisite: DFT 1104 

ELC 1102 Applied Electricity 
The use and care of test instruments and equipment used in servicing 
electrical apparatus for air. conditioning and refrigeration installations. 
Electrical principles and procedures for troubl~hooting of the various 
electrical devices used Jn. air conditioning, heating, and refrigeration 
equipment. Included will .. be transformers, various types of motors and 
starting devices, switches, electrical heatil}g devices, and wiring. 
Prerequisite: · 

AHR 1122 Domes.tic· and·Commercial Refrigeration 
Domestic refrigeration servicing of conventional,.hermetic, and absorption 
systems. Cabinet care, controls; and system. maintenance in domestic 
refrigerators, freezers, and window air conditioning units is stressed. 
Commercial refrigeration servicing of display cabinets, walk-in cooler and 
freezer units, and mobile refrigeration systems is studied. The use of 
manufacturer's catalogs in sizing and matching system components and a 
study of controls, refrigerants, servicing methods is made. The American 
Standard Safety Code for Refrigeration is studied and its. principles 
practiced. 
Prerequisite: AHR 1121 
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AHR 1128 Automatic Controls 
Types of automatic controls and their function in air conditioning syst~. 
lncluded in the course will be .electric .and pneumatic controls for domestic 
and commercial cooling and heating; zone controls, unit heater and 
ventilator controls, commercial fan systems controls, commercial 
refrigeration controls, and radiant panel controls. 
Prerequisite: ELC 1102, AHR 1122 

AHR 1123 Principles of Air Conditioning 
Work includes the selection of various heating, .cooling and ventilating 
systems, investigation and control of factors affecting air cleaning, 
movement, temperature, and humidity. Use is made of psychrometric 
charts in determining needs to produce optimum temperature and humidity 
control. Commercial air conditioning equipment is assembled and tested. 
Practical sizing and balancing of ductwork is performed as needed. 
Prerequisite: AHR 1122 

AHR 1124 Air Conditioning & Refrigeration Servicing 

Emphasis is placed on the installation, maintenance, and servicing of 
equipment used in the cleaning, changing, humidification, andtemperature 
control of air in an air conditioned space. Installation of variousducts·and 
lines needed to connect various components is made. Shop work involves 
burner operation, controls, testing, and adjusting of air conditioning and 
refrigeration equipment, and location and correction of equipment failure. 
Prerequisite: AHR 1123 

AHR 1126 All Year Comfort Systems 
Auxiliary equipment used in conjunction with refrigeration systems to 
provide both heating and cooling for "all-year" comfort will be studied and 
set up in the laboratory. Included will be oil fired systems, gas fired 
systems, water circulating systems, and electric-resistance systems. 
Installation of heat pumps will be studied along with servicing techniques. 
Reversing valves, special types of thermostatic expansion valves, systems 
of de-icing coils, and electric wiring and controls are included in the study. 
Prerequisite: AHR 1123, AHR 1128 

MEC 1120 Duct Construction and Maintenance 
Study of various duct materials including sheet steel, aluminum, and fiber 
glass. Safety, sheet metal hand tools, cutting and shaping machines, 
fasteners and fabrication practices, layout methods, and development of 
duct systems. The student will service various duct systems and perform 
on-the-site repairs including ducts made of fiber glass. A study is made of 
duct fittings, dampers and .regulators, diffusers, heater and air washers, 
fans, insulation and ventilating hoods. 
Prerequisites: DFT 1116, AHR 1123 · 
Rerequisite: AHR 1126 
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AUTO RODY REPAIR 

Purpose of Curriculum 

The fieJdcof automotive body repair and painting needs many more 
well-trained people to meet the growing demand.for the many special skills 
in this area of employment. In this program, .much of the student.s' time in 
the shop is devoted to learning skills and practicing these skills on \!ar bodies 
and their component parts. Every attempt is madeto make these practical 
experiences as close as possible to actual on the job situatioris. The practical 
experience and related training provide an ideal way to prepare the 
students for entry into an occupation that offers many job opportunities. 
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AUTO BODY REPAIR 

Day Curriculum By Quarters 

FIRST QUARTER 

AUT 1111 Auto Body Repair 
Related Course 
Related Course 
Related Course 

SECOND QUARTER 
Related Course 

DFT 1101 Schematics & Diagrams: 
Power Mechanics 

WLD 1105 Auto Body Welding 
AUT 1112 Auto Body Repair 

THIRD QUARTER 

Related Course 
Related Course 

AUT 1115 Trim, Glass, & Radiator Repair 
AUT 1113 Metal Finishing & Painting 

FOURTH QUARTER 
AUT 1114 Body Shop Applications 

Related Course 

Related Courses Listed on Page 119. 

Credit 
Class Lab Hrs. 

5 14 10 
5 0 5 
3 0 3 
0 3 1 

13 17 i9 

5 0 5 
0 3 1 

0 3 1 
5 14 10 

10 20 17 

3 0 3 
3 2 4 
2 3 3 
5 12 9 

13 17 19 

6 21 13 
3 0 3 

9 21 16 
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AUTO BODY REPAIR 

EVENING CURRICULUM BY QUARTERS 

FIRST QUARTER c1a .. 

Related Course 3 
Related Course 0 

AUT llllA Auto Body Repair 3 
6 

SECOND QUARTER 

Related Course 5 
AUT 1101B Auto Body Repair 2 

7 
THIRD QUARTER 

DFT 1101 Schematics & Diagrams: 0 
(Power Mechanics) 

0 WLD 1105 Auto Body Welding 
AUT 1112A Auto Body Repair 3 

3 
FOURTH QUARTER 

Related Course 5 

AUT 1112B Auto Body Repair 2 
7 

FIFTH QUARTER 
Related Course 3 

AUT 1115 Trim, Glass & Radiator Repair 2 
AUT 1113A Metal Finishing & Painting 2 

7 
SIXTH QUARTER 

Related Course 3 
AUT 1113B Metal Finishing & Painting 3 

' 6 
SEVENTH QUARTER 

AUT 1114A Body Shop Applications 3 
3 

EIGHTH QUARTER 
Related Course 3 

AUT 1114B Body Shop Applications 3 
6 

Related Courses Listed On Page 119. 
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Lab 

0 
3 
6 

9 

0 
8 

8 

3 

3 
6 

12 

0 
8 

8 

0 
3 
5 

8 

2 
7 

9 

12 
12 

0 
9 

9 

Ctedi1 
Hrs. 

3 
1 
5 
9 

5 
5 

10 

1 

1 
__§ 

7 

5 
5 

TO 

3 
3 
4 

10 

4 
5 
9 

7 
7 

3 
6 
9 

AUTO BODY REPAIR 

Course Descriptions 

AUT 1111 Auto Body Repair 
Basic principles of automobile construction, design, and manufacturing, A 
thorough study of angles, crown, and forming of steel into the complex 
contour of the present day vehicles. The student applies the basic principles 
of straightening, aligning, and painting of damaged areas. 
Prerequisite: none 

DFT 1101 Schematics and Diagrams: Power Mechanics 
Interpretation and reading of schematics and diagrams. Development of 
ability to read and interpret blueprints, charts, instruction and service 
manuals, and wiring diagrams. Information on the basic principles of lines, 
views, dimensioning procedures, and notes. 
Prerequisite: None 

WLD 1105 Auto Body Welding 
Welding practices on material applicable to the installation of body panels 
and repairs to doors, fenders, hoods, and deck lids. Student runs, beads, 
does butt and fillet welding, and performs tests to detect strength and 
weaknesses of welded joints. Safety procedures are emphasized throughout 
the course. 
Prerequisite: WLD 1101. 

AUT 1112 Auto Body Repair 
A thorough study of the requirements for a metal worker, including the use 
of essential tools, forming fender flanges and beads, and straightening 
typical auto body damage. The student begins acquiring skills such as 
shaping a11gles, crowns and contour of the metal of the body and fenders, 
metal working and painting. 
Prerequisite: AUT 1111, WLD 1101, PHY 1101, and MAT 1101. 

AUT 1115 Trim, Glass, and Radiator Repair 
Methods of removing and installing interior trim; cutting, sewing and 
installing headllnings, seat covers, and door trim panels; painting of trim 
parts and accessories. Glass removal, cutting, fitting, and installation. The . 
student gains a thorough knowledge of the engine cooling system and 
repairs and replaces damaged cooling system components. Tests are made 
to insure normal engine cooling operation. 
Prerequisite: AUT 112, and WLD 1105. 

AUT 1113 Metal Finishing and Painting 
Development of the skill to shrink stretched metal, soldering and leading, 
and preparation of the metal for painting; Straightening of doors, hoods, and 
deck lids; fitting and aligning; Painting fenders and panels, spot repairs, 
and complete vehicle painting; the use and application of power tools. 
Prerequisites: AUT 1112, and WLD 1105. 
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AUT 1114 Body Shop Applications 
General introduction and instruction in the automotive frame and front end 
suspension systems, the methods of operatio~ and c?ntrol, and the safety of 
the vehicle. Unit job application covers stratghtemng ~f Jrames ai_id front 
wheel alignment. The student applies all phases of trallllng: repair o~der 
writing, parts purchasing, estimates of damage, and developing the fmal 
settlement with the adjuster. 
Prerequisites: AUT 1115, PHY 1102, and DFT 1101. 
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AUTO MECHANICS 

Diploma Program 

The Automotive Mechanics program of studies prepares students for 
entry employment as automotive mechanics. The program emphasizes 
practical shop experience to develop mechanical and technical skills. 
Related technical instruction covers the functional principles and 
operational characteristics of the components of a modern automobile. 

Instructional units are devoted to automotive fundamentals, engines, 
automotive electrical and fuel systems, automotive chassis and power train 
units, automotive air-conditioning, chassis and suspension systems, and 
general repair·· and servicing practices. Successful completion of the 
program allows individuals to enter the following occupational fields: 

Auto Mechanic 
Parts Manager 
Truck Mechanic 
Maintenance Service 
Dealer Service Manager 
Factory Representative 
Sales Technician 

Each student may choose the training program he desires. The options 
are: 

(1) One Year Diploma Program -- 4 quart~rs 
(2) Two year Diploma Program -- 7 quarters 
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I' AUTO MECHANICS AUTO MECHANICS 
1, 

1: DAY CURRICULUM BY QUARTERS ; 
(continued) • 

1:--

;.·. 
Credit 

FIRST QUARTER Class Lab Hrs. 

PME 1101 Fundamental Principles of the SIXTH QUARTER Credit 
Internal Combustion Engine 5 17 11 Class Lab Hrs. 

Related .Course 5 0 5 AUT 1134 Maintenance of Smog Control 
Related Course 3 0 3 

13 17 19 Systems 1 4 3 
PME 1135 Thermodynamic Testing & Re-

· SECOND QUARTER building of Automotive Engines 
PME 1102 Principles ofthe Engine & Component Systems 3 17 9 

Electrical & Fuel Systems 4 14 9 PME 1136 Automotive Testing Equip & ..1.. _± 3 

Related Course 5 0 5 Machining Processes 5 25 15 

DFT 1101 Schematics & Diagrams: SEVENTH QUARTER Power Mechanics 0 3 1 
AUT 1121 Basic Braking System 1 3 2 AUT 1.137 Automotive Transmission & Hypoid 5 15 8 

10 20 17 Differential Rebuilding 

THIRD QUARTER 
AUT 1138 North Carolina Inspections Laws 3 2 4 

and Safety Regulations 
Related Course 3 0 3 AUT 1139 Job Estimating 3 2 4 

AUT 1124 Fundamentals of the Automotive 11 19 16 
Power Train System 3 7 6 

AUT 1123 Automotive Chassis & Suspensions 3 6 5 Related Courses Listed On Page 119. 
Related Course 0 3 1 
Related Course 3 2 4 

12 18 19 

FOURTH QUARTER 
AHR 1101 Automotive Air Conditioning 2 3 3 
AUT 1125 Automotive Servicing 5 17 11 

Related Course 3 _Q 3 
10 20 17 

FIFTH QUARTER 

AUT 1131 Brake Systems: Maintenance & 
Repair 3 10 7 

AUT 1133 Front & Rear Wheel Alignment 2 6 4 
PME 1132 Automotive Vacuum Pumps, Lines, 

and Wiring Diagrams 3 6 5 
8 22 16 
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AUTO MECHANICS 

EVENING CURRICULUM BY QUARTERS 

FIRST QUARTER Class 

Related Course 3 
PME 1101A Principles of the Internal 3 

Combustion Engine 6 
SECOND QUARTER 

Realted Course 5 
PME 1101B Principles of the Internal 2 

Combustion Engine 7 
THIRD QUARTER 

AUT 1121 Basic Braking System 1 
AFT 1101 Schematics and Diagrams: 0 

Power Mechanics 
PME 1102A Principles of tbe Engine Electrical 2 

and Fuel System 3 
FOURTH QUARTER 

Related Course 5 
PME 1102B Principles of the Engine 2 

Electrical & Fuel Systems 7 
FIFTH QUARTER 

Related Course 3 
Related Course 0 

AUT 1123A Automotive Chassis & Suspension 3 
6 

SIXTH QUARTER 
AUT 1124B Fundamentals of .the Automotive 3 

Power Train System 
Related Course 3 

6 

SEVENTH QUARTER 

AHR 1101 Automotive Air Conditioning 2 
AUT 1125A Automotive Servicing 2 

5 

EIGHTH QUARTER 
AUT 1125B Automotive Servicing 2 

Related Course 3 
5 

Related Courses Listed On Page 119. 
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Lab 

0 
9 

9 

0 
8 

8 

3 
3 

6 
ff 

0 
8 

8 

0 
3 
6 

9 

7 

2 
9 

3 
7 

10 

10 
0 

10 

Credit 
Hrs. 

