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ACADEMIC CALENDAR

FALL QUARTER

1977-78 © 1978-79 197980
Registration . . . . . v o v v v v i e v v e e Sept. 6 Sept. 5 Sept. 4
Classes Begin. Late Registration Fee Applies . . .Sept. 7 Sept. 6 Sept. 5
Last Day To Register, Drop, Or Add Courses,

Last Day For Tuition Refund . . . .. .. .. Sept. 16 Sept, 16 Sept. 14

Mid-Term - Last Day To Withdraw From

A Course Without Receiving An “F* . ... .. Oct. 14 Qct. 13 Oct. 12
Pre-Registration For Winter Olarter ’ ’

~{Returning Students Only). . .. .. ... ... Mov, 14 Nov. 13 Nov. 12
Last Day OF Fall Quarter Classes . . . . . . .. .. Nov, 22 Nav. 21 Nov, 20

WINTER QUARTER 1877-78  1978-19 1979-30

Registration . . . . . v v . v 0w oo e e Nov.28.... Nov. 27--.. ... - Nov. 26
Classes Bagin. Late Registration Fee Appiies . , Nov. 29, ... .Nov.28.......... Nov. 27
Last Day To Register, Drop Or Add Coursas; :

Last Day For Tuition Refund . . . . ... ... Dec.8...... Dec.7 - suviiunsnn Dec. 6
Instruction Ends For Christmas Helidays . . . . . Dec. 16. ... Dec. 15.. .. ..o ) Deac. 18
Instruction Resumes . ., ... ... ... 2. . Jan. 2, ... -. Jan. 2. .. 0000 Jan. 2
Mid-Term:- Last Day To Withdraw From A

Course Without Receiving An “F"'. . . ... Jan.19..... Jan. 19, ciai s Jan. 17
Pre-Registration For Spring Quarter

{Returning Students Only). . . . .. ... ... Feb. 20..... Feb.20.......-0-. Feb. 18
‘Last Day Of Winter Quarter Classes. . . . .. .. . Feb. 27..... Feb.27........... Feb. 256

SPRING QUARTER 1977-78  1978-19 1979-80
Registration . . . . ... o u ot inrnmnnnad March 6.... March5.......... Feb. 28
. ~Classes ‘Begin. Late Registration Fee Applies . . .March7.... March6......... -March 3
."Last Day To Register, Drop, Or Add Courses, . .
Last Day For Tuition Refund . . . ... .. .. March 16.. . March 15....... March 12
" :Instruction Ends For Spring Holidays. . . . . . . . March 23 . .. AprilF13.......... April 4
Instruction Resumes . . . . . ... vu v v n .. April 3.... April23.......... April 14
.- Mid-Term - Last Day To Withdraw From A o
' Course Without Receiving An "F" . . ... .. April 21 ... . April 12 ... ...:.. April 16
- Pre-Registration For Summer Quarter
-{Returning. Students Only). . . ... ... ... May 22.... May21........... May 19
Last Day Of Spring Quarter Classes . . ... ... May 30. .. .May28........ May 23
SUMMER QUARTER 1977718  1978-79 1979-80
Registration - . . .. v i v v it c v v e s m o June1..... May30 .......... May 28
-Classas Begin. Late Registration Fee Applies. . June 2...... May 3T...0vuivieuns May 28
Last:Day To Ragister, Drop, Or Add Courses, '
Last Day. For Tuition Refund . . . ... ... Juned. . ... June 11 ..., .. ... June 6
“Instruction Ends For Independence Holidays. . June 30....duna29.......... June 28
instruction Resumsas . . . ... ......... .. July 10 ., .. July9._............ July 7
. Mid-Term - Last Day To Withdraw From A
.- Course Without Receiving An""F" .. ... .. July 18.... July16........... July 16
‘Pre-Registration For Fall Quarter .

{Returning Students Onily}. . . . ... ,. ... August 21. . .August 13 ...... August 11
Last Day OFf Summer Quarter Classes, . . .. . . . August 24. . .August 22 ...... August 20
Graduation. . . ., . v i h e s e e August 25 .. August 24. . ..... August 22




The motte of Montgomery  Technical Institute is “Dedicated to the
community we serve.” Embodled in this motio is.our realization of the su-
preme worth of the individual. Philosophicaily. 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
4TI, this: means providing low cost, guality education under an “‘open door”
policy which denies no ane.

Foremost among the educational objectives of Montgomery Technical Institute
is the express. intent to prepare its students for life-long success. Qur approach
to - this results in & continual upgrading of -technical and vocational curricula
to realistically prepare the student for successful transition into our present
industrial cémimunity.

In the selection of our faculty and staff we attempt to combine the best in
academic, industrial ‘and professional experience. Our new facilitfes house
equipment.designed to prepare the student for an-era which. 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 vocatlona! educatlon
designed to meet your specific needs.

Cordlally,

M/W ﬁj,ﬂ%’ %

Marvin G. Miles
President
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GENERAL 1N FORMATION
HISTORY

Montgomery Technical Institute was established.in 1967.  1f 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 in

. Raleigh, and is administered by a local Board of Trustees. Authority for the
establishment and operation of these institutions is found on chapter 115A of
the General Statutes of North Carolina and the amendments theteto.

In October, 1975, the citizens of Montgomery County passed a bond issue
authorizing the construction of a new campus. The new facility occupied in
April, 1977, has approximately 58,000 square feet of space and is located on
a beautiful 76 acre tract of {and.

PURPOSE

The purpose of Montgomery Techinical |nstitute is to meet the educational
needs of the citizens of its community by offering technical, vocational, general
education, and -adult education which will prepare them for employment, ad-
vanced study, personal improvement, or self-satisfaction.

OBJECTIVES

To inspire in the students an active desire for continuing. personal growth
and development as an essential quality of life. o

To provide guidance designed to help the student understand himseif -or
herself and his. or her involvement in vocational and avocational experiences,

To provide suitable courses for adults who wish to further their education,
enrich thetr lives, and improve their personal efficiency.

ACCREDITATION

Montgomery Technical [nstitute is a member of the North Carolina
Community College System and operates under the authority of a local
Board of Trustees and the- State Board of Education as specified in chapter
118A of the General Statutes of North Carclina and Amendment thereto
All programs offered by the institute have been officially approved by the
North Carolina State Board of Education, and the North Carolina Department
of Vocational Rehabilitation. The Practical Nursing Program s fully approved
by the North Carolina Board of Nursing.

Montgomery Technical [nstitute is approved as a candidate for accred
itation by the Southem Association of Colleges and Schools.

8

STUDENT‘_CON.DU;CT

-_Self.—d_isqipliné:is an- essential element of individual growth and- develop
ment.. . Accordingly, students. are expected to disptay the qualities of courtesy
an{d integrity that characterize- the behavior of. mature ladies and gentlernen.

¥ Is.expected that students will be governed by such rules. and regulations
as:may be established by the Institute.

.The.lhstitute dees not permit the use of or possession of alcoholic bever

-'ages:,or narcetics in any farm on the campus or at Institute sponsored-functions.

V_iolati_ons -of rules and regulations may subject. the student to disciplinary
measures or dismissal.

STUDENT CODE
~~ The foilowing information is taken from the student code text found in

the '_!nstitute's Policy Manual. A copy in its entirety is on file in the Student
Services Office for examination.

VIOLATION OF THE STUDENT CODE INCLUDES

. ‘Disruptien of educational process.

Damage ‘or destruction of institutional property,

. ‘Damage or destruction of private property.

.. Assault on an institutional employee.

. Physical abyse of a student or other person not employed by the
Institute.

. Possession, handling, or transmitting weapons and dangerous instru-
ments,

7. cF;i:»sstassion, use, or under the influence of narcotics and stimulant

rugs.
8. Cheating and plagiarisn.

o N L O

[=>]

Disciplinary action resulting from any violation may be probation, sus-
pension, or expulsion,

PROCEDURAL DUE PROCESS

1. In any case in which a student receives disciplinary action the student has
the following rights:

“a. If a student desires to appeal, hefshe may within seven (7) calendar
days ask the President to investigate the disciplinary action taken against
him or her,

1. The President shail within three (3} school days investigate and file
a written report. Copies to be distributed as follows: the student,
the Director of Student Services, the individual who initiated the
allegation, and’ the Chairman of the Board of Trusiees. This report
will include specific recommendations; however, no student will he
reinstated to a class without the approval of the instructor.

b. If a student desires to appeal the results of the Presidential investigation,
he/she may ask for an investigation by the Board of Trustees,

1. The Chairman of the Board of Trustees will appoint a special com-

mittee of three trustees to investigate and recommend to the Board




riesiaent, Ulrector of Student Services, the student,

I
and the initiator of the allegation.
2., The President will administer the recommendations of the Board
- of Trustees, ' ’ .
c. If a student desires to appeal to a Court of Law, he/she may proceed

-

NIGHT OFFERINGS

The Institute offers an extensive n:ight program which includes many of the
credit courses given in the daytime, as well as non-credit courses primarily for
adult general interest or occupational upgrading or retraining.

The availability of credit courses at night allows the student who must. work
while attending schoal the opportunity to coordinate his/her school activities
with employment. A student may enroll for both day and night classes,

In certain -programs, it is possible to. complete all wark toward a degree or
diploma by attending at night. The rate of progress through a program will
depend upon the number of courses taken each quarter. A reduced load will
require a longer period to.complete program requirements, Evening vocational
programs are offered on no mare than a half-{ime. basis,

l

INSUFFICIENT EMROLLMENT

Classes or programs may be cancelled due to insufficient enrollment. Rew
funds will be made in these instances and students will have an opportunity to

choose another class or program.

CATALOGUE CHANGES

Montgomery Technical Institute issues this catalog for the purpose of

furnishing prospective students and other interested persons with information -

about the institution and tts programs. [nformation contained herein is subject
to change. without notice and may not be regarded in the nature of hinding
obligations on the Institute or the State of North Carolina. Efforts will be made
to keep changes to a minimum, but changes by the State Board of Education,
the Department of Community Colieges, or the Institute may make alterations
in curriculums, fees, etc., necessary. ‘

NOTICE OF INSTITUTE REGULATIONS

The Institute has a genuine interest and concern for the integrity of all
stydents, therefore, all regulations found in this catalog, the student hand-
book, or announcements posted on bulletin beoards will be followed by all

students. Each student is responsible for becoming familiar with thess publi
cations and reading official announcements to be informed of current policies.

NON-DISCRIMINATION INFORMATION

Montgomery, Technical Institute has filed with the Federal Government

10

an-Assurance of Compliance with. all regui i
N Ass Compl Quirements. imposed by or pursuant to
Titie- Vi of the Cvil Rights Act of 1964 and the Regulations fssued thereunder,

- to:the end -that' no-person.-in-the United States shall, on the ground: of race,

color,'-or national - origin,. be exeluded from participation in_ be demied the
ber!ef_:ts of, ‘or be otherwise subjected. to discrimination under.any prd ram or
activity of this Institute teceiving Federal financial assistance Unger this
As;urance‘, this- Institute. is committed not to discriminate again-st any perso!n
on ‘th.e ground of race, creed, color, sex, age, or national origin in its admissioﬁ
policies.and practices or any other policies and practices of the lnstitute relatin

to the treatment of students and other individuals, including the provision o?

l-__ssrvlces,_ Financial aid, and other benefits, and including the use of any build-
ing, ‘st.ructure,_ room, space, materials, equipment, facility or other praperty.

1




[ LN | oCHVIUES

Student Services ncludes admission, records,. counseling, testing, student, fin-
ancial aid, recruiting, public relations, student activities, placement,-and follow
up. These services are provided to better serve the needs of the students.

The objectives of Student Services are:

1. To provide an accurate image of the Institute to prospective students.
through various recruiting activities and materials.

2. To provide orientation information, registration, and records service.
3. To provide financial atd information to those interested.

4. To provide guidance and counseling to help students make appropriate
educational and vocationa) plans. i

5. To provide assistance and guidance in student activities.
6. To provide assistance in job referral services.

In essence, the overall objectives of Student Services is- to atd the student in
selecting, entering, progressing through, and completing a-course of study as
his/her goals indicate.

GENERAL ADMISSIONS iNFORMATION

A high schoo! diploma or a GED certificate that meets North Carolina
standards is desirable for admission to full time educational programs. Ex-
ceptions may be made for individuals whose Interests and ambitions make
successful completion in a given program seem likely.

‘WMontgomery Technical Institute follows the ““Open Door” policy

" established by the State Board of Education to offer occupational and adult
education to all persons able to profit from instruction and who are 18 years

old or oider, or whose high school class has graduated. The “0pen. F)oor’

policy does not mean there are not restrictions on admission to spec.:rflc pro

grams. Special admisston requirements including educational_quailflcatio.n

physical abilities and test scores may be required in certain curt:rcula 1o _heip

increase the probability of successful completion. Applicants with eduqat[onal

deficiencies will be advised to consider aiternate programs of to eliminate

deficiencies through additional preparationat work.

Personal interviews are recommended for all prospective students applying
for full-time programs.

SPECIAL ADMISSIONS REQUIREMENTS

DEGREE PROGRAMS: The prospective student must be a high school

12

graduate or hold a GED certificate that meets Morth Carolina standards. . Ad-
ditionally, the prospective student imust complete an admission examination
whichiis approved by the institute,

DIPLOMA PROGRAMS: The prospective student should be a high school
graduate or hold a GED- certificate that meets North Carolina standards. How-
ever, consideration will be given to any prospective student who displays inter-

27 ests and abilities that make successful completion of a diploma program seem
i likely.

LICENSED PRACTICAL NURSING: The prospective student must he a
high schooi graduate or hold a GED certificate that meets North Carolina
st'an'da_rdsé'and ‘must. successfully complete an admissions examination which is
approved by the Institute. Additionally, a personal interview conducted joiftly
by the Director of Nursing and Qirector of Student Services is necessary.

NO.T_E‘: ‘Special consideration is given for admissions to an individual
desiring to take one or more curriculum courses not for the purpose of seeking
_a_."-dégreesc_:rfdipluma. Contact the Office of Admissions for more information.

CONTINUING EDUCATION PROGRAMS. Admission to these programs
.“Is @pen to;anyone who is a high schoo! graduate or 18 years of age or older
i, -and not: currently enrolled in a public school. Detailed information can be
" .ohtained by contacting the Office of Continuing Education.

ADMISSION PROCEDURES

:.-Application: Each applicant must submit a completed Montgomery
.- Technical Institute Student Application form to the Institute’s Student
" Services Office. Applications are avatlable from the Institute.

“‘Previous Education: Each applicant shall request his or her high schoot
st submit a transeript showing work completed. Those who are high
* ~sghiool seniors should ‘have their school submit a transcript showing worlk
.- through the first semester of the senior year as soon as possible after the
. “semester has ended, and a supplementary transcript showing graduation at
" the close of school. .

~Applicants who have the high school equivalency certificate should
““submit-a-copy of the official transcript or certificate. Applicants wishing
‘-'_'to transfer credits -from another institution of higher education must sub-
" mit-a transcript of their work before any evaluation toward credit can be
- made. - All courses will be evaluated on their own merit and relevance.

3 Testing: Applicants to certain curriculum programs may be required to

" - take an admisstons test to aid in determining his or her readiness to enter.
. Advanced placement tests are given for specific courses in-certain cur-

. rioulal These tests are administered by the course instructor at the be-
gintingzof the course. Students who drop below full-time status due to
advanced ‘placement will be given full credit for. tuition the following
quarter in the amount applicable. Credits are awarded toward graduation

13




i exempted courses.
4, Health: A person must be .in an acceptablé, condition of ‘physical' and
mental health. to be admitted. A medicatl checklist will be required.
STUDENT CLASSIFICATION
CURRICULUM DIVISION PROGRAMS
Fuli-Time ot Reguiar Student
A student enrolied in a Degree or Diploma program who is. registered for
12 or mare credit hours.  Twelve credit hours is considered minimum for full-
time.
Pary-Time Student
A student en.ro[led in a degree or diploma program who is registered for
eleven quarter houts or fess.

Special Student

A student not seeking a degree or diploma who has registered for courses
of special interest at the Institute, Admission requirements differ from those

of full-time students.
.Provisionai Student

A fult or pért-time student applying too late to complete .pre entra_ance
requirements before the registration period. When the student has fulfilied

all requirements; the student will be admitted in good standing. The student

must fulfill al} requirements by the end of the quarter, or hefshe will not be
aliowed to re-enroll. ‘

Audit Student

Any student registered: for a course for which he or she_ does not_ wis_h io
receive credit, The audit student does not have to take required e_xammata-on_s;
otherwise patticipation and attendance in class is on the same bas:s: as a cfred:t
student.  The fee for auditing is the same as the fee for credit'._ Certain curticula,
because of speciat requirements, have no courses open for audit.

Probation Student
A student who fails to meet minimum admission requiremen_ts or who
fe/ﬂls to meet minimum academic requirermnents set forth by the lnstitute. Any

student on probation must earn the sufficient grade point average set forth by
the Institute the following quarter to aveid academic suspension. The student

14

is-:requ_i!;ac_ic ta-consult with a counselor and may be required to take a reduced
-academic load or be assigned to Guided Studies courses for additional pre-
paration:

Freshman

A student who is enrolled in a ore yvear vocational program or a student
in.a technical curticulum who has earned fewer than 45 quarter hours of credit.

Sophomore
L .__'.A: .student who .is enrolled in the second year of 3 two year vocationat
‘Program - or.a student in a technical curriculum who has esrned 45 or mare

‘guarter-hours of eredit.

Returning Student

studant who has completed the first academic year of a two year
1 farm,_or.who has been enrotled in a one vear diploma program
completed the program and has not compteted the prescribed work
ion.” “The student will either be classified as a returning freshman

SOCIAL SECURITY NUMBERS

hould you desire your Social Security number not be used for this purpose,
a5 indicate this to the Pirector of Student Services. A number will be
.a,_ss,.i_gne'd_flor.\_l_pq in fieu of the Social Security Number.

COUNSELING

-The ‘counseling service at’ Montgomery Techinical institute begins with the
student's"” pre-entrance  interview and examination and contifues throughout
h‘is/her_"_sta'j'_'at' MTi. -Special tests may he used as an indicator of probable
sﬁég‘é__x_'s_s‘_'_infthe' student’s choasen field of study, and as an aid in the students
setection of'a curriculum when he/she is undecided.

f j-"'_majdxf"service at MTI ‘involves assisting students in making the often
--Oifficultdransition  from’ high school or the world of work to the demands of
- postsecondary education. Counseling interviews may be scheduled at any time,
JInterviews “may corcern program selection, interpretation of test SCOres,
-academiic. progress, -financial aid, personai and other ‘matters. Counselors are
:avalable tos all students, both by. appeintment -and they may feel free to drop
i thraughout the academic day. Night students have access to @ counselor

i pur.'ni'g_hts- a week, Refarence materials are available through the counseling

ervices. dealing with educational opportunities and occupational information.
“Allzstudents: are encouraged ta use any ‘phase of the counseling service at any
-timne.

15
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om st ADVISORS

Each student will he assigned to an academic advisor after 'h]S ot har initial
registration.. The adwsur serves as a consultant concerning class performance
and problems, and Instiiute activitiss. Advisors will notmally be fram the
student’s. major field. The advisor also helps to identify students who need
counseling or specialized counseling. services.

FINANCIAL AlD

The school accepts responsibility and concera for every student who facks
financial rmeans to obtain a college education. Every effort is made to encourage
the student with seriousness of intent to.pursue. and secure a higher education.
Although the student and his/her parents are expected to make a rtasonable
sacrifice to meet the cost of higher edugation, financial assistance may be avail-
able to a student through Montgomery Technical Institute. Opportunities for
financial assistance though not uniimited, are within the reach of almost every
student who can show accepiable academic achievement and definite financial
need. When it is realized that he or she will be unable 1o meet the expenses
of a higher education without assistance, the student should make avery effort
to seek the -information that is needed to secure assistance early. from the
financial aid office at MTI.

In order to distribute funds equitably to each student who shows financial
peed, the schoo! participates in the ACT {American College Testing Program}
fmanc«al assistance program. The ACT Family Financial Statementassists the
school in determining the students need for financial assistance. Students
shoutd submit the Family Financial Statement To the school by May 1 of the
year that they intend 1o enroll, Along with this the student must also supply
the school with the Basic Educational Opportunity’ Grant Student Elgibility
Report. This repart will alow the schiool to determine the amount of financial
assistance ‘that. the student will receive from the Federally sponsored aid pro-
gram. All applicants for assistance must submit these twe forms before assist-
ance can be granted {the ACT-FFSand BEDG-SER).

Other forms of ald available that are campus based or organizationally
sponsored programs include {1) CETA - Comprehensive Educational Train
ing Act, {2) The Migrant and Seasanal Farmworkers. Assotiation {3} Programs
that are intended to assist veterans and their dependents, {4}  Scholarships,

{6} College Work Study, {6] Social Security, (7} . Vocational Rehabilitation:
(8] BEOG, (9} MNorth Carolina Incentive Grant.

For further information about any of the above mentioned programs,

please contact the financial aid office at Montgomery Technical Institute.

REGISTRATION .

Students who have been admitted wil! register with the Director of Student

Services on the dates set by the institute far this purpose.
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“PRE R‘Eéisimm-ibw 'FOR RETURNING. STUDENTS

: Pre-Reg:strat:on ‘is scheduied several weeks prior to the ending of each
"'quarter ‘for'the -purpose of allowing returning students to register early with-
rout having to return. on the. scheduled registration day. No deferred payments
‘are: granted: during _the. ‘pre-registration period: Returning students not pre-
: regi'stgtiﬁ@;}‘mus‘t‘ register on the regular registvation date or be charged a late
“registration:fee. -

EDUCATIONAL RECORDS

FAM[LY RIGHTS AND PRIVACY PQLICY AT MT!
{Public Law 93-380}

use. Montgomery Technical Institute is a post-secondary schoal
dents are eighteen. years oid or clder, this policy will be
: ed o studants rather than to parents.