3 
6 

9 

5 
5 

10 

2 
1 

4 
7 

5 
5 

10 

3 
1 
5 

9 

6 

4 
10 

3 
6 
9 

5 
3 
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AUTO MECHANICS · 

Course Description · 

PME 1101 Fundamental Principles of the Internal Combustion Engine 
This course will emphasize the basic fundamental principles of internal 
combustion engines. Studies will be made on engine design, engine 
construction and engine operation. Emphasis will be placed. on how design 
and· constru~tion affect . operation and· power production. 
Prerequisite: None 

PME 1102 Principles of the ·Engine Electrical and Fuel Systems 
Knowledge of this system is most important to the Auto Mechanic. 
Electricity and magnetism are vital to starting, lighting, spark ignition, and 
other automotive operations, Studies of how Electrical and Fuel systems 
compliment ·each other will be made. 
Prerequisite:· None 

DFT 1101 Schematics and Diagrams: Power Mechanics 
Interpretation and reading of blueprints: Develo~ent of ability to rea~ ~nd 
interpret blueprints, charts, instruction and service manuals, and wmng 
diagrams. Information on the basic principles of lines, views, dimensioning 
procedures, and notes. 
Prerequisite: None 

AUT 1121 Basic Braking System 
Basic ·brake requirements, types of brakes, energization, mechani~al 
application, booster brakes, vacuum and air brakes, brake trouble shooting 
and special brake tools will all be studied in this course. 
Prerequisite: None 

AUT 1124 Fundamentals of the Automotive Power Train System 
The Power Train °System will be studied with special emphasis on 
transmissions. Clutch· operated conventional transmissions, overdrive, 
automatic transmissions with fluid couplings, automatic transmissions with 
tongue converter are to be emphasized. Drive line, rear axle, and 
differential will also be studied. 
Prerequisite: None 

AUT 1123 Automotive Chassis and Suspensions 
Principles and functions of the components of automotive chassis. Practical 
job instruction in adjusting and repairing of suspension, and steering 
systems. Units to be studied will be sh,ock absorbers, springs, steering 
systems, steering linkage, and front end alignment. 
Prerequisite: None 
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c: 

AHR 1101 Automoti"e Air Cc!nditlonlng 
General introduction to the principles of refrigeration; study of the 
assembly of the components and connections necessary in the mechanisms, 
the methods of operation, and control; proper handling of refrigerants in 
charging the system. 
Prerequisite: None 

AUT 1125 Automoti"e Servicing 
Emphasis is on the shop procedures necessary in determining the nature of 
troubles developed in the various components systems of the automobile. 
Troubleshooting of automoti"e systems, providing a full range of experience 
in t.esting, adjusting, repairing, and replacing. 
Prerequisite: None 

AUT 1131 Brake Systems: Maintenance and Repair 
Studies of master cylinders, dual master cylinders, wheel ,cylinders, steel 
lines, Budd disc brakes, General Motors and Ford disc brakes, self· 
adjusting, power and manual brakes will be made. Turning disc drums' and 
brakes, flushing brake lines and bleeding the system as well as linkage 
adjustment will be taught. The maintenance and repair of all of these will be 
thoroughly studied. 
Prerequisite: AUT 1121 

A UT 1133 Front and Rear Wheel Alignment 
Included in this course will be the, replacing of upper and lower control 
arms, ball joints, tie rod ends, shock absorbers, ,coil springs,.leaf springs, 
tension bars. Students will be taughUo make necessary corrections on 
caster, camber, tow in, as well as balancing wheels and checking and 
adjusting front and rear wheel tracking; 
Prerequisite: AUT 1123 

PME 1132 Automotive VAcuum Pumps, Lines, alld Wiring Diagrams 
Students will study the systems of wiring and vacuum pumps in this course. 
Knowledge of the systems as well as diagnostic skills should be obtained 
from endeavor. 
Prerequisite: DFT 1101 

AUT 1134 Maintenance of Smog Control Systems 
Modern automobiles are required by law to be equipped with smog control 
devices. The "arious kinds of devices and their maintenance will be studied 
by the Automotive student. 
Prerequisite: PME 1102 
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~E J135 Thermodynamic. Testing and Rebu:llding !If Autlnnotlve Engiltes 
and Component.Systems ·· .·.. . . · . ·.· ·· •. ·.•·· .. ·.• .. > 
A thoroughstlldy of ~0rmance and diagnostic testing as :well as complete 
engine rebuilding will be made in this course. The basic engine and .all 
component systems that complete the power plant of an automobile will be 
completely investigated by the student. 
Prerequisite: PME 1101 

PME 1136 Automotive Testing Equipment and Machinery Processes 
Testing equipment and machinery processes become more · and more 
important with todays cars. The student will be trained . on modern test 
equipment and machines to prepare him to be a contemporary automotive 
technician. 
Prerequisite: PME 1101 

AUT ll37 Automotive Transmission and Hypoid Differential Rebuilding 
This course will emphasize the complete rebuilding of.the automotive drive 
train system. The student will be thoroughly trained on .the various kinds of 
transmissions and hypoid differentials. 

AUT 1138 North Car"lina Inspections Laws and Safety Regulations 
The state of North Carolina has an annual automobile safety inspection law. 
This course will include the equipment that is inspected on autos as well as 
what the state requires of the mechanics that are authorized to perform 
safety inspections. Character and reputation as well as building and 
equipment required by the state are studied. 
Prerequisite: None 

AUT 1139 Job Estimating 
The automobile owner is greatly concerned with the cost o! repairs to be 
made. In this course, the student is to be taught how to make an estimated 
cost of parts, labor, and miscellaneous items that make up the total cost of a 
repair bill. 
Prerequisite: None 
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ELECTRICAL INSTALLATION AND MAINTENANCE 

The rapid expansion . of the national economy' and the increasing 
development of new electrical .products is providing a. growing need for 
qualified people to install and maintain electrical equipment. By. mid-1960 
more than 350,000 were employed as either construction electricians or 
maintenance electricians. It is expected that the total requirements for 
electrical tradesmen will reach 800,000 by 1980 .. The majority of the 
electrical tradesmen today are trained through apprenticeship or on-the-job 
training programs. 

This curriculum guide will provide a training. program in the basic 
knowledge, fundamentals, and practices involved in the electrical trades. A 
large portion of the program is devoted to laboratory and instruction which 
is designed to give the student practical knowledge and application 
experience in the fundamentals taught in class. 

The graduate of the electrical trades program will be qualified to enter an 
electrical trade as an on-the-job trainee or apprentice, where he will assist 
in the planning, layout, installation, check out, and maintenance of systems 
in residential, commercial, or industrial plants. He will have an 
understanding of the fundamentals of the National Electrical Code 
regulations as related to wiring installations, electrical circuits, and the 
measurements of voltage, current, power, and power factor of single and 
polyphase alternating circuits. He will have a basic knowledge of motor and 
motor control systems; industrial electronic control systems; business 
procedures, organization, and practices; communicative skills; and the 
necessary background, to he able to advance through experience and 
additional training through upgrading courses offered in the center. 
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ELECTRICAL INSTALLATION AND MAINTENANCE 

Suggested Curriculum By Quarters 

FIRST QUARTER Class Lab 

Related Course 3 0 
Related Course 5 0 

ELC 1123 Residential Wiring 5 14 
DFT 1110 Blueprint Reading: Building Trades 0 3 

13 17 
SECOND QUARTER 

Related Course 5 0 
ELC 1112 Direct & Alternating Currents 3 8 

Related Course 3 0 
ELC 1124 Residential Wiring 3 8 

14 16 
THIRD QUARTER 

ELC 1113 Electrical Machines & Controls 5 14 
Related Course 3 2 

DFT 1113 Blueprint Reading: Electrical 0 3 
Related Course 0 3 

8 22 
FOURTH QUARTER 

ELC 1125 Commercial & Industrial Wiring 5 10 
Related Course 3 0 

ELN 1118 Industrial Electronics 3 9 
IT 19 

Related Courses Listed On Page 119. 

Credit 

H". 
3 
5 
9 
1 

18 

5 
5 
3 
5 

18 

9 
4 
1 
1 

15 

8 
3 
6 

17 
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ELECTRICAL INSTALLATION A.ND MAINTENANCE 

Course Descriptions 

ELC 1123 and ELC 1124 Residential Wiring _ 
Provides instruction and application in the fundamentals of blueprint 
reading, planning, layout, and ~nstallation of :Mring . in r~sid~tial 
applications, such as: services, switchboards, lightmg, fus1~, ~re sizes, 
branch circuits, conduits, National Electrical Code regulations m actual 
building mock-ups. 
Prerequisite: ELC 1113, and DFT 1110. 

DFT 1110 Blueprint Reading: Building Trades 
Principles of interpreting blueprints and trade specifications common to the 
building trades. Development of proficiency in making three-view and 
pictorial sketches. 
Prerequisites: None 

ELC 1112 Direct and Alternating Currents 
A study of the electrical. structure of matter and electron theory, the 
relationship between voltage, current, and resistance in series, par ail el, and 
series-parallel circuits. An analysis of direct current circuits by Ohm's Law 
and Kirchoff's Law. A study of the sources of direct current voltage 
potentials. Fundamental concepts of alternating current flow, reactance, 
impedance, phase angle, power, and resonance. Analysis of alternating 
current circuits as it applies to Electrical Installation & Maintenance. 

ELC 1113 Electrical Machines and Controls 
Provides fundamental concepts in single and polyphase alternating current 
circuits voltages, currents, power measurements, transformers, and 
motors. Instruction in the use of electrical test instruments in circuit 
analysis; The basic concepts of AC and DC machines and simple system 
controls. An introduction to the type control used in small appliances such 
as: Thermostats, times, or sequencing switches. 
Prerequisite: ELC 1112 and MAT 1115 

DFT 1113 Blueprint Reading: Electrical 
Interpretation of schematics, diagrams and blueprints applicable to 
electrical installations with emphasis on electrical plans for domestic and 
commercial buildings. Sketching schematics, diagrams, and electrical 
plans for electrical installations using appropriate symbols and notes 
according to the applicable codes will be a part o! this course. 
Prerequisite: DFT 1110 
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ELC 1125 Commercial and, Industrial Wiring .. 
Layout, planning and installation of wiring systems in corrimercfaliind 
industrial complexes,· with emphasis upon blueprintreading and symbols,. 
the related National Electrical Cl)des, and the application of the 
fundamentals to practical experience in wiring, conduit preparatipn, and 
installatioa of simple systems. 
Prerequisites: ELN 1118 and ELC 1124 

ELN 1118 Industrial Electronics 
Basic theory, operating characterisitics, and application of vacuum tubes 
such as: diodes, triodes, tetrodes, pentodes, ·and gaseous control tubes. An 
introduction to amplifiers using triodes, power supplies using diodes, and 
other application. 
Prerequisite: None 
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INDUSTRIAL MAINTENANCE 

North Carolina; in its tremendous industrial growth, has the need for 
highly skilled personnel to maintain machines that are controlled by 
electrical and fluid power devices .. This curriculum is designed to prepare 
students to repair and maintain machinery, electrical wiring and fixtures, 
and hydraulics and pneumatic devices found jn industrial establishments. 
He uses blueprints and sketches, manuals and codes, and works with 
handtools made for electricians and machinists. He diagnoses causes of 

· malfunctions in industrial machines. He sets up and operates machine tools 
such as the lathe, milling machine, and drill press to .repair ar make 
machine parts. He installs machine parts, starts machines, observes 
operation, and inspects the machine with test instruments. 

An electromechanical serviceman may be required to install, maintain 
and service electrical and mechanical equipment. He should be able to 
follow .directions from blueprints and sketches, use handtools, and 
metal-working machines, and check the work with measuring and testing 
instruments. He operates metalworking machines, such as the lathe, 
milling machine and drill press to make repairs. He uses the micrometer 
and calipers to verify dimensions. He assembles wires, insulation, and 
electrical components using handtools and soldering equipment. He tests 
electrical circuits and components to locate shorts, faulty connections, and 
defective parts, using tests meters. He also inspects and tests hydraulic 
equipment after new installations or repairs. 
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INDUSTRIAL MAll\ITENANCE 

Suggested Curriculum By Quarters 

FIRST QUARTER 

ELG 1132 Direct and Alternating Currents 
Related Course 
Related Course 

DFT 1104 Blueprint Reading: Mechanical 
WLD 1104 Basic Welding and Cutting 

SECOND QUARTER 

ELC 1113 Alternating Current and Direct 
Current Machines and Controls 

Related Course 
MEC 1140 Hydraulics· -. Fundamentals 

Related Course 

THIRD QUARTER 

MEC 1101 Machine Shop Theory and Practice 
DFT 1113 Blueprint Reading: Electrical 
MEC 1133 Electrical and Mechanical 

Maintenance 
Related Course 

FOURTH QUARTER 

MEC 1102 Machine Shop Theory and Practice 
MEC 1134 Electrical and Mechanical 

Maintenance 
Related Course 

Related Courses Listed On Page 119. 

Credit 
Class lab Hrs. 

3 10 6 
3 0 3 
5 0 5 
0 3 1 
0 6 2 

11 19 17 

5 14 9 
3 0 3 
1 2 2 
5 0 5 

14 16 19 

5 9 8 
0 3 1 

3 5 5 
3 2 4 

IT 19 I8 

5 9 8 

5 8 8 
3 0 3 

13 17 19 
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INDUSTRIAL MAINTENANCE 

Course Descriptions 

ELC 1132 Direct and Alternating Currents 
A study of the structure of matter and the electron theory, the relationship 
between voltage, current and resistance in series, parallel and series 
-parallel circuits. Analysis of direct current circuits by Ohm's Law and 
Kirchhoff's law; sources of direct current potentials. Fundamental concepts 
of alternating current now; a study of reactance, impedance, phase angle, 
power and resonance and alternating current ciFcuit analysis as it applies to 
Industrial Maintenance. 

DFT 1104 Blueprint Reading: Mechanical 
Interpretation and reading of blueprints. Information of the basic principles 
of the blueprint; lines, views, dimensioning procedures and notes. 
Prerequisite: None 

ELC 1113 Alternating Current & Direct Current.Machines & Controls 
Provides fundamental concepts in single and polyphase alternating current 
circuits, .voltages, currents, power measurements, transformers, and 
motors. Instruction in the use of electrical .test instruments in circuit 
analysis. The basic concepts of AC and DC machines and. simple system 
controls. An introduction to the type control used in small appliances, such 
as: thermostats, timers, or sequencing switches. 

MAT 1115 Electrical Mathematics 
An introductory algebra course with trignometry and vectors needed in 
alternating current: algebraic operations of addition, subtraction, 
multiplication and division; use of letters and signs, grouping, factoring; 
exponents, ratios and proportions; algebraic and graphic solutions of 
first-degree equations; introduction to trigonometric functions, their graphs 
and applications to right triangles. Addition, subtraction and resolution of 
vector quantities. 

MEC 1140 Hydraulics • Fundamentals 
This course is arranged to give the student a general knowledge of the basic 
components of hydraulic systems, as well as a general understanding of the 
basic laws and formulas used in simple hydraulic calculations. Topics . 
included are: the use of standard hydraulic symbols, pumps, control valves, 
control assemblies, actuators, and basic maintenance procedures. 

MEC 1101 Machine Shop Theory and Practice 
An introduction lo the machinist trade and the potential it holds for the 
craftsman. Deals primarily with the identification, care and use of basic 
hand tools and precision measuring instruments. Elementary layout 
procedures and processes of lathe, drill press, grinding (off-hand) and 
milling machines will be introduced both in theory and practice. 
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MEC 1102 Machine. Shop Theory and Practice 
Advanced operations in· layout.tools andprocedures, power sawing,. drill 
press, surface grinder, milling machine. and shaper. ·The student will be 
introduced to the basic operations on the cylindrical grinder and will·selec.t 
projects encompassing all the operations, tools and procedures thus far used 
and those to be stressed throughout the course. 

BUS 1105 Industrial Organization 
Methods, techniques, and practices of modern management in planning, 
organizing and controlling operations· of manufacturing concern. 
Introduction to the competitive system and the factors constituting product 
cost. 

DFT 1113 Blueprint Reading: Electrical 
Advanced blueprint reading and sketching as it is related to detail and 
assembly drawings used in electrical shops. 

MEC 1133 & MEC 1134 ·Electrical & Mechanical Maintenance 
An introduction and continuation into the maintenance requirements of 
industrial electrical and mechanical equipment. , 

85 



LICENSED PRACTICAL NURSE 
'l'he accelerated gr0wth of population in North Carolina and r11pid 

advancement .. in medicl!I . technology demand .. an increased numl:!er, of 
well-trained personnel for health services. Realizing this need, the .State 
Department of. C,mnmunity Colleges, .in conjunction with local hospitals, 
adminsters programs of practical nurse education ·in local .systems, 
community collges, technical institutes and in industrial education centers 
throughout the state. 

The aim of the Practical Nurse Education Program· is to make available 
to qnalified persons the opportunity to prepare for participation in care of 
patients of all ages, in various states of dependency, and with a variety of 
illness conditions. 

Students are selected on the basis of demonstrated aptitude for nursing as 
determined by pre-entrance tests, interviews with. faculty members, high 
school record, .character references, and reports of medical and dental 
examination. 

Throughout the one-year program the student is expected to grow 
continuously in acquisition of. knowledge and understandings related to 
nursing,. the biological sciences, the social sciences and in skills related to 
nursing practice, communications, interpersonal.relations, and use of good 
judgement. Evaluation of student performance consists of tests on all 
phases of course content, evaluation of clinical performance, and evaluation 
of adjustment to the responsibilities of nursing. A passing .score of 80 is 
required on all graded work, plus demonstrated progress in application of 
nursing skills to actual patient care. 

Graduates of accredited programs of practical nurse education are 
eligible to take the licensing examination given by the North Carolina Board 
of Nursing. This examination is given twice each year, usually in the spring 
and fall. A passing score entitles the individual to receive a license and to 
use a legal title "Licensed Practical Nurse." The license must be renewed 
annually. The Licensed Practical Nurse can apply for Ji censure in other 
states on the basis of a satisfactory examination score, without repeating 
the examination. 

The LPN is prep11red to function in a variety of situations: hospitals of all 
types, nursing homes, clinics, doctors' and dentists' offices and, in some 
localities, public health facilities. In all situations the LPN functions under 
supervision of a registered nurse and-or licensed physician. This 
supervision may be minimal in situations where the patient's condition is 
stable and not complex; or it may consist of continuous direction in 
situations requiring the knowledge and skills of the registered nurse or 
physician. In the latter situation, the LPN may function in an assisting role 
in order to avoid assuming responsibility beyond that for which the one-year 
program can prepare the individual. 

Job requirements for the Licensed Practical Nurse include suitable 
personal characteristics, ability to adapt knowledge and understandings or 
nursing principles to a variety of situations, technical skills for performance 
of bedside nursing, appreciation for differences of people and for the worth 
of every individual, a desire to serve and help others, and readiness to 
conform to the requirements of nursing ethics and hospital policies. 
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LICENSED PRACTICAL NURSE 

MASTER PLAN OF INSTRUCTION 

FIRST QUARTER Class Hrs. 

UNIT I Introduction to Nursing 
UNIT II History of Nursing 
UNIT III Understanding Self and Others 
UNIT IV Health: Personal; Physical and Mental 

UNITV 
UNIT VI 
UNIT VII 
UNIT VIII 

Family: Community 
The Patients' Environment 
Needs of Dependant Patient 
Observing and Recording 
Basic Science: 

2 
5 

20 
40 

5 
5 

10 

A. Anatomy-Body Structure & Function 70 
B. Basic Nutrition ·Special Diets for 45 

Specific Conditions 
C. Microbiology 

UNIT IX Review of Basic Math . For Drugs and 
Solutions in Second Quarter 

SECOND QUARTER 
UNIT I Common Medical-Surgical Conditions 
UNIT II Introduction to Maternity Nursing 
UNIT III Introduction to Pediatrics and Nursing 

20 
10 

33 
33 
33 

Lab Hrs. 

2 hrs. each 
day first 
quarter 

6 hrs. 
per week 

UNIT IV 
Care of.Sick Child 

Introduction to Pharmacology 
Therapeutic Methods 

33 (16 clinical 
hrs. per week) 

THIRD QUARTER 
UNIT I Common Medical . Surgical Conditions 
UNIT II Pediatrics - Care of Subacutely Ill Child 
UNIT III 0. B. Needs of Maternity Patients with 

44 124 clinical 
44 hrs. per week) 

Complications and New Borns with 
Common Disorders 

44 

UNIT IV Pharmacology-Giving of Oral Medication 44 
FOURTH QUARTER 
UNIT I 
UNIT II 

UNIT III 
UNIT IV 

UNITV 
UNIT VI 

UNIT VII 

Med-Surg. ·Needs of Seriously Ill Patient 44 12• clinical 
0. B .. - Complex Situations in Maternity 44 h". per week! 

Nursing-Labor-Delivery 
Administration of Drugs "By Injection" 22 
Needs of Patient in Immediate Post 22 

Operative Period 
Pediatrics· Needs of Seriously Ill Child 44 
The Practical Nurse in Community 11 

Disaster (First Aide) 
Assuming the Role of Graduate Practical 11 

Nurse· Also Legal Aspects of Nursing, 
Nursing Organizations 
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LICENSEDPRACTICAL NURSING 

Course Descriptions 

Practical Nursing I 

Objectives: To assist beginning students in practical nursing to acquire 
basic knowledge from nursing and from related areas of learning and to 
begin to develop the skills needed for safe and effective bedside care of 
patients whose health deviation has created a state of dependency in 
matters of daily living. · 

Course Material: 
Nursing-History; introduction to patient care. 
Health-Personal, physical and mental; family; community. 
Basic Science-Body structure and function; bacteriology; basic nutrition. 

Vocational Adjustments-Introduction to ethics and legal aspects of nursing. 

Communications and Human Relations. 
Classroom activities are planned to assist students in development of 
knowledge, understanding appreciations, and attitudes basic to effective 
nursing of patients of all ages and.backgrounds with nursing needs arising 
both from the individuality of the patient and from inability for self-care as a 
result of a health deviation. The student is encouraged to develop beginning 
skills in analysis. of patient needs, both through classroom study of 
hypothetical patient situations and through planned patient experiences in 
the 'clinical environment. Beginning skills in nursing methods are developed 
through planned laboratory experiences, followed by related practice in 
actual patient care. 

Clinical activities provide introduction to actual patient care through 
selected clinical assignments requiring application of current classroom 
and laboratory learnings. 

Prerequisite: Admission requirements 

Practical Nursing Il 
Objectives: To assist practical nursing students to acquire further 
knowledge and understanding and to develop further skills needed for 
rendering safe and effective nursing care to patients of all ages. 

Course Material: 
Medical-surgical Nursing-'Patient care; therapeutic methods, including 

administration of oral medication 

Introduction to Maternity Nursing. 

Introduction to Nursing the Sick Child. 
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Communications and Human Relations. 

Classroom activities center arorind analysis ofnursing needs as viewed in 
Jl(!rspectivewith the needs arising from the individuality of the patient and 
from the illness condition. Related information is presented as it is relevant 
to the student's understanding of and ability to meet nursing needs of 
patients. 