Stgﬂgnts at Mentgomery Technical Institute shall be informed an
‘nually of the |ngtitutional palicy regarding the rights of students re
.+ .-garding their educational records and the privacy of those records.
"1 The annual notice to studsnts include the fallowing: '

1 The types of educational records and the information contained
N therem
2 The name and position of the official responsible for maintenance
* of educationat records, the persons who have access to the records,
‘and the purpose for which they have access.
3. The policy of the institution for reviewing and expunging records..
. 4. Procedures for challenging the contents of educational records.
. 5 The cost for reproducing copies of records.
.-8:: Gategories of information designated by the institution as directory
. information and the condition for release of this information
7 Other r[ghts and requiremenis.

Educationai Records include records, files, documents, or any other
material containing ‘information directly related to a student such as
:-_g_r_ades, ‘test ‘scores, attendance, etc. Not included are guidance records,
./.medical and psychological reports, the financial records of the parents,
_‘confidential letters and statements of recommendations if the student
""ha_s'j:signéd.a waiver. A student may obtain a copy of his/her records
upohi-request. A siudent will be allowed two coples of hisfher edu-
~gational- racord without charge;. after this, a fee of $1.00 will be charged
per copy.

~ The gurriculum students permanent records are m the form of a
'_ 'Lranscnpt with m;crofnim copy placed In a focal bank safetv denosit
hox

‘Veteran’s paperwark and financial aid records are kept in separate
folders. . :
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evewernaseLrunn, s01d0.NOT P
wigge avallable without the writien consent of the student to any party
other than: _

1. instructors - and other school officials -having a legitimate edu-
cationalinterest. .

2. Officials of other schools in which the student seeks to enrol!

3. Authorized representatives of the Comptroller General of the
US, the Secretary, tha Commissioner, the Director of the '
National Institute of Education, the assistant Secretary for Edu-
cation, or State educational authorities,

4. In connection with the student’s application for, receipt of, fi-
nancial aid. '

5. State and local officials or authorities to which such information
is specifically required to be reported.

6. Organizations conducting studles for educational agenmes Any

" personally identifiable information will be destroyed when it is
no longer needed for the specific purpose for which it was
collected.

7. Accrediting organizations in order to carry out their specific
functions. _

8. In compliance with judicial -order or a lawfully issued subpoena.

The student shall be notified of any such transfer of his/her edu-
.cational records, and a record of such releases will be in his/her file.

Personally identifiable information shall be released to a third party
only on the condition that such ‘a party will not parmit any other party
"to have access to such information without the written consent of the
student. ’

Transcripts from Montgomery Technical Institute will include the
following statement.

“In Accordance With The Family Educational Rights And Privacy

. Act of 1974, This Transcript Is Provided Solely For Your Own Use

And May Not Be Released To Any Other Individual, Agency, Or

Organization In Any Form Without The Written Conssnt Of The
Student.” :

v Montgomery Technical Institute- will review records periodically and
remove all doclments which are as- much as five-years old with the ex-
ception of the application, the high. school transcript, the Montgomery
Technical Institute transcript, and standard test results.

\" Public directory information relating to a student includes the follow-
ing: name, address, ‘telephone number, birthdate, birthplace, major field
of study, dates of attendance and degrees and awatrds received.

A S_.tudgi',l_t:;mav?r.eque_st'i-.in writing. that the Director of Student Services
:not-release directory: information on him/her. Such request will .be
‘.}_honored. R .

) . a._student at; Montgomery Technical Institute shall have the right to
tinspeet ‘his/her- ‘individial educational records upon written request to
.the :Director- of ‘Student Services. The request shall be granted within
days The studénts ‘shall see the records [n the presence of the Di-
'rector :

e procedure ‘for challenging the content of the educatronaf record

L] student shall submit a request for a hearing to the Director of
Student Services'- The hearing will be an. informal discussion with the
student.” -1t should be held and. a decision rendered within a reason
“:able:period of time.

I‘f' he:informal. hearing does not resolve the issue, a formal hearing
~may.”be requested by either party (student or the [nstitution}). A
formal:hear]ng.s'hall inelude:

. he hearlng shall be conducted within a reasonable period of time
'followmg the request.

"2; The hearing shall be conducted and the decision rendered by the

President of the Institute.

.Thestudent shall be given a full and fair opportunlty to present
wdence relevant to the issues raised,

QNQ.TE. This.does not include a chailenge to an assigned grade.
i=The-decision should be rendered in writing within a reasonable
+period-of time after the hearing.

ORIENTATION

tlon session_for all .new.full-time students is held during the first
- 'the fall'session. Toplcs are: calendar of events for up-coming. academic
_t_ud_ent, conduct, attendance pelicy, academic probation, withdrawal
cléss -or.school, grading system, report cards, student insurance, pay-
rocedures, refund pohcy, placement poliey, counseling serwces devel

SG“A catalogue revisions, -faculty and staff introduction,
-'iprpcedures ‘regarding "educational records and privacy of those

strLiction: Center; and Procedural Due Process.

STUDENT ACTIVITIES

Extra class activities, such as sports, dances, picnics, socials, and student
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...... wy we dGA, the SGA advisor, and
wee wneGlor of Student Services, Flnal approval of SGA activities comes from
the Director-of Student Services. Appeals concerning the Director’s decisions
may be made in accordance with provisions set forth in the SGA Constitution.

STUDENT INVOLVEMENT N POLITICAL ACTIVITIES

MT! endorses the goncept of citizenship development. This involves stu-
dents becoming as knowledgeable as necessary about various political candi
dates and their platforms. Therefore, the Institute permits group activities
in support of a candidate in accordance with the following guidelines:

1. Activity in the halls must in no way interfere with classes or the in-
structional process.

2. Signs or posters in support of a cand:date will be permitted only in the
student. commaons or vocational lounge.

3. Rallies may- be held in the late afternoon during normal school oper-
ations between the hours of 4:00 pum. - 6:00 p.m.

4. Space will be provided for group discussions or planning sessions. The
time and space shall be agreed upon jointly by the SGA President, SGA
Advisor, and Director of Occupational Education.

8. On-campus activities in no way indicate that MT! is supporting any
political candidate.

JOB PLACEMENT

" Whenever an employer contacts the institute concerning a position avail
able, the Public Information Officer vyiil- notify current students and graduates
in areas related. to.the position available. -Graduates wishing to be informed
about positions as they become available should fil} out a lacator card with the
PIO upon completing graduation requirements. The institute doss not guar-
antee sny graduate in a curriculum division placement on a job.

HOUSING
The Instltute does not have dormitory- facilities, Student Seyvices will
aid prospective. students in contacting local realtors; however, each prospestive
student will be responsible for making his or her necessary living arrangsments.

HEALTH SERVICES

Each student is required to submit a health checkiist which becomes part
of his or her permanent record. . The Institute does not have a paid medigal
staff on campus: however, it is.in close proximity to-a number of medical
facilities. Students are referred to the emergency reom of Montgomery Memor-
ial Hospital when emergency treatment is needed. In the event that treatment

not of an emergency nature is required, Student Services should be contacted
to obtain the student's personal physician’s name. Caution must be exercised -

in transporting anyone requiring health services.

a

"'op lS squrpped with -a-first aid kit.  Accident insurance is avallahle

_ STUDENT CLUBS

UDENT. GOVERNMENT ASSOCIATION

Student:Government - Association of Montgomery Technical Institute
iat:governing agency: representing the students. SGA ohjectives are:
prormete:mutual-goodwill and understanding between the student
18: offrcrals af Montgomerv Technical lnstitute

cedures and’ regula‘nons for organizing and securing approval for campus
ations are outhned in the Student Handbook.

-VETE RANS AFFAIRS

Office’ of 'Veterans. Affairs serves fo assist the verteran in the pursuit
ducationalobjective. The following information is provided for
desiring” information concerning veterans affairs, Further. information
ined"Manday thru Friday from 8:00 a.m. until 4:00 p.m, and on
Wednesday evenings from 7:00 p.m, until 8:00 p.m.

-“As‘dweteran, you are eligible for Veteran’s Educational Assist-
18et; the following conditions:

ist have served on active duty for at least 181 days lactive duty
for:Na onaI ‘Guard ar Resérve Training does not count).

Cbl_ldre_n_‘an'd wives of servica personnel who are missing-tn-action
M!.@_-'s}_," prisoners of war {POW's), or totally br permanently disabled
as-a-result of service-connected injuries.
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cerew e s wuicerEIng penetits under Chs. 31 and 35 are avail-
able at your local veterans service office.

ENTITLEMENT: If you are eligible for the Gl Bill, you will receive 1-1/2
months. of educational benefits for each monrth of active duty less than 18
months, For example, if you have served for 15 -months, you. can draw 22-1/2
months of educational benefits. Any veteran who has served at least 18 months
can draw the maximum entitlement of 45 months. .

DELIMITATING DATES: If you were separated from active duty on or after
June 1, 1966, you have ten {10} years from the date of separation to use your
educational benefits, unless special circumstances according to law existed to
prevent the use of such benefits.

CURRENT VA EDUCATIONAL ALLOWANCES

GI' BILL (Chapter 34) &

Dependents’ Pragram {Chapter 35%) Vocational RehabH-itatg'on (Chapter

2} Veteran sho_uld take DD 214 marrlage license, (if applicable) and birth
‘ofchildren (if applicable) to his/her local of county

+22:1909: and VA ‘Form 22-1995 {if applicable) to the Veterans
rs; @fflce atMTL

No One '| Two |EachAdd] No One Two |FachA
Rates For:[Depend.) Depend.| Bepend.|: Depend, JDepend.| Depend.) Depend.) Depen
Full-Time | 311 370 422 1 26 1 241 298 351 26
3/4 Time . 233 277 317 18 181 224 263 ‘ 19
1/2 Time t 156 185 1 211 i3 ) 120 149 176 13

*Students attending under Chapter 35 (Dependents Educational
Assistance Program} receive the rates listed above under “No Depend-
ents” according to the rate. of pursuit.

RATE OF PURSWUIT

VA payments are based on -an individual’s credit hours per guarter for
degree programs as follows:

Full Time — 12 credit hours
3/4 Time — 9-11 credit hours
1/2 Time — 6 - 8 credit hours

For ‘vocational programs, VA payments are based on an individual's credit
hours plus contact hours as follows:
- _Full Time — 12 credit hours plus 22 contact hours
3/4 Time — 9 credit hours plus 16-21 contact hours
1/2 Time — 6.credit hours plus 11-15 contact hours

For HIGH SCHOCOL COMPLETION PROGRAMS and PREPARATION
PROGRAMS, VA Payments are based on contact hours jper week as follows:
Full Time — 22 contact hours .
3/4 Time — 16-21 contact hours
1/2 Time ~— 11-15 contact hours

PROCEDURE FOR VA CERTIFICATIONS.
{1} Veteran should complete institutional application for program desiring
admission into;
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ROCEDURE FOR VETERANS CURRENTLY OR
'VIOUSLY ENROLLED AT MTI

new- appllcatmn for admissien for the desired curriculum
dmlssrons Office at MTI:

.A'Form 22-1995 {Request for Change of Program or Place
ing ‘.only and submit it to the Veterans Affairs. Office at MTI.

not necessary “that veterans who have been previously enrolled
enefits at IVITI to go to the local Veterans Service Ofﬂce

ADDITIONAL ‘GUIDELINES

poses, veterans are allowed only a one quarter probation
he'veterar-does nat achieve the necessary GPA, proper
rk:will. tbe’'submitted to the Veteran's- Administration Indi-
satlsfaictory ‘progress for termination of benefits.

he ar"" te_rrnmated to the Veterans Administration for pay
factory progress and/or conduct must go through
:they can’ be reinstated for pay purposes.

are termmated to the Veterans Administration due to
ring any - part of the term may not be reinstated for pay
ntil.the beginning of the next term unless there are extsnu-
: stances causing the absences that are beyond the contro!
“Veterans whose pay is terminated to the Veterans
.n‘ ber:ause of unsatisfactory attendance, need not go
§elrng in- order to be reinstated at the beginning of the

,ay-purposes onI\g ‘by law, no veteran may receive educaticnal
stance.-allowance- for.-any course. being repeated that is necessary
graduatmn due to: falimg or low marks unless all marks previously
rned are used. to.compute the overall grade point average,
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e uvANGIAL INFORMATION
DE.GREE AND GUIDED STUDIES PROGRAMS

TLITION

TOTAL IN-STATE QUT-OF-STATE
CREDIT HOURS | COST COST |
1 3.25 16.50
2 6.50 33.00
3 9.75 . 4950
4 13.00 66.00
5 16.25 82.50
8 19.50 98.00
7 22758 115.50
3] 26.00 132.00
9 . 29,25 148.50.
10 - 32.50 165.00
11 3575 181.50
12 {or More) 39.00 198.00

Senior Citizeﬁs, students over the age of 66: years, are exempted from '
tuition in accordance with ehapter 606 of the 1875 Sessions Laws. ;

Residence Status For Tuition Payment

- §

General Statute 116-143.1 (b) passed by the 1873 General Assembly of
North Carclina reads: . . .

“Ta qualify for in-state. tuition a legal resident must have main

tained- his domicile in North Carolina for at least the 12 months immed

“fately prior 1o his. classification as.a resident for tuition purposes. in orde:

to be eligible for such classification, the individual must e.stablrsh that his

or her presence in the state during such twelve-month period was for pur-

poses of maintaining a bona- fide domicile rather than for’pur.poses of rnere i

temporary residence incident to enrollment in an Institution of hts}hep

education; further, {1} if the parents {or court-appointed legal guardian) :

of the Individual seeking resident classification are {is} bona fide d‘Of‘f'l :

iciliaries of this state, this fact shall be prima facie evidence of domicil- 3

fary stratus of the individual applicant and {2} 'if such_ parents or'guardia_n :
are not bona fide domiciliaries of this state, this fact shall be prima facie |

avidence of non-domiciliary status of the itjdividual."

Regutations concerning the classification of students by _res‘idence for pur--
pose of applicable tuition differantials, are set forth in detalt‘ i _A“Manual to
Assist the Public Higher Education Institutions of North Carclina in the Matter
of Student Residence Classification for Tuition Purposes, Each envolled studen
is respansible for knowing the contents of that manual, which is the controling y
administrative statement of policy on this subject. Copies of the: Manuat are |
aveilable on request.at Student Services. :
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.. REFUNDS

for:studems shall-not be made unless the student is, in the
stitution, -compalled to withdraw for unavojdable reasons.
9:thirds . {2/3}. of the student’s tuition maybe refunded if the
ws within ten (10} calendar days after the first day of classes
 the :school calendar.. Tuition refunds will not be considsred
- Tuition refunds will not be considered for tuition of five dollars
s8.-except:it.a.course or curriculum fails to materialize, in which
tuitions. shail be refunded.

student’ insurance, late registration fee and any other fee
ated:as-tuition fee are not refunded.

of Student Services must approve all refunds.
LATE REGISTRATION FEE

ration”fee- of $3.00 is charged to all students who camplate
he ‘date. of registration as listed in the Institute’s Academic

“ Registration is not compiete until alj fees are paid or
usiness Manager and the student’s registration form s vali-
«Office. The late registration fee does not apply to apph-
for;admission after the registration period during the first ten
of the quarter,.. - ,

STUDENT ACTIVITY FEE

régi_éféring for six (6) or more curricutum quarter credit hours
¥ the Institute to pay a $3.00 activity fee per quarter. This fee

Government” Association in accordance with procedures. and ‘ve-
all SGA activities as an associate member.
POTTERY FEE

e::ifor'pottery students is charged as follows per quarter:
for Students taking 12 or more credit hours.

$10.00 for Students taking 6 to 11 credit hours,
0:for Students taking 1 to 5 credit hours,

: INSURANCE
Ldents are: expected to purchase -accident insurance; this {nsurange
0315:$3.50 per academic ysar.

GRADUATION FEE

ion' fee of $10.00 is assessed upon registration for the student’s
quarter.of work, Graduation exercises are hatd annually at the end of the
r. ‘Graduating students are expected to attend and may only be
by ihis or her advisor. A list of those not going through the exercises
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upport the Student. Activities Program and will be administered by

rth by-the Institute. Any student may pay this activity fee and - -




mmust pe presented to the Director of Student Services. Graduates not partici-
pating in the exercises must make arrangements to pick up their diptoma after
the commencement date. No diploma will be mailed unless setf-addressed pre-
paid postage manilla envelopes are provided to the Assistant . Registrar or the
required postage is paid to the Institute In advance. -

TRANSCRIPT FEE -

wenty-Two Air Brush Lessons For Begi
and Pins 1-1/2 — No. 237 {1 box) canners
nd Pins 2~ No. 237 {1 box)

The institute will provide for each student, upon written request from the : ; 'é'n'is' are opti .

student, two transcripts without charge. Additional transcripts beyond two wil el optional for Vocational students to purchase:

be provided only after a transcript fee of $1.00 is paid to the Institute. e g X
pl y ming-& Refrigeration Supplies & tools $150.

ody-RepairSupplies & tools 150

BOOKSTORE YT
T echanics Supplies & tools 150
The bookstore is operated for the convenience of students and employees a0
Textbooks and supplies are sold through the bookstore. It is under the directio 150
of the Business Manager. 150
150

_ TEXTBOOKS 150

Textbdoks vary in price from $10.00 per quarter to $70.00 per guarte!

depending on the course of study.

- SPECIAL PROGRAM EXPENSES

: _CO.NT-ZIN UING EDUCATION F EEé

charged for C_ontinying Education classes. Such fees When
payable at the third class session. Books and suppiies are

atory for all nursing assistant student:

The following supplies are mand stifute’s |
HAnstitute’s bookstore makes it possible for books to be purchased

mmunity center.

Shoes $25.00 {approximately)
‘Uniform- $20.00 {approximately)
Watch with second hand  $15.00 {approximately)
Name Tag ' $ 3.00 (approximately}
Scissors ) $ 4.00 (approximately)

The following supplies are mandatory for all Licensed Practical Nurse Students

Shoes $25.00 {approximately)
Uniform $20.00 {approxim‘ateiy)
Watch with second hand  $15.00 (app_mximatelv)

The following su'pplies are mandatory for all Taxidermy Students:

1. Hook & Chair —No. 194 {1

9. Brain & Eye Hook — No. 171 (1)

3. Pinning Needles — No. 188 (6}

4. Cartilage Knife } No. 172 (1)

5. Scalphel —No. 193 1

6 Scissors — No. 197 {1)

7 Spoon Tool — No. 200°{1}

8 Assortment of Needies — No. 238 (1) -
9. Bone Cutting Pliers — No. 170 (1}

10. Awl —No. 203 (1
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ACADEMIC tNFORMATION
SCHEDULE CHANGES (DROP/ADD)

A student may change his or her schedule by dropping and/or adding
courses during the published drop/add dates and times, The proper procedurs

for this is a5 follows:

1. Consult with advisor and obtaln necessary Registration Change Naotice
form. :

2. Complate form and obtain signatures of instructors of courses being '
dropped and/or added. o - . :

3. Go to Student Services Office io adjust fpes and. credit hours appro-
priately. Obtain signature of Director of Student Services or Assist
ant Registrar. ' . '

4. Have form validated by Business Office.

Withdrawal From A Course(s) After DropfAdd Periad

A student who desires to withdraw from a coursals), but not from the -
institution entively, must initiate action through his or her faculty advisor by
completing the following steps:. .

1. Consuit with advisor and abtain necessary Registration Change Motice

- form. ' ‘ A 7
2. Obtsin signature of instructor(s) for course(s) involved. - ‘
3. Go to Student Services Office 1o adjust credit hours appropriately.
Obiain proper signature.
4. Submit completed form to Business Office for validation.

A student who withdraws from a course(s), or from the Institution after:
the 28th day of the guarter, may. be given-a grade of “F on that course{s)
and quality points will be computed unless due to circumnstances bayond stu-
dent’s control. When cireurnstances gxist, they must be explained in writing
1o the Direcror of Student Services.

Note: In the event an advisor has not yet heen appointed, consuit the Student
Services Dffice.

OFFICIAL WITHDRAWAL FROM THE INSTITUTION

A student desiring to officially withdraw #rom schoot should countact his
faculty adyisor to obtain the Registration Change Notice form, This form
should be completed and ail the required signatures obtained as indicated on the
form. Whaen the signatures are obtained, the student should take the Reglst-
ration Change Notice to Student Services, Egiture to officially withdravw at any
fme within the quarter may resuit in an “Efar the student on all courses for
which he s enrolled and his transcript may not be relessed. A student who
officially withdraws from school during the quarter may ke given a grade o
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co "rse'.s,i"fbr'Which.- he or she i registered. Quality points will not
ii!_'fﬁ;_'ripiif\)_ Student ‘Services when a student has missed
ing to ‘the ctass absence policy unless the student has

- CHANGE OF MAJOR

ant -desirinq_ ;to ‘chan_ge his or har major should contact a counselor,
will“review the student’s record - and counsel with the student
-change of major.