Clinical activities provide selected experiences in patient care in order for 
the student to develop skill in applying classroom learnings to a variety of 
patient situations. 

Prerequisite: Practical Nursing I 

Practical Nursing III 
Objectives: To assist practical nursing students to acquire knowledge of 
common disease conditions and to develop beginning skills in rendering safe 
and effective nursing care to patients of all ages with specific needs arising 
from the illness and-or therapy. 

Course Material: 

Common Medical-Surgical Conditions. 

Care of the Subacutely-ID Child. 

Care of Maternity Patient and Newborn Infant with Complications. 

Classroom activities center around analysis of nursing needs arising from 
the specific illness condition and the medical plan. 

Clinical activities consist of guided experiences in nursing patients with 
conditions which illustrate classroom learnings. 

Prerequisite: Practical Nursing II 

Practical Nursing IV 
Objectives: To assist advanced practical nursing students to acquire 
knowledge of needs of patients who are seriously ill, to develop beginning 
skills in assisting the registered nurse and-or physician in complex nursing 
situation, and to make the transition to the role of graduate practical nurse. 

Course Material: 

Needs of the Seriously-ID Patient. 

Needs of Patients in Immediate Post-Operative Period. 

Needs of the Labor Patient. 
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Needs of the Seriously-Ill Child 

Assuming the Role of Graduate Practical Nurse 

Classroom activities center around the needs of seriously-ill patients of all 
ages, of labor patients, and of patients immediately following surgery. 

Clinical activities consist of guided experiences in the care of seriously-ill 
patients, labor patients, and surgery patients, and is planned to parallel 
classroom learnings whenever possible. 

Prerequisite: Practical Nursing III 
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LIGHT CONSTRUCTION 

Our world population is growing continuously. '}'he construction industry 
is· hard pressed to meet the needs of this rapidly expanding population. 

The Light Construction student is exposed to the various aspects of basic 
construction. General Masonry is approached so that the graduate will have 
an understanding of the various uses of masonry in construction from the 
ground up. 

Carpentry is covered thoroughly from rough framing to cabinet making 
and trim work. A well equipped woodworking shop is provided so that 
students gain experience with a wide range of woodworking machinery. 

Electrical and mechanical installations are covered so that students are 
made aware of the problems of several trades working together to build a 
finished structure. 

The students are exposed to a variety of related subjects such as math, 
blueprint reading, specifications, estimating and small business operations. 
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LIGHT CONSTRUCTION 

Course Descriptions 

DFT llU> Blueprint Reading-Building Trades 
Principles ofinterpreting blueprints and trade specifications common to the 
building trades. Development of proficiency in making three view and 
pictorial sketches. 
Prerequisite: None 

MAS 1101 General Masonry 
Layout and erection of reinforced grouted brickmasonry lintels, fireplaces 
glazed tile, panels, decorative stone, granite, marble, adhesive terra cotta 
and modular masonry construction theory and techniques. 
Prerequisite: None 

DFT 1111 Blueprint Reading & Sketching 
Principles of interpreting blueprints and specifications common to the 
building trades. Practice in reading details for grades, foundations, walls, 
elevations, chimneys, fireplaces, arches, and cavity wall construction. 
Development of proficiency in making three view and pictorial sketches. 

CAR llOlA Carpentry I 
A brief history of carpentry and the present trends of the construction 
industry. The course will involve operation, care and safe use of carpenter's 
hand tools and power tools in cutting, shaping, and joining construction 
materials used in carpentry work. 

CAR 1101B Carpentry II 
Major topics in study will include theoretical and practical applications 
involving materials and methods of construction, building layout, 
preparation ofsite, footings and foundation wall construction including form 
construction and erection. 
Prerequisite: CAR 1101A 

DFT 1145 Specification & Contracts 
The purpose and writings of specifications will be studied along with their 
legal and practical application to working drawings. Contract documents 
will be analyzed and studied for the purpose of client-architect contractor 
responsibilities, duties and mutual protection. 
Prerequisite: DFT 1111 
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PLU 111s Plumbing Installations 
The students are introduced to the tools, fittings, and equipment used by 
plumbers. They spend considerabletime learning to handle these materials 
and tools correctly by: cutting pipe, threading, caulking, and sweating 
joints of the various kinds of pipe. and tubing. Pllll1;lbjng .installations are 
made to pr!>Vide practical applications, HE>ating devices, the storage and 
circulation of hot water will be studied. The student will receive practice in 
the installation of various plumbing fixtitres and the proper U!ie of traps. 
Field trips should be taken to study various types of installations. 
Prerequisite: None 

MEC 11~6 Mecha1dca.I Installation 
The building mechanic is known as a general handyman or utility 
repairman. He needs the fools. of the several trades to install and adjust 
mechanical equipment sucli as· air conditioning and • heating,. connect 
electrical motors and switches. He maintains floor work, brick and plaster 
walls, windows, doors and maintains locks, plumbing and other hardware. 
Prerequisite: None 

CAR UOlC.Residentlalf< Comm.erclal Construction . . . 
The use of modern materials and their application in todays building steel, 
wood, and plastic finishes, color combinations, comparisons, and ·the uses of 
these materials an<i processes in Jhejob site. Field trips oo see the actual 
materials being used should. be taken. 
Prerequisite: CAR UOlB . 

ELC 1120 Basic Electrical Installation & Maintenance 
Provides basic instruction and application in blueprint reading, the 
planning, location, layout, and installation of wiring and fixtures in. all types 

· of light construction settings as well as the necessary. maintenance for. its 
safe and efficient operation. 
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POTTERY PRODUCTION 

E~ch stud~~t is given the opportunity to learn throwing, handbuilding, 
glazmg and fmng. Another part of the course includes recognizing different 
~lay bodies and clay conditioning. Field trips are made to the clay deposits 
m the area where some students dig their own clay. 

This course is set up for beginners as well as experienced potters. It is for 
the student wbo chooses Pottery for a hobby and for the individual who 
would like to become a professional potter and open his own shop. 

The studio operates an electric kiln for bisque firing and oil fired kiln for 
stoneware and a counter balance drop Raku kiln. 
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POTTERY PRODUCTION 

Suggested Curriculum By Quarters 

FIRST QUARTER 

CER 1001 Pottery I Ceramic Materials, Pro-
cedures, and Techniques 

SECOND QUARTER 

CER 1002 Pottery II Ceramic Materials, Pro-
cedures, and Techniques 

CER 1005 Pottery Practicum I 

THIRD QUARTER 

CER 1003 Pottery III Ceramic Materials, Pro~ 
cedures, and Techniques 

CER 1006 Pottery Practicum II 

FOURTH QUARTER 

CER 1004 Pottery IV Advanced Ceramic 
Materials, Glaze Theory, 
Calculations and Kiln Design 

CER 1007 Pottery Practicum III 
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Class L•b 

9 18 

7 18 

0 15 
7 33 

7 18 

0 15 
7 33 

7 18 

_Q. .!2 
7 33 

Credit 
Hr~ 

15 

13 

2 
i5 

13 

2 
15 

13 

.1.. 
Hi 

POTTERY PRODUCTION 

Course Descriptions 

CER 1001 Pottery I'Ceramlc Materials, Procednres, & Techniques 
Fundamentals of the preparation and use of clay. Methods of fabrication 
from hand building to wheel-thrown wares. Mold-making, slip casting, and 
jiggering; ceramic sculpture and decorative techniques. Chemistry and 
application of glazes which include intensive exploration of surface 
variation and enrichment use of Raku low and medium temperature glazes. 
Stacking and firing of kilns. The organization of the ceramic shOp, with 
planning for efficient production. 
CER 1002 Pottery II-Ceramic Materials, Procedures, & Techniques 
Intensive work on individual clay and glaze problems. Work at the potter's 
wheel to produce pieces with harmonious fusion of form, design and finish. 
Ceramic raw materials and sources of supply are studied. Colored slips, 
underglaze, majolicer, sprig molding, glaze treatments, medium and high 
temperature glazes, and clays are used. Experience in clay preparation, 
kiln stacking and observation of firing procedures. 
CER · 1003 Pottery III~eramic Materials, Procedures, & Techniques 
Problems of maintenance and construction of equipment. Summary of kiln 
types, fuel§, and construction. Materials and sources of supplies. 
Development of bodies and glazes for specific purposes. Problems requiring 
new uses, adaptations, and applications. 
CER 1004 Pottery IV-Advanced Ceramic Materials, Glaze Theory, 
Calculations and Kiln Design 
A broad study of glaze structure and color, the preparation of glaze stains 
and the diagnosis of correction of glaze faults throughout the available 
temperature range. Also included is a study of the scientific theories of the 
structure of mattter and ceramic processes from clay-water systems to 
glasses and glazes. Cost estimates and designs for one or more kilns will be 
evolved through orthographic projection, detailed working drawings, and 
materials specification skills. 

CER 1005, CER 1006, CER 1007-Pottery Practicum 
The objective of this course is to provide the student-before graduation from 
Pottery Making-a working practice in an environment in which .he will 
experience after graduation and upon employment. This period of time will 
enable the student to use .the equipment and perform the processes and 
services required of his specialty under close supervision and with 
responsibilities commensurate with his capabilities. The cooperative work 
experience period will be carefully planned and closely supervised by both 
the educational institution wheri> the student is enrolled and the agency or 
business where the student is involved in cooperative experience. An official 
agreement among the educational institution, the student, and the agency or 
business will provide for a programmed sequence of activities to be 
performed by th.e student with supervisory responsibilities for the 
educational elements of the work clearly defined. 
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RAl>IOAND TELEVISION SERVICING 

This program at MTI offers training in the knowledge and skills you need 
for installation, maintenance and servicing of radios, televisions and sound 
amplifier systems. 

Students will learn electronic principles and service techniques by actual 
practice in a laboratory. 

The Radio & Television Servicing Program will prepare you to establish 
your own business maintain an inventory and meet the public in the repair 
shop & on service calls. 
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RADIO AND TELEVISION SERVICING 

Day Curriculum By'Quarters 

FIRST QUARTER Class 

Related Course 2 
Related Course 5 

ELC 1122 Direct & Alternating Currents 9 
16 

SECOND QUARTER 

Related Course 5 
Related Course 3 

ELN 1122 Vacuum Tubes & Circuits 4 
"· ELN 1126 Transistor Theory & Circuits 4 

16 
THIRD QUARTER 

Related Course 3 
ELN 1128 Transistor Theory & Circuits 3 
ELN 1125 Radio Receiver Servicing 3 
ELN 1127 Television Receiver Circuits 

and Servicing ....2 
12 

FOURTH QUARTER 

Related Course 3 
ELN 1131 Color Television Receiver Service 10 

I3 

Related Courses Listed On Page 119. 

Crt1dit 
Lab Hrs. 

0 2 
0 5 

14 14 
14 21 

0 5 
0 3 
8 7 
6 6 

14 21 

2 4 
4 4 
6 5 

6 2 
18 18 

0 3 
17 16 
17 ' "19 
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RADIO AND TELEVISION SERVICING 

Evening Curriculum By Quarters 

FIRST QUARTER Class 

ELC 1122A J;>irect and Alternating Currents 5 
ENG 1101 Terminology and Vocabulary 2 

7 

SECOND QUARTER 

ELC 1122B Direct and Alternating Currents 4 
Related Course JL 

9 
THIRD QUARTER 

<'; ELN 1122 Vacuum Tubes and Circuits 4 
Related Course 3 

7 
FOURTH QUARTER 

Related Course 5 

ELN 1126 Transistor Theory and Circuits 4 
9 

FIFTH QUARTER 
Related Course 3 

ELN 1128 Transistor Theory & Circuits 3 
ELN 1125A Radio Receiver Servicing 1 

7 

SIXTH QUARTER 

ELN 1125B Radio Receiver Servicing 2 
ELN 1127 Television Receiver Circuits & 

Servicing 3 
5 

SEVENTH QUARTER 

ELN 1131A Color Television Receiver Servicing 5 
5 

EIGHTH QUARTER 

ELN 1131B Color Television Receiver Servicing 5 

Related Course 3 
8 

Related Courses Listed On Page 119. 

100 

Lab 

8 
0 
8 

6 
0 
6 

8 
0 
li 

0 
6 

6 

2 
4 
2 
8 

4 

6 
10 

10 
lo 

7 

0 
7 

Credit 
Hrs. 