RE-ADMISSION

Pwithdraws in good standing, he or she may re-enter at
quarter which offers courses for which he or she is eligible,
gn‘:ssed, not in good standing, application for re-admission
othe Director of Student Services. The decision for re-admission
“the Student Services Director and Counsetor,

GRADING SYSTEM

rade is used to indicate the quality of a student’s work in a course.
1 as:sftgned ‘for each letter so that a grade-point average can be
grading system is as follows:

QUALITY POINTS

T EXPLANATION
T R PER CREDIT

Q=N WP

Mo Credit
No Credit

_rf.jgofcfed for Guided Studies and Remedial Studies
c_r_pt_:_pn'-of the instructar, be used to show Practicum

-CE are ‘not considered as credit hours attempted, hor are
-"d?dﬁ‘,_??h? ma;;k_ of CE wiil result in the recording of proper
accarding to’is assigned value for the purpose of crediting
cessary __fqr graduation requirements.
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of study ‘will be placed on academic probation. While on probation,
nt-must - continue” to earn the required minimum cumulative grade
ge’ required to be re‘admitted. The student will be removed from
emic:prabation when he or she raises his or her grade point average above
aﬁademic“-probatian level as indicated by the number of credit hours com-

e Wiy G2 given when circumstances justify additional fime to com-
pléte the course. Any -incornplete not temoved by jche‘r.‘a_nd of the.succeﬁdl_ng
quarter will be changed to an F, unless additional tm_le is granted by the ml
structor. incompletes will not be cansidered for credit hours attempt_ed l.llcntlf
the grade. is changed by the instructor or i5 reverted to an F due to “tac Q

proper action by the student.

GRADE POINT AVERAGE

Grade Point Average i5 computed by dividing the total quality points ACADEMI.C SUSPENSION

earned by the total credit -hours attempted. Minimum cumulative grade point

average for degree and diploma programs are as follows: lure, 1o earn -the required minimum cumulative grade point average re-

: ibesre-admitted for the next quarter will result in academic suspension.
spension will be for 2 period of at least one quarter. The student
quired. to take the Guided Studies Preparation Program. before being

d."

DEGREE PROGRAMS

Attempted Credit Reguired Minimun cumulative GPA helow which

Hours GPA to be re-admitied student iS'Dn
. brobation .
e et
1-20 none : 1.00 ;

21-40 .25 o 125 uspension -for a minimum of one quarter. For the quarter Tollowing
49-62 1.00 1.50 nstatement, the student must take the equivalency of a full quarter’s work
63-79 1.50 1.78 . arn a minimum of 2.00 grade peint average on that quarter’s work.

20-99 1.75 ‘ 1.95 o garn-this will vesuit in suspension for a period of oite year.
100 or over 188 2.00 al :Aid. and Veteran recipients ‘have only one quarter to raise their
e.grade point average above the academic probation level. Fail-

o his will result in termination of VA henefits.or financial aid.
DIPLOMA PROGRAMS -
Attempted Gredit Required Minimum camulative GPA below which.
GPA to be re-admirted _student is on
probation
T r re-enrollment may be given the opportunity to continue his or her
1-12 none ' 1.00 ided-the ‘counselor and advisor determine this student is making
13-24 50 1.25 id ‘needs additionat time for proper adjustment to the academic
25.36 - a00. ' 1.50 -{1f-a veteran or a financial ald reciplent, benefits are terminated.)
3848 ©1.50 ' ' 1.75 Licensed. Practical Nursing Program, every major specialty course
36-48 2.00
48 or over 1.90 .

passed-each quarter before enrofling for the following quarter.

ACADEMIC HONORS LIST

: ACTORY DEM OGRESS e
SATISTACTORY A‘CADEMlC °R gomery. Technical Institute recognizes outstanding achievement by a

through the Academic Honors List. The Academic Honors List is com-
istudents who are enrolled for at least 12 guarter hours and earn a grade
erage of at least 3.00 for the quarter, with no incomplete grades and
adelower than a “C".

Each student at MTI is expected to maintain satisfactory academic pro
gress 'tOWard' a degree or diploma. At the-end of each quat:tet, a 's:tuden‘?«t
grade point average for that .guarter and his or her cumulative grade point ;

average are-examined.

" ACADEMIC -PROBATION

COURSE REPEATS
Any stL.niem faiting to meet the min-imﬁm'.érade point average for his or lents wishing to retake a course{s) to raise hisfher grade may do so.
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Srremes L ALLUUNT NG, SHORTHAND CREDITS

Auuiuunaty, TNe Ipstitute recognizes that certain factors (age, maturity,
advanced preparation, ete.) piay important roles in a student’s academic pro-
gress. Therefore, after a three (3) year period of time, below average perfor-
‘'mance on. prior work attempted will no-longer be used to compute the student’s

GPA. ‘

Anyone wishing to transfer these credits into a curriculum program may

redrtq_u red-to take a proficiency test ta determine acceptability of previous

PROFICIENCY EXAMINATION FOR CREDIT
TRANSFER OF CREDITS '
From Other Post-Secon_dary Institutions

l{.df’_".’i_f_.wf“? can- demonstrate abilities in a subject area may request a
y _xarprnatl'o_n in that subject in order to accelerate his or her studies,
j‘o‘rhave completed courses in'a vocational area may request exarni-

echnllpal area courses for which their previous training might qualify

obtain special examinations the student should foliow the procedure

oficie

Applicants wishing to transfer credits from another institution of higher
education must request an official transcript(s) showing credit earned before
any evaluation toward credit can be made. All passing marks will be accept-
able for transfer. All courses will be evaluated on their own merit and rele-
vance. Transfer credits will be shown on the student’s educatiohal record in a
special section clearly identifiable. This section will include the institution
awarding the credit, the course number, the mark esarned, and credit hours -

passed.

in'-writfng to the Director of Student Services a request to chal-
f_c_)r -credit a particular course(s). |f approved, the Director of
! t:Services will recommend the proper faculty member for the
den_t-‘_.:jcq_ sge. : The faculty member will determine the proficiency of the
dent -.an.d- will administer the proficiency examination.

‘proficiency examination results, should credit be awarded, shali be
2D r.tt_ed on & Grade Sheet by the faculty member to the Agsistant
agistrar. R
the -course, course -number, and number of tours credit will be
ed-on the student’s record. The grade will show on the tran-

g

Example: Transfer Cradits From Name University B 5
MAT 101 Introduction to Mathernatics

From Within The Institute

A student changing curricula within the institute is required to submit
a new application for admission stating the new curricuium being applied for
prior to registration. Courses for which previous training might qualify for
credit in the student’s new curriculum will be considered for transfer either
according to the Proficiency Examination. for Credit Policy or courses bearing
the same name and course number will transfer value for value. Courses bear- -
ing the same name and course number transferred value for value will be used
in computing the student’s overall grade point average. :

FOR CONTINUING EDUCATION UNITS (CEUs}

'Dj_rgctor of Occupational Education has the final say as to what
.may use the proficiency exam for credit.

'ay_ be allowed for up to 32 quarter hours of college work based
ate.. scores of the: CLEP General Examination where appropriate to

:program of study. CLEP subject examinations are evaluated
applrcable to the program of study.

Students desiring to transfer credits into a curriculum from a course com- HOURS, CONTACT HOURS, AND COURSE LOAD
pleted while enrolled- in a Continuing Education Program (course not leading K
to a degree or diploma) may do so according ta the following guidefines: -
A. The course or units shall be judged by the Student Services Staff as being
relative to the currictilum being applied to for credit.
B. Credit hours will be awarded at a value of one-tenth {1/10} of the course :
or units total contact hours successfully completed. ;
C. All passing grades will be considered for credit. No CEUs will be used™
in computing the grade point average.
D. No more than 33-1/3% of the curriculum’s total credit hours reguired
for graduation can be continuing education units.
E. Proficiency examinations may be required before CEU credits may be -

awarded, ’

___Ii_sted Is followed by a notation on -the number of quarter
arrles. “‘Normally, the number of quarter hours earned is based
of ‘class, laboratory,or shop hours spent under the supervision
structor per week for the quarter.

quarter hour credit is given for each hour of class per week, for
rs of laboratory work per week, or for each three hours of manip-
tory-or.shop-per week. :

ours-are the number of actual clock hours a student is in atten-
one weele,

nrolled for 12 or more credit hours are classified as full-time
ents _enroHed in less than 12 credit hours are classified as part-
" The maximum credit hour load that-can be taken without
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s eewuniie auvisur ana Lirector of Occu-

pational Education is 22 hours.

ATTENDANCE

Students are expected to attend all _sr:heduled classes for mfhich they are
registered. Although special circumstances may cause a student to be absent,
regular attendance is essential to saj'_cisfy_regular course objectives.

All absences will. be evaiuated by the instructor of the class which the
student has missed. Individual. instructors will determine whether absences
are excused of unexcused.. ‘ o o

Students who anticipate, an absence should’ contact their instructor before
the class meets. Should his/her prior notice to the instructor be impossible
the student should expect:to explain his/her ahsence upon return to class.

All ‘work mtissed during absences must be made up. Failure to make up
work: which is missed will adversely affect the student’s final grade for the
course. To receive credit for-a course, a student should attend 80 percent o
class and 80 percent of lab hours. ' ' '

bue to the nature of certain courses, special attendance requirements ar
necessary. Whenéver attendance requirements vary from the stated policy |
the catalogue, the instructor must notify his/her students, the Director o
OccUpational Education, and Director of Student Services in writing. '

CONTINUING EDUCATION

URPOSE
ROGRAM AREAS

~lass Locations
ass information
nroliment
“ommunity Services

OGRAMS

ospitality Education

Law Enforcement Training

istributive Occupational Education
eneral Occupational Education

veneral Adult Education

ew And Expanding Industry Training
anagement Development Training

re Service Training

ult Basic Education Program
andicapped And Disadvantaged Program
{uman-Resources Development Program
chool Of Information

RESIDENCY REQUIREMENTS

A student must successfu”y complete a minimum of 12 credit hours (th
squivanency of one full-time quarter’s work} at Montgomery Tachnical Institute
before a degree, diploma, or certificate can be awarded. :

REQUIREMENTS FOR GRADUATION

A student must:
1. Camplete the prescribed courses.to meet the tminimum number of cred

hours required for a degree, diploma, or certificate;
2. Mave sufficient quality points for an overall 2.0 average (C);
" 3. Remove all financial obligations to MTI; '
4. Meot the Residency 'Hequ.'irements set forth by the Institute.
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S Class Locations

v number of aduit classes are held on the Institute campus. Classes are
also. conducted in any community of the Montgomery Technical Institute
rea’ whenever a sufficient number of students have indicated an interest.

CONTINUING EDUCATION
Purpose

Education s a process that continues throughout an individuals life, The
recent rapid developments in technofogy have made it imperative that individ-
uals. make purposeful plans in order that they might keep abreast of thess Generat!y, classes in-Continuing Education. are established -on a demand
developments both in the societal and physical changes that have taken place. ‘Different program areas have different requirements for number of
It is the Institute's aim to afford every individual in Mantgomary County the i ts;cost; and places to meet. Course offerings will reflect the needs and
opportunity to develop to his fullest potential in whatever areas of vocational stéof-the citizens. This means that Montgomery Technical institute
and cuftural endeavor that he or she destres. imon:its public 1o request courses. At times, courses will.be announced
which- need additional students. If you desire a course which -has not been
an ounced, contact the Continuing Education Department of Montgomery
c_hqjc_al tnstitute. Your cooperation in recruiting a group of vour friends
and-neighbors for a course is appreciated.

Class Formation

PROGRAM AREAS

“Your imagination Is The Only Limit”

GENERAL OCCUPATIONAL - SPECIAL Enroliment

INTEREST UPGRADING OCCUPATIONAL or-an adult to enroll in a class, he can follow either of two procedures:
Aduit Basic Education  ln-plant or In-class Management - [ plv show up for an announced class and take a chance on the class
Adult High School - Such as: Devalopment - ftlled or {2} pre-register by telephone wnh the secretary to the Director
Act Blueprint Reading Hospitality Education numg ‘Education and assure himself/nerself of a place in the class.

Sewing Textile Dyeing ' Firemanship Education- :

Interior Decorating ~  Basic Electricity Law Enforcement Community Services

Bricklaying Knitter-Fixer Training New & Expanding Montgomery Technical Institute facitities are aveilable for the use of
Speed Reading Power Sewing Operator - Industries ommunity-based groups. These groups are scheduled at a time which does
Decoupage ‘ Sewing Machine Operator ict with class schedules,

ABC Shorthand ’

Othar courses are added in direct response to the interests and needs of HOSPITAL'_TY EDUCATION

those we serve. aspitality industry is the thifd largest.industry in.North Carolina and

flards many employment opportunities to the people of this state. Training
\ ded “for personnel in the motel, restaurant, service station, hospital,
ajl*businesses and recreation services, including such subject areas as:

"GENERAL INFORMATION

Admission

Any adutt who has reached the age of ezghteen {18} and is not enro!led in.
public school is ehgtble to enroll.

Sales Promotian
Food and Beverage Management and Service
Maintenance and Engineering
Front Office Procedure
Service Station Attendant Training .

Fees

A small fee 5 charged for adult education cfasses. Such fees, when charged,

are due and payabie 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 far books to be purchased at the
commumtv center.

LAW ENFORCEMENT TRAINING.

aders, in. law enforcement have feit the need for mare nearly uniform
or:many years. This pragram-is designed to meet that need in such
vdepartments of all sizes.can participate. MTi is certified by the
minal:Justice Training and Standards Council.

Certificates and Diplomas

Certlﬁcates are awarded students meeting requirements for any of the.
classes and programs for adults. Aduit Education High School Diplomas are
awarded to adujts satisfactorily completing requirements in the High Schoof
Program. These dipiomas are presented by the local school board of the county
or gity in which the student resides.

DISTRIBUTIVE OCCUPATIONAL EDUCATION

g _éa'ntin'uing heed for better-trained retall and wholesale personnel is
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e wppw Ty TOF training. Some of the
frorm the company and from outside sources.

: : Payment of instructor’s wages for the duration of the training program.
‘4. Provision of suitable space for a temporary fraining facility prior to the
completion of the new plant, should such temporary space be required,
' ."Thls may be space wuth Montgornery Techmcal lnstltute or leased space

in the community. . .
“ B. Assumption for one-half the cost of equipment in the temporary training
; facility. . . .

suDject areas are:

Business Management Shop-lifting Prevention
Marketing Research Customer Relations

GENERAL OCCUPATIONAL EDUCATION

in addition-to the specialized offerings, M.T.l. can offer a wide variety of
occupational preparation and upgrading courses. The Hmit is simply what
people need .and want fo learn. -QOf particuiar significance for Montgomery
County are:

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

Basic Chemistry for Textlles MANAGEMENT DEVELOPMENT TRAINING
Electrical Code
Textiles, General

-The Framing Square

_ Thrs program is designed to provide mstructxon for supervisors at various
evels. of management. Subjects include such areas as human relations, com
. _ : : unications, job miethods, job analysis, time.and motion studies, ete.
This list, however, is only suggestive. Any person desiring some course

should. call’ M.T.l. and express the desire. Any industry desiring an up-grading
of pre-training course should contact the Director of Continuing Education
at M.T.I. Courses will usually be tailor-made to the situation. Instructors will
be agreed upon by all parties concerned. .

FIRE SERVICE TRAINING
o

le.growing. Piedmont area of North Carolina requires expansion of fire-
ing.units and continuous upgrading of fire-fighting personnel. Courses to
fire service personnel in the latest techniques and methods of fire-fight-
ré-provided. The Fire Serunce Training Program provides training sessions
al “fire departments. This alows the men to be trained as an organized
.:utllrzmg equipment that theV would ordrnan!y use in controlling fires,

GENERAL ADULT EDUCATION

Most adults have areas of specialized interest to them which they wouid
like to pursue. Whatever the limits of human interests are is the limit of General
Aduft Education. Courses in Flower Arranging, Interior Decorating, Brlck-
laying, and Kentucky Rifle Making are some of the most popular. Any adult
with an interest who wishes to- pursue that interest in ah organized manner is
encouraged to call MT| and ask for a course.

Fi}'e Service classes include the following areas of study and others:

rmble Entry ‘ Flre Apparatus Practices
det Practices . ’ Rescue Practices
Other possibilities are: vagé_and Overhaul Practices Protective Breathing Equipment

Adult Driver Education : Speed-Reading ADULT BASIC.EDUCATION
Art _ - Speed-Writing

Ceramics 1e.-primary purpose of the Adult Basic Education {ABE) program at

oritgomery Techiical Institute is to provide -literacy, consumer, and social
orial- opportunities for ali adults eighteen {18} years of age or older to
hese.abilities to the level they desire,

ABE emphasis at MT! is oh consumerism. The philosophy of the ABE
lumis that “the 3 R’s” can best he taught in terms and methods used
udents. Also included in the major program areas will be social studies
nd;’scienée programs, crafts, and implementation of standard materials to jm-
he reading, writing, and mathematical capabilities of the ABE students.

Ut Basic Education classes are offered in the five major communities
ontgomery County. ABE classes fun from the first of September to the
“May: These courses are taught by qualified. instructors frorm the local
ommumtv and held two nights a week for a total of six hours per week, Any
Lt can enter the program at any time during the year. There is no cost for

But, these are only a few.
NEW AND EXPANDING INDUSTRY TRAINING

Operated in conjunction with the Department of Conservation and Develop-
ment, this program is intended to encourage new industries to iocate and oider
industries to expand in a particular area. Services offered are:

1. Consultation in determining job descriptions; defining areas of training, -
and tn'prescribing approprrate course outlines, training schedules, and
materials.

2. Selecting and training of instructors. These instructors may be recruited

i8
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Montgomery Technical Institute will assist any interested organization or

group of individuals in setting up any new ABE classes. Wherever there is
sufficient interest, MT1 will establish an ABE class.

An adult. may obtain additional information or enroll by one of the follow-

ing methods: {1} come by MTL, {2) telephone the Centinuing Education
Directar, or {3) show up for the announced class.

DISADVANTAGED AND HANDICAPPED PROGRAM

#ontgomery Technical. Institute actively pramotes the participation of dis-
advantaged and handicapped persons in its regular programs. in addition, special
counseling is available to these individuals. This counseling is directed toward
bringing into focus the numeraus. agencies that are active in filling the needs of
the disadvantaged and handicapped. It s our purpose to emphasize the skills
and abhilities of the individuals with wham we associate.

HUMAN RESQURCES DEVELOPMENT PROGRAM

Human Resources Davelopment; called HRD, at MT! is designed to aid

people who have problems getting or keeping a job and who have educationa!l -

deficiencies. Ofientation to the world of work and motivation to realize
individual potential is stressed throughout the program.

MT! offers eight-week HRD classes featuring training in self-motivation and
skills needed to apply for a ioh, as well as providing students an opportunity to
work toward their GED or Adult High Schoot Diploma.
~ The objectives of this course is to place students.on the job. Through the
HAD staff and the job counselors, personal counseling is provided during the
eight weeks of training and the first vear of job placement.

THE SCHOOL OF. INFORMATION

Classes are designed primarily for adults who ate unemployed, employed

oniy part-time, retired, disabled, or school drop-cuts. The ¢lass is so hamed

because a wide variety of information is brought to these individuals from many

sources to make life g little more pleasant for them., For example, the Ex-
tension office, the Health department, the department of Social Serviges, the

Sacial Security office, Community Action, and many other agencies work very -

closely with the classes, S }
The classes meet once 3 week from 9 a.m. until 12 noon in different com-

rmunities, and they engage in many activities. Flims and slides are shown to -

themn; they are taught many crafts; consumer education is a very vital part
of the classes; sewing, crocheting, and knitting are thoroughly enjoyved; home-
making techniques and proper diets are also taught; proper pardening technigues
and other phases of horticuiture are very heipful aspects; and the classes are
taken on tours to places of interest in the area and out of the county.
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LEARNING RESOURCES CENTER

INTRCDUCTION

The Learning Resources Center at Montgomery Technical Institute includes
the Library, Individualized Instruction Center, and services to complement
the goals and objectives of Montgomery Technical Institute.

INDIVIDUALIZED.INSTRUCTION CENTER. .

. A special feature of thé LRC is the Individualized Instruction Center. This
center has the capacity of providing a variety of educational experiences for
community citizens. Among these are the High School Completion. program,
the Guided Studies Preparation Program, courses of general interest, and courses
related to the curriculum offerings. )

The center provides these courses by using the individualized and pro-
grammed approach to learning as well as a careful examination of the student’s
needs. An-analysis of these needs is made and personalized learning activities
are planned that will assist the student in achieving stated goals.

LIBRARY

The Library provides instructional support for the faculty and aids the
student in learning as well as serving the administration and community. The
function of the library is to support and enrich classroom instruction through
a collection of carefully selected materials related to the curricula and to supply
materials for personal enrichment. These functions are achieved through book,
and non-book media, and self-study materials.

The Library, a multi-media center; has a carefully selected and growing
coflection consisting of more than 8,000 volumes, subscriptions to 150 current
periodicals, and -a.variety of audiovisual materials. Audiovisual software, such
as films, filmstrips, cassettes, -slides, transparencies, tapes, microforms,
and other types are added when appropriate to provide a wide range of inform-
ation in various forms for library patrans. The collection is increasing rapidly
toward a 12,000 volume coliection. Books and materials may be circulated
for a two-week period.

Through contract with -the North Caroilina State Library, the |ibrary part-
icipates in an inter-library loan program and a 16mm film program. All cir-
culating materials belonging to the State Library collection or to any four-year
institution in the State are available through inter-library loan to all patrons.
of the library. The State Library's 16mm film collection is also available to
patrons of the library.