8 

.1. 
10 

6 
_§. 
11 

7 
3 

IO 

5 
6 

IT 

4 
4 
2 

10 

3 

5 
8 

9 
9 

7 

3 
10 

RADIO AND TELEVISION SERVICING 

Course Descriptions 

ELC 1122 Direct and Alternating Currents 
A study of the structure of matter and the electron theory, the relationship 
between voltage, current and resistance in series, parallel and 
series-parallel circuits. Analysis of direct current circuits by Ohm's Jaw and 
Kirchoff's Jaw; sources of direct current potentials. Fundamental concepts 
of alterm1ting current flow; a study of reactance, impedance, phase angle, 
power and resonan.ce and alternating current circuit lllUllysis as it applies to 
Radio & TV Servicing. 
Prerequisite: None 

ELN 1122 Vacuum Tubes and Circuits 
.An introduction to vacuum tubes al)d their development; the theory, 
characteristics, and operation of vacuum diodes, semi-conductor diodes, 
rectifier circuits, triodes, and simple voltage amplifier circuits. 
Prerequisite: ELC 1112 

ELN 1126 Transistor '.l'heory and Circuits 
Transistor theory, operation, characteristics and their application to audio 
and radio frequency amplifier and oscillator circuits. 
Prerequisite: None 

. ELN 1128 Transistor . '.l'heory and Circuits 
Emphasis will be placed on techniq11es of trouble shooting and repair of TV 
receivers with the proper use of assocated test equipment. This course will 
be· primarily based upon application of principles previously studied. 
Prerequisite: ELN 1126 

ELN 1125 Radio Receiver Servicing 
Principles of radio reception and practices of servicing; included are block 
diagrams of radio receivers, servicing.techniques of AM and FM receivers 
by ·resistance measurements, signal injection, voltage and analysis, 
oscilloscope methods of locating faulty stages and components and the 
alignment of AM and FM receivers. 
Prerequisite: ELC 1112 and ELN 1122 

ELN 1127 Television Receiver Circuits and Servicing 
A study of principles of television receivers, alignment of radio and 
intermediate frequency amplifiers, adjustment of horizontal and vertical 
sweep circuits will be taught. Techniques of troubleshootil!g and repair of 
TV receivers with the proper use of associated test equipment will be 
stressed. Additional study of more specialized servicing techniques and 
oscilloscope waveform analysis will be used in the adjustment, 
troubleshootil!g and repair of the color television circuits. 
Prerequisite: None 

101 



ELN 1131 Color Television Receiver ServiCe 
A broad servicing course including troubleshooting, _radios, teleyisi~n, 
record players, sound systems; and other elec~omc commun1c~t~on 
devices. Major emphasis will be placed UP';'n studymg colore~ telev1s1~n 
principles and theories. The service and repair of colored telev.is10n sets will 
be . included for laboratory work. · 
Prerequisite: ELN 1127 
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SHEET METAL SPECIALIST 

· Within the next decade numerous employees will be required for 
replacements in the sheet metal industry, not counting the many now 
needed for the expanding air conditioning industry. 

The content of this program is designed to give the student a sound 
foundation in sheet metal layont, a knowledge of metals, varions methods 
and adequate practice in fabrication. 

The sheet metal workers and layout draftsmen are involved in an industry 
that is centereq around construction and manufacturing. Workers install 
ducts which are used in ventilating, air conditioning, tobacco processing 
plants, and other systems requiring movement of air. They also fabricate 
and install roofing, siding, flashing, venting, commercial stainless steel 
kitchen equipment, cabinets, partitions, store fronts, metal framework for 
advertising signs, and structures used for material movement and 
collection. 
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SHEET METAL SPECIALIST 

Suggested Curriculum By Quarters 
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SHEET METAL SPECIALIST 

Course Descriptions 

MEC 1141 Sheet Metal I 
This course is designed to equip the sheet metal worker with the necessary 
technical knowledge to allow the trainee to become proficient in principles 
and practices of sheet metal layout and fabrication. The related 
mathematics, blueprint reading, sketching, drawing of layouts, and the 
using of the tools of the trade are corelated in planning.and producing the 
basic projects. Surface development methods of 'prisms and other 
geometrical objects by the parallel line method are used to develop the 
projects. Spray painting of various production finishes is taught along with 
the different methods of corrosion prevention by using protective coatings. 
Prerequisite: None · ' 

MEC 1124 Measurement & Layout 
A basic course that covers measuring and layout tools common to the metal 
industries; principles of orthographic projection; parallel and radial 
methods of development and their application to layout work; and the 
measurement and layout of edges, seams, and notches. Step-by-step 
procedures for the development of patterns; for intersections of cylinders; 
rectangular and round tanks, etc. 
Prerequisite: None 

MEC 1142 Sheet Metal II 
A comprehensive knowledge of the principles of radial line development is 
obtained through this course. Drawings and fabrication of various fittings 
are made by using the round pipe parallel line develppment method, various 
conical objects using radial line method, and transition pieces using 
triangulation method. A brief written description of the procedure used in 
laying out and fabricating the fitting is necessary. Miscellaneous sheet 
metal fittings are developed and made in the shop. Weather caps, suction 
hook-ups, dust collectors and various ventilation systems are examples of 
these principles. Applied mathematics is used in determining the areas, 
volumes of· air and other problems. 
Prerequisite: MEC 1141 

MAT 11018 Fundamentals of Math 
Plane and solid geometric figures using industrial applications: 
measurement of ·surfaces and volumes. Introductions to algebra using 
formulas applicable to the building trades. Practice in depth using related 
problems. 
Prerequisite: MAT llOlA 
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MEC 1143 Sheet Metal JU 
A study is made of working drawings, detailing, and layout for domestic and 
commercial installations; projects and fittings for exhaust, blow-pipe, 
refuse collecting systems; the application of sheet metal formulas are 
in determining the area and volume of various ·fittings and projects. A 
thorough understanding of the. principles of triangulation, the method used 
to Jay out patterns of irregular objects is developed. Skill in pattern 
development is acquired through the layout methods used for a variety of 
fittings and objects to be made in the shop, such as square-to-rounds, 
Y-branches, shoe tees, dust collectors, fume hoods and other transitions. 
Prerequisite: MEC 1142 

AHR 1123 Principles of Air Conditioning 
Work includes the selection of various heating, cooli11g and ventilating 
systems, investigation and control of factoJS affeeting air cleaning, 
movement, temperature, and humidity. Use is made of psychrometric 
charts in determining needs to produce optimum temperature and humidity 
control. Commercial air conditioning equipment is assembled and tested. 
Practical sizing and balancing of ductwork is performed as needed. 
Prerequisite: MEC 1141, MEC 1142 

MAT 1130 Sheet Metal Math 
This course covers mathematical principles and concepts, along with 
selected related problems, in the general field of sheet metal. The 
mathematical areas covered include: linear, angular, area and volume 
measure; common and decimal fractions; formulas;.equations and graphs. 
Prerequisite: MAT 11.0lA · 

MEC 1144 Sheet Metal IV 
An advanced study is made by developing working drawings and layout 
patterns for intricate ar.ticles, fittings,. a11d projects in all branches of sheet 
metal work. Projects such as, rectangular-to-round double offset, 
psychrometric processes and charts, elbows, boots, estimating for. air 
conditioning, such as cooling and heating loads. A brief description of the 
procedure used in laying out or estimating the. problems is required when 
these layouts are made and when short cuts are stressed in developing skills 
that save time, materials, and effort. 
Prerequisite: MEC 1143 

WLD 1108 Welding Processes 
A course offering instructiO!l in the principles and processes of fastening or 
joining .various sheet metals .by welding. Techniques and trade terms are 
learned. The welding of sheetmetal materials such as aluminum, stainless 
steel and copper by the inert gas and spot welding methods are practiced. 
Prerequisite: None · 
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SMALL ENGINES AND EQUIPMENT REP Am 

The one year program in Small Engines and Equipment Repair will study 
the theory and operating principles of small engines as well as servicing and 
repairing single and muJticycle engines. 

Upon completion of this curriculum, graduates may find employment in 
the area of sales, service, distribution, installation and maintenance. 

T~e knowledge and use of practical skills will be explored in these various 
engmes: lawn mowers, tractors, boat motors, mini-bikes and motorcycles. 
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SMALL ENGINES AND EQUIPMENT REPAIR· 

Day Curriculum By Quarters 

Credit 
FIRST QUARTER Class Lab H•~ 

PME llOlA Theory & Components of the 6 15 11 
Internal Combustion Engine 

Related Course 3 2 4 
Related Course 0 3 1 

9 20 16 

SECOND QUARTER 

PME 1126 Small Engine Servicing 8 18 14 
Related Course 0 4 1 

8 22 15 
THIRD QUARTER 

PME 1127 Lawn Mower & Garden Tractor 5 22 12 
Drives, Suspensions, Brakes 
and Hydraulics 

Related Course 3 0 3 
8 22 15 

FOURTH QUARTER 

PME 1128 Motorcycle Mechanics 5 22 12 
Related Course 3 0 3 

8 22 15 

Related Courses Listed On Page 119. 
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SMALL ENGINES AND EQUIPMENT REP AIR 

Course ·Descriptions 

PME llOlA Theory and Components of the Internal Combustion Engine 
Emphasis is on the single cylinder, air-cooled engine. A study of the theory 
of internal combustion engines, this course will include such considerations 
as: (1) the systems for ignition, fueling, cooling, lubrication, and their 
coordination; (2) the practical application of gas Jaws; (3) the actual 
component parts of systems; and ( 4) considerations of precision in engine 
parts. Both two-cycle and four-cycle engines will be considered. Specific 
application to lawn mowers, garden tractors, outboard motors, and 
motorcycles will be taught. Practical laboratory experience is included. 
Prerequisite: None 
PME 1126 Small Engine Servicing 
A major emphasis is the actual "hands on" experience with real machinery. 
Theory is applied to the processes of mechanical disassembly, systematic 
diagnosis of problems, and recognition of defective parts, and . routine 
servicing. Safety instruction precedes all other and continues throughout 
the course. Live, defective machinery provides the bulk of laboratory 
experiences. The major proportion of time will be spent servicing lawn 
mowers, garden tractors, outboard engines, and chain saws. Special 
classroom attention is given to the cranking and charging systems unique to 
small engines in which the starter also serves as a generator. 
Prerequisite: None 
'WLD 1102 Introduction to Electrical Welding 
This course is a continued development of basic knowledge and welding 
skills essential to the mechanic. Instruction is designed to acquaint the 
student with arc welding, MIG welding, and TIG welding equipment and 
processes. Opportunity is provided for skill development in the use of these 
processes and.equipment in application involving a variety of methods used 
in joining metals of various types. 
Prerequisite: None 

· PME 1127 Lawn Mower and Garden Tractor Drives, Suspension, Brakes and 
Hydraulics < • 

This course will.introduce students to the .drives, brakes and suspensions 
systems unique to riding lawn mowers and garden tractors. A complete 
study will be stressed. Hydraulic systems as they occur in garden tractors 
will be studied in theory and practice. 
Prerequisite: None 

PME 1128 Motorcycle Mechanics 
A thorough knowledge of internal combustions engines is required for this 
course in motorcycle mechanics. Motorcycles, motor-scooters and 
mini-bikes will be studied in great detail. Ignition, fuel, lubrication, braking, 
suspension, and drive systems for motorcycles will be studied. Practical 
application of the theory learned earlier is the keystone. 
Prerequisite: None 
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uPHOLSTERY INTRODUCTION 

The field of Upholstery is ever expanding. The constantly changing 
designs in home furnishing makes it necessary for increased numbers of 
qualified upholsterers to be available. Also, the field of Automobile 
upholstery and re-upholsterers is growing rapidly. Attempts are made to 
give students practical experience on furniture and automobiles. These 
experiences should ·be closely related to actual job experiences. This 
training is an ideal way to prepare students for entry into an occupation 
that offers many job opportunities. 

111 



UPHOLSTERY 

Suggested Curriculum By Quarters 

FIRST QUARTER Class 

ENG 1101 Terminology & Vocabulary 3 
Related Subject 5 

UPH 1101 Principles of Upholstery 3 

UPH 1102 Furniture Construction 2 
13 

SECOND QUARTER 

Related Subject 5 

UPH 1103 Automobile Seats 2 

UPH 1104 Automobile Trim 3 
10 

THIRD QUARTER 

Related Subject 3 
Related Subject 3 

UPH 1105 Design & Fabric Coordination 5 

UPH 1106 Upholstery Practicum 0 
11 

FOURTH QUARTER 

Related Subject 3 

UPH 1107 U pho Jstery Practicum 0 

UPH 1108 Automotive Practicum 0 
3 
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L•b 

0 
0 

12 
5 

17 

0 
10 
10 
2o 

0 
2 
0 

17 
19 

0 
16 
11 
27 

Credit 
Hrs. 

3 
5 
7 
3 

18 

5 
5 
6 

16 

3 
4 
5 
5 

17 

3 
5 
4 

12 

FIRST QUARTER 

UPHOLSTERY 

COURSE DESCRIPTION 

ENG 1101 Terminology and Vocabulary 
Related Subject. 

UPH 1101 Principles of Upholstery 
The objective of this course is to familarize the student with the basic 
principles of upholstered furniture. This includes the types of materials used 
such as; Webbing, Springs, Edging, Twines and Filling, that should be used 
to bet the desired quality, looks, comfort and duriability in the finished 
product. 

UPH 1102 Furniture Construction 
This course is designed so that the student may have a working knowledge of 
the entire procedure of furniture construction. From the frame to the 
fiilished product which includes; frame construction and repair, finishing 
and touch-up, measuring and cutting fabric, sewing, applying the right 
amount of filler and upholstering covers to frame. 

SECOND QUARTER 
Related Subjects. 

UPH 1103 Automobile Seats 
This course consists of measuring and cutting covers for automotive seat 
repair. The student will gain a knowledge of how to restore seats to the 
original look or customize if preferred. 

UPH 11114 Automotive Trim 
This course is designed to give the student a skill in restoring and replacing 
of Head lines, door panels and carpets in automotive vehicles. Both original 
and customizing. 

THffiD QUARTER 
Related Subjects. 

UPH 1105 Design & Fabric Coordination 
This course gives the student an understanding of fabric quality and cost. 
The student will also gain a knowledge of what fabric will be best suited for a 
particular style of furniture. 

UPH 11!!6 Upholstery Practicum 
The objective of this course is to provide the student a working practice in an 
environment in which he will experience upon employment. This period-of 
time will enable the student to use the tools and equipment to the fullest of 
his capabilities. The student will be encouraged to use his or her own 
creative abilities in constructing a fiilished product. 

113 



FOURTH QUARTER 
Related Subjects. 

UPH 1107 Upholstery Practicum 
Continuation of 1106 

UPH 1108 Automotive Practicum 
Continuation of 1106 
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WELDING 

Introduction 

Welding is the joining of metals by heating them to the melting point, and 
allowing. the molten portions to fuse or flow together. This four-quarter 
program consists of thirty hours per week devoted to classroom 
instruction and shop practice learning to use the basic machines and 
practicing the joining of metals in the various shapes and positions. Students 
spend time on oxyacetylene, electric arc, and the shielded arc machines. 

In addition, ten hours per week of classroom instruction are spent on 
developmental subjects. This provides the student an opportunity to 
improve his reading ability, spelling, basic communicative skills, 
fundamental operations in mathematics, personal habits, and human 
relations. 

After completing this program the student should become employed as a 
beginning welder such as a tacker or a flat welder. He may be classified as a 
beginning apprentice. 
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WELDING 

Course Descriptions 

WLD 1120 Oxyacetylene Welding and Cutting 
Introduction to the history of oxyacetylene welding, the principles of 
welding and cutting, nomenclature of the equipment, assembly of. unit. 
Welding procedures such as practice of puddling and carrying the puddle, 
running flat beads, butt welding in the flat, vertical and overhead positions, 
brazing, hard and soft soldering. Safety procedures are stressed throughout 
the program of instruction. 

DFT 1104 Blueprint Reading: Mechanical 
Interpretation and reading of blueprints. Information on the basic principles 

. of the blueprint: lines, views, dimensioning procedures and notes. 

WLD 1121 Arc Welding 
An operation of A.C. transformers and D.C. motor generator arc welding 
sets. Studies are made of welding heats, polarities, and electrodes for use in 
joining various metal alloys by the arc welding process. After the student is 
capable of running beads, butt and fillet welds in all positions are made and 
tested in order that the student may detect his weakness in welding. Safety 
procedures . are emphasized throughout the course. 

WLD 1123 Inert Gas Welding 
Introduction and practical operations in the use of inert-gas-shield arc 
welding. A study will be made of the equipment, operation, .. safety and 
practice in the various positions. A thorough study of such topics as: 
principles of operation, shielding gases, filler rods, process .variations and 

·applications, manual and automatic welding. 

WLD 1112 Mechanical Testing and Inspection 
The standard methods for mechanical testing of welds. The student is 
introduced to the various types of tests and testing procedures and performs 
the details of the test which will give adequate information as to the quality 
of the weld. Types of tests to be covered are: Destructive-guided free-bend, 
notched-bend, tee-bend, trepannining, nick-tear, tension and impact: 
Non-Destructive-visual, red dye penetrant, etching, hydraulic, pneumatic, 
hydrostatic, boroscopic, radiograph, gamma ray, post-heating, magnetic 
particle, halide, haolgen, cladding and magnaflux. 

MEC 1112 Machine Shop Processes 
To acquaint the student with the procedures of layout work and the correct 
use of hand and machine tools. Experiences in the basic fundamentals of 
drill press and lathe operation: hand grinding of drill hits and lathe tools: 
set-up work applied to the trade. 
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BUS 1105 Industrial Organizations RELATED COURSES FOR VOCATIONAL CURRICULUM$ 
Methods, techniques, and practices of modern management in planning, 
organizing, and controlling operations of a manufacturing concern. 
Introduction to the competitive system and the factors constituting product Credit 
cost. Clau Lab Hrs, 

MAT 1101 Fundamentals of Math 5 0 5 MAT 1103 Geometry MAT 1102 The Metric System 5 0 5 An introduction into the study of Geometry. The importance of the basic 
properties of the triangle, circle, prism, cylinder, pyramid, cone, frustum, PHY 1101 Applied Science 3 2 4 and sphere, and their problem solving application. PHY 1102 Applied Science 3 2 4 
DFT 1117 Blueprint Reading: Welding 

ENG 1101 Terminology and Vocabulary 2 0 Advanced blueprint reading and sketching as related to detail and assembly 2 
drawings. used in welding shops. ENG 1102 Communications Skills 3 0 3 

ENG 1103 Public Relations 3 0 3 
DFT 1118 Pattern Development and Sketching ENG 1104 
Instruction is given in the selection, use, and care of instruments, single 

Reading Improvement 2 0 2 

stroke lettering, applied geometry, freehand sketching and pictorial PSY 1101 Human Relations 3 0 3 drawings. PSY 1111 Seminar in Personal Development 3 0 3 

WLD 1122 Commercial and Indnstdal Practices ECO 1102 Economics 5 0 5 Instruction• is given in the. various areas ·of commercial and industrial POL 1104 Governmental Structure 3 0 3 welding. Particular attention is given to manufacturing processes. 

WLD 1124 Pipe Welding BUS 1102 Beginning Typing 2 3 3 
Advanced welding practices are studied with regard to making the various BUS 1103 Small Business Operations 3 0 3 
kinds of joints and seams;· BUS 1106 Business Law 3 0 3 

BUS 1107 Taxes 3 0 3 
. WLD 1125 Certification. Practices BUS 1108 Bookkeeping Skills 5 0 5 Instruction is provided the student that will enable him to perform the many 
welding tasks necessary in becoming a certified welder. WtD 1101 Basic Gas Welding 0 3 1 

WLD 1102 Tig Welding 0 3 1 
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RELATED COURSES 

Course Descriptions 

MAT 1101 Fundamentals of Math 
Practical number theory. Analysis of basic operations: addition, 
subtraction multiplication, and division. Fractions, decimals, powers and 
roots, perc~ntages, ratio and proportion. Plane and solid geometric figures 
usedin industry: measurement of surfaces and volumes. Introduction to 
algebra used in trades. Practice in depth. 
Prerequisite: None 

MAT 1102 The Metric System 
This will be a thorough study of the metric system. All of the various 
symbols 'and terms as well as weights, sizes, and measurements will be 
taught. 

PHY 1101 Applied Science 
An introduction to physical principles and their application in industry. 
Topics in this course include measurement, properties of solids, liquids and 
gases, basic electrical principles. 
Prerequisite: None 

PHY 1102 Applied Science 
The second in a series of two courses of applied,physical principles. Topics 
introduced in this course are heat and thermometry, and principles of force, 
motion, work, energy, and power. 

ENG 1101 Terminology and Vocabulary , 
This course is designed to familiarize the student with the terminology and 
vocabulary of the industry involved., The parts and systems as well as tools 
and equipment used in servicing will be taught. The student should develop 
a sufficient vocabulary for effective communication with others in the 
industry. 

ENG 1102 Communications Skills 
Designed to promote effective communication through correct language 
usage in speaking and writing. 
Prerequisite: None 

ENG 1103 Public Relations 
An exposure to newspaper, radio, and other forms of advertising and, 
promotion media to the potential small business owner. Effective usage of 
these media will be explored. 

ENG 1104 Reading Improvement 
A concentrated effort to improve the student's ability to comprehend what 
he reads by training him to read more rapidly and accurately. Special 
machines are used for class drill to broaden the span of recognition, to 
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increase eye coordination ,and word group recognition, and to traill for 
comprehension in1arger units. Reading faults of the individual are analyzed 
for improvement, and principles of vocabulary building are stressed. 

PSY 1101 Human Relations 
A study of basic principles of human behavior. The problems of the 
individual are studied in relation to society, group membership, and 
relationships within ,the work situation. 

PSY 1111 Seminar in Personal Development 
An overriding purpose governs this course: A Human Services specialist 
must have a thorough knowledge of self and his self-concept before his 
actions can be effective in helping other people. The seminar in Personal 
Development will include instructional activities which , bring about 
self-awareness: (1) in communications, (2) Of self-identity, (3) of group 
identity, (4) of self-behavior, and (5) of group behavior. The majority of 
instruction is in the form of group activities. 
Prerequisite: None 

ECO 1102 Economics 
The fundamental principles of economics including the institutions and 
practices by which people gain a livelihood. Included is a study of the laws of 
supply and demand and the principles bearing upon production, exchange, 
distribution, and consumption both in relation to the individual enterprise 
and to society at large. 

POL 1104 Governmental Structure 
A serious study of negotiating social organizations and their bureaurcracies 
with special emphasis on obtaining services for clients. Study will 
necessarily include a basic introduction to management of organizations 
ana how those principles relate to the sociology of governmental structure. 

BUS 1102 Beginning Typing 
An introduction to the touch typewriting system with emphasis on correct 
techniques, mastery of the . keyboard, simple business correspondence, 
tabulation, and manuscripts. 
Prerequisite: None 

BUS 1103 Small Business Operations 
An introduction to the business world, problems of small business operation, 
basic business law, business forms and records, financial problems, 
ordering and inventorying, layout of equipment and offices, methods of 
improving business, and employer-emplayee relation. 
Prerequisite: None 

BUS 1106 Business Law 
A general course designed to acquaint the student with certain 
fundamentals and principles of business law, including contract, negotiable 
instruments and agencies. 
Prerequisite: None 

121 



BUS 1107 Taxes 
Application of federatand state taxes. to various businesses and business 
conditions. A study of the following taxes: income, intangible· personal 
property, license taxes, sales and use, excise, estate and inheritance, gifts 
and franchise. 

BUS 1108 Bookkeeping Skllls 
Principles, techniques and tools of accounting, for understanding of the 
mechanics of accounting -- collecting, summarizing, analyzing, and 
reporting information about service and merchantiles enterprises, to 
include practical application of the principles learned. 

WLD 1101 Basic Qas Welding 
Welding demonstrations by the instructor and practice by students in the 
welding shop. Safo and correct methods of assembling a.nd operating the 
welding equipment. Practice will be given for surface welding, bronze 
welding, silver soldering, and flame cutting methods applicable to 
mechanical repair work. 
Prerequisite: None 

WLD 1102 Tig Welding & Cutting 
Welding demonstrations by the instructor and .practice by students in the 
welding shop. Safe and col'l'ect. methods of assembling and operating the 
welding equipment. Practice will be given for surface welding and· flame 
cutting. Emphasis on electric arc and gas welding methods applicable to 
mechanical repair work. Bronze welding and silver' soldering may also be 
covered. 
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TECHNICAL 
SPECIAL TY PROGRAMS 

NURSES' ASSISTANT 
PRACTICAL 

STRUCTURAL MACHINIST 
UPHOLSTERY 

GENERAL INFORMATION • • • 

CERTIFICATE: 
Upon Completion Of The 330 Hours And 

The Attainment Of The Required Skills, The Student 
Is Awarded The Technical Specialty Certificate. 