. The LRC is housed in an attractive, well-equipped facility, fully air-con-
ditioned and carpeted. Individual study carrels, tables, and lounge furniture
provide a pleasant atmosphere for study, research, browsing, self-improvement,
and enjoymenf. Professional staff are on duty to assist with reference, research,
tutorial assistance and reading guidance. The staff provides assistance a_nd
arientation in the use of the center. The LRC is open Monday through
“Fhursday from 8:00 a.m. to 10:00 p.m. and on Friday from 8:00 a.m. to
4:00 p.m., except for. scheduled MTI quarter breaks and holidays. All persons
in the school, business, industry, and the community may use these resources.
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ABULT HIGH SCHOOL

MTI provides adults. with two methads for completing their high school
atlon, . The Adult High School Diploma-ProgramAis-designed, in cooperation
th_ej_ focal school baard, to provide the student with an adult high school
g upon compietion. of the required units of study. These units are a-
ieved- through the use of Programmed matertals and’ individuaiized instruction
_ staff members and tutors, The General Educational Development {GED)
ifov k-the st_udent'to receive a high schoal equivalency certificate issued by the
No _h_:,_Carolma Board of Education upon satisfactory completion of a battery
mtrt,ve;__sftan;:iardizedlachievement tests. Staff members, tutors, individualized
nstructional materials; and a pre-testir id i i
mdent . thesé N pre-tasting progra@ are used to aid in preparing

A:student may be accepted into either hi i
A gh school completion pro
e/she meets the folowing qualifications: ¥ program

He/lshe is at least eighteen years of age, and has been out of school
at least six months or has obtained written a

g i pproval from the -
intendent of Schools, .or ' Super

He/she is between the ages of sixteen and eighteen and has obtained
; wr!tten approval from the Superintendent of Schools and meets re-
; Quirements for special students under 18 to attend MTI.

nder no circumstance will a student be award i i
- Under ed a diploma prior to the
me-that his/her class graduates from the pubtic schools.

~These programs for completing high schoo! are offered through the Learn-
esources Center or upon sufficient demand in aclassroom setting.

. GUIDED STUDIES PROGRAM
PREPARATORY COURSES

i G.em?ral, Technical, and Vocational refresher courses have heen designed to
elp_r__qndlvi‘duals thadequately prepared to develop their abilities to perform
eg;ful!\_/ in their chosen curriculum. This approach has been successful
pgradlpg students whose achievement leve! indicated additional instruction
vas necessary far successiul learning at the post-secondary education level.

... Courses listed in this Preparatory Curriculurn are not substitutes for regular
ur, cL!I_urn courses -but have been developed specifically for the purpose of
aring students to enter the regular curricutum courses,

The -Guided Studies program operates in conjunction with the office of

‘Student: Services. Students needing remedial instruction are identified through

h: sehool transcripts, placement i
& ; test scores, and observ i issi
oriions, ervation in admission
The common .need of. all under-prepared students invelves strenghtening
asg:.,skll Is m.F{e:adlng, English Grammar, English Composition, and Mathematics.
: (i} _er:ts are ass!gned to courses depending on the extent of their deficiencies.
everal options in removing deficiencies and acquiring basic skills are available
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\u wie student in the Guided Studies Curdcutum:
{1} The student may receive suppismental instruction while continuing
to take a credit course.
{2} The student may drop a’ gredit course, enrot! in a Guided S::ud‘ies
Coursa, and upon acguiring the necessary skilis, may re-enroll in the
credit course, - o
{3} The student may take required high schoof credits not previously
] cbmplete_d necessary for gnroliment in-certain curricuturn programs.
Any combination of these. options that are maost beneficial to the student
in acauiting the necessary skills is. available to the student, upon the request
of the student.and recommendation of hisfher advisor, instrugtor, or counselfor.

Hours Ot Hrs.

GUIDED STUDIES COURSES Por Week . Credit
GU! 0010 Spelling and Vocabulary mprovernent 1) (5]:
GUI 0012  Reading Improvement 5 . .o s
GU 0014  Grammar and Composition 8 0 (5)*
GUL 0020 Basic Mathematics B 0 (5)*
GUI 0022 Intreductory Algebra -5 0 (51*
GU! D024 Metric System 5] 0 {5}*
GU 0035  lntroduction to Business B 4} (5}*
GU 0040 General Science g 3 :g;*

GUI 0041 Biology
GUIDED STUDIES PREPARATORY PROGRAMS

GU! 0006 General Education Preparation Open Dpeg
GUI 0008 Technical Education Preparation 22 0 (11)*
GUl 0009  Vogational Education Preparation 22 0 (1)
*Number in parenthesis represents maximum credit hours value
for purposes of assessing fees. “Courses may bz taken fewer hours
according to the need, . :

GUIDED STUDIES COURSE DESCRIPTION

GUS 0010  Spelling and Vacabulary — Designed to make the student aware
of their reasons for incorrect spelling and the negd for correct
spelling. The course concentrates on sounds, meanings, and rules

associated with correct spelling.

GUI 0012 Reading Improvesment — Designed to develop reading compre-
hension and vocabulary buiiding techniques at-an intermediate
level. - Emphasizes the developmant of increased speed and com-
prehension rates while enhancing the student’s vocabulary, dic-
tionary, and research skills. : :

GU! 0016 - Grammar and Compasition — A review course of English grammar
_and:punctuation with emphasis on usage and major senisnce ervors.
Providad for the student who needs an extensive review of English
before undertaking English 101, .

Basic Mathematics — An . introductary course for students who
need to acquire basic skills in mathematics. Uourse covers opeta-
tions - with whole numbers, fractions, dacimals, percentages
and ratio and proportion.

Metrie System — A self paced course that introduces the student
to metric vocabulary and skills that are pecessary to understand
and use the metric system.

Individua! Study — Business — This course offers.the student an
opportunity to develop special skills, and meet particular needs
that certain ‘business course offerings require. Enrollment pro-
vides access to a variety of self paced course materials, taflored
to the specific need of the individual. :

General Sciente — A review course in human anatomy and phys-

iology, matter and energy, Biology, celis and reproduction and

ecology.

Biology ~ A foundation course designed to introduce the student

- to the following topics: the cali, reproductory genetlcs, photo

synthasis, respiration, evolution and ecology.

Gensral Education Preparation — individuals who desire to im-
prove basic skills bwt who are deficient in certain subject areas
wili be provided with the opportunity to take General Education
Preparation. The student can choose the number of hours of
Instruction per week desired. ' ' :

Technicat Education Preparation - The Technical Education preps-
ration  course is designed to hetp Upgrade the basic skills of
selected students whose education achievement levels indicate
that additional instruction is necessary to succead at the post-
secondary education level in Technical Educational Associate
Degree programs.

Voeational Education Preparation — The Vocational Education
Preparation course is designed to help upgrade the basic skills of
selected students whose education achievernent levels indiceis
that additional instruction is necessary to succeed at the post-
secondary education level in Vocational Educational Associate
Degree programs,
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CURRICULUM PROGRAMS OF STUDY

ASSOCIATE DEGREE IN GENERAL EDUCATION.

ASSOCIATE IN APPLIED SCIENCE DEGREE PROGRAMS {TECHNICAY

Accounting
Business Administration

Criminal Justic-Protective Services Technology

Early Childhood Specialist
Executive Secretarial Science

DiPLOMA PROGRAMS (VOCATIONAL)

Air Conditioning & Refrigeration
Auto Body Repair
Automotive Mechanics

Electrical Installation & Maintenance

Licensed: Practical Nursing

Light Construction

Pottery Production

Radio & Television Servicing )
Small Engines & Equipment Repalr
Taxidetrmy

Welding
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‘-SS;_:OCIATE DEGREE IN GENERAL EDUCATION

he General Education Program at Montgomery Technical Institute is
ned to provide two years of general studies for students who seek personal
h and intellectual enrichment. The program was developed cooperatively
“several area four-year. institutions, and therefore, the courses are college
lsin their academic content. Senfor institutions may accept crdit #rom the
eral Education Program, but this is determined solely by the accepting
stitution and the student desiring to continue his/her education. -

2-The General Education Program can culminate with an-earned Associate
Dagree: in General Education with the successful completion of 98 quarter
rs. credit.

Students -who do not desire - the degree may enter the program

Composition
Composition
English Literature
English Literature

Algebra
Trigonometry
General Biology
General Biology

General Biology

Western Civilization
Western Civilization

Introduction to Psychology

Art Appreciation

Approved Electives

- Economics
. American Literature

Introduction to Sociclogy
American History
American Histary
Fundamentals of Spsech
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~ ASS0CIATE DEGREE IN GENERAL EDUCATION
EQUIRED COURSES

-take courses that enable them to more fully appreciate the intellectual,
pnar and political world of today.

Class/Lat./Credit
& 0 b
5 0 5
B 0 5
b 0 5
5 0 b
5 0 5
3 2 4
3 2. 4
3 2 4
5 0 5
5 u] 5
5 0 5
5 0 5

Class/Lah./Cradit
5 0 5
3 4] 3
5 0 b
5 0 5
5 0 5

-3 0 3




GEQ 104 World Geography 3 0 3
HIS 205 Montgomery County History 3 0 3
POL 201 - Americar Federal Gavernment 3 it 3
MAT 104 Metric Sysitem 3 ] 3

Other electives may be selected from other degree'prngrams with prior

approval from the appropriate advisors.

Required Quarter Hours Credit 62
Elective Quarter Haurs Credit M

Total. Requured for Associate Degree in General Education. g ¢

GENERAL EDUCATIDN COURSE DESCRIPTIONS
Reguired Courses
ENGLISH
ENG 101 Bompnsiﬁu‘n . 505

An introductory study of the use of the English language through the mediums. .

of grammar, compasition, reading, speaking, and writing.

Prerequisite:  Appropriste score on the MT! placement examination
or
Completion of the MT1 developmental English course

- ENG 102 Cnmposition 50 5

A continuation of EN_G 101
Prergquisite:- ENG 101.

ENG 201 Engiish Literature : 505

‘A study of English literature from Beowulf to the romantic peried.
Prerequisite: None

ENG 202 English Literature 5 G5

A study of English literature from the romantic period through the modern
period.

Prerequiste: None

MATH

WMAT 102 Algelra 505
An axmmattc presentation of the real number system as an ordered field, in’
which-axioms, definitions, and theorems are used to justify traditlonal algebrdic .
processes, involving such topics as algebraic fractions, factoring, exponents,

logarithms, and the solution of equations and inequalities.

Prerequisites: Appropriate score on the MT! placement examination or
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“the completion of the MT! Guided. Studies or Developmental
Strudias Math course.

AT 103 Trigonometry 5 0 §
analytical or graphical study of properties of the trigonomatric functions
d'their applications, of inverse trigonometric functions, veetors, and complex

SCIENCE

{0 10t General Biotogy 3214
“irtroduction to the biological concepts including a study of the chemical
nd physical properties of the living cell. Also various animal groups are studied
om the point of view of structure, function, and habitat.

reguisite: None
10 102 General Biology 324

tudy of various plant groups approached from the point of view of structure,
unction, and habitat.

Prerequisite: Nons

‘810 103 General Biology 324

: study of the anatomy and physiology of the human body, genetics, and evolu
on.

rerequisite: MNone

QCIAL SCIENCE

1§ 101 Woestern Civilization 5§05
general survey of the history of western civitization from the ancient Near
ast through the year 1750.

ferequisite: None

1S 1082 Western Civitization 505
“survey of the history of western civilization from the year 1750 to the

SY 201 hrtroduction to Psychology 505

he introductory study of psychology The course includes the study of prin-
lpies of behavior in the areas of motivation, preception, learning, intelligencs,
nd:the organization of personality.

requisite: None

. ART
RT 101 Art Appreciation 5065

n introduction of fundamental elements and principles of creative. art ex-
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wussion emphasizing composition, design, shape, value, styles, and movemanis.
Prerequisite: None

Approved Electives
ECO 101 Ecunamu:s R : 5 08

A study of today” s economic svstem mcludmg the laws of supply and demand,
prices and costs, wages and rents, inferests and profits. Business cycles, money
banking, and the federal reserve system are also included, Thare is al_so a4 com-
parison of capitatism, socialism, communism, and faseism. :
Prerequisite: - None

ENG. 204 Amerigan Literature 303

An. introductory study of the major American writers from the ‘beginning of'

American Literature through the present.
Prerequisite: None : .

“SPH 101 Fundamentals of Speenh : - 30.3
Anintrodugtion to the theory and practice of speech communication.
Prerequisite: None ' o
SOC 201 introduction to Sut:mlogv . B DS

A study of the fupdamental principles and concepts of sociology with emphasis
on contemporary American institutions in relation te the technological change,
ethnic groups, population trends, and socral contral.

Preraquisite: None_
- HiS 201 Amerigan History 505

A study of the otigins and development of the Unlted States through the penod
of the Clvic War,

Prerequ{s_ite: None
HIS 202 American Histaty 5965

A study of the history of the United States from the penod of the Civil War to
the present.

Prereqq;sne: Naone oo C
GED 104 World Georgraphy ' 203
The majar physigal and cultural elements of the environment and their influence
On man's activity,
Prereq'uisite: None .
HIS 205. Montgomery County Histary 3013
A stud\) of the history of Montgomery Countv '
Prerequisite: None '

 POL 201 The American Federal Government 303

~ The study of the origins, development, structure, and functioning of the federal
' government.

Prerequisite: Nane

50

AT 108 The Metric System _ 303

__-tudy of the metric system of measurements, Topics include: length and
distances, area, voiumes, weight, and temperature.

Prerequlsite Naone

This cunciudes the approved list of electives for the General Education cueri-
Hlum.  Other courses may be selected by the student with prior approval from
the appropriate advisar.
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ee v L1EU SCIENCE
DEGREE PROGRAMS

ACCOUNTING

Accounting is one of the fastest growing employment fieids in American

today. Due to increasing business and industrial expansion, there is a growing
need for trained people in the area of accounting to help managers keep track
of a firm’s operations. The Accounting cutriculum is designed fo fill this nesd
by offering students the necessary accounting theories and skills for entry into
the accounting profession.

Currieuharn Ohjectives:

The specific objectives of the Accounting curriculurmn are to develop the
following competencies:
1. Undersianding of the principles of organization and management in
~ business aperations,
2. Understanding of the fundamentais of accounting and analysis of fin-
ancial statements, '
3. Understanding and skill in effgctive communications for business.

Occupational Opportunities:

The duties and responsibilities of an accountant vary sormewhat in different
firms. Some of the things an. aceountant might do are record transactions,

render periodic reports, maintain cost records, ‘make special reports, complete

tax returns, audit the books, and advise management in areas of financial affairs.

The graduate of the Accounting curriculum may gualify for various jobs
in business and industry leading to any of the following accounting positions:
accounting clerk, payroll clerk, accounting machines operator, auditor, and
cast accountant.

ASSOCIATE IN APPLIED SCIENCE DEGREE
IN
ACCOUNTING

Reguired Courses Class/Laly./Credit
T-BUS 101 Introduction to Business
T-BUS 102 Typewriting |

T-BUS 110 Business Machines

T-BUS 120 - Principles of Accounting !
T-BUS 121 Principies of Accounting 1
T-BUS 122 Principles of Accounting 11t
T-BUS 206 Business Communications
T-BUS 223 Intermediate Accounting |
T-BUS 224 Intermediate Accounting Il

NG, MR o
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iJ5 225 Cost Accounting 5 0 5
SBUS 229 Taxes 5 0 5
UsS 269 Auditing & ] 5
“ENG 1071 Grammar 3 0 3
Compoaosition 3 1] 3

Effective Speaking 3 0 3

A . Metrics 3 1] 3
MAT 110, Business Math 5 o 5
-ECQ 102 Economies { 5 1] 5
PSY 206 Introductien to Psychoiogy 3 0 3
Approved Electives: Class/Lab./Credit
103 Typewriting I 2 2 3

116 Business Law ! 3 0 3

3 116 Business Law 1. 3 .0 3
J5-123 Business Finance 3 i] 3
~BUS 226 Payroll Record Accounting 3 0 3
BUS 2392 Marketing b g 1)
:BUS 247 Business nsurance 3 0 3
.BUS 272 Principles of Supservision 3 0 3
DP 104 introduction to Data Processing 3 0 3
AT 111 Business Math {! 3 1) 3
“ECO 103 Economics il 5 0 5

ther electives may be selected from other degree programs with, prior approval
rom the-appropriate advisars. .

.equi'red. Quarter Hours Credit _ 81
lective Quarter Hours Credit 15

Total Required Hours for Associate-Deg'ree in Accounting 23]

ourse Description:

ENG 181 Grammar 3 B3

esigned to aid the student in the improvement of self-expression in grammar.
e approach is functional with emphasis an grammar, diction, sentence struc-
8, punctuation, and spelling. Intended to stimulate students in applying the
asic: principles of English grammar in their day-to-day situations in inddstry
nd social life. '

ENG 102 Composition 383
esighed to aid the studeitt in the improvement of self-expression in all types
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- w wwausie vl Nave the experience of writing many types of
exposrtory themes as well as a fully researched and documented term paper.

Prarequisite: T-ENG 1071

T-ENG 204 Effective Speaking O | §

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, veice, and the application of particular techniques
of-theory to.correct speaking habits and to produce effective oral presentation.
Particular attention is given to conducting meetings, confergnces, and inter-
views.

Prerequisite: T-ENG 101

T-PSY 206 Introduction to Psychology 303

A basic course presenting a study of behavior in terms. of perception, motivation,
learning heredity, environment, and emotion. The student is introduced to
different areas and specrahzatlons within the field of psychology.

Prerequisite: None

T-MAT 102 Wetrics 303

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

Prerequisite: None

T-BUS 101 ' Introduction to Business 5065

A survey of the business world with particular attention devoted to the struc-
ture of the various types of business organizations, methods of financing, in-
ternal organization, and managemant.

Prerequisite: None

T-MAT 110 Business Llath | 505

This course stresses -the fundamental operatfons and their applications to.bus-
iness problems. Topics covered include bank and sales records, price marketing
interest and discount commissions, percentages in business, financial charges,
depreciation, and pertinent uses of mathematics in the field of business.

Prerequisite: None
T-BUS 102 Typewriting | 223

"An introduction to the touch typewriting system with emphasis on correct
technigues, mastery of the keyboard, simple business correspondence.

Prerequisite: None
T-BUS 110 Business Machines 223

A general survey of the business machines. Students will receive training in the
operation of the ten-key adding machine, full keyboard adding machine, ten-
key printing calculator, and electronic calculator.

Prerequisite: T-MAT 110 or proficiency test in math

T-ECO 102 Economics | ‘ ‘ 505
An introductory survey of fundamental economic principles. Topics include
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th -rearket system, supply and demand, cost benefit.analysis, money-and bank-
ing,. fiscal and monetary pelicy, production and distribution of national income.

Prerequisite: None

BUS 206 Business Communications 50045
evelops skillsin technigues in writing business communications. Emphasis is
placed on writing action-getting sales letiers, business reports, letters involv-
148 credit, collectlons adjustments, complaints, orders, acknowledgments,
temittances, and. anmry

Prerequisite: T-ENG 102, T-BUS 102

T-BUS 229 Taxes 505

Application of federal and state taxes to various businesses and business combi-
nations. A study of followiny taxes: income, payroll, intangible, capital gain,
saies and use, excise, and inheritance. Practical experience with actual tax

Prerequisite: None

-BUS 115 Business Law | Jo3d

A-general course designed to acquaint the student with certain fundamentals
d principles of business law, including contracts, negotiable instruments, and.

Prerequisite: None
-BUS 120 Principles of Accounting i 5065

This course has as its purpose the development of the principles, technigues,
and"an understanding of the mechanics of accounting. Collecting, summariz-
ing, analyzing, and reporting information about service and mercantile enter
prises will include practical application to the principles learned.

Prerequisite: None
‘:BUS 121 Prineiples of Accounting 11 505

This is a continuation of the study of accounting principles with emphasis
on.agcounting for purchases, sales inventory, and assets. Al these types of
b'ﬂsiness organizations {single proprietorship, partnership, and corporation)
will be studied.

Pr_erequisite: T-BUS 120
BUS 122 Principles of Accounting 111 5056

This is a study of corporation. The accounting for capital stock, corporate
bonds, branch operations, and the preparation of annual reports will be covered.

Prerequisite: T-BUS 121

T-BUS 222 Intermediate Actoiinting | 50 5

An introduction to and a review of fundamental processes of accounting. Em-
phasis is placed upen a thorough working knowledge and understanding of
financial statement. Individual ftems in the balance sheet and income state-
ment are analyzed and evaluated.

Prerequisite: T-BUS 122
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-~ —ew nnermediate Actouating I

siderad.
Prerequisite: T-BUS 222

T-BUS 225 Eost Accounting 505

Nature and purposes of cost.accounting: accounting for divect labor, materials

and factory .overhead; job order costs and standard costs procedures, selling,
administration and distribution costs; budgeting and management use of cost
data.

Prerequisite: T-BUS 122
T-BUS 269 Auditing 50048

Pr_inciples of conducting audits and investigations, setling up accounts based
upon audits;  collecting data and working papets; avranging and systemizing the
audit, and writing the audit report are studied in this course.

Prerequisite: T-BUS 223
TMAT 111 Business Math Il 03

A eontinuaﬂdn of the study of business math with emphasis on payroll and
taxes, financial statements, insuvance, bonds, stocks, and annuities.

Prerequisite: T-MAT 110

T-BUS 103 Typmgll 223
Instruction emphasrzes the development of speed and accuracy with. further

mastery of corvrect typewriting technigues. These skills and techniques are

applied in tebwation, manuscript, correspondence, and business forms.

Prequisite: T-BUS 102 of equivalent {Speed requirement: 25 words per

minute for three minutes) _
T-BUS 115 Business Law | I
A general course designed fo acquaint the student with certain fundamentals
and principles of business law, including contracts, negotiable instruments,
and agencies.

Prerequisite: T-BUS 101

T-BUS 116 Business Law bt 303
A continugtion of Business Law |

Prerequisite: T-BUS 115

T-BUS 239 Marketing 505

A general survey of the field of marketing, with a deteiled study of the funct-
ians, policies, and institutions involved in the marketing process.

Prerequisite: MNone.
T-BUS 123 Business Finance 3803

Finaneing of -business units, as individual, partnership, corporation, and trusts.
A detailed study is made of short-term, jong-term, and consumer financing.

Prerequisite: T-BUS 101

58

50 5
This caurse presents additional. study of intermediste accounting. Special
problems pecullar to corporations and analysis of financial reports are con-

E__C'ﬂ 183 Economies i 5005

tontinuation of basic econamic principles intraduced in T-ECO 102, with
alysis in relation to selected social issues. Topiecs also include international
de and finance and current economic problems.

rerequisite: T-ECQ 102

B.V_US-ZTZ Principles of Supervision 3013

ntroduces the basic responsibilities and dutiss of the supervisor and his re-
ationiship to superiors, subordinates, and associates. Emphasis on securing
n-effective work force and the roles of the supervisor. Methods of super-
ision are stressed.

requisite: T-BUS 10

BUS 247 Business Insurance ) 39813

presentation of the basic principles of risk insurance end their application.
survey of the various types of insurance is included.

rerequisiter  None

LEDP 104 Intreduction to Data Processing 30373

ndamental concepts and operational principles of data processing systems,
gsan aid in developing a basic knowledge of computers, prerequisite to the
etail study of patticular computer problems. This course Is a prerequisite
or all programming courses.

rerequisite: None

BUSINESS ADMINISTRATION

In North Carglina the opportunities in business are increasing, With the
ncreasing population and industrial development in this state, business has
gcomne mote competitive and automated. Better opportunities in business
il be filled by students with specialized -education beyond the high school
gvel. The Business Administration curriculum is designed to prepare the stu-
ent:far employment in one of many occupations commeon o business.. Train:
ng is aimed at preparing the student in every phase of adrninistrative work
hat might be encountered in the average business.

Curricutum Qbjectives:

" The objectives of the Business Administration curriculumn ate to develp
he Tollowing competencies:

1.  Understanding of the prlnclp!es of organization and management in
business opetations and utilization of modern methods for adequate
decision-making.

2. Understanding and skill in effective communication for business,

aperations in our economy.
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- 3. Knowiledge of human relations as they apply to successfui business’



T-BUS 122 Principles of Accounting (!

Uccupational Oppottunities:

The graduates of the Business Administration curriculum may enter @
variety of careers fram beginning sales person or office clerk to manager trainee:
The duties and responsibilities of this graduate may include: making up and.

" filing reports, tabulating and posting data in various .books, sending out hills;

checking caleulations, adjusting complaints, operating various office machines,
salling, and assisting managers in supervising. Positions are available in bus-
inesses such .as advertising, banking, credit, finance, retailing, wholesaling,
travel industry, insurance, transporiation, and cammunications.

" ASSOCIATE IN APPLIED SCIENCE DEGREE
IN BUSINESS ADMINISTRATION

Requived Courses

T-BUS 101 Imtroduction to Business
T-BUS 102 Typewriting !

T-BUS 110 Business Machines

T-BUS 115 Business Law 1

T-BUS 116 Business Law H

T-BUS 120 Principles of Accounting !
T-BUS 121 Principles of Accounting 1!

Class/Lah./Credit

T-BUS 23 Business Finance

T-AUS 206 Busingss Communications
T-BUS 229 Taxes ’

T-BUS 239 Marketing

T-BUS 272 Principles of Supervision
T-ECO 102 Economics [

T-ECC 103 Economics (!

T-MAT 102 Matrics

T-MAT 110 Business Math

T-ENG 101 Grammat

T-ENG 102 Compaosition

T-ENG. 204 Effective Speaking
T-PSY . 206 Introduction Psychology
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Approved Electives

T-BUS 103 Typewriting Hi

T-BUS 232 Sales Development

T-BUS 247 Business Insurance

T-BUS 245 Retailing

T-MAT 111 Business Math 1l

T-EDP 104 introduction ta Data Processing
T-ISC ~ 213 Production Planning

T-GEQ 204 Comparitive Economics

Other eleciives may be lselect_e.d from other degree programs with prior approva
fram the appropriate advisors.

Required Quarter Hours credit ' ‘ 83

Elective Quarter Hours credit 15
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Tota! Reguired Haurs for Associate Degree in Business Adminjstration a8

Cbuirse Neseription _ :
T-ENG 101 Grammar _ 303

i

#Designed to aid the student in the improvement of self-expression in grammar.

“The approach s functional with emphasis on grammar, diction, sentence struc-

~ture, punctuation, and spelling. Intended to stimulate students in applying the
hasic. principles of English grammar in their day-to-day situations in industry

-and-social life. :

“Prerequisite: Nons

"T:ENGE 162 Compositian Joa3

Designed to aid the student in the improvement of seif-exprassion in all types
-0f compaosition. The student will have the experience of writing many types of

expository themes as well as a fully researched and documented term paper.

Prerequisite: T-ENG 101

‘T-ENG 204 Effective Spedking ' 303
. Alstudy of basic concepts and principles of oral communications to engble

‘the student to communicate with others. Emphasis is placed on the speaker's
attitude, improving diction, voice, and the application of particular techniques

‘of theory to correct speaking habits and to produce effective oral presentation.

Partfeular attention is given fo conducting meetings, conferences, and

_intsrviews.
-Prerequisite; T-ENG 101

TPSY 206 Introduction to Psychology 3 a3

. A basic cuu:rse_ presenting a _study of behavior in terms of parception, moti-
“vation, learning, heredity, environment, and emction, The student is intro-
-duced to different areas and specializations within the field of psycholopy.

_Prerequisite: None

TMAT 102 Metrics 303

_' This will be a thorough study of the metric system. Al of the various symbols
-and terms as well as weights, sizes, and measurements will be taught.

Prerequisite: None

T-BUS- 101 lntroduction to Business : 50 5
“A survey of the business world with particular attention devoted to the struc-

ture of the various types of business organizations, methods .of financing, in-
ternal organization, and management.

Prerequisite: None

TMAT 110 Business Math | 505
_This course stresses the fundamental operations and their applications to bus-

iness problems. Topics covered include bank and safes records, price marketing,
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< eeewnia, PEFCBRTAYES iN business, financial charges,
depreciation, and pertment uses of mathematics in the field of business.

Prerequisite: MNone

T-BUS 102 Typiny ! 223

An introduction to the touch typewriting system with emphas:s on correct
techniques, mastery of the keyboard, simple business correspondence.

Prerequisite: None

T-BUS 10 BusinessMachines ' 223

A general survey of the - business machines. Students will receive training in
the operation of the ten-key adding machine, full keyboard adding machine,
ten-key printing calculator, and electronic calculator. .

Prerequisite: T-MAT 110 or proficiency test in math.

T-BUS 120. Principles of Aceounting ). . : - 505

This course has as its purpose the development of the principies, techniques,
and an understanding of the mechanics of accounting. Collecting, summarizing,
analyzing, and reporting information about service and mercantile enterprises
will include practical application to the principles learned.

Prerequmte Mone

T-BUS 121 Principles of Accuuntmgll R 5 05
This is a continuation of the study of accounting principles with emphasis on

accounting for purchases, sales; inventory, and assets. Ali these types of business

organizations (single proprietorship, partnership, and corporation) will be
studied,

Prerequisite: T-BUS 120

T-BUS 122 Principles of Aecounting 11 5065
This Is a study of corporation. The accounting for capital stock, corporate
bonds, branch opera_ﬁo_ns, and the preparation of annual reports will be covered.
Prerequisite: T-BUS 121 .

T-EGO 102 Economics | 505

An introductory. survey of fundamental ecohomic principles. Topics include
the ‘market system, supply and demand, cost benefit analysis, money and bank-
ing, fiscal and monetary policy, production and distribution of national income.

Prerequisite: Mone

T-BUS 272 Principies of Supervision ‘ 38032
Introduces the basic.responsibilities and duties of the supervisor and his relation-
ship to.superiors, subordinates, and associates. Emphasis on securing an effect-
ive work force and the roles of the supervisor. Methods of supervision are
stressed, :

Prereqmsnte= T-BUS 101

T-ECO 183 Economiics Il o 505

A :caontinuation of basic- economic pnncxples introduced in T-ECO 102, with
analysis in relation to selected social issues. Topics also include international
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rade and finance and current economic problems.
Pre'requisite' T-ECO 102

“T-BUS 206 Busmessﬂummcmcatmns 8¢5

‘Develops skills in techniques in writing business communications.. Emphasis
s placed on writing action-getting sales letters, business reports, letters involy-
hg credit, collections, adjustments, complaints, orders, acknowledgments,
‘remittances, and inquiry, ’

" Prerequisite: T-ENG 102, T-BUS 102
“T-BUS 229 Taxes 504

Application. of federal and state taxes to various businesses and business com-
binations. A study of following taxes: income, payroll, intangible, capital
gain, sales and use, excise, and inheritance. - Practical expetience with actual
tax forms. '

E’_rerequisite: None
T-BUS 115 Business Law} : ' 303

A general course designed to acquaint the student with certain fundamentals
and principles of business: law, including contracts, negotiable instruments,

.and agencies.

Prerequisite: - T-BUS 101
T-BUS 123 Business Finance 303

-:'Fmancmg of business units, as individual, partnership, corporation, and trusts.

‘A detailed study is made of short-term, long-term, and consumer financing.

Prerequisite: T-BUS 101

T-BUS 116 -Business taw}l 303
A continuation of Businass Law [

Prerequisite: T-BUS 115

T-BUS 238 Marketing 50 6b
A general survey of the field of marketing, with a detalled study of the fun-

ctions, policies, and institutions invoived in the marketing process.

Prerequisite:  None

‘T-MAT 111 Business Math I | ‘ 3103

‘A continuation of the study of business math with emphasis on payroll and
taxes, financial statemnents, insurance, bonds, stocks and annuities.

,Prereqmslte T-MAT 110

T.BUS 103 Typing I | 223

Instruction emphasizes the development of speed and accuracy with further
mastery of correct typewriting techniques. Thase skills -and ‘techniques are

applied in tabulat:on manuscript, correspondence and busmess forms.

Prerequls;te T-BUS 102 or equivalent {Speed requnrement 25 words per

minute for three minutes)
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E—— T T . 303
A study of the major economic systems with an emphasis on existing Capitalist,
Socialist, and Communist economics. Topics also jnclude the economic pro-
‘blems of the developing countries. :

Prerequisiter T-ECO 102

T4SC 213 Production Planning : 303
The course provides an introduction to the production function of_ the ‘business
or industry in its day-by-day manufacturing process. Functions reviewed are
forecasting, product planning, and control, scheduling, dispatching, and routing.
Prerequisite:  T-BUS. 101

T-BUS 232 Sales Development 203
A study of retail, whoelesale, and specialty selling. Emphasis 5 ptaced upon
mastering and applying the fundamentais of selling.
Prerequisite: T-BUS 101 '

T-BUS 247 Business fnsurange . 303

A presentation of the basic principles of risk insurance and their appiication.
A survey of the various types of insurance is included.

Prarequisite: “ None

CRIMINAL JUSTICE/PROTECTIVE SERVICE TECHNOLOGY

The Criminal Justice and Protective Service program is desighed.to up-grade
the profession of law enforcement. Because of the education and complexity
of our society today, many new skills of a special nature are having to be learn-
ed. Some of these skills needed and taught today are crimina! taw, counseling,
criminalistics, psychology, and sociclogy

This course is also designed to teach the student the basic skills of law en-
forcement which leads to certification as a law enforcement officer by the
Stete of North Carolina. Some of these coursss include patrol procedures,
firearms, defensive tactics, court procedures, and accident investigation. '

ASSOCIATE OF APPLIED SCIENCE DEGREE
N CRIMINAL JUSTICE/PROTECTIVE SERVICE TECHNOLOGY

Required Courses Class/Lah./Cradit
TPSC 107 Police Science ! 5 0 4]
T-PSC 102 Police Science 1t B 0 5
T-PSC 102 Police Science {1l 5 0 B
TPSC 104 Crimina! Law 5 a 8
T-PSC 205 Constitetional Law 5 0 5
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“T.PSC 208 Police Problems & Practices

B 0 5

T-CJG 101 Patrof Procedures | 3 0 3
T-CJC 102 Juvenile Definquency & Adolesc, Psych. 3 0 3
"T-CJC 202 Patrof Procedure 1} 5 g 5
T-.CdC 203 Criminolony 5 ] 5
T-CJC 204 Criminal Investigation | 8 0 b
T:CJC 205 Forensic Science 5 o 5
“T-CJC 206 Criminal investigation H 5 6 5
_T-CJC 207 Police Management 5 9- 5
T-MAT 107 Math 5 Q )
T-MAT 102 Metrics 3 0 3
T-ENG 101 Grammar 3 0 3
“T-EMC 102 Composition 3 @ 3
T-ENG 204 Effective Speaking 3 o -3
T-PSY 206 Introduction to Psychalogy 3 0 3
Approved Electives Class/Lab./Credit
T-PSC 207 Arms Care, ldentification & Train. 3 o 3
"T-PSC’ 207 Police Organization & Administration 3 o 3
- T-BOL 104 National Government ‘ 3 g 3
T-POL 103 Local & State Governiment 3 0 3
T-80C 107 Introduction to Sociology 3 o 3
T-50C 108 Current Saclal Problems 3 0 3
T-SOC 108 Rural & Urban Community Organization 3 0 3

Other electives may be selected from ather degree programs with prior approval

from the appropriate advisors.

‘Required Quarter Hours Credit ) l - 28
- Elective Quarter Hours Credit C ' 21

Total Reguired Hours for Associaté Degree in Griminal Justice/Protective
Service Technology 107

Course Deseriptions Dascriptions

"T-ENG 101 Grammar : 303

Designied to aid the student in the improvement of self-expression in grammar.
Thé approach is functional with emphasis an grammar, diction, sentance Struc-
frue, punctuation, and spelling. Intended to stimulate students in appiying the
basic principles of English grammar in their day-to-day situations in-industry

©  and social iife.

Prerequisite: Nona

“TF-ENG 102 Camposition 30313

Designed 1o aid the student in the improvement of self-expression in all types
of composition. The student will have the experience of writing many types
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T-ENG 2084 Effective Speaking 30313
A study of basic concepis and principles of oral communications to enable

the student to communicate with others. Emphasis is placed on the speaker’s .

attitude, improving diction, voice, and the appiication of particular techniques
of theory to correct speaking habits and to produce effective oral presentation.
Particular attentior is given to conducting meetings, conferences, and interviews.

Prerequisite: - T-ENG 101

T-PSY 266 introduction to Psychology 103

A -basic course presenting a study of behavior in terms of perception, moti-
vation, learning, heredity, environment, and emotion. The student is intro-
duced to different areas and specializations within the figld of psychelogy.

Prerequisite: None

T-MAT 102 WNietrics 3403
This will be a thorough study of the metric system, Al of the various symbols
and terms as well as weights, sizes, and measurements will be taught.
Prerequisite: None

T-PSC 101 Police Science | 505

This course is designed to introduce the student with the Ristory and philosophy
of law enforcement, with concentration in the basic mechanics of the criminal
justice process.

Prerequisite: None

TPSC 102 Police Sgience 1 5065

Topics included are laws of arrrest, search and seizure, laws and rules of evi-
dence, criminal investigation, motor vehicle accident reporting, communications,
and NC alcoholic -beverage control laws.

Prerequisite: T-PSC 101
T-PSC 103 Police Seience 11} 585

An introductory study is made in the following areas: drug abuse, recognition
and identification of drugs, riot and crowd control, court structure and pro-
cedures, report writtng, juveniles, defense tactics and firearms, and public
relations.

Prerequisite: T-PSC 101 & 102

T-PSC 104 Criminal Law 585

Facus on the North Carolina general statutes is the emphasis of this course,
Chapters 154, 14, 20, 18, and 90 will.be the main.areas of concentration.

Prerequisite: None

T-6JC 203 Criminofogy 505

This course has as its concentration a study into the causation of crime and

delinguent behavior.
Prerequisite: None
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‘LJC 204  Criminat Invastigation t 565

(__m':l_uded -in this course are general investigative processes, collection and pre-
servation of evidence, interview and interrogation, case preparation, courtroom
presentation, and crime scene search.

Prerequisite: None

Ci4C 207 Police Management 505

This course ‘is designed for the use of administrators of small law enforcement
departments. It includes such topics as budgets, staffing, training, reporting
ocedures, and the uniform crime report system,

Prerequisite: MNone

“CJC 206 Criminal Investigation I§ 5065

An-advanced course which is concerned with all aspects of police investigation.
Crime scene and courtroom simulations are also a major aspect of this course.

erequiisite; T-CJC 204 & 205

--CJC 161 Patro! Procedures | 3¢ 3

A'basie introductory course which will aid the student in performance of his or
er-duties as an officer assigned to uniformed patrol duties.

rerequisite: None

CJG 202 Patrol Procedures 1 50 %

#An advanced course which has as its primary-concern officer survival and police
actics in hazzardous sttuations.

refequisite:  T-CJC 101
“C4C 205 Forensic Science 595

_his course is designed to acquaint the student with the areas_of selentific
nvestigation which are used in erime labs and in the collection and preser-
ation of evidence.

'.P_rerequisite: T-CJC 204

PSC 205 Constitutional Law 5 0 4
 study into the constitutional of laws and rulings made by the U.S. Supreme
ourt and how they apply to the police officer in the field.

rerequisite: Nong '

T-PSC 208 Police Problems and Practices 51065

'his course deals with problems that confront the iaw officer sﬁch as: public
elations, applied psychology, drugs, gambling, arid many more problems-in large
nd-small cities and towns. ‘ ‘ -

rerequisite: None

-C4C 102 Juvenile Delinquency and Adolescent Psychology - 3013
“uvenile Delinquency/Child Psychology is a course in which social factors
-and- influences in child psychology and juvenile delinquency are studied. Special
-emphasis is placed upon the role of the family, the peer group and:the school,
on a child’s life. An attempt is also made to identify the probism of juvenile
delinquency and to present students with a number of different views as to the
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e « swunons to the problem of juvenile deiin
guency,
Prerequisite: None

Course Descriptions (Electives)

T-POL 103 Lacal and State Government o 3013
A study of state and Jocal government, state-federal interrelationships, the

functions and prerogatives of the branches. Problems of administration, legal
procedures, law enforcement, police power, taxation, revenues, and appropri-
ations. Special attention will be given ta North Carofina,

[

Prerequisite: Movne

T-PDL 104 The national Government 3013
English and colonial background, the articies 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. .

Prerequisite: Mone

T-80C 107 lotroduction to Sociolagy 303

The study of the characteristics of human society. Speclal amphasis is placed
on the inter-retationships of culture and personality, the development of social
groups and social institutions, and the influence of social structure upon in-
dividual behavior,

Prerequisite: Nong

T-30C 109 Urban and Rural Community Qrganization . 2013

A study of the regions of a geographic. area with a concentration in the parti-
cular problems which are existent in a particular area,

Prevequisite: None

TS0C 108 Cutrent Social Prohlems ‘ ez
In today’s ever-changing. society many problems are existent. Some are re

latively. new, and others are as old as man himself. This course allows the.

student to be acquainfed with the cause and effect re}atmnsh:p of some of the
significant social problems today

Prerequisite: None

TPSC 267 Potice Drgaization and Administration 203
Introduction to principles of organization and sdministration, discussion of

the service functions, e.g., personnel management, police management, training,.

communications, records, ptoperty ratntenance, and miscellaneous services.
Prerequisite: None

T-PSC 208 Acms Cars, Identification, aﬁd Train-ing. 140 3

This course acquaints the student with the proper care and use of the weépons
in the police arsenal, The student also is taught how to effectively shoot the
polica service revolver on the pistol range .

Prerequisite: MNone
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EARLY CHILDHOCD SPECIALIST

The Early Childhood Specialist program has been designed to provide
tudents with the necessary educational tools to pursue the foilowing career

*areas based on the level of competence they reach:

Teacher Aide — {(K-3).

Teacher Aide — Pre-school programs.

Lead Teachers — head start, kindergarten, day care, nursery school.
Auxillary day care — head start, public school, and child weifare personnél.
Day care administration assistants. '

AWith additional individualized attention in specialized areas, students may
also {earn to operate their own child care facilities.

Three exit {evels are possible within the eurriculum: -

{1} Child care worker certificate — completion of one to three guariers
of the Edrly Childhood Specialist curricutum.

{2} Child Care Diploma ~ campletion of at least one year or four quarters
of wark in the Early Childhood Specialist curricuium.

{3} Early Childhood Specialist Degree — completion of two years or eight
required gquarters.