ADMISSION: 
Anyone 18 Years Old Or Older May Be 

Admitted To The Technical Specialty Programs. 
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NURSES' ASSISTANT 

The purpose of ·the Nurses' Assistant ·program is to help the. student 
develop an awareness of the scope of the health ·field and· a beginning 
understanding of health facilities, modern nursing, and the role of the 
Nurses' Assistant. The student will develop understanding of common 
effects of illness of patient, family, and the community, and beginning skills 
in helping patients adjust to illness amVor hospitalization. The student will 
make a reliable observation of patients and proper reporting procedures to 
appropriate personnel. 

Other topics are medical asepois, safety, emergency situations, nursing 
procedures, performing unsterile irrigations and siinple therapeutic 
measures, and needs of surgical patients. Finally, the course should help the 
student make the transition to a fully-responsible employee role, fulfill 
citizenship responsibilities as a wage-earner, and'set personal standards for 
quality performance as a member of the nursing team. 

Course Outline 

Unit I: Introduction to Role of the Nurses' Assistant 
Lesson 1: Trends in Nursing 
Lesson 2: Modern Health 
Lesson 3: Modern Nursing 
Lesson 4: The Nurses' Assistant Today 

Unit II: Understanding Effects of Illness 
Lesson 1: Common Effects of lllness 
Lesson 2: Common Reactions to Hospitalization 
Lesson 3: Aiding Adjustment to Illness ahd-or Hospitalization 

Unit III: Making Observations on Patients 
Lesson 1: How to Make Reliable Observations 
Lesson 2: How to Observe Respiratory and Circulatory Function 
Lesson 3: How to Measure Body Temperature 
Lesson 4: How to Observe Body Speciinens 
Lesson 5: General Observations to be Reported 

Unit IV: Safety Measures in Care of the Sick 
Lesson 1: Medical Aspects 
Lesson 2: Fundamentals of Safety in Patient Care 
Lesson 3: Internal Disaster 
Lesson 4: External Disaster 
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Unit V: Measures to Promote the Patient's Comfort 
Lesson 1: Care of the Patient's Unit 
Lesson 2: Assisting the Patient with Personal Hygiene 
Lesson 3: Maintaining the Patient's· Body Function 
Lesson 4: Diversional Activities 

Unit VI: Measures Related to the Patient's Illness 
Lesson 1: Care of the Patient in Isolation 
Lesson 2: Irrigations 
Lesson 3: Heat and Cold 
Lesson 4: Procedures Related to the Surgical Patient 

Unit VII: Becoming a Hospital Employee 
Lesson 1: Being a Responsible Wage Earner 
Lesson 2: Applying for and Resigning from a Position 
Lesson 3: Maintaining High Standards 

ADMISSION 

A Candidate for the Nurses' Assistant Program: 

1. Should be at least 18 and not more than 55 years of age, although 
applicants over 55 who show above average promise will be considered for 
admission. 
2. Should have completed at least four units of high school work, although 
applicants with less education will be considered on the basis of individual 
merit. 
3. Must submit a transcript of high school and post-high school education. 
4. Must demonstrate aptitudes for nursing. The applicant is required to take 
one standardized test to determine overall mental ability. 
5. Must submit to the required application forms. 
6. Must be in acceptable condition of physical and mental health as 
determined by prescribed medical and dental examination. 
7. Must have a personal interview with designated school representative. 
8. Must possess the interest and character appropriate for success as a / 
nurses' assistant. 
9. Should like to work with and be able to get along well with people. 
10. Should possess manual skills to an acceptable degree. 

TIME REQUIRED 

The student will spend six hours a day, five days a week, in classroom and 
ward periormance. 

125 



PRACTICAL STRUCTURAL.MACHINIST 

A structural machinist is a valuable worker in tl\e small. metal 
construction shop. He (or she) can weld with.the electric arc, with gasses, 
and with the heliarc welder. He can also operate metal machining tools. such 
as the lathe, the shaper, the horizontal and vertical mills, and the surface 
grinder. Essentially, the structural machinist is able to construct items 
from metal which are contracted to a job shop. Instruction includes mostly 
laboratory work in welding and metal machining. After classroom work in 
basic safety, metal-working principles and machine operation, students 
learn by actual practical projects. These projects include repair of broken 
metal items and construction of new articles ranging from goal posts to 
simple dies for an arbor press. 

A total of 330 classroom hours are required for a full quarter's credit. At 
the end of one quarter's work, a student can begin work in a job shop with 
basic welding skills, a basic knowledge of metal characteristics, and basic 
machine operation skills. 

At the end of four quarters' work, a student will be ready for a machinist's 
apprentice position -- or· a relatively skilled position in a job shop. 

Credit 
ONE QUARTER Class Lab Hrs. 

MEC 1100 Machine Shop 0 8 4 
WLD 1120 Welding Practices 0 17 10 
EDU 1026 General Studies 5 0 5 

5 25 19 
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UPHOLSTERY 

The technical specialty graduate in upholstering will be prepared to 
apprentice himself in an upholstering production plant. In the 330 hours 
session, the upholstering student becomes familiar with the fundamentals of 
layout, cutting, sewing, knock-up, spring-up, insiding, ·and outsiding. The 
student develops skills in only two or three of the areas according to his 
interest and ability. 

Each upholstered furniture producer operates its own styles and 
variations. For that reason, one quarter training will prepare a student to 
master a particular employer's styles more quickly than his untrained 
counterpart could. Each graduate will . necessarily undergo an 
orientation-training program in whatever job he accepts. 

Training takes place mostly in the laboratory. The student does learn 
many of the important fundamentals of design and materials in the 
classroom. His training time, however, is primarily spent on practical 
construction of furniture. In the practical instruction, a student learns to use 
the modern tools of the trade. He also learns to work on modern furniture 
desigiis. 

ONE QUARTER Credit 
Class Lab Hrs. 

Upholstery 5 25 15 
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CONTINUING 
EDUCATION 
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PURPOSE 
PROGRAM AREAS 
GENERAL INFORMATION 

Admission 
Fees 
CertHicates 
Class locations 
Class Formation 
Enrollment 
Community Services 

PROGRAMS 
Hospitality Education 
Law Enforcement Training 
Distributive Occupational Education 
General Occupational Education 
General Adult Education 
New And Expanding Industry Training 
Management Development Training 
Fire Service Training 
Adult Basic Education Program 
Adult High School Program 
The High School Equivalency Program (GED) 
Handicapped And Disadvantaged Program 
Human Resources Development Program 
Individualized Instruction Center 
School Of Information 

CONTINUING EDUCATION 

Purpose 

Education is.a process that continues throughout an individual's life. The 
recent rapid developments in . technology have made it. imperative that 
individuals make purposeful plans in order that they might keep abreast of 
these developments both in the societal and physical changes that have 
taken place. It is the Institute's aim to afford every individual in 
Montgomery County the opportunity to develop to his fullest potential in 
whatever areas of vocational and cultural endeavor. that he desires. 

GENERAL 
INTEREST· 

PROGRAM AREAS 
"Your Imagination Is The.Only Limit" 

OCCUPATIONAL SPECIAL 
UPGRADING OCCUPATIONAL 

Adult Basic Education In-plant or In-class · Management 
Adult High School Such as: Development 
Art Blueprint Reading Hospitality Education 
Sewing Te:gtile Dyeing Firemanship Education-
Interior Decorating Basic Electricity Law Enforcement 
Bricklaying Knitter•Fixer Training New & Expanding 
Speed Reading Power Sewing Operator Industries 
Decoupage Sewing Machine Fixer 
ABC Shorthand · 

Other courses are added in direct response to the interests and needs of 
those we serve. 
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GENERAL INFORMATION. 

Admission 
Any adultwho has reached the age of eighteen (18) and is not enrolled in 

public school is eligible to enroll. 

Fees 
A small fee is. charged for adult education classes. Such fees, .when 

charged, are due.and payable at the third class session. Books and supplies 
are available. through the Institute bookstore. When classes meet at 
community centers, the Institute's bookstore makes it possible for books to 
be purchased at the community center. 

Certificates and Diplomas 
Certificates11re awarded students.meeting,requirements for any of the 

classes and programs for adults. AdultEducatipnHigh School Diplomas are 
awarded to adults satisfactorily completing requirements in the High School 
Program. These diplomas are presented by the local school board of the 
county or city in which the student resides. 

Class Locations 
A number of adult classes are held on the Institute campus. Classes are 

also conducted in any community· of the Montgomery Technical Institute 
service area whenever a sufficient number of students have indicated an 
interest. 

Class Formation 
Generally, classes in Continuing Education are established on a demand 

basis. Different program areas have different requirements for number of 
students cost, and places to meet. Course .offerings will reflect the needs and 
interests of the citizens. This means that Montgomery Technical Institute 
counts on its public to request courses. At times, courses will be announced 
which need additional students. If you desire a course which has not been 
announced, contact the Extension Department of Montgomery Technical 
Institute. Your cooperation in recruiting a group of your friends and 
neighbors for a course is appreciated. 

Enrollment 
For an adult to enroll in a class, he can follow either of two procedures: (1) 

Simply show up for an announced class and take a chance on the class being 
filled, or (2) pre-register by telephone with the secretary to the Director of 
Extension and assure himself of a place in the class. 

Community Services 
Montgomery Technical Institute facilities are available for the use of 

community-based groups. These groups are scheduled at a time wbich does 
not conflict with class schedules. 
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HOSPITALITY EDUCATION 

The hospitality industry is the third largest industry in North. Carolina .and 
affords many employme11t opportunities to the people of this state. Training 
is provided for persimnel in the motel, restaurant, service station, hospital, 
retail businesses and recreation services, including such subject areas as: 

Sales Promotion 
Food and Beverage Management and Service 

Maintenance and Engineering 
Front Office Procedure 

ServiceStation Attendant Training 

LAW ENFORCEMENT TRAINING 

Leaders in Jaw enforcement have felt the need for more nearly uniform 
training for many years. This program is designed to meet that need in such 
a way that departments of all sizes can participate. MTI is certified by the 
N.C. Criminal Justice Training and Standards Council. 

DISTRIBUTIVE OCCUPATIONAL EDUCATION 

A continuing need for better trained retail and wholesale personnel is 
another area in which the Division offers opportunity for training. Some of 
the subject areas are: 

Business Management 
Marketing Research 

Shop-lifting.Prevention 
Customer Relations 

GENERAL OCCUPATIONAL EDUCATION 

In addition to the specialized offerings, M.T.I. can offer a wide variety of 
occupational preparation and upgrading courses. The limit is simply what 
people need and want to learn. Of particular significance for Montgomery 
County are: 

Basic Chemistry for Textiles 
Electrical Code 

Textiles, General 
The Framing Square· 

This list, however, is only suggestive. Any person desiring some course 
should call M.T.I. and express the desire. Any industry desiring an 
up-grading or pre'training course should contact the Director of.Extension 
at M. T .I. Courses will usually be tailormade to the situation. Instructors will 
be agreed upon by all parties concerned. 
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GENERAL ADULT EDUCATION 

Most adults have a.reas·Of specialized interest to them which they would 
like to pursue: Whatever the limits of 'human cinterests are is .the limit of 
General Adult Education. Courses. in F1ower Arranging, Interior 
Decorating, Bricklaying and the Kentucky Rifle· Making are some of the 
·most popular. Any adult with an interest who wishes to pursue that interest 
in an organized manner is encouraged to call MTI and ask for a course. 

Other possibilities are: 

Adult Driver Education 
Art 
Ceramics 

But, these are only a few. 
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Speed-Reading 
Speed-Writing 

NEW AND EXP ANDINGINDUSTRY TRAINING 

Operated in conjunction. with the Department of Conservation and 
Development,. this program• is .intended to .encourage new industries to 
locate and older industries to expand in a pljl'ticular area. Ser.vices offered 
are: 

1. Consultation in determining job descriptions; defining areas of 
training; and in.prescribing .appropriate course outlines, training schedules 
and materials. 

2. Selecting and training of instructors. These instructors may be 
recruited from the.company and from outside, sources. 