ASSOCIATE OF APPLIED SCIENCE DEGREE
IN EARLY CHILDHQOD SPECIALIST

-Required Courses Class/Lah./Credit
¥4T-EDU 101 Working with Young Children 3 0 3
*4+T-EDU 123 Creative Activities for Young Children 2 4
HT-EDU 124 Introduction te Earty Chlldhood Education 3 0 3
*T-EDU 114 Audio-Visual Instruct 3 2 4
*T-EDU 226 Earty Childhood Curriculum 3 0 3
* T-EDU 230 Seminar on Day Care 5 0 b
* T-EDU 229 Parent Education 3 0 3
*3+T-ENG 101 Grammar 3 yj 3
*+T-ENG 102 Composition 3 o 3
*T-ENG 204 Effective Speaking 3 0 3
“*T-ENG 217 Chijldren’s Literature 3 2 4
* T-ENG 218 Language Arts for Young Children 3 o 3
*+T.PSY 105 Human Growth & Development ! 4 o 4
*T-PSY 106 Human Growth & Development i 4 1] 4
*T-PSY 120 Child Psychology 3 )] 3
*+T-PSY 206  Introduction to Psychology 3 o 3
* T-MAT 102 Metrics 3 0 3
. *T-80C 105 Marriage & Famlly 3 o 3
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*+T-NUT 102 Nutrition for Young Children
*+T-EDU 176 Practicum

*+T-EDW. 177 * Practicum

*+T-EDU 178 Practicum

*+T-EDU 179 Practicum

* T-EDU 180 Practicum

* T-EDU 181 Practicum

*T-EDU 182 Practicum .

* T-EDU 183 Practicum

+Required courses for Diploma
* Required courses for Associgte Degree
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Approved Electives

T-ENG - 105 Reading Improvement

T-EDU 225 Day Care/Preschoal Children

T-EDU 227 Staff Training for -Day Care

T-EDU 228 Organization & Administration of Day Care Cen.
T-50C 104 Family: A Cross-Culture Survey

T-BUS 102 Introduction to Typing

T-PSY 121 Exceptional Children

Other electives may be selected from other degree programs with prior approval
from the appropriate advisors.

_ Class/Lah./Credit
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Required Quarter Hours Credit 86
Elective Quarter Mours Credit _ 12
Total Required for Associate in Early Childhood Specialist o8
Required Quarter Hours Credit - 41
Elective Quarter Hours Credit 9
Total Required for Diploma in Early Childhood Specialist 60

Suggested elective gourses for students in Diploma program:

T-ENG 217 Children’s Literature

T-BUS 102 introduction to Typing

T-EDU - 228 Organization & Administration of Child Care Centers
T-PSY 121 Exceptional Children

T-80C 105 Marriage and Family

T-ENG 218 Language Arts for Young Children

T-EDU 225 Day Care of Pre-School Children

)t is suggested that those persons who plan_on working in or operating Child
Care Centers take T-EDU 228 Organization and Administration of Day Care
Centersand T-EDU 225 Day Care of Pre-School Children.

It is suggested that those persons wanting to work in public schools as Teacher’s
Aides take T-BUS 102 Introduction to Typing and T-ENG 217 Children's
Literatura.
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Course Deseriptions ‘

T-ENG 101 Grammar 303
Designed to aid the studen_t.in the improvement of self-expression in gfammar.
The approach is functional with emphasis on grammar, diction, sentence strug-
ure, punctuation, and spelling. Intended to stimulate students in applying the

“basic principles of English grammar in their day-to-day situations in industry
aind social life.

Prerequisite: None

T-ENG- 102 Compositien - 3 03

“'Designed to aid the student in the improvement of self-expression In afl types
'of composition. The student will have the experierice of writing many typss
f expository themes as well as a fully researched and documented term paper.
rerequisite: T-ENG 101

-ENG ‘204 Effective Speaking 303

‘study of basic concepts and principles of oral communications to enable
he student to communicate with others. Emphasis is placed on the speaker's
tiitude, Jmproving diction, voice, and the application of particular techniques
f theory of correct speaking habits and to produce effective oral presentation.

Particular attention is given to conducting meetings, conferences, and inter-
iews. ’

Prerequisite: T-ENG 101

-PSY 206 Introduction to Psychology 303

;ba'sic colrse presenting a study of hehavior in terms of perception, motivation,
arning, heredity, environment, and emotion. The student js introduced to
ifferent areas and specializations within the field of psychology.

rerequisite: Nonhe

AT 102 Metrics 303

his will be a thorough study of the metric system. All of the various symbols
nd terms as well as weights, sizes, and measurements will be taught.

erequisite: None

EDU 101 Working With Young Children 103

n-introductory course designed to help students become familiar with the pre-
school ehild, with primary focus on the development of the child as influenced
by Tamily, peers, and siblings, . i

Prerequisite: None

ENG 105 Reading Improvement 303

Designed-to improve the student’s ability to read with maximum comprehension
of-material and to expand the individual’s vocabulary for practical use.
Prerequisite: None
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. wwwras 13 Gesighed to glve students theoretical background and practical
knowledge in the application of general principles in child developmant.

aches to day care,
Prerequisite: T-EDU 124

T-EDU 226 Early Childhood Cusriculum 303

A study of the principles of curriculum in the nursery school, kindergarten,
day carg center, and early primary grades. Students will learn curricuium
: cons;ruction and development, with emphasis on the pre-school child,

“Prerequisite: T-EDU 101 & 124

T-ENG 217 Children’s Literature 3 24

'_An introductory course, which esmphasizes understanding children and their
needs n relationship to children’s literature, authors, and artists. This course
has a two-hour lab and students enrolled-in the course will practice deveioping
materials used in children’s literature during lab tims. ‘

‘Prevequisite: T-EDU 101

T-EDY 227 Staff Training for Day Care 303
The a;?plication af staff job descripiions and in-service training in day care are
the_pr:mary focus of this course. Students will study the relationship of staff
" positions to the over-all function of the day care center.

“Prerequisite: T-ENG 217, T-EDU 101 & 124

T-EDU 114 Audio-Visual tastruction | 324

An introduction to the natuwre and use of audio-visual materials. Laboratory
) expertences place emphasis on the creation of instructional materials and the
‘use of ready-made materials. Students will become more knowledgeable in
operating the following: tape recorder, film-strip, stide, opaque, overhead,
and movie projectors. :

Prerequisite: None

Prerequisite: Mone

TPSY 108 Humar Grawth and Development i 4 0 4
This course s designed to continue application of principles learned in T-PSY
105 and introduce the student to principles of adolescent and aduit growth and
develapment.

Prerequisite: T-PSY 106

T-EDU 123 Creative Activities for the Young Child 3 24
individual and group exploration of activities and media for promoting optimal
overall development of children, with special emphasis ont rusic, art, science,
and oral {anguage development. Laboratory experiences provide opportunities
to.plan specific activities for pre-school children,

Prerequisite:. Mone

T-EDU 124 Introduction to Earfy Chitdhaod Education 31863

This course is designed to introduce students 10 the various “sghools of thought™
in. Early Childhood Education and their applications, in Schools for Young
Children.

Prerequisite: Mone

THNUT 102 WNotrtion for Yonag Chitdeen 303

Study of basic nutrition, with emphasis’ on (1} methods of helping children
and their families fearn nutritional concepts, and {2) planping batanced diets
for pre-school childran, . -

Prerequisite: Naone

T-PSY _1 20 Ghild Psycholagy ' 3 a3
“This course is designed to instruct in the “‘nature and nurture” of young children
it thelr homes and in community/school expefiences.

Prerequisite: T-PSY 105 & 106

T-HEA 101 Personal Heahth and Hygiene 303

A study of the health of the individual as it relates to understanding the fun-
: ction, care, and interaction of persons and their environment.

TEDU 228  Organization and Administration of Chitd Development. Center
. 404

An intrcdr:[ctory course in day care administration, with primérv emphasis on
'generai prmcrp_ies in good busingss management and their application in day
care centers. ‘

Prerequisite: None

- T-EBU 229 Parent Education . | 303

Study of ways parents can\be’ invalved in the child develapment center, of the
purposes and value of home visitation, and of technigues for reporting child
. progress o parents. The role of the garly childhood specialist in aiding parents
in gulidance of the child’s development is emphasized. Each student will develop
_ ahﬁ;adrles of programs appropriate for présentation to the parents of pre-school
children. - :

Prerequisite: None

T-MUS 101 Music Education for Young Children 03

{ntroduction to music and its influence an the deveioping child. Emphasizas
music as an aid to motor development, socialization, and language developrnent.

Prerequisite: Naone

T-EDU 225 Day Care of Pre-Schoo! Children je3

The day care approach to care and education of young children and its role in
the community as a suppiementa_l famnily are the. primary focus of this course.
Students enrolted in this course will worlk with current and historical appro-

Precequiste: None

T-EDU 230 Seminar on Day Care 5048

This course is designed as a stutent “in-put” course, efforts are concentrated
toward the relationship between the early childhood courses taken and the
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-Prel'equSItE TENG 217 & T-EDU 226

T-ENG 218 Early Childhood Expenem:es in Language Aris. - 303

Designed to introduce the student to various methods that may be used to en-
courage young children in their discovery of the language arts. .Students must
learn to recognize the potential of the young child in order to adequately plan
developmental skills.

F_‘rereqmmte. None

T-S0C 104 Family: A Cross-Culture Survey : 303

. Study -of the: family as a social unit with focus on the composition of the family
as dictated by differing societies. Historical patterns and the evclution of family
roles in various types of cultures provide opportunities to analyze and .inter-
pret the influence of the culture and the family in relation to the larger society.

Prerequisite: None .

T-PSY 121 Exceptional Children : 303
This course .is designed to introduce students to the guidelines and objectives
basic to educating pre-school and K-3 exceptional children. Emphasis is placed

on the range of exceptionalness in children and early identification of specific
learning disabilities.

Prerrsquisite: None

T-BUS 102 Typewriting! 3013

~An introduction- to the touch typewriting system wath emphasis on correct
techniques, mastery of the keyhoard, simple business correspondence.

Prereguisite: None

T-S0C 105 Marriage and Family S 303
‘Study of the famil':y' as a sacial unit, with primary focus on ‘the influences of
family relationships during infancy and childhood. Historical patterns and the
evolution of family roles in various types-of cultures provide oppertunities to
analyze and interpret the influence of the culture and the family in relation to
the larger society,

Prerequisite: None

EXECUTIVE SECRETARIAL SCIENCE

The demand for better qualified secretaries to work with professional
persons-continues to- increase. These curricula. are designed to produce in-
-dividuals who will be well-versed in the acceptéd procedures they will en-
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~ Required Courses

- T-BUS 101 Introduction to Business
- T-BUS 103 Typewriting 11

- T-BUS 104 Typewriting 11!

- T-BUS 106 Typewriting IV
T-BUS 106 Shorthand |

T-BUS 110 Business Machines

" T-BUS 115 Business Law |-

- T-MAT 102 Metrics

counter on the job.

The graduate of the Executive Secretary program can expect employment
as a Stenographer or secretary in organizations sueh as insurance companies,

“‘banks, industrial plants, and state govermment.

The student in the secretarial curriculum will receive Instruction in typing,
beginning with an introduction to the touch typewriting system. Instruction

.emphasizes the development of individual production rates. The students learn

the technigues needed in planning typing projects that closely approximate
the work appropriate to their major field of study.

‘Each student must take courses in dictation beginning with a courss in the

“-theory and practice of reading and writing shorthand. Students who demon
strate proficiency are exempted from the first gourse.

Office-style dictation with the emphasis on development of speed and

. -accuracy in transcription of material appropriate to the major course of study

is the culmination of this phase of the curriculum.
The students also receive instruction in accounting, business, law, person-

"ality development, terminology and vocabulary. In addition students take

related courses in the field of mathematics, psychology, and English.

Advanced placement is offered for those students who already possesses
knowledge and skill required in any given course.

ASSOCIATE OF APPLIED SCIENCE DEGREE
IN SECRETARIAL SCIENCE

€lass/Lah./Cradit

T-BUS 102 Typewriting |

T-BUS 107 . Shorthand (1
T-BUS 108 Shorthand 111
T-BUS 109 Dictation & Transcription

T-BUS 112 Filing

T-BUS 120 Principles of Accounting
TBUS 206 Business Communications
T-BUS 210 Dictation & Transcription
T-BUS 211 Office Machines

T-BUS 212 Secretarial Procedures
T-BUS 213 Secretarial Practicum
T-ENG 101 Grammar

T-ENG 102 Compaosition

T-ENC 204 Effective Speaking

T-MAT 110 Business Math
T-ECO 102 Economics |
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1-PSY 208 Introduction to Psychology 3203

Approved Electives ' ~ Class/Lah./Credit
T-BUS 116 Business Law H ]
TBUS 123 Business Finance

T-BUS 247 . Business Insurance

T-BUS 232 Marketing

T-BUS 272 - Principles of Supervision
T-EDP . 104 . Introduction to Data Processing
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Other electives may be selected from other degree programs with prior approval
from the appropriate advisors. :

Required Quarter Hours Credit 62
Elactive Quarter Hours Cradit ) : 7 34
Total Required Hours for Associate Degree in Secretarial Science g6

Course Descriptions

" T-ENG 101 Grammar 103
Designed to aid the student-in the improvement of self-expression in grammar.

The approach is functional with amphasis on gramrnar, diction, sentence struc-
ture, punctuation, end spelting. Intended to stimulate students in appiying the
basic: principles of English grammar in their day-to-day situations it industry
and soctal {ife. :

Prerequisite: Mone

T-ENG 102 Composition 303

Designed 1o ald the student in the improvement of self-expression in all fypes -

of compaosition. The student will have the expsrience of writing many types
of expository themes as well as a fully researched and dogumented term paper.
Prerequisite: T-ENG 101

T-ENG 204 Effective Speaking S ..G 3 '

A study of basic concepts and principles of oral communications to enable
the student to communicate with others. Emphasis is placed on the speaket's
attitude, improving diction, voice, and the application of particular technigues
of theory fo correct speaking habits and to produce effective oral presentation.
Particular attention is given to conducting meetings, conferences, and inter-
views.

Prersguisite: T-ENG 101

T-PSY 206 Introduction to Psychology 303

A basic course presenting a study of behaviar in terms of perc‘eptionw, motivation,
learning, heredity, envirgnment, and emotion. The student is infroduced to
. different areas and specializations within the field of psychology. -

Prerequisite: None
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T-MAT 102 Metries . 303

“This will be a thorough study of the metric systern. Al of the various symbols
. and terms as well as weights, sizes, and measurements will-be taught. ‘

“Prarequisite: None

T-8US 106 Siorthand | 223

A beginning course in the theory and practice of reading and writing shorthand,

Ernphasis on phonetics, penmanship, word families, brief forms, and phrases.

.Prarequisite: None 7 .

T-BUS 107 Shorthand I 2313
Continues the study of theory with greater emphasis on dictation and elermnen-
tary transcription.

Prerequisite: T-BUS 106 & 102

- T-8US 188 Shorthand Hl 213113

Theory and speed-building. Introduction to office-style dictation. Emphasis
on development of spead in dictation and accuracy in transcription.

Prereguisite: T-BUS 106 & 107

T-80S 108 Dictation & Franseription | 233
Develops the skill of taking dictation and of transcribing. at the typewriter
materials appropriate to the business office, which includes a review of the
theory and the dictation of familiar and unfamiliar material at varying rates
of speed. ‘ '

Prerequisite: T-BUS 108, 107, 108, & 108

T.BUS 210 Dictation & Transcription 1l , 223

-Further préctice and development of the skill of taking dictation and of trans-
¢ribing at. the typewtiter materials appropriate to the business office; w}']r‘ch
inciudes a review of the theory and the dictation of familiar and unfamiliar
material at varying rates of speed. :

Prerequisite: T-BUS 108, 107, 108, & 109

T-BUS 102 Typewsiting | ' 223

An introduction to the touch typewriting system with emphasis on correct
techniques, mastery of the keyhoard, simple business correspondence.

Prerequisite: None
T-BUS 103 Typewriting 1 223

Instruction emnphasizes the development of speed and accuracy with further
mastery of cotrect typewriting techniques. These skills and- technigues are
applied in tabuiation, manuscript, correspondence, and business forms.

Prerequisite: T-BUS 102 or the equivalent : _
{Speed requirement: 25 words per minute for three minutes}

T-BUS 104 Typewriting It1 223

Emphasis an production typing problems and speedbuilding. Attegn.tion 10
the development of the student’s ability 1o function as an expert typlst, gro-
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ducing mailable copies. The production units are tabulation, manuscripts,
corraspondence and business forms.

Prerequisite:  T-BUS 103 or the equivalent

{Speed reguirement: 35 words per minute Tor five minutes)
T-BUS 213 Secretarial Prastisum _ 134
Designed to provide work axperience In a simulated office enviraniment. '
Prevequisite: All Other Secretarial Requirements.

T-BUS 101 Introduction to Business 5008

A survey of the business world with particular attention devoted to the struc-
ture of the various types of husiness organizations, methods of financing, inter-
nal organization, and management. )

Prarequisite: Nane

T-MAT 110 Business Math ‘ : 58 65
This-course stresses the fundamental operations and their applications to bus-
iness prablems. Topics covered-include bank and sales recards, price marketing
interest and discount commissions, percehtages in business, financial charges,
depreciation, and pertinent uses of mathamatics in the field of business, '

Preraquisite: Nane ' o

T-ECO 102 Economics! - 50

An- introductory survey of fundamental economic principies. Topics lnclude
the market system, supply and demand, cost befiefit analysis, monay and bank-
ing, fiscal and monetary policy, production and distribution of national income.
Prerequisite: None

T-BUS 206 Business Communications . _ o b D 5

Develops skills in techniques in writing. business-communications. Emphasis is
placed ‘on writing action-getting sales letters, business reports, letters involving
credit, collections, adjustments, complaints, orders, acknowledgements, re-
mittances, and inguiry.

Prerequisite: T-BUS 102 & T-ENG 101

T-BUS $10 Business Machines 22 ‘;_3

A general stirvey . of the 'busihess.machines.‘ Students will receive fraining i
the operation of the ten-key adding machine, full-key adding machines, ten-
key printing calculator, and electronic calculator.

Prerequisite: T-MAT 110 or proficiency test.in math,

T-BUS 120 Principles of Accounting . 5105
This course has as:its purpose the develapment of the principles, techniques
and an understanding of the mechanies: of accounting.. Collecting, summa-
rizing, ana!vzmg, and reporting information about service and mercantile enter-
prises will include practical application tp the principles learned.

Prerequisite: T-MAT 110 '
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T-8US 1t8 Business Law | 303

A general course designed to acquaint the student wi;h certain fundarpentais
and principles of business law, including contracts, negotiable instruments,
and agencies. ‘

Prerequisite: None

‘T-BUS 211 Dfice Machines _ 4 0 4

lnstruction in the operation of the bookkeeping-accounting machines, duplh
icating and reproducing equipment, and dictating and tran'scrib?ng rnachines.

Prerequisite: T-BUS 102

T-BUS 112 Filing ' 3013

Fundamentals of indexing and fiting, combining theary and practice by the uss
of miniature letters, filing boxes and guides. Emphasis is placed on alphabetic,
geagraphic, numeric, and subject filing,

Prerequisite: Nonse

T-BUS 212 Secretarial Procedures 505

Designed to acquaint the student with the responsibilities encountered by a
secretary during the workday. These include the following: receptionist duties,
handling the mail, telephone techniques, travel information, telegrams, office
recards, purchasing of supplies, office organization, and insurance claims.

Prerequisite: All other Secretarial Requiremenis

T-BUS 105 Typewriting IV 223

This is an advanced course with ermphasis on production typing problems and
speedbuilding. Particular attention Is given io the development of the student’s
ability to function as an expert typist, producing mailable copies.

Prerequisite: T-BUS 104 or the equivalent {Spead reguirement: 50 words
per minute for five minutes)
T-BUS 272 Principtes of Supervision 303

{ntroduces the basic responsibilities and duiies of the supervisor and his re-
lationship to superiors, subordinates, and associates. Emphasis on securing
an effective work force and the roles of the supervisor. Mathods of supervision
are stressed.

Prerequisite: T-BUS 101
T-BUS 123 Business Fivance 3n3

Financing of business units, as individual, partnership, corporation, and trusts.
A detailed study is made of shart-term, long-term, and consumer financing.

Prerequisite: T-BUS 101
T-BUS 116 Business Law 1 303

A continuation of Business Law 1,
Prerequisite: T-BUS 115

T-BUS 247 Business Insurance 303

A presentation of the basic principles of rigk insurance and their application.
A survey-of the various types of insurance is included.
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T-BUS 239 Marketing = = - 585
A general survey. of the field of marketing, with a detailed study of the. funct
ions, policies, and ins_titutions involved in the marketing process.

Prerequisite: None

T-EDP 104 Introduction to Data Processing - ' 303

Fundamental concepts and operaticnal principles of data processing systems,
as an aid in developing: a- basic knowiedge of computers, prerequisite to the
detailed study of particular computer problems.

Prersquisite: None
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VOCATIONAL DIPLOMA PROGRAMS

AIR CONDITIONING AND REFRIGERATION

In recent years the use of air conditioning and refrigeration equipment has
increased tremandously. Practieally ali new building construction for business
and commercial use have “all vear” comfart systems. Many homaes now have air
conditioning and the trend is toward greater use of *afl year'’ systems of cooling
and heating. .The foad industry is requiring greater use of refrigeration systems
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
tralned personnel o install, operate, maintain and service this equipment.

This curriculum is designed to give the students practical knowledge that
witl enable them to become capable-service people in the industry. The prin-

_ ciple objective has heen to outline the required technical and refated instruction

to enable them to understand the basic principtes involved in the construction,
operation, and maintenance of eguipment. Job opportunities exist with com-

“panies that specialize In air conditioning, automatic heating, sheet metal and

commercial refrigeration instatlation and service, The service person is empioy-
able in areas of sales, mainienance, instaflation and in the growing fields of
trucks and trailer refrigeration.

Required Cousses

AHR 1124 AirConditioning-and Refrigeration 1V B 22 12 297

ENG 1102 Communication Skills R o 3 33
Total Credit Hours Required For Graduation . . ... . ... veeea.. PR, 61

Taotal Contact Hours In Program. . . ... e e iaa e e 221

- Course Descriptions
FIRST QUARTER

AHR 112t Air Couditioning and Befrigeration 1 15 12 18

Included in this course will be @ study of the principles of refrigeration,
air conditioning, and mechanical - blueprint reading. in refrigeration-and
air conditioning, the terminology, the use and care of tools and equipment,
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" Class Shop Credit Contact

o ) . . Hrs. Hrs, Hrs. Hrs.

- AHR. - 1121 Air Conditioning and Refrigeration | % 12 19 297

- AHR 1122 Air Conditioning and Refrigeration H 1 17 15 297
AHR 1123 Alr Conditioning and Refrigeration 1H b 22 12 297

i
i
i
|
i



) _.v = ww wansLIOn of the basic. component parts of
the systems will .be looked at. ' Other topics will include the basic Jaws
of refrigeration, the characteristics and comparison of the various refriger-
ants, along with the use and construction of vaives, fittings, and basic
controls. In the area-of mechanical blueprint reading, the interpretation
and reading of the blueprints along with the study of the lines, the views,
and the di_mensioning procedures will be studied.

Prerequisite: Nane

SECOND QUARTER _
AHB" 1122 Air Conditioning and Refrigeration Il 10 17 15

This course will include the study of applied electricity, automatic contrals,
and blueprint reading for air conditigning. In the area of applied electricity
the study will be of the use and care of test instruments and equipment
that are used In servicing electrical apparatus for air conditioning, heating,
and refrigeration equipment will be studied. In the area of automatic
controls, the types of controls and their functions in the air conditioning
system will be studied. The controls to be includad in this tudy will be
electric and pneumatic-contirols for domestic and commercial cooling and
heating, zone controls, unit heater and ventilator controls, and radiant
panel controls. The blueprint reading for air conditioning segment will

place emphasis on the reading of blueprints that are common to the air.

conditioning trade.
Prerequisite: AHR 1121

THIRD QUARTER

AHR 1123 Air Conditioning & Refrigeration IN 5 22 12

This- course will include the study of domestic and commercial refrigeration.
Domestic refrigeration servicing of conventional, hermetic, and absorption
systems will be studied. Cabinet care, controls, and system maintenance
in domestic refrigerators, freezers, and window air conditioning units is
stressed. Commercial refrigeration servicing of dispiay cabinets, walk-in
cooler and freezer units, and mobile refrigeration systems are studied, The
use of manufacturer's catalogue in sizing and matching system components
and a study of controls, refrigerants, and servicing methods are made. The
American Standard Safety Code for refrigeration is studied, and its prin-
ciples practiced, .

Prerequisite: AHR 1121, AHR 1122

- FOURTH QUARTER

AHR 1124 Air Conditioning & Refrigeration 1V b 22 12

The modern all-year confort systems will be studied during this guarter,
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‘The auxiliary equipment used in canjunction with “refrigeration’ systems

. to provide both heating and air conditioning for all-year comfort will be
studied and set up in the laboratory. Included will be oil-fired systerns,
gas-fired systems, water-circulating systems, and electric resistance systems.
The instailation of heat pumps will be studied along with servicing tech-
niques. Reversing valves, special types of thermostatic expansion vaives,
systems of de-icing coils, and electric wiring and controls are included in
this study. :

Prerequisite: AHR 1121, AHR 1122, AHR 1123
Special Note on Related Courses

Air Conditioning and Refrigeration students will be required to take a
course in Communications Skiils before they are eligible for graduation.
Also, they may be required to take a course in Basic Mathematics If such
a heed is determined. Additionally, students in Air Conditioning and
Refrigeration may take courses In Beginning Typing, Small Business Oper-
ations, Business Law, Small Business Taxes, The Metric System, and any
other course that Is taught n our Individualized [nstruction Center in
which they might have an interest. The students may take these courses
at their gonveninee.

ENG 71102 Communrications Skills

Designed to promote effective communication through correct language
usage in speaking and writing. :

AUTO BODY REPAIR

The field of automotive body repair and painting needs may more well-
trained people to meei the growing demand for the many special skills in this
area of employment.. in this program, much of the students’ time in the shop is
devoted to learning skiils and -practicing these skills on car bedies and their
component parts. Every attempt. is made to make these practical experiences
as close as possible to actual- on the job situations. The practical experience
and related training provide. an ideal way to prepare the students for entry into
an occupation. that offers many job opportunities. ’

REQUIRED COURSES

Ciass Shop Credit Contact

Hrs. Hrs. Hrs. . Hrs.
AUT 1111 Auto Body Repair | 5 22 12 297
AUT 1112 Auto Body Repair 1l 5 . 22 12 297
AUT 1113 Auto Body Repair I} 5 22 12 . 297
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. UGY Kepair 1V 5 S22 12 297
ENG 1102 Communication Skills -3 0 3 33
Total Credit Hours Required For Graduation . ... .......... e s 51
Total Contact Hours InProgram. . . .. ................ cae e 1221
COURSE DESCRIPTION
FIRST QUARTER
AUT SHL Auto Body Repair | _ ‘ E 22 12

Auto Body Repair | mcludes a thorough study of the formmg of stee}

into the complex contours of the present day vehicle. Additonally, the

student is exposed to the straightening and ahgnmg of damaged areas.

The student will also be intraduced to the basic principles of weldmg
. during this quarter,

Prerequisite: None

SECOND QUARTER
AUT 1112 Auto Body Repair Il 6 22 12

Auto Bady Repair Hl will be a thorough study of the requ:rements for a
metal worker. The use of essential tools, the forming of flanges and beads,
and the straightening of typical auto body damage will be included. The
student should begin to acguire skills such as the shaping of angles of the
body and fenders, metal working and painting. There will be continued
practices in automotive welding skifls.

- Preraquisite: AUT 1111
THIRD QUARTER
AUT 1113 Auto Body Repair 11} - ‘ 5 22 12

This course will include a thorough study of metal finishing and palnting
as well as trim, glass, and radiator repatr. The use and application of power
tools along with the complete vehicle painting process wil be included in
this quarter. The student will be exposed to the methods of removing
and installing Interior trim, as welt a5 glass removal, cutting, fitting, and
installations. The cooiing system of an automobile with particular emphasis
on the radiator will also be studied.

Prerequisites: AUT 1111, AUT 1112
FOURTH QUARTER
AUT 1114 Auto Bady Bepair 1V 8 22 12

This course will include instruction in the alignment of the automotive
frame as well as the front end suspension system. The student will also
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be exposed to alt pﬁases of automotive body repair training during this
guarter, This training will include repair order writing, parts purchasing,
the estimating of demage, as well as ali phases of general autornotive hody
repait and refinishing.

Prerequisities: AUT 1111, AUT 1112, AUT 1113

Speical-hl‘ute an Related Courses

Automotive Body Repair students will be required to take a course in
Communications Skills before they are sligibie for graduation. Also, they
may be required to take & course in Basic Mathematics if such a néed is
determined. Additionaliy, students in Auto Body Repair may take courses
in Beginning Typing, Small Business Operations, Business baw, Senall
Business Taxes, the Metric System, and any other course that is taught
in our Mdividualized Instruction Center in which they might have an
interest. The students may take these courses at their convenience.

ENG 1102 Communications Skills
Designed: to promote effective communication through correct language
usage in. speaking and writing,

AUTOMOTIVE MECHANICS

The Autemotive Mechanics Program of studies prepares students for entry
employment as automotive mechanics. The progratm emphasizes practical shap

experience to develop mechanical and technical skills, Related technical in-

struction covers the functional principles and operational characteristics of the
compenents of a modern aytomobile.

Instructional units are devoted to autormnotive fundamentals, engines, auto-
maotive electrical and fuel systems, automotive chassis and power. train units,
automotive air-conditioning, chassis and suspension systems, and general repair
and servicing practices. Suceessful completion of the program ailows individuals
1o enter the foliowing occupational fields: Auto Mechanic; Parts Manager;
Truck Mechanic; Maintenance Service; Dealer Service Manager; Factory

Representative; and Sales Technician.

Each student may choose the training prograrm desired. The options are:
{1} One Year Diplomna Program — 4 quarters; {2) Two Year Drpioma Prograrn—
8 guarters.
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: THIRD QUARTER
REQUIRED COURSES :

Class/ Shap/[?rgdﬂ/ﬂontact AUT 1103 Automotive Rechanies i) 5 22 12
. ‘ A study of the automotive power train system will be made during this
AUT 1101 Automotive Mechanics { 5 22 12 297 course. Emphasis will be placed on the various kinds of transmissions,
AUT 1102 Automotive Mechanics i1 5 22 12 297 the drive-tine, the rear axle, and the differential. :
AUT 1103 Automotive Mechanics 1) 5 22 12 297 Prerequisite: None'
AUT 1104 Automotive Mechanics 1V 5 22 12 297 '
ENG 1102 Communication Skills 3 Q 3 33 FOURTH QUARTER
Total Credit Hours -F{e,qui.red_ FOr Graduation . « .« .+ vvveneenenennss 5% AUT 1104 Automotive Mechanics 1V 5 22 12
{One Year Diptomna Program} ' . ) . . ‘ . . i
Total. Contact Hours in. Program. . . . . . T o © 4991 This-course will be an introduction to the automotive braking and sus

pensions systems. - The types of brakes, their requirements, and the special
- too! needs will be studied. -Additionally, the automotive chassis and sus

TWO YEAR OPTION: Completion of One Year Diploina Program Pl
) ompietion ar ipto Togram Fius -pension systems will be looked at wiih spectal emphasis placed on shock

AUT 1105 Automotive Mechanics V . 5 22 12 997 absorbers, springs, steering systems, steering leakage, and the front-end
AUT 1108 Automotive Mechanics V1 5 22 12 297 alignment.
AUT 1107 * Autornotive Mechanies Vi1 ‘ 5 22 12 297 Prerequisite: None
AUT 1108 Automotive Mechanics VIIL o 5 22 12 297
: - S ' Special Note on Retated Courses
" Total Credit Hours. Required ForGraduation . .. ... ..... e 89 Automotive Mechanics students wil! be required to take a course in Com-
Total Contact HOurs IN Prograti, o . v v v v v i v s e v n i m e enen s 2409 nmunications Skills before they are eligible for graduation. Also, they may

be required to take a course in Basic Mathematics if such a need is deter-
mined. Additionally, students in Automotive Mechanics may take courses
in Beginning Typing, Small Business Operations, Business iaw, Small
Business Taxes, the MWetric System, and any other course that is taught
in our Individualized Instruction Center in which they might have an
interest. The students may take these courses at their convenience.

COURSE DESCRIPTIONS

FIRST QUARTER : L .
_ _ ENG 1102 Comsmunications Skitls
AUT 1101 Automotive Meghanics | 5 22 12 Desighed to promote effective communication through correct language
This course will emphasize the fundawmentals principles of the internal usage in speaking and writing.
combustion engine. Studies will be made on engine design, engine con-
struction, and engine operation, . Emphasis will be placed on how design FIFTH QUARTER L
and construction affect the cperation and power production. Mechanic : . . -
tools and shop safety rufes and regulations will be emphasized during this AUT 1105 Automotive Mechanics V 522 12

course. . s This course wili be a comprehensive study of the performance require-

ments and the diagnostic tgsting of the automotive engine and the related
systems that make up the power base in the automobile. Also inciuded
will be the operation of engine testing equipment and of the machining

Prerequisite: Mone

SECOND QUARTER

: : : processes.

AUT 1102 Automotive Mechanics Il R 22 12 Prerequisite: AUT . 1101

This course will be an introduction to the sub-systems of the internal . _

combustion engine. The sub-systems will ‘include the- electrical system, SIXTH QUARTER _ _

the fuel system, and.cooling systems. The students should begin to see the AUT 1106 Automotive Nechanies Vi 5 22 12

very ciose and necessary relationship that these systems have in the com-
'plete operation of the automotive engine,

Prerequisite: AUT 1101

This course will provide-an in-depth study of all components in the power
~ train. Testing and rebuilding of the power train will be emphasized during
this quarter.

Prerequisite: AUT 1103
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SEVENTH QUARTER

AUT 1107 Automative Mechanics VIt 5 22 12

Testing and rebuiiding of all. units of the automotive braking and suspension
systems - wil be included in this course. Special emphasis will be placed on.
wheel alignment and the machining processes involved in repairing brakes.

Prerequisite: AUT 1104
‘EIGHTH QUARTER

AUT 1108 Automotive Mechanics VIII 5 22 12

This course is designed to acquairt the student with the day-to-day opera-
tional processes of the automotive shop. Job.estimating, parts purchasing,
and proper customer relations will be- emphasized. North Carolina Inspect-
jon -Laws and shop safety regulations. will be taught in- this course. The
student will also be -provided the opportunity to practice his previous
training experiences tn this curriculum,.

.Prerequisite: Completion of all other automotive courses.

ELECTRICAL INSTALLATION AND MAINTENANCE

. The rapid expansion of the national economy and the increasing develop-

ment of new electrical products is providing a arowing need For qualified people

“to-tnstall.and maintain electrical equipment. By mid-1980 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 know-

:ledge, fundamentals, and practices involved in the elctrical trades. A large
.portion:.of the program ‘Is devoted to instruction which is designed to give the
student . practical knowledge and .application experience in the fundamentals
taught in class.

The ‘araduate of the electrical trades program will ‘he qualified to enter an
electrical trade as an on-the-job trainee or apprentice, and to assist in the- pian-
ning, layout installation, check out, and maintenance of systems in residential,
commercial, or industrial plants. The graduate 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 plyphase alternating circuits. He/she
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 be able to advance
through experience and additional training through upgrading courses offered

"in tha center.
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REQUIRED COURSES

ELC 1122 Electrical Installation & Maintenance

Hrs. Hrs.  His.  Hrs.:

_ 5 22 12 297

ELC 1123 Electrical Installation & Maintenance 5 22 12 0 297

ELC 1124 Eiectrical Installation & Maintenance 5 - 22 12 ‘297

ELC 1125 Electrical Installation & Maintenance 5 22 12° 297

- ENG 1101 Communication Skills ) 3 0 3. 33

Total Credit Hours Reguired For Graduation . ... .................. 51

. Total Contact Hours InProgram. . . .. ..o vev e vnnnnn. e 1221
FIRST QUARTER

ELC 1122 Eiectrical Installation & Maintenance 5 22 12

This course will provide -basic background information on electricity. for
the student. The production of electricity, its many uses, and the neces-
sary precautions when dealing with electricity will be emphasized.. The
fundamentals of blueprint reading, plannlng, layout, and mstallatnon of
wiring in houses will also be covered.

Prerequisite: None

'SECOND QUARTER

i

ELC 1123 Electrical Installation & Maintenance 11 5 22 12

This course will continue the emphasis on residential wiring. Such things:
as services, switch-boards, lighting, fusing, wire sizes, branch circuits, con-

duits, and the National Electrical Code Regulations will be studied: "During: .
this quarter the student will be provided -the opportunity to install: wiring’ . |

in a residence. This will be actual live project experience.
Prerequisite: ELC 1122 or prior electrical experience

THIRD QUARTER

ELC 1124 Electrical Installation & Maintsnanca 1 522 12

This course will be an in-depth study of.industrial motors and’ controls;:
Included will be single and polyphase: aiternating .current .circuit:voltages;.
currents, power measurements, and industrial. motars. - Instruction :wil
also be provided in the use of electrical test instruments’in: circuit: analysm
The basic concepts of alternating and direct current machines as. wall-a
the study of thermostats and/or sequencmg switches will be- mtroduced

' :Prerequlslte ELC 1123
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FOURTH QUARTER
ELC 1125 Electrical Installation & Maintenancs IV 5 22 12

This course will include the study of commercial and industrial wiring.
Included will be commercial and industrial layout, planning, and instai-
lation systems. Emphasis will be placed on commercial blueprint reading
and. symbols, as well as the related national’ electrical codes. Actual live
project experiences will be provided the student in wiring, conduit pre-
paration, and installation of simple commercial systems,

Prerequisite: ELC 1122, ELC 1123, ELC 1124

Special Note on Related Courses

Electrical Installation & -Maintenance students will- be required to take a
course in_ Communications Skills. before they are eligible for graduation.
Also, they may be required to take a course in Basic Mathematics if such a
need is determined. Additionally, students in Eiectrical Installation & Main-
tenance may take courses in Beginning Typing, Small Business Operations,
Business Law, Small Business Taxes, the Metric System, and any other
course that is taught in our Individualized Instruction Center in which
they might have an interest. The students may take these courses at their
canvenience.

ENG 4102 Communications Skills

Dasigned to promote effective communication through- correct language
usage in speaking and writing.

LIGHT CONSTRUCTION

Qur world population. is growing continuously. - The construction industry
is hard pressed to meet the needs of this rapidly expanding population.

The Light Censtruction 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. : B

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 woodworkmg machlnery

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..

EQUIRED COURSES

Hours Hours Hours = Hours

CONS 1007  Light Construction | 5 22 12 297
CONS 3002 Light Construction. I b 22 12 297
CONS 1003 Light Construction Il 5 22 12 207
"CONS 1004 Light Construction |V 5 22 12 297
ENG 1102 Communication Skilis 3 0 3 33
Total Credit Hours Required For Graduation . . .. .................- 51
Total Contact Hours InProgram. . . .. .. ... ... ... .. ... 1221
COURSE DESCRIPTION

Class/Shop/Credit

FIRST QUARTEH
CONS 1001 Light Construction | 5 22 12

First quarter information on Light Construction will include instruction
in general masonry, introduction to hand tools, and blueprint reading
and sketching. The student will use and have actual experience in each of
these areas.

Prerequisite: None

SECOND QUARTER

~ CONS 1002 Light Construction 11 ' 5 22 12

This course will include experlence with ali power hand tools and shop
equipment. - All woodworking - techniques, basic cabinet construction,
blueprint reading will be included. Actual construction expenences wilf
will. be provided during. this- quarter. .

Prerequisite: ‘CONS 1001 or prior experience
THIRD (IUAHTEB

CDNS 1003 Light Construetion {11 ‘ 5 22 12

This course will provide an in-depth study of the processes of constraction
framing, sheathing, and insulation. The :processes invalved in estimating,
_in drawing up specifications and.in actual construction contracts will be
studied, Actual live project experlences will be prowded the student during
this time,

Prerequisite: CONS 1002

Class Shop  Credit -'Cuntaét"




s 1084 Light Construction {V 5 22 12

Included in this course witl be a sessfon on advanced framing, along with
basic stair construction. Also included will be extensive experience in ex-

" terior and interior trim work. By the end of this quarier, the stude‘nt should

have extensive experience in all light construction processes.
‘Prerequisite: CONS 1002, CONS 1003

Special Note on Related Courses

Light Construction students will be required to take a courss in Com-
munications Skills before they are eligible for graduation. Also, they may
be required to take a course in Basic Mathematics if such a need is deter-
mined, Additionally, students in Light Construction may take courses
in Beginning Typing, Sma!ll Business Operations, Business Law, Small
Business Taxes, the Metric System, and any other course that is taught
in our Individuaiized Instruction Center in which they might have an
interest. The students may take courses af their convenience.

ENG 1102 Coemmunisations Skills

Designed to promote effective communication through correct language
usage in speaking and writing.

LICENSED PRACTICAL NURSE

'

The accelerated growth ‘of .population in North Carolina and rapid advance-
ment in-medical technology demand in. increased. number of weli-trained per-
sonnel for heoalth services. Realizing this need, the State Department of Com-
munity Colleges, in conjunction. with. local hospitals, administers programs of
practical nurse education in local systems, community colleges, technical insti-
tutes and in industrial education centers throughout the state.

The aim of the Practical Nurse Education Program is to make available to

gualified persons the opportunity to prepare for participation in care of patients
of all ages, in various states of dependency, and with a variety of iliness con-
ditions, .

Stu_dents are selected on the basis of demonstrated aptitude for nursing
as determined by pre-entrance tests, intorviews with faculty mermbers, high
school record, character: refetences, and reports of medical and dental exam-
ination.
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gawme s wrismyval program the student 1S ‘ex_pecte_d Lo growy. eas
rinvously in acquisition of knowledga and-=unc_':er5ta_mdmgs related ta.nursmg:
the biological sciences, the social sciences and in skills related 10 nursing prac;
tice, communications, interpersonal relations, and use of good judgemen
Evaluation of student performance consists of testlslcn all ph-ases of.course
content, evaluation of adjustment-to the responsibilities of nursing. A.passmg
seore of B0 is required on alf graded work, pius demonstrated progress in appl-
{cation of nursing skills to actual patient care.

Gra’dtjates of accredited programs of practical nurse e_:ducation are ehg!bie
1o take the licensing examination given by the North _Cara[lna B_oard of Nu‘rsnn%
This examination is given twice each vyear, usuaﬂ.v in the spring and fa{!. .
passing score entitles the individual to receive a license and to use a leg?h ttt:v :e_
# tcensed Practical Nurse”. The license must be renewed annually. he fi
censed Practical Murse can apply for licensure in other states on the basis of a

satisfactoty examination score, without repeating the examination.

The LPN is prepared to function ina variet\_/ of sitx{ations: hospltals ln:n‘ a:!
fypes, nursing homes, clinics, doctorsf and‘ dentists” offices arfd, in sr;me Sc:r-
ities, public health facilities. in all situations t‘he.: LPN fgnctaons 'u'n er s pbE
viston of a registered nurse and/or licensed phy§u::|an: This supervision ma\(1 .
minimal in situations’ where the patient’s c:on.dmc{n is stablg ‘and no*:{ comr gxé
of it may consist of continuous divection in sttuations requm_ng.tlr_\e no:u :{a— PgN
and skills of the ragistered nurse of physician. In th('e latter Si‘tuattons, 1 ?biﬁt
may function in an assisting role in order to avoid assuming c;‘es;lzonss Y
heyond that for which the one-year program can prepare the individual.