3. Payment of instructor's wages for the duration of the training· program. 
4. Provision of suitable space for a temporary training facility prior to the 

completion of the new plant, should such temporary space be required. This 
may .be space with Montgomery Technical Institute or leased space in the 
community. 

5" Assumption of installation costs of equipment in the temporary training 
facility. 

6. Payment for one-half the cost of non-salvageable materials expended in 
the training program. 

MANAGEMENTDEVEWPMENTTRAINING 

This program is designed !().provide instruction for superviSllrs at various 
levels of management. Subjects include such areas as human relations, 
·communications, job methods, .iob analysis, time. and motion studies, etc. 

FIRE SERVICE TRAINING 

The .growing Piedmont area of North Carolina requires expansion of 
fire-fighting units and continuous upgrading of fire-fighting personnel. 
Courses to .train fire service perSllnnelin the latest techniques and methods 
of fire-fighting are provided .. The Fire Service Training Program provides 
(l-aining sessions in local fire departments. This allows the men to be trained 
as an organized group utilizing equipment that they would ordinarily use in 
controlling fires. 

Fire Service classes include the following areas of study and others: 

· Forcible Entry 
Ladder Practices 
Salvage and Overhaul Practices 

Fire Apparatus Practices 
Rescue Practices 

Protective Breathing Equipment 
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ADULT BASIC EDUCATION 

The primary purpose of the Adult Basic Education «ABE) program at 
Montgomery Technical Institute is to provide literacy, consumer, and social 
educational opportunities for all adults eighteen (18) years of age or older to 
develop these abilities to the level they desire. 

The ABE emphasis at MTI is on consumerism. The philosophy of the ABE 
curriculum is that "the 3 R's" can best be taught in terms and methods used 
by the students. Also included in the major program areas will be social 
studies and science programs, crafts, and implementation of standard 
materials to improve the reading, writing, and mathematical capabilities of 
the ABE students. 

Adult Basic Education classes are offered in the five major communities 
in Montgomery County. ABE classes run from the first of September to the 
end of May. These courses are taught by qualified instructors from the local 
community and held two nights a week for a total of six hours per. week. Any 
adult can enter into the program at any time during the year. There is no 
cost for the ABE program. 

Montgomery Technical Institute will assist any interested organization or 
group of individuals in setting up any new ABE Classes. Wherever there is 
sufficient interest, MTI will establish an ABE Class. 

An adult may obtain additional information or enroll by one of the 
following methods: (l) come by MTI,· (2) . telephone the Adult Basic 
Education Director, or (3) show up for the announced Class. 

ADULT HIGH SCHOOL 

The Adult IBgh School Diploma Program is operated in cooperation with 
the Montgomery County Board of Educ.ation. In order to qualify for the 
Adult IBgh School Diploma, students must receive credit for courses in 
Grammar, Literature, Mathematics, U.S. History, Social Science, Biology, 
and Natural Science. Credits are given for previous high school courses 
passed in these areas. Any adult who has reached the age of eighteen (18) 
and is not enrolled in a public school is eligible to attend high school classes. 
Graduation exercises are held each August for those who have successfully 
completed the Adult High School Diploma requirements during the previous 
school year. · 

The Adult High School Diploma can be achieved by either attending night 
classes or through individualized instruction day or night in the Learning 
Lab. Both are located on the main campus at MT!. Course requirements for 
completion of the diploma in both areas are identical. 
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The night classes on Monday through Thursday nights from seven o'clock 
to ten o'clock p.m. are taught by qualified instructors from the local 
community. New classes begin approximately the first of September, 
February, and June. Students are required to pay a $2 registration fee in 
addition to the cost of books. 

The Individualized Instructional Center is open from eight a.m. to ten 
p.m. Monday through Thursday and eight a.m. through five p.m. on Fridays 
to.students who wish to use this area to complete their high school education. 
As opposed to the night classroom format, the Instructional Center courses 
are based on individualized instruction and may be entered at any time 
during the year. In this area, the student progresses at his own rate, 
depending upon his educational background and abilities. 

An adult may obtain additional information or enroll by one of the 
following methods: {1) come by MTI, (2) telephone the high school director .. 
or (3) show up for the announced class. 
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THE HIGH SCHOOLEQUIVALENCYPROGRAM 

GED TEST 

What is the. High School Equivalency Program? 

It is a program whereby an adult who did not complete his high school 
education may take a series of tests to demonstrate his general educational 
competence and he · awarded a certificate recognized and generally 
accepted as equivalent to a high school diploma. 

Who issues the Equivalency Certificate? 

The equivalency certilicate is issued by the N.C. State Board of Education 
and mailed directly to the ·recipient. The equivalency certificate is not 
issued by the local board of education or by a high school. 

What is the value of a high school equivalency certificate? 

The certificate is recognized almost without exception by industry, 
agencies of the government, employers, colleges, and other organizations 
and institutions as the legal equivalent of a diploma from an accredited high 
school. The certificate means that the holder has achiev(ld a level of general 
educational development comparable to that of high school graduates. 

What do the tests cover? 

The tests known as the Test of General Educational Development (GED) 
are designed to measure•a person's knowledge and. skill in five areas: 

Test one measures ability to use correct and effective English in written 
expression. 

Test two, three and four measure ability to read, understand and interpret 
material in social studies, natural science, and literature respectively. 

Test five measures the ability to solve problems in mathematics. 

Where does a person apply for the certificate? 

Application forms are available in the office of the local superintendent of 
schools or at MTI. 
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HANDICAPPED AND DISADVANTAGED PROGRAM 

Montgomery Technical Institute •has . a great interest• in. the. needs and 
problems of handicapped people and the institute has a.special. program to 
aid people who have physical, mental or emotionaldisabilities. Through this 
program, educational placement,job placement, counseling and referrals 
to a variety of other agencies . can be provided. 

HUMAN RESOURCES DEVELOPMENT PROGRAM 

Human Resources Development training has been started at Montgomery 
Technical Institute to aid people who have trouble getting or keeping a job 
and who have educational deficiencies. 

MTI offers eight week HRD classes featuring training in· self -motivation 
and the skills needed to apply for a job, as well as providing students an 
opportunity to work toward. their GED or adult high school diploma. 

After completion of the course the HRD staff will assist students with job 
placement, educational placement or counseling. 
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INDIVIDUAUZEDINSTRUCTION CENTER 

A special feature .. of the division of.continuing. education .at MTI is the 
Individualized Instruction Center or .learning laboratory. This center has 
the capability of providing ·individualized educationaI experiences at a 
convenient time, based on a careful. examination. of student needs. An 
analysis of these needs is made and personalized. learning activities are 
planned that will assist the students in reaching their stated goals. 

Instruction is primarily through a .study of programmed materials 
organized and designed especially for self-study. These materials are 
supplemented by tutoring and audio-tutorial activities ina variety of subject 
matter areas. 

Students study materials that are challenging,. on step, and compatible 
with their interest, special attributes and learning styles in a relaxed and 
supportive climate, 

Vocational and Technical preparation courses .are offered. for those 
students who have completed their high school requirements, but still feel a 
need for special assistance before entering a curriculum program. 

The Center further offers an opportunity to complete the requirements for 
an adult high school diploma for those students who find it difficult to attend 
the Adult High School· classes at night. 

Th!-ough the Center provisions are made for GED preparation and the 
adminstration of the GED test. 

A variety ofvocational courses are available for those individuals wishing 
to study for personal enrichment or fun. 

Curriculum students· seeking to .overcome academic problems and/ or 
enhance their potentiaLfor excelling in .their chosen field will also find 
assistance in the Center. 

Up' to-date listening programs designed to motivate and build confidence 
are available. to. all students. 

In short,·tlle Individualized Instruction Center provides a dynamic·and 
comprehensive adult education in miniature. 

LlBRARY 

'l'be Jil)~~ryis operiMonday through Thursday from 8 :oo a.m. to 10: 00 p.m. 
aqdoi1Fridayf~pm.s:ooa .. m.tos:oo.p.m.Thenumber.ofbooksinthelibrary 
:i.l;lld09uate,.butit isg~owing rapidly. )'"ou'llfindth&t.fi!e ca~d .~atalog will 
enabl¢ you to{i!l!i any .book IIC!'dedi B.O()kS are ~hecked.9utfora::1w,o,week 
·period: ;Audi1rvisual. materials are 11lscrchecl<ed out througrr tlie. ·ubrary. 
·O~ientation to. proper library usagejs c9qdticfedcluring tile first tWo, weeks 
of..!he fa.I! quarter and at any other time by·apilointment with the)ibrarian. 
A.prof~ssional!y trainedlibrariani~ available to assist you. 
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THE SCHOOL OF INFORMATION 

Classes are designed primarily for adults who are unemployed, employed 
only part-time, retired, disabled, or school drop-outs. The class is so named 
because a wide variety ofinformation is brought to these individuals from 
many sources to make life a little more pleasant for them. For example, the 
Extension office, the Health department, the department of Social Services, 
the Social Security office, Community Action, and many other agencies 
work very closely with the classes. 

The five different classes meet once a week from 9 a.m. until 12 noon in 
five different communities, and they engage in many activities. Films and 
slides are shown to them; they are taught many crafts; consumer education 
is a very vital part of the classes; sewing, crocheting, and knitting are 
thoroughly enjoyed; homemaking techniques and proper diets are also 
taught; proper gardening techniques and other phases of horticulture are 
very helpful aspects; and the classes are taken on tours to places of interest 
in the area and out of the county. 
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MONTGOMERY TECHNICAL INSTITUTE 
P. 0. Drawer 487 

Troy, North Carolina 27371 

APPLICATION FOR ADMISSION 

CURRICULUM APPLIED FOR----------,---------~----~ 
DATE YOU WISH TO ENTER Fall 19- Winter 19_ [ ) OAY 

Spring 19- Summer 19---

J FUl.L TJME 

) PART TIME ( J EVENING 

'·------------------------- A<'--- R'~ 
LAST NAME; (Pt In I ot IYo•J FIRST NAME MICDLE NAME 

Sox __ 1w1 Bl'"dlOthl 
2. Social Security NO. 

8. Home Address (Permanent Mailing Address) -------,"c"""'""'c'c."c.0c,"''""'"'--------

CITY '" COUNTY TE;LEPHONE 

4. Birthdate _____________ _ 
Bidhp/ace---------------

MONTH VEAR CITY 

5. Will you and/or your patents have been _legal resident(s) of the State of North Carolina for twelve (12) 
months immediately preceding the date·on whiCJh you intend to enroll at MTI? 

YES___ NO ____ _ 

6 

FAMILY DATA [ J Father or [ J Mother (Maiden name) [ J Husband {if married) 
[ ] Guardian [ J or Guardian [ l Wife 

Full Name 
(If deceased, write 
DECEASED in SJJace) 

Occupation 

Present Mailing 
Address 

7 

EDUCATIONAL DATA Name and Location Dates of Enter Highest 
Attendance Grade Comnleted 

Last High School* 

Last Co!Jege Attended 

Ttade or Vo"Cational 
School 

*Or did you pass the High School Equivalency Test? __ YES _NO 
If Yes, give Certificate Number;c--.,--------------------------
Name and Location of Testing Center ________________________ _ 
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EMPLOYMENT DATA Name and Location 

!"resent Employer 
l'revious Emptoyer 
(Last place worked) 

I). Are you a Vetetari.? __ YES __ NO 

:lO. Indicate your financial status 

-- Pa.rtia! .financial ald required 

__ Tc:>tal financial aid required 
__ No financial aid :required 

l1 
REFERENCl';S Name 

(Llst 3) 

.Uo not list 
°f'lll'.ents ur 
immediate 
Relatives 

Occupation 
Y~n 

Employed 

Bro.nch of Service 

Date of D!schatge 

Financial aid applications must~ requested 
and filled out separately from thfa app!kation. 
NO financial aid application wm be processed 
until you have been a~ceptecl by this Institute. 

Address 

I understand that the informatio11 futr1ished ,:in this application is t~ue to the bat of my knowledge, and that 
knowing falsification of inform.at.Ion may result in disclpUnaty action or dism!~al from sd100!. 

NOTE: Ask each high s.choo! or co!lege attended to sellrl 
M up.to·date transcript of y.our teco~d to th¢ Director of 
Student Services. 
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FOft STUDENT SERVICIIB USE ONi.. Y 
In-State tuitiorl rates apply 
Out·of-State tuition rates apply __ 
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