Job requirements for the Licensed Practical Murse include .suitablfe per-_
sonal characteristics, ability 1o adapt knowledgfe and }Jnderstandl;‘lgs 0 nm:f
ing principles to a variety of situations, technical skills for perfh orrnam;; o
bedside nursing, appreciation for diﬁerence:s of pe.oE)le and for the wor
every requirements of nursing ethics and hospital policies.

‘ REQUIRED COURSES
FIRST.QUARTER Class/Lah./Credit/Contact
PNE. 1101 Anatomy 5 0 6 56
NUT 1101  Nutrition B O 5 55
NUR 1101 Basic Nursing {(Micrabiology} 3 Q 3 33
PSY 1114 Psychology 5 0 5 b5
MAT 1112 Math (2) [110 g 121%
102 Lab :
NUR ’ 20 J0 23 330
SECOND QUARTER
'NUR 1106 L.P.N. Clinical Lab 4 12 8 176
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- 2 33
U TFTE Y1 {1+ | 3 0 3 33
o= viud Obstretics ‘ 3 0 3 a3
PNE 1111 Pharmacology 3 0 3 33
NUR 1103 Lab 0 B 2 66
16 18 22 374

THIRD QUARTER
NUR 1107 L.P.N. Clinical Lab B 18 12 264
PNE 1103 Pedistrics 2 0 2 22
PNE 1106 Medical-Surgical Nursing 2 0 2 22
PNE 1102 Obstretics 2 0 2 22
PNE 1112 Pharmacology 2 0 2 22
NUR 1104 Lab o 4 1 44

FOURTH QUARTER
NUR 1108 LPN Clinical Lab 6 18 12 264
PNE - 1104 Pediatrics 2 0 2 22
PNE 1107 Medical-Surgical Nursing 2 0 2 22
PME 1110 Obstretics 2 0 2 22
PNE 1112 Pharmacology 2 0 2 22
PME 1114 Geriatrics - Legal Aspacts 2 0 2 22
NUR 1105 Lab o 2z 0 22

16 20 23 306

Course Deseriptions

FIRST QUARTER

PNE 1101 Anatomy 5 0 §

A study of the structure of the human bedy, including a discussion of the
body's main structural units and the interworking relationship between

systems,
NUT 1101 Nuteition 5 0 5

A study of how the body takes in and uses food for growth and debeiopment
and the maintenance of good heatth concluding with a section on diet th-
erapy during disease.

NUR 1101 Basis Nursing — Microbiology 3 0 3
Includes a history. of nursing, personal health and hygiene, introduction
to gthics and legal aspects of nursing, and causes and prevention of disease.

PSY 1114 Psychology 5§ 0 5§
Erphasizes individual, family, and community physical and mental health
. ‘and -assists students in developing attitudes basic to effective musing of
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patfents of all ages and backgrounds.

MAT 1119 Math 2.0 2
This course includes a review of basic principles.o_f mathematics with an
introduction to new principles necessary for pharmfacology.

NUR 1102 Lah f 1 3

An introduction to the basic fundamentals and procedures of nursing
developed through planned laboratory expetiences.

SECOND QUARTER

NUR 1106 L.P.N. Clinical Lab 4 12 8

Clinical activites provide introduction to actual patient care through se-
lected clinical assignments requiring application 1o current classraom and
laboratory learnings.

PRE 1102 Pediatrics 31 6 3
An introductiort to care of the sick child inctuding discussions of the most
common illness conditions and growth and development of the chitd.

PNE 1105 Medical-Surgical Nursing 3 0 3

An introduction to common medical-surgicat condition including infection
control, rehabilitation, and pre-operative and post-operative care.

PHE 1108 Obstetrics ‘ 3 0 3

An introduction to maternity nursing, including pre-natal care and anatomy
and physiology of the reproductive system.

PNE 1111 Pharmatology 3 0 3
This course includes an introdcution to the hasic fundamentals of pharm-
acology, administration of medications and tegal aspecis.

NUR 1103 Lab _ 0 6 2
This course is-a continuation of NUR 1102 including more complex nursing
skills and techniques.

THIRD QUARTER

NUR 1187 L.P.N. Clivical Lab 6 18 12

A continuation of second gquarter, ineluding mare complex situations of
patient care and two weeks of nursing home experience. Also includes
administration of medications to patients.

PNE 1103 Pediatrics . . 2 10 '2
A continuation of care of the sick child in the hospital setting and an in-
troduction to common pediatric procedures.

PNE 1108 Medical-Susgical Nursing 2 8 2
A study of sach system of the hody and the diseases and disorders which
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PNE 1189 Obstetrics 2 0 2

This course includes labor and delivery and common complications, and
care of the newhorn infant. ’

PRE 1112 Pharmacology 2 0 2
Drugs are introduced in relation to systems of the body they affect and
conditions they are given for,

NUR 1104 Lab 0 41
Activities are planned to assist students in gaining knowledge of needs of
patients who are seriousty ill and plan effective nursing care.

FOURTH QUARTER

NUR 1108 L.P.N. Clinical Lah ' _ 6 18 12
Clinical assignments include care of the seriously ill patient, the operating
room, recovery rocm and cardiac units.

PNE 1104 Pediatrics 2 D 2
A discussion of diseases and disorders of the child related to bady systems
which they affect. :

PNE 1107 Medical-Surgical Nursing ‘ 2 0 2

A continuation of the study of body systems and diseases and disorders,
communicable diseases and emergency, disaster, and first ald care.

PNE 1170 Obstetrics 2 0 2
“ A continuation of the study of drugs related to body system and iliness
conditons.

PNE 1114 Geriatrics — Legal Aspects 2 0 2

An introduction to common problems and illness condltions of the elderly,
reviews nursing laws and discusses job applications and resignations.

NUR 1105 Lah 6 2 9

To develop beginning skills in assisting the registered nurse’or physical
and to make the transition to the role of graduate practical nurse.

POTTERY PRODUCTION

The curriculum consists of four guarters that cover the basic and advahced
technigues of throwing, glaze calculation, marketing, and kiln building. The
class enroliment is limited to insure individualized instruction. Each year,
special projects and guest crafismen are introduced to enlighten students in
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new ideas and technical developments in clay. There is a spacious classroom
area. The equipiment consists of shimpo and Lockerbie wheels, electric kilns,
stoneware, raku, and a sait kiln, :

Class/Shop/Credit/Contact

HEQUIRED COURSES
CER 1001 Pottery ! 5 25 12 330
CER 1002 Pottery 1} 5 35 16 440
CER 1003 Pottery Il 5 32 15 407
CER 1004 Pottery IV 5 35 16 449
ENG 1102 Communication Skills 3 1] 3 33
Total Credit Hours Required For Graduation .. . ................... 62
Total Contact Hours InProgram. . . .. oo v i it ie i it eee s .. 1680
COURSE DESCRIPTIONS
Class/Shop/Credit

FIRST QUARTER

CER 1001 Potteryl : h .25 12

This course will include the fundamentals’ of the preparation and use of
clay. Methods of fabrication from hand building to wheel-thrown ware
will be included. The processes of stacking and firing the electri¢ kiln as
well as the exploring of different glazing and decorative techniques will
be studied. - ' ’

Prerequisite: None
SECOND QUARTER .
CER 1002 Pottery Il 5 35 16

The student wili he exposed to intensive work on individual clay bodies
and slip glazes. Production of advanced wheel-thrown forms including
sets of wares, lidded pieces, and tea pots will be studied. Special emphasis
will be placed on harmonious fusion of form, design, and glazing tech-
nigues. - An in-depth study of low fire kiins and glazes with emphasis placed
on Raku will be made.

Prerequisite: CER 1001 orprior experience
THIRD QUARTER
CER 1003 Pottery 11} 5 32 15

This. course wili include instruction In the problems involved in the care
- and maintenance of equipment. Additionally a summary of high fire kilns
and fuels will be made. Also studied will be the sources for the supply of
the pottery materials as well as the deveiopment of clay bedies and glazes
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Prerequisite: CEF; 1002

'FOURTH QUARTER
CER 1004 PotterylV - - 5 35 16

This course will inciude concenirated instruction in high. and low fire glaze
formulation. = Aiso included will be the actual participation in the con-
struction of ‘a kiln, The Individua! wilt continue working on his own pro-
jects as well as studying marketing and sales techniques. Before graduation,
each student will formally present their work at any show of their choice.

« Prerequisites: CER 1002, CER 1003

Special Note on Refated Caurses

Pottery Production studemts will be required to take a course in Com-
munications Skiils hefore they are eligible for graduation. It is suggested
that the student take the communications skills requirement during the
t_hird-quarter — three {3) hours per week time has been provided for this
purpose. Also, they may he required to take a ceurse in Basic Mathematics
if such a need is determined. Additionally, students in Pottery Production
may take courses in Beginhing Typing, Small Business Operations, Business
Law, Small Business Taxes, the Metric System, and any ‘other course that
is taught in our Individualized Instruction Center in which they might
have an interest. The students may take courses at thelr conveniencs.

ENG 1102 Communications Skills

Designed to promote effective communication through correct ianguage
usage in speaking and writing.

. RADIO AND TELEVISION SERVICING

Thizs program at MT! offers training in the knowladge and skills you need
for instaliation, maintenance and serwcmg of radios, televisions and sound am-
plifier systems.

Students will learn electronic principles and service techniques by actual
practtce in @ laboratory.

The Radlo & Television Servicing Program  will prepare the student to
estabhsh his/her-awn busmess maintain an inventory and maeet the. public in the
repair shop and on service calls.
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REQUIRED COURSES Class/Shop/Credit/Cantaet
ELN 1126 Radio & Television Servicing i 5 22 A2 297
ELN 1127 Radio & Television Servicing 1} b 22 12 207
ELN 1128 Radio & Television Servicing i}l 5 22 12 287
ELN 1129 Radio & Television Servicing IV 5 22 12 - 2097
ENG 1102 Coemmunication Skills 3 0 3 a3
Total Credit Hours Required For Gradu@tion + v v v e ceve e irn s oans 51
Total Contact Hours In Program. . . . .. ... e e e e 1221
COURSE DESCHIPTIONS

FIAST QUARTER

ELN 1126 Radic & Television Serviciag ! . §F 22 12

in this guarter the student will be taught the principles of electron flow in
both series and parallel circuits. Additionally, he will sutdy “the funda-
. mental concepts of alternating and direct current carcmt analysis as is
applied to Radio & TV Servicing, To understand the .operation of the
systern and in order to make certain repairs, the student must be able to
make certain mathematical computations. Because of this, the student
wiil be taught the necessary mathematical skilts.during this quarter.

Prarequisite: None
SECOND ﬂUARTEB

ELN 1127 Radio &Teie\usmn Semcmg H 5 22 12

During this quarter instruction will inciude transistor theory, operation,
characteristics; ‘and their ‘ application to audic ‘and radio- frequency am-

plifier and- oscillator .circuits. Principles of- radio reception. and practices

_ of servicing technigues on A and FM receivers will be included.
Prerequisite: ELN 1126 or prior experience.

THIRD QUARTER

ELN 1128 Radio & Television Servicing i1l '.i 22 ’IZ
This quarter will ibciude a continuation of transistor theory. The processes

involved in radio trouble-shooting will also be taught duringthis. time:
Instruction in the. techniques of trouble-shaoting and repair of TV- recewers L
with the proper use of associated test equipment -will he stressed AG-

ditfonal study of more specialized servicing technigues’ and ‘ostilloscope
wave form analysis will be used in the adjustrent, trouble-shooting, and
repait of the television circuit. ‘

Prerequisite: ELN 1127
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ELN 1128 Radio & Television Servicing IV 5 22 12

This course is a broad servicing course including trouble-shooting, radios,
televisions, record players, sound systems, and other electronic commun-
ication devices. The major emphasis, however, will be placed on studying
color television principles and theories. The service and repair of color
television sets will be included for laboratory work.

Prerequisite: ELN 1127, ELN 1128

Special Note on Related Courses

Radio & Television Servicing students will be required to take a course in
Communications Skills before they are eligible for graduation. Also, they
may be required to take z course in Basic Mathematics if such a need is
determined. Additionally, students in Radio & Television Servicing may
take courses in Beginning Typing, Small Business Operation, Business Law,
Small Business Taxes, the Metric System, and any other coutse that is
taught in our Individualized Instruction Center in which they might have
an interest. The students may take these coursas at their convenience.

ENG 1102 Communications Skills

Designed to promote effective communication through correct language
usage In speaking and writing,

SMALL ENGINES AND EQUIPMENT REPAIR

The 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 multicycle engines.

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

The knowledge and use of practical skills will be explored in these various
engines: lawn ‘mowers, tractors, boat motors, mini-bikes and motoreycles,

REOUIRED COURSES ‘ Class/Shop/Credit/Contact
PME 1101 Small Engines & Equipment Repair i 5 22 12 207
PME 1102 Small Engifies & Equipment Repair 1 5 22 12 297
PME. 1103 Small Engines & Equipment Repair (Il 5 22 12 297
‘PME 1104 ‘Small Engines & Equipment Repaic IV 5 22 12 297
ENG 1162 Commun‘lcation Skills ) 3 D 3 33
" Total Cradit Hours Required For Graduation .. .. .. ... B 1 |
Total Contact Hours in Program. .. ... et e e 1221

28

COURSE DESCRIPTIONS

FIRST QUARTER

PME 1101 Small Engines & Equipment Repair ! 5 22 12

This course will be a detailed study of the single cylinder, alr-cocled engine.
This study will include the engine systems for ignition, fueling, cooling,
lubrication, and how they are coordinated. Also inchuded will be both
two-cycle and four-cycle engines. The specific application of these engines
to lawn mowsrs, garden tractors, and motor cycles will be taught. Exposure
1o the necessary welding processes will also be included during this quarter.

Prerequisite: None

SECOND QUARTER

PME 1102 Smafl Engines & Equipment Repair I1 5 2 12

The basic principles and theories studied in PME 1101 will be put into
practice during this quarter. The theory is applied to the processes of
mechanical disassembly, sysiematic diagnosis of problems, and recognition
of defective parts as well as routine servicing. Speciai attention is given
to the cranking and charging systems that are unigue to smail engines in
which the starter also serves as the generator.

Prevequisite; PME 1107 or prior experience

THIRD QUARTER

PME 11083 Smali Engines & Eguipment Repair {H{ § 22 12

This course wil! introduce the students to the drives, brakes, and suspens-
ion systems that are unique to riding lawn mowers and garden fractors.
A complete study will be stressed. Hydraulic systems as they are used in
fawn mowers and garden tractors will be studied in theory and practice
during this quartet.

Prerequisite: None

FOURTH QUARTER

PME 1104 - Small Engines & Equipment Repair {V § 22 12

This quarter will include a.study of both motorcycle mechanics and out
board engines. Included will be motoreycies, motor scooters, mini-bikes,
as well as the various kinds of marine engines. Practical application will
be an integral part of this course.

Prerequisite: PME 1101, PME 1102

Spegial Note on Relaied Course

Small Engines & Equipment Repair stu'dents witl be required to take a
course in Communications Skilis before they are eligibie for graduation.
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r e o uzermiined,  Additionatly, students in Smail Engines & Equipment
Repair may take courses in Beginning Typing, Small Business Operations,
Business Law, Srnall Business Taxes, the Metric System, and any other
gourse that is taught in our individualized Instruction Center in which
they might have an interest. The students may take these courses at their
cotvehience. :

ENG 1102 Communications Skills

Designed to promote effective communication through correct language

usage in speaking and writing.

TAXIDERMY

The Taxidermy program is designed to. present the students with the skills
that are necessary for them to become a competent taxidermist.

During this program, the student will receive instruction and experience
in the areas of preparing, stuffing, and mounting birds, fur-bearing animals,
and fish. Instruction wiil also include in-depth study of local, state, and federal
game faws as well.as general ecology and the preservation of species,

Students who receive the diploma in Taxidermy will be able to operate
thair own business or work for other taxidermists,

REQINRED COURSES

Class/Shop/Credit/Contact
TXY 1101 Taxidermy ! 10 17 15 297
TXY 1102 Taxidermy U 16 17 18 297
TXY 1103 Taxidermy (! 10 17 15 297
TXY 1104 Taxidermy IV 5 22 12 297
ENG 1102 Communication Skills 3 v 3 33
Total Credit Hours Required For Graduation .. ... ........ B 60
Total Contact Hours InProgram. . .. ... ... .. ..., 1221
COURSE DESCRIPTIONS

FIRST QGUARTER

TXY 1101 Taxidermy | ' 1w 17 15§

This course will congentrate on the bird kingdom with major emnphasis

iog

on game birds. Inclyded will be proper measuring réchnigues, descomposit-
lon, and rebullding of birds into their mounted form with proper color-
ation. A detailed study of bird identification is included. A study of
ecology as well as the game laws that govern the hunting and meunting
of fish, fow!, and mammals is made.

Prersquisite: None
SECOND QUARTER

TXY 1102 Taxidermy Il 0 17 15

This course will be a detafled study with related laboratory experience
in the mounting of fur-bearing game animals. Included will be proper
measuring technigues, decomposition, and rebuilding into mounted form
and proper coloration. Marnmal identification and study is emphasized
as well as proven methods in the area of specie preservation.

‘ Prerequisite: None
THIRD QUARTER
TXY 1193 Taxidermy 18 10 17 15

This course will congentrate on the fish kingdom with related labovatory

" experience in the mounting of selected species. included will be proper
measuring techniques, decomposition, and rebuilding of the fish into its
mounted form and proper coloration, Time is devoted to fish identifi-
cation with emphasis placed on species that inhabit North Carolina’s inland
and coastal waters. Practica!l art techniques including the mixing and

" application of paint to animal bodies, making paper mache’ bases, and
proper construction of wall plagues will be studied.

Prerequisite: None
FOURTH GUARTER

TXY 1104 Taxidermy 1Y 5 22 12

This course is a general review of the three major areas of taxidermy. The
student will also be given the opportunity for individual ressarch and pro-
Jects refated to taxidermy. This final course will also deal with environ-
mental problems of air, water, chemilcals, and wastes as related to animais,
plants, and birds. ’

Prerequisite: TXY 1101, TXY 1102, TXY 1103

Special Mote on Refated Coﬁrses

Taxidermy students will he required to take a Course in Cormnmunications
Skilts befare they are eligible for graduation. Also, they may be required
1o take a course in Basic Mathematics if such a need is determined. Add-
itionaily, students in Taxidermy may take cotwses in Beginning Typing,
Small Business Operations, Buginess Law, Small Business Taxes, the Metric
System, and any other course that is tapght in our. Individualized Instruct-
ion Center in which they might have an interast. The stidents may take
these courses at their convenienca.
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" Designed to promote effective communication through correct language
usage in speaking and writing.

WELDING

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 pro-
gram 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 oxyacety-
lene, electric arc, and the shielded arc machines.

. After completing this program the student should become employed as a
beginning welder such as a tacker.or a flat welder. The student may be class-
ified as a beginning apprentice. ;

" REQUIRED COURSES

WLD 1120 Welding !
WLD 1121 Welding H

Class/Shop/Credit/Contact

122 12 297
22 12 297

Lo,
]
A
e
3]

WLD 1122 Welding I 207
WLD 1123 Welding IV 22 12 207
ENG 1102 Communication Skilis 0 3 33
Total Credit Hours Requited For Graduation. . .. ...... ... ... .cc.cuu.n. 51
Total Contact Hours In-Program. . ... ..o inie e e 1221
FIRST QUARTER )
WLD 1120 Weiding | 5 22 12

This course will be an introduction into the basic gas welding and cutting.
A study will be made of the various kinds -of welding equipment as wel! as
the tools and terminology of the trade will be included. The student wiil
be exposed to the welding procedures of braising, fusion, puddle main-
tenance, running flat bead, and both flat and vertical welding. Safety
features involved in the welding process will be strongly emphasized. The
-necessary background ‘in the mechanical blusprint reading will also be
included.

Prerequisite: None
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SECOND QUARTER
WLD 1121 Welding Il § 22 12

Studies will be mace of welding heats, polarities, ahd elctrodes used in
joining various metal alloys by the arc welding process. There are 18
different lessons in the electric welding process that the student must
master during this course.

Prerequisita: WLD 1120 or prior experience
THIRD QUARTER

WLD 1122 Welding ili 5 22 12
During this course the -student will be introduced to the processes of tig

heli-arc welding. The process will be covered as it applies to welding on_

both aluminum and stainless steel. Alse during this guarter, machines
shop practices will be introduced so that the student can gather some basic
skills in this area.

Prerequisite: WL.LD 1121
FOURTH QUARTER
" WLD 1123 Welding IV b 22 12

This course will jnvolve extensive practices' involved in the welding process.
Also studied will be the metal bending processes involved in certification
test procedurss.

Prerequisite:

Special Note on Related Gourses

Welding students will be required to take a course in Communications
Skills before they are sligible for graduation. Also, they may be requlred
to take a course in Basic. Mathematics if such a need is determined. Add-
itionally, students in Welding may take courses in Beginning Typing, Small
‘Business Operations, Business Law, Small Business Taxes, the Metric

and any other course that is.taught in our Individualized Instruction Center
in which they might have an interest. The students may take these courses
at their convenience.’

ENG 1102 Communications Skills

Designed to promote effective communication through correct language
usage in speaking and writing.
